TECHNICAL MANUAL
FOR
EVIDENCE CONTROL UNIT
PROCESSING ASSISTANT

TABLE OF CONTENTS

PREFACE ...ttt ittt iiieen.n e e et e et e 1
SECTION I- DATA ENTRY INTO LABORATORY COMPUTERIZED FILES ..... 2
SECTION A- EVIDENCE SUBMISSION .... +..ocoveeen. cee. 2

SECTION B- FILE FOLDERS . ..... et e et e 4
SECTION C- DATA ENTRY OF SUBMISSION SHEET(S) .. .... ..... 4
SECTION II- SECTION GUIDELINES ..... et e .... b
SECTION A- POLICE SHOOTING CASES ... ....vcuv.on. et e 6
SECTION B- DRUG CHEMISTRY SECTION .. .......... et e 6
SECTION C- LATENT EVIDENCE SECTION . .......... et e 6
SECTION D- FIREARM AND TOOL MARK SECTION ...... et e 6
SECTION E- DOCUMENTS & DIGITAL EVIDENCE SECTION .... 7
SECTION III- PROCESSING OF CASE FILES .... «..ocovennn. ceee 9
SECTION A- PROCEDURES FOR “HOLD FOR PICK UP” FILES . ..... 9
SECTION IV- OFFICE MANAGEMENT. ..... et e et e 12
SECTION A- COMPOSITION .. ..... et e et e 12
SECTION B- DAILY ACCOUNTABILITY ...+ tvvvnennnn et e 12
SECTION C- WEEKLY STATISTICAL REPORT .......... N
SECTION D- DNA BLOOD SAMPLES .. ... i et e 12
SECTION E- SUBPOENAS .... ..... et e et e 12
SECTION F-— OFFICE SUPPLIES .... «.iitv tiiiiennenn et e 13
SECTION G- NC ACCOUNTING SYSTEM/PURCHASE TICKET .... 13
SECTION H- JUSTICE LEAVE SYSTEM .... ..o vuevennn et e 13
SECTION I- UPS TRACKING SYSTEM .... ....cvee.on. Lo 14

SECTION V- SAFETY ..... e e et e ... 15



