SUBMISSION OF URINE
SWPEGIMENS AND RELATED

Navy Drug Screening Laboratory
Jacksonville



Pre-Packaging Tips

Cs double check all of their paperwork before
submitting the specimens for testing.

look for are:
| information on the bottle label match the DD Form 2624?
ect Command name listed in Block 1?
IC/RUC match the Command listed in Block 17
ec1mens listed on the DD Form 2624 either present or voided
s’
> any changes to the SSN(s) on the DD Form 2624 and specimen
> 'c.al S) dated and initialed?
0 Ts the batct number in Block 5 present and does it match the batch
umber on the bottle labels?
O Is a chain of custody documented on the back of the DD Form 26247
O Does the collection date on the bottle match the DD Form 2624
collection date?







(or p - operly voided on the DD Form 2624) and vice versa (see “GG”
discrepancy code for further explanation)






m| _l;_,g_c‘ the original DD Form 2624 in a sealed
- envelope and affix the envelope to the

shipping container (preferably on top or
bottom)



COMMANDING OFFICER

NAVY DRUG SCREENING LAB
BOX 113, BLDG H-2033 <4
FL 322120113

JACKSONVILLE,




0 Wrapping /taping does not help with leakage and can
cause problems with legibility of the label.



mon Discrepancies (I)

f Custody entries discrepant
ete, illegible, not original or not

most commonly- app led discrepancy code for
imens received by NDSL Jacksonville

nre

e purpose of chain of custody documentation is to
accurately document who or what had custody of the
specimens, on which date and for what purpose




Common Discrepanues (11)

SIGNATU RE

ETC NAME SECURED STORAGE
uss FLO RIDA BLUE

Trnnlfel for Shipment to

/ NAME FLEET POSTAL SERVIC Fieet Post Office.

'IJSS FLORIDA

NUMBER e :
' ‘& QPENED AND INSPECTED ‘
‘ BOTILE SEALS INTACT tobmiting =
T DATE SPE! :
carmuueu ONBO : 3
CHAIN OF CUSTODY DOCUM wiep | co., E“ﬁ" ‘ Two-dgiman. ‘Mm -
n B Full SSN of -

Missing purpose of change (e.g., “overnight storage”)

12(2)b should read “SECURED STORAGE" and the
RECEIVED BY block should read “ETC LEWIS, USS
FLORIDA BLUE" with signature

Q Entries on this line should be “ETC LEWIS , USS
FLORIDA BLUE” to “FLEET POSTAL SERVICE” for
“Transter for Shipment”



Back of DD Form 2624

DATE

RELEASED BY

RECEIVED BY

PURPOSE

081229
Same date
samples
collected

Signature
E.g., UPC
Printed Name

Postal Service

Release to Postal Service for Shipment to
Lab

Back of DD Form 2624

DATE

RELEASED BY

RECEIVED BY

PURPOSE

081229

Signature
Person #1
Printed Name

Signature
Person #2
Printed Name

Transfer Custody

081229

Signature
Person #2
Printed Name

Postal Service

Release to Postal Service for Shipment to
Lab

Back of DD Form 2624

DATE

RELEASED BY

RECEIVED BY

PURPOSE

081229

Signature
Person #1
Printed Name

Storage

Temporary Secured Storage

090106

Storage

Signature
Person #2
Printed Name

Retrieve from Storage

090106

Signature
Person #2
Printed Name

Postal Service

Release to Postal Service for Shipment to
Lab




sProperDocumentation of Chain of
4 Custody (II)

12. CHAIN OF CUSTODY | [ STRUCTIONS
DATE |~ PURPOBE oOF ¢ e l
RPOSE OF € ;wmlr BLOCK UsA | UsNMC USAF
N d.
NATURE

1] SUBMITTIGUMT | Message sddraes of el mibmiting urn aampies |
Ship to NAVDRUGLAB ’

via U.S, Postal Service AMAT Do el kae Dptianst. Wy e cend 15
Idamishy the bese POC

Fourcharactar Sase
ittt

EXAMPLE 1: Samples mailed to lab by BM2 Smith immediately after
collection, with no intermediate transfer of custody.

| | mcunm“m I Do nol use
| L1
SIGNATURE

i Enter tha four-gight yesr, two-digh menth, and two-dight day
that samples ware collected by submitting unk.

Usa number pre-pristad on ferm -

SIGNATURE SIGNATURE 10 hamize boe Pecorars or oot Som.

COMPLETE 88N | Full 85N of paraon fram whom sample obisined,
TEST BANS | Indionte ihe iwating sremise o conduct the collsstion.

Entry reguired onky ¥
sacitions! ating i
requsslst
F = Full Pansi:
§ = Sterokds;
| O Otherdrogs -
| Provice clenfication in
| attached mansage.
SIGNATURE (I serwaned (feld tested) prior to submission and
PRESCREEN |found pasitive, Indicets P for poalthvs or N for
nagative far drug(s) pre-scresnad. Leave blank I
NAME ot scresred prior b subminsion 1o la,
12, CHAIN OF CUSTODY (LINE (1))
8 DATE - Diste of solsction/shipmant
b, RELEASED BY - Signaturs and prinied of typewrities nams of the urinalysis sosrdinator
having custody of the samples.
, RECEVED BY - Uss anly If physicsl change of custady (s ooturing prior to shipmest
Obharwiss lewve blank.
. PURPORE OF CHANGE/REMARKS - Specily the mode of accountable
ranaportation'system utliized 1o ship specimens = the lab.
1 Iftwhan costody of spacimans changes other than for shipment (uninss hand carmisd i
Inb), sach changs of custody reguires line number signaturs In ihe (B} RELEASED BY and
{) RECEIVED B locka to document changes in cusiedy with comment in block (). if &
continustion shest s macessary, It must contsin informefonisignatures of Blocks (8] - (4.

13, DAMAGE TO SHIPPING CONTAINER/DISCREPANCIES

Source http:/ /www-nehc.med.navy.mil/field_activities/ndtp_form2624.aspx



Proper Documentation of Chain of
Custody (111)

A G OF EUSTODY N Twm [ WETRUCTONS
RELEASED BY RECENVED BY PURPOSE OF CHANGE/ UsA | usNmc USAF
b . A [T SomTraG Ot | s s hunk g oo
SIGNATURE Haad Garry o g ssgrn o
NAVDRUGLAB De not use | ommander to whom
NAME (BECOND submitting unh reperts
| néminiutrativaly.

RIRNATIIRFE RIANATIIRE

EXAMPLE 2: Samples hand carried to lab by BM2 Smith |mmed|ately
after collection. with no intermediate transfer of custody.

Entad the |
.

SIGNATURE SIGNATURE .

NUMBER
oumbarby e
DATE $PEC inmhmrlm-d K mnth, and two-diglt d
ave awe ﬂ
o e e
SIGNATURE SIGNATURE b Rurnles bodlls, ractars o4 o BIDN).

8] cowpieTEsan | Full 83N of person from whaom sample obtained.
ki NAME nm Inqbnuulmhgmm 10 conduat the sallsction,
| P . i

SIGNATURE
NAME

SIGNATURE It sarsaned [Fold taated) prior to submisslon and
found ponitive, Ingicats P for positive or N for
for drugls) pre-scosaned. Leave blank if
NON scTesned priod i o b,
1. GHAIN OF CUSTODY (LINE (1))
& DATE - Date of collsstion/shipment
b. RELEASED BY - Bignature and printed or typewritten name of the urinalysis seordinsior
Paving custody of the samplas.
& RECEIVED BY - Uss onily H physisal cnange of sustody I aoouring prier to shipmant.
Otharwien inave blank,
& PURPOBE OF CHANGE/REMARKS - Specily the mods of sccountable
lrarsportationisystem utllized 1o aklp specimens to the lab.
NOTE: Ifwhan custody of specimens changss other than for shipment (uniess hand carried to
lab), sach changs of custody requires fine numbar signaturs in the (b) RELEASED BY sna
(=) RECEIVED BY blocks fo document changes In custody with commant In black (d). If s
contisustion shest Is necessary, it must contain information/signatures of blocks (a) - (3).
13. DAMAGE TO SHIPPING CONTAINER/DISCREPANCIES

SIGNATURE -

NAME

Source http:/ /www-nehc.med.navy.mil/field_activities/ndtp_form2624.aspx



Proper Documentation of Chain of
Custody (IV)

FURPOSE OF CHANGE!
RECEIVED 8Y NENAR D

| Transfer custody/Prepare

|for shipment commander to whom

submitting unk reports

SIGNATURE

Example: = 2002 NAME ‘ vid U,.S. F.'r.!s;al Se.n'ic‘e

EXAMPLE 3: Samples mailed to lab by SN Jones with transfer of custody
from BM2 Smith to SN Jones.

9| 7 ePECMEN Use pumber pre-prinied an form
NUMBER 1o ltsmize botis.

5[ comretEsSM | Full B5% of persam from wham sampie obtained.

— . T aANS | ki e mang senien i ot o comtin |

SIGNATURE

negethve lor arugis| pre-scresred Lasve blank il'l
NGt BCIRenE BIGT 10 SUDMIENoN 10 1Nk, |
12 CHAIN OF CUSTODY (LINE (1)).
. DATE - Dute of collsctior/shipment
. RELEASED BY - Signaturs and printad o typewritien name af the urinalyals coordinater
having susiody of the samples.
. RECEIVED BY - Uss only If physical change of custady s sccuring prior to shipmant.
Otharwise lave blank.
. PURPOSE OF CHANGEMEMARKS - Bpecily the mode of sccountabie
transportation'system wilized to ship apscimenas i iha lab.
SIGNATURE t Hiwhen custody of apscimans changes other than for ahipmant (Unless hand carried 1o
Inb), such changs of custedy reguiras line numbaer signatirs in the [b) RELEASED BY and
[} RECEIVED BY blocks to document changes In custody with commant n black (d). Ha
CONtMURtan shest in necensary, it must contain informaSen/signatares of biogks (a) - [d),
13. DAMAGE TO SHIPPING CONTAINER/DISCREPANCIES

DD Form 2624, FEB 1998 (Back)

Source http:/ /www-nehc.med.navy.mil/field_activities/ndtp_form2624.aspx



Documentation of Chain of
Custody (V)

Maseage address of unil submitting urine samples

Opticnal. May be used 1o
NAME d

Locker #1

Example: Retrieve from storage
BM2 Smith

UNIT
SIGNATURE SR Ship to NAVDRUGLAB |4 | weveicanon |

B 2 Sauth via U.S. Postal Service
NAME NAME

i DOCUMENTMATCH |
BM2 Smith s et |

SIGNATURE

EXAMPLE 4: Samples mailed to lab by BM2 Smith after storage in
#1 by BM2 Smith.

SIGNATURE SIGNATURE

Laave blank

NAME

SIGNATURE If screaned (field tested) prior 1o submissicon and

n found poalive, Indlcats P for poaitive ar N i
negativa for pre-acreaned. Laave blank If
not scresnsd prior to submisaion to Isb.

12. CHAIN OF CUSTODY (LINE (1)),
& DATE - Date of collestion/shigment

SIGNATURE SIGNATURE b. RELEASED BY - Signatura ané printsd or typewritten name of the urinalysis coareinater
having custedy of ihe samples.

RECEIVED BY - Use only If physical change of custody |s occuring prior 1o shipment,
NAME NAME Otharwies leave blank,
, PURPOSE OF CHANGE/REMARKS - Spacily the mods of sccountadle
trana portation/systam wilized to ship specimens to the lab,

SIGNATURE ! IWwhan custady of spacimens changes othar than for shipmant (unisss hand camisd 1o
lab). snch changs of custody requites line number signature |n the (b) RELEASED BY and
[c] RECEIVED BY blacke to document changes in custody with commaent In block (d), a
sontinuation shest In necessary, i must contain Information/signatiires of blocks (a) - (d).

NauE 13, DAMAGE TO SHIPPING CONTAINER/DISCREPANCIES

| SIGNATURE | SIGNATURE

NAME ‘ NAME

Source http:/ /www-nehc.med.navy.mil/field_activities/ndtp_form2624.aspx



seProper Documentation of Chain of
Custody (VI)

12. CHAIN OF CUSTODY

Optianal. May be used 1o
Identify the base POC.

— Four-chamcter Bane
y . Idertitication Code (x.,
Temporary secured Fiz3p camptmﬂlu frst

Example: ‘ storage four charscirs of the full

| z UNIT It et
SIGNATURE . |Retrieve from storage COOE o Lﬂ.ﬁ‘fﬁ.&"ﬁm”"“"
27NOV2002 8maz Swth | g
NAME

BM2 Smith
) SIGNATURE

: |Ship to NAVDRUGLAB
27NOV2002 via U.S. Postal Service P e the Four-thght yoar, o it Foosh; Aok Bmseiglt ey
N |(OR Hand-carry to COLLECTED 141 BAEDINE WerE EOHIBCIRE DY BUDMITING URE.
INAVDRUGLAB) R
el ters of full BION).

EXAMPLE 5: Samples mailed (or hand carried) to lab by BM2 Smith after
transfer of custody from SN Jones to BM2 Smith, and storage in
locker #1 by BM2 Smith.

negailve for Grug(s) pre-screened. LeEve DINK 1
not sereened prior 1o submisslon o lab.
42 CHAIN OF CUSTODY (LINE {1])
. DATE . Dats of collaciion/shipment
&. RELEASED BY - Signaturs and printed of typewsitien name of the winalysls coordinstor
having custody of the samples.
. RECEIVED BY - Use only If physical change of cusiody I8 sccuring prier to shigment.
Otharwiles lave blani.
. PURPOSE OF CHANGE/REMARKS - 8 pecify the mods of accounissie
ranaportation'system utiiized to ship specimens io the lab.
© Hhwhan custody of specimens changes other than for shipment (unieas hand carried to
sk}, sach changs of custody requdres liss numbar signature in the (b) RELEASED BY snd
{€) RECEIVED BY blocka (o dosument changes [n custody with commant I bleck (d). It a
continuation shadt is necessary, it mus! contain Informationeignstres of blocks (a) - (d).

Source http:/ /www-nehc.med.navy.mil/field_activities/ndtp_form2624.aspx



SPECIMEN CUSTODY DOCUMENT - DRUG TESTING
2 ADDITIONAL SERVICE INFORMATION (SECOND ECH

1. SUBMITTING LINIT
COMDESRON ONE HUNDRED NORFOLKVA

§ [USS NEVERSAIL
3 BASE/AREA CODE | 4 UNIT IDENTIFICATION CODE 5 DOCUMENT ! BATCH NUMBER 6 DATE sPeCy
KK 12111 0003 “"2002 !
{0 0 A 0 O Version

7. SPECIMEN NUMBER B. COMPLETE S8M @ TEST 10.TEST 11 PRESCREEM | E. DISC CODE

003

004 coi-19-0999 —684-19-0509- ,_1

00

101-11-0990

miﬂlﬂHﬂllﬂllﬂllliill!lllilllllﬂﬂlllll

-.l? =i 00

D B
010-00-9009 oo
. 0o AND NO OTHERS | |

||| T

101-11-0990

*SSNis are fictitious*

AND

~ EXAMPLE 6: Example of a properly performed forensic correction for the
SSN of specimen #004. The original SSN is still readable (has only
- a single line through it), and the correction is initialed and dated.

| H. CERTIFICATION, | canify that | om a laboratory official, that the iaboralory msults indicated on this form were comeclly detarmined by
| proper laboratory procedures, and they ane comeclly annolaied

{1) SIGNATURE (2) DATE SIGNED

DD Form 2624, FEB 1993

Replscrs OPNAV 5350/2 (FEB 82). DA Form 5180 (AUG 66), and AF Form 1590 (APR 88), which are obsoleie

(3) CERTIFYING OFFICIAL {Printod Name and Tille)



n Discrepancies (111)

er document shows Service Member’s

econd most commonly-applied discrepancy code
ecimens received by NDSL Jacksonville

ubmit any documents that show Service
‘s name or signature (i.e., Drug Testing
Testing Register)

'_:_.)
"o'r

|



nly-applied discrepancy code
1 by NDSL Jacksonville




Discrepancies (V)
fmion two pieces of paper-no linking identifiers

monly-applied discrepancy code
ved by NDSL Jacksonville

_____ e front and back of DD Form 2624 on one piece
of paper

- If you must print the DD Form 2624 on two pieces of
paper, annotate the local batch number, your initials,
* and the date on top of the second page of the DD Form
- 2624



m Discrepancies (V)

e e =FHormilisted specimen, no bottle received

" IIS received bv IJ' B L ]acksonville

St commor -applied discrepancy code for

- Draw a line through the barcode for the incorrect
- information and initial and date



Discrepancies (VII)

lso account for each and every
isted on the DD Form 2624

n is listed on the DD Form 2624 but is not

e UPC must forensically void the specimen
on the DD Form 2624

--\-\-d

litionally, we ask that the UPC try to place as many
ns on one DD Form 2624 as possible

0 We sometimes receive 12 specimen bottles collected on
the same day with 12 different DD Forms 2624 in one box
— this requires additional processing time and may delay
results reporting!!



Helpful Resources

: € hng Laboratory Jacksonville:
http:/ / www.med

1t.aspx

hol and L

buse Prevention (NADAP):

Program Coordinator’s (UPC) Handbook
OP! ' VINST 5350.4D & SECNAVINST 5300.28D

o NAVADMIN 108/10 of 25 Mar 10


http://www.med.navy.mil/sites/jaxdruglab/Pages/default.aspx�
http://www.med.navy.mil/sites/jaxdruglab/Pages/default.aspx�
http://www.npc.navy.mil/CommandSupport/NADAP�
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