
Navy Drug Screening Laboratory 
Jacksonville



We recommend the UPCs double check all of their paperwork before 
sealing the box and submitting the specimens for testing.  

Key things to look for are:
 Does all information on the bottle label match the DD Form 2624?
 Is the correct Command name listed in Block 1?
 Does the UIC/RUC match the Command listed in Block 1?
 Are the specimens listed on the DD Form 2624 either present or voided 
on the form?
 Are any changes to the SSN(s) on the DD Form 2624 and specimen 
bottle label(s) dated and initialed?
 Is the batch number in Block 5 present and does it match the batch 
number on the bottle labels?
 Is a chain of custody documented on the back of the DD Form 2624?
 Does the collection date on the bottle match the DD Form 2624 
collection date?



 Place seal bag and dividers in the box prior to 
filling the box with the specimen bottles 

 Place absorbent materials on top



 Enclose a copy of the DD Form 2624 in the waterproof mailer
and insert the mailer in the shipping container

 Each specimen bottle listed in the DD Form 2624 must be in the box 
(or properly voided on the DD Form 2624) and vice versa (see “GG” 

discrepancy code for further explanation) 



 Seal all sides, edges and flaps of the box with 
adhesive paper tape

 Sign and date across the top and bottom of each box



 Insert the original DD Form 2624 in a sealed 
envelope and affix the envelope to the 

shipping container (preferably on top or 
bottom)



 Place box in a secondary, waterproof container - mailing pouch.

 Address shipping label to the appropriate NDSL

 Mark on the address side with the following statement: “CLINICAL 
SPECIMEN – URINE SAMPLE”



 Please do not individually wrap the specimen bottles or 
tape / wrap the specimen bottle lids.  

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



 FN = Form Chain of Custody entries discrepant 
(incorrect, incomplete, illegible, not original or not 
forensically corrected)

 The most commonly-applied discrepancy code for 
specimens received by NDSL Jacksonville  

 The 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



 (1) Missing purpose of change (e.g., “overnight storage”)
 (2) 12(2)b should read “SECURED STORAGE” and the 

RECEIVED BY block should read “ETC LEWIS, USS 
FLORIDA BLUE” with signature

 (3) Entries on this line should be “ETC LEWIS , USS 
FLORIDA BLUE” to “FLEET POSTAL SERVICE” for 
“Transfer for Shipment”

(1) 

(2) 

(3) 



Chain of Custody Examples:



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



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



“Z-
chain”
Example:

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



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

“Z-
chain”
Example:



“Z-
chain”
Example:

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



*SSNs are fictitious*



 GP = Form or other document shows Service Member’s 
name / signature

 The second most commonly-applied discrepancy code 
for specimens received by NDSL Jacksonville  

 Do not submit any documents that show Service 
Member’s name or signature (i.e., Drug Testing 
Program Testing Register)



 PD = Package missing signature / date

 The third most commonly-applied discrepancy code 
for specimens received by NDSL Jacksonville  



 FR = Form on two pieces of paper-no linking identifiers

 The fourth most commonly-applied discrepancy code 
for specimens received by NDSL Jacksonville  

 Print the 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



 GG = Form listed specimen, no bottle received

 The fifth most commonly-applied discrepancy code for 
specimens received by NDSL Jacksonville  

 If a specimen is listed on the DD Form 2624 but for 
some reason was not collected, forensically line out the 
sample

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



 The UPC must also account for each and every 
specimen bottle listed on the DD Form 2624

 If a specimen is listed on the DD Form 2624 but is not 
collected, the UPC must forensically void the specimen 
entry on the DD Form 2624

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

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!!



 Navy Drug Screening Laboratory Jacksonville:
http://www.med.navy.mil/sites/jaxdruglab/Pages/defau
lt.aspx

 Navy Alcohol and Drug Abuse Prevention (NADAP):
http://www.npc.navy.mil/CommandSupport/NADAP

 Urinalysis Program Coordinator’s (UPC) Handbook

 OPNAVINST 5350.4D & SECNAVINST 5300.28D
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