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Kit Update Overview
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Kit Updates

Key updates: 

• Pamphlet-style submission form with 
integrated instructions

• Designated boxes for additional 
fingerprints on back of submission form

• DNA sample envelope attached to 
submission form

• Reduced and reorganized data fields

Inside of Pamphlet
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Back of Pamphlet

Collection Walkthrough
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• If ORI unknown, leave blank

• Include full agency name (including 
precinct or barracks, if applicable)

• Collector name must be legible; 
please include first and last name

• The individual completing the form 
and overseeing the collection must 
sign and date this section

Specimen Collector

NY045011Y

Your Town Police Department

Officer Cathy Collector

Cathy Collector
02/22/22
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NY045011Y

Your Town Police Department

Officer Cathy Collector

Cathy Collector
02/22/22

Offender Information • Be sure to check ID and confirm offender’s 
identity

• Do not use information that is verbally 
provided by the offender

• Offender information must be accurate; 
mistakes cannot be corrected after 
submitted

• NYSID is preferred; if unknown, permissible 
to use alternate ID number listed below

• If using an ID number that is not listed, 
indicate ID type in the “Other” field and 
include documentation with submission; the 
number used must be unique to the 
offender

• Offender signature not required; note 
“refused” if offender refuses to sign

Olly

Offender

12345678N 01/01/87

Olly Offender
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NY045011Y

Your Town Police Department

Officer Cathy Collector

Cathy Collector
02/22/22

Olly

Offender

12345678N 01/01/87

Olly Offender

• If available, use fingerprint ink pad 
in lieu of inked sheet provided in kit 
for better print quality

• Roll fingerprints to obtain as much 
surface area and detail as possible

• If index is missing, use alternate 
digit and indicate which

• Provide additional reprints on back 
of form and indicate digit used

• Fingerprints must be clear and 
detailed; sample will be rejected if 
there is not sufficient detail

• If offender has a medical condition 
preventing inked fingerprints, 
please note and provide 
documentation with submission

Back of form 

Inked Fingerprints

11

12



3/10/2022

7

• Wear gloves for duration of the  
collection process

• Open buccal swab package from 
opposite end of the swab tip; hand stick 
end to offender to pull out of packaging

• Observe the offender rub the inside of 
each cheek for 10 seconds, then hold 
the swab under their tongue for an 
additional 10 seconds

• Retrieve buccal swab from offender; 
press and dab within circle on micro 
card, rolling outward from center; do not 
rub

• Hold micro card to light; circle should 
appear translucent once sufficient 
biological material is transferred

Sample Collection

Opened 
Micro Card 



Olly

Offender

12345678N 01/01/87

Olly Offender

NY045011Y

Your Town Police Department

Officer Cathy Collector

Cathy Collector
02/22/22
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Sample Collection

• Ensure both barcode stickers are placed 
in designated areas (micro card and
sample envelope)

• Ensure both barcode stickers are placed 
in designated areas (micro card and
sample envelope)

• Place only one micro card in sample 
envelope; seal with adhesive strip

• Discard buccal swab in trash receptacle; 
do not place in sample envelope

• Do not remove sample envelope or tear 
pamphlet flap from kit

Sample Collection
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Checklist

Collection Process Notes

• Do not share collection responsibility; one collector must perform entire process 
independently

• Do not perform multiple collections at once

• Complete, seal and package each collection before starting another

• Ensure each step of process completed entirely and accurately for each collection; 
the submission will be rejected if not
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Eligibility & Refusals

Who is Eligible for DNA Collection
Designated Offender:

§995(7) of the Executive Law requires DNA specimen collection from:
• Persons convicted of and sentenced for ANY felony defined under ANY NYS law
• Persons convicted of and sentenced for ANY Penal Law misdemeanor

Subject Offender:

9 NYCRR Part 6192.1 (y) allows for DNA specimen collection from:
• Pursuant to a plea agreement;
• As a condition for participation in a Department of Corrections and Community 

Supervision (DOCCS) temporary release, comprehensive alcohol and substance abuse 
treatment (CASAT), or shock incarceration program;

• As a condition of release on parole, post-release supervision, presumptive release, or 
conditional release on a definite or indeterminate sentence; or

• As a condition of probation, or interim probation supervision.

*The proper paperwork indicating offender’s consent to DNA collection 
must be provided with the DNA submission in order to be eligible.
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Refusal Policy

Steps to take when an offender refuses to provide a legally obligated DNA specimen:

1) Notify offender of obligation to submit a DNA sample

2) Document refusal

3) Notify of refusal by phone / e-mail & provide a copy of documentation to:

Office of Forensic Services 

County District Attorney’s Office

Kit Inventory and Ordering
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Kit Order Form

• Order form is available in the eJustice
Portal (Resources > Reference Library 
> DNA Kit Order Form)

• If ”Submit Form” button doesn’t work, 
save form and attach to email

• New, simplified email address for kit 
orders and kit-related correspondence: 
kits@dcjs.ny.gov

For more information:

www.criminaljustice.ny.gov
Forensic Science/DNA

eJusticeNY
Resources » Reference Library » DNA

or

Contact the Office of Forensic 
Services:

(518) 457-1901
forensics@dcjs.ny.gov

Questions?
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