DEPARTMENT OF THE ARMY

Insert complete 

Unit Letterhead information here



AFRC-CMN-???-UPL                                                                        DATE:  Insert Date Here
MEMORANDUM FOR RECORD FOR THE UNIT PREVENTION LEADER 

SUBJECT:  Urine Collection Site Instructions

My job as a Unit Prevention Leader is very critical.  I am responsible for ensuring the Chain of Custody procedures, as they pertain to collection paperwork and security of specimens, are followed at all times.  I will perform all duties outlined below.  Responsibility for UPL duties cannot be delegated.


a.  Ensure all team members sign an attendance sheet the day of collection.


b.  Report to the Commander of the unit providing specimens to obtain a copy of the day’s sign-in roster and to inform him/her as to the method being used to select individuals for collection as well as those who meet the mandatory category.   Address the unit formation and explain the policy, purpose and procedures related to specimen collection.


c.  Establish security for the collection site in consultation with the commander to restrict traffic within the collection area to authorized personnel only while establishing alternate latrine locations for those soldiers not being collected.  (Specimens must be in my constant possession.)


d.  Ensure collection is conducted according to standard as outlined in AR 600-85 and the USARC Pam XXXX along with any RSC/DRC policies.


e.  Ensure setup of the processing table with all needed forms and supplies prior to start of collection.


f.  Initiate and maintain the USARC Form XXXX and DD Form 2624 listing all Soldiers.


g.  Verify the identity and SSN of the Soldier by using only a Military ID, civilian driver’s license with photo, Military Personnel Records Jacket (MPRJ), and/or on-the-spot visual identification of the Soldier by the unit commander or first sergeant in those cases where the MPRJ contains no photo.


h.  Initiate a bottle label taking special care in annotating the Soldier’s SSN exactly as it appears on the ID Card once you have confirmed that they match.  If no match after asking the soldier to verify his/her SSN then verify SSN by checking personnel records.


i.  (Before the Soldier and Observer enter the latrine), take the following actions in the presence of both the Soldier and Observer for all specimens taken:

(1) Direct the Soldier to verify the SSN shown on the ledger.



(2)  Ask the Soldier to initial the label if his/her SSN is correct.



(3)  Attach the label with Soldier’s SSN, initials & today’s date on the specimen bottle.



(4)  Hand bottle to Soldier.  Put ID card in slot where bottle was.  



(5)  Have soldier remove cap and turn both cap and bottle upside down to ensure no foreign matter is in bottle.  Have Soldier recap bottle and proceed to latrine holding the bottle in full view of the Observer.


j.   Complete the transfer of entries on the DD Form 2624.


k.  When the Soldier and Observer return from the latrine, the UPL will take the following actions in the presence of the Soldier and Observer:



(1)  Ask the Soldier, “Is this your specimen?” and, “Is the SSN on the label yours?”   Then check to ensure cap is tight on specimen bottle.



(2)  Attach the Tamper-Evident Tape to the specimen bottle ensuring all writing is visible.  UPL will then initial the label.



(3)  Have Observer sign Unit Collection Ledger (CD ASAPCP Form 1) and then have soldier sign Unit Collection Ledger (CD ASAPCP Form 1).



(4)  Give Soldier back his/her ID and release him/her to duty site.

 
 l.   Record in the remarks of USARC Form XXXX ledger any statements made by the Soldier or Observer that are pertinent.


m.  Verify the accuracy and completeness of all Chain of Custody documents by conducting a quality control inspection prior to packaging for shipment.  Specifically, ensure all entries on the labels of the specimen bottles match with the Unit Urine Collection Ledger and applicable DD Form 2624, and each bottle contains at least 45 milliliters. (FTDTL will accept not less than 45 milliliters.  This is the exception, not the rule.)


n. ( If discrepancies are found) on the label or DD Form 2624 initiate a Certificate of Correction to explain or correct the discrepancy/error and ensure all persons involved sign the memorandum.  The memorandum will be appended to the original DD Form 2624 and forwarded with the shipment to the Laboratory.  (If the discrepancy is on the ledger, the correction certificate DOES NOT go to the lab  but with the Collection Ledger to 88th RSC ADCO)

o. Ensure all shipments are packaged according to established procedures and delivered to the shipper or secured overnight for shipment the next duty day.


p.  Provide the Unit Commander with a copy of Unit Collection Ledger (CD ASAPCP Form 1).  The original of Unit Collection Ledger (CD ASAPCP Form 1), Observer and UPL briefings, and copies of all DD Forms 2624 will be provided to the 88the RSC ADCO. 
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