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          CFSL KOLKATA 
 
Ref. Memo No.:       Date: 
 
 

AUTHORISATION CERTIFICATE 
 
Certified that the Director Forensic Science Laboratory, DFS, M.H.A., Government of India, 

30,Goracaand Road, Park Circus,Kolkata-700 014,West Bengal has authority to examine the 

exhibits of  Case 

No………………..…….dated………………P.S……………………………….. 

U/S ………………………………………………………………and also to take portions the of 
or 
 
take them to pieces for the purpose of examination. 
 
 
       
 

Signature, Seal and Designation  
                                          of the Forwarding  

Authority. 
 
N.B.:- 

 
 

1. Requisition for Forensic examination should be forwarded by Police Officer not below 
the rank of DCP/SP. 

 
2. Sample seal(s) (in wax)should be legible, intact covered with cello tape. 

 
3. All the exhibits forwarded should be clearly & property packed. Sealed and labeled. A 

Specimen Seal. Used on parcel should be affixed in Submission form. 
 

4. All the necessary papers/copies of FIR/Post Mortem Report/Medico Legal Certificate etc. 
Should be attested by the Forwarding Authority/Gazetted Officer. 
 

5. Submission Form of CFSL, Kolkata should be used in forwarding the case(s). 
 

6. Specimen seal used by the Medical Officer in medico-legal cases should be provided 
invariably. 
 



7. All control blood (biological) samples for DNA Profiling test should be as FTA card or in 
EDTA coated tubes and carried in ice container. 

8. Duty  filled Biological Specimen Card (BSC) in duplicate ******* each donor should be 
attached with samples. 

9. Case submitted with incomplete information /documents will not be accepted. 
 
10. Exhibit(s) to be  submitted to laboratory by Messenger Only. 

 
11. In case the space of the column(s) of the submission form is inadequate separate sheet(s) 

may be attached.                                               
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 

West Bengal Form No. 5203 
Appendix P-7 

WEST   BENGAL   POLICE 
CALCUTTA  POLICE 

 
 
Case No.  ------------------                                     Police Station --------------------- 
 
Section of Law ----------------------                       District -------------------------- 
 
            Date ---------------- 20----- 
 
 

In all cases where the examination of any materials is required at the Laboratory, a 
copy of this form duly filled in should accompany the exhibit. 
 
 
 

I.   Nature of Crime 
 

( This should includes nature of charge, brief history and any relevant details ) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
 
 
 

( 2 ) 
 
 

II.    LIST OF EXHIBITS SENT FOR EXAMINATION. 
 
 
Serial 
No. 

 

Description of the 
articles 

How and whom 
found and by whom 

Ownership of the 
exhibits 

Remarks 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   

 
 

III.   NATURE OF EXAMINATION REQUIRED 
 

( Including any information which will assist the examination ) 
 
 
 
 
 



 
 
 
 
 
 
 
 

( 3 ) 
 

IV. PARTICULARS OF PERSONS IN CUSTODY 
 

Full Name Occupation Age Sex Date & 
time of 
arrest 

Whether on 
bail of in 
custody 

Court 

 
 
 
 
 
 
 
 
 
 
 
 
 

      

 
 

Signature and Rank of the 
Investigation Officer 

 
Memo.  No. --------------------                                                   Dated, the ---------------    20 
 
Forwarded to the Director – cum – Senior Chemical Examiner, 
                            Forensic Science Laboratory, 
                            Medical College, Calcutta – 12. 
 
 

SDO/Magistrate/ Dy. Commissioner of Police, 
----------------- District/Calcutta. 

_______________________________________________________________________ 
Note : The ‘Nature of Crime’ and Nature of Examination’ care should be taken to ensure 
the all necessary information regarding individual samples submitted is included. 
In the packing of material for Expert Examination it is important that the specimen or 
sample should be well protected against contamination from outside sources. The 
specimen when received at the Laboratory must be a true unadulterated sample of the 
material found at the scene of the crime. 



The exhibit should be wrapped in either clean white glazed paper or in cellophane and 
should be clearly and distinctly marked. Small exhibits such as hair fibres, dusts  etc. 
should be packed in class tubes if possible or in collophaste card envelopes. 
Liquid should be packed in scrupulonsty clean glass-stoppered bottles and scaled. 
Each specimen must be in a separate package and have a separate label with a 
distinguishing mark. 
Whenever  exhibits are required to be returned, a note to this effect may be made in the 
‘Remarks’ coloum at Page 2 under the Head II or else they would be destroyed as usual. 
 
 
 

( 4 ) 
 
 

Certified  that the Director –cum-senior Chemical Examiner to the Government of 
West Bengal has the authority to examine the exhibits sent to him in connection with the 
case of State versus ------------------------- under section --------------------------------------- 
and if necessary to take them to pieces or remove portions for the purpose of the said 
examination. 
 
 
 
 
Date ---------------                       Signature  
 
Place ---------------                                                                  S.D.O. / Magistrate / D.C 
 
 
 
________________________________________________________________________ 
 
Certificate to be signed by a SDO/Magistrate/ Dy. Commissioner of Police---------------- 
District / Calcutta and forwarded to the Director – cum – Senior Chemical examiner, 
Forensic Science Laboratory,  Medical College, Calcutta – 12 with exhibits. 

 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 

Appendix P-8 
 

SUBMISSION OF EXHIBITS FOR FORENSIC ANALYSIS 
TO 

CENTRAL FORENSIC SCIENCE LABORATORY 
 

DIRECTORATE OF FORENSIC SCIENCE 
MINISTRY OF HOME AFFAIRS.GOVT OF INDIA 

30,GORACHAND ROAD, KOLKATA – 700 014 
PH : 033 2284,FAX : 033 2284 9442 
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CFSL  No. : 

 
 
Name of I.O.:       Police Station: 
 
District:       Phone No. 
 
Name of Forwarding Authority: 
 
Rank: 
 
Phone No:   Fax No:   STD Code 
 
Case No.…………………….Dated……………………P.S……………………………… 
 
District: ………………………State:……………………….U/S:………………………… 
 
Custody Ref. No./Police station Name: 
 
Offence (s): 
 
Date and time of offence: 
 
Place of Offence: 
 
Circumstance: 



 
1. Name of Victim (if applicable) 

(including sex & Age {approx.}) 
 

2. Person(s)charged or suspect 
(including Sex & Age) 
 

3. Charge sheet to be filed on  
 
I.  HISTORY OF THE CASE: 
 
 
 
________________________________________________________________________
____ 
* To be filled by CFSL (K) Customer Service Branch 

      CFSL KOKLATA 
II. LIST OF EXHIBITS SENT FOR EXAMINATION: 
 

SI 
No 

Description of exhibits No. of 
Parcel 

How ,When and 
by whom found 

Source of 
Exhibits 

Remarks 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

     

 
Name of packing & Dispatching Officer : 
 
            Rank : 
 
III. NATURE OF FORENSIC EXAMINATION REGUIRED : 
( If more them 2 kind of tests mention order of impotence)  
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
Specimen seal impression                                                Authorizing officer Signature 
(Covered with cello-tape)                                                

Name …………………………….. 
 

Rank……………………………… 
 
 
 
 
  
 
 

 
 

 
DNA TYPING UNIT 

Central Forensic Science Laboratory 
 
A. Particular of donor / source                           ____________________ 
    i) Name (in block letters               Affix passport size signed photo – 
    ii) Fathers/guardian’s name             graph of the donor attested by 
   iii) Sex iv) Date of birth   Medical Officer in presence of  
    v) Address      Investigation Officer or a Gazze-  
   vi) Medical History :    ted Officer, along with an extra  
         Normal: Genetic Disorder:    Chronic Disease   copy 
        Blood Transfusion in Past three month: 
        Organ Transplantation, if any: 
 
B. Purpose of conducting  test: 
 
C. Case Details: 
 i) Case No:  Date:    Court:   P.S.: 
 ii)Blood sample of :   
 
D. Declaration of the blood donor: 
 
 I,………………….. hereby certificate that the biological sample has been 
collected with my consent and acknowledge the above information to be true. 

 

BLOOD DONOR CARD 



  
 
 
 
 

  
 
 

  
 -----------------------------  ------------------------------- 

Left Thumb Impression   Right Thumb Impression 
  
E. Blood Collection : Preferably 5ml blood should be collect in sterilized capped tubes 
using EDTA as anticoagulant. The tube should duly preserved in an ice container for 
transport. 
 i) Volume and date of collection of blood: 
 ii) Blood collected by: 
  (with Designation & signature) 
 
 
 
 
 
 
 
 
 
 
 
 
Collection of Blood should be in preferably in presence of two witnesses ( I.O / Solicitor 
as one ) 
 
 
F. Details of Investigation Officer/ Solicitor and witness : 
 
Investigating officer / Solicitor:     Witness:  
 
 
 
 
Signature:      Signature: 
Name:       Name: 
Designation:      Address 
Address: 
Date:       Date: 
________________________________________________________________________                                                                                                                                    
For office use: 
 
Case No: CFSL/ EE/   Date of receipt:  Exhibit No:   
 
Name of examiner:  Date of report:     

Signature: 
 
Name: 
 
Date: 



 
 
 

DNA TYPING UNIT 
Central Forensic Science Laboratory, Calcutta 

 
 
 

BLOOD COLLECTION CARD 
 
A. Particulars of donor 
 
  i)   Name (in block letters) 
 ii)   Father/guardian’s name 
iii)   Sex 
iv)   Date of birth 
 v)   Address 
vi)   Medical History : 
 
 Normal 
 Genetic Disorder 
 Chronic Disease 
 Blood Transfusion in past three months 
 Organ Transplantation, if any 
 Any other 
  
vii)   State 
viii)  District 
 
 
 
 
 

- 3 - 
 
ix)    Caste-Major group 
        Minor group 
 
 
B.   Blood Collection :  Preferably 5 mL blood should be collected in sterilised capped bottle using EDTA 
anticoagulant. 
 
i)  Date of collection :   Place :  Volume : 

ii) Blood collected by : 

     Name :    Signature : 

     Disignation : Date :  
 
C. Declaration of the blood donor : 



 
 I, …………………………hereby certify that the blood has been collected with my consent and I  
 
did not receive blood transfusion in the last three months/organ transplantation. 
 
 

Signature 

Name : 

Date  : 
 
 
__________________________________________________ 
 
For office use : 

DNA Repository No : 

Isolated by :    Dated : 

Quantity : 

Signature : 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
Appendix P-9 
 

INSTRUCTION FOR SENDING CASES FOR THE SANCTION OF THE 
GOVERNMENT 

 
 
Sanction of State/Central Government is required for (i) initiation, (ii) 

investigation and (iii) submission of Charge Sheet for prosecution in certain category of 
cases. 
 

Joint Secretary(IS), Ministry of Home Affairs, Government of India and officials 
of Home (Police) Deptt., Government of West Bengal, have observed that the cases for 
approval of competent authority are at times received very late. This leaves hardly any 
time for the Ministry to examine the documents, seek opinion of the Law Ministry before 
submission of cases for approval of the competent authority, it is also noticed that 
prescribed documents are not furnished invariably thereby leading to back references and 
resultant delay in according approval. Moreover, in such cases, if the approval of the 
competent authority is not obtained within 90(ninety) days from the date of arrest of the 
accused, the Courts are liable to grant bail to the accused. 
 

Hence, in order to deal with the situation quite effectively, following guidelines must 
be followed:- 
 

1. It is reiterated that Coordinated action should be taken at all levels on time-bound 
basis to ensure that after completion of investigation and collection of all relevant 
documents and information, cases for approval of the competent authority are 
furnished by giving at least 10(ten) clear working days to the concerned Ministry. 
The matter should be routed through the Office of the D.G & I.G.P, West Bengal. 

 
2. Following documents must invariably be enclosed with the prayer for sanction :- 
 

A copy of 
 
i. F.I.R. 

 ii.      Arrest Memo. if any 
iii. Seizure List, if any 
iv. Statement(s) of witness(s) 
v. Opinion of competent legal authority/Public Prosecutor 
vi. Specific Comments, opinion and recommendation of the concerned 

Superintendent of Police/higher authority. 



vii. If any seized material has to be examined by any expert (i.e. documents, 
explosives, arms, ammunition etc.), then opinion of the expert. 

viii. Any other relevant document. 
 
 
 

3. In case of cases under Official Secrets Act, 1923, opinion of any superior officer 
of the department/Organisation from which the information was leaked, should be 
afurnished. 

 
The opinion must clearly mentioned in reference to each document under 
reference is :- 
 

i. Whether it is a classified document? 
ii. Whether the document comes under the purview of the Official Secrets 

Act, 1923? 
 

4. Adequate steps must be taken to ensure security of the 
communication/information as exchanged in the process of examining the cases 
for approval of competent Authority. Any leakage, negligence etc. on this account 
must be dealt with strictly. 

 
5. A list of such cases/ending at different stages (investigation, sanction, 

prosecution, appeal etc.) must be furnished with monthly resume. 
 

 
 

 


