
HOSPITAL INSTRUCTIONS FOR CENTRAL REPOSITORY 

1. Send only Unreported, Untested Kits to Central Repository. 

2. Send only the sexual assault kit. Do not send clothing bedding, blood, urine or ancillary 

evidence. 

3. Do not obliterate the victim’s name on the kit. This information is necessary for converting 

an unreported kit to a reported kit at the request of the victim. 

4. Create a shipping manifest (see sample attached). 

5. Record the name of the sending hospital on the second line of manifest- Shipped from: 

6. Put the sexual assault kits in the shipping box with the shipping manifest. 

7. Keep a copy of the shipping manifest for your records. 

8. If unreported kits are recorded in SAFETrack, you must also electronically transfer kits to 

Central Repository in SAFETrack.  Do not transfer kits to the Missouri Highway Patrol 

Crime Lab because Central Repository is a separate destination within SAFETrack. 

9. Please indicate on the manifest whether kits are in SAFETrack to inform Central 

Repository staff to accept the transfer within SAFETrack. 

10. To preserve the chain of custody, use a shipment service that tracks the package and 

requires a signature on the receiving end. Keep the tracking number and delivery 

information for your records. 

11. Central Repository is located in Springfield, Missouri. Use this shipping address: 

Central Repository 

Missouri State Highway Patrol 

425 E. Phelps 

Springfield, Missouri  65806 

 

LAW ENFORCEMENT INSTRUCTIONS FOR CENTRAL REPOSITORY 

1. Do not pick-up Unreported Kits from hospitals. Always check to see if a police report 

has been filed with your agency before you collect an unreported kit from the hospital. 

Kits located at law enforcement facilities are retained for 30 years unless adjudicated. 

2. Never send a kit to Central Repository that has been tested at the lab. 

3.  Central Repository will return kits to law enforcement agencies if a report has been 

made to the law enforcement agency. Law enforcement should only use the 

Central Repository option if there has never been a police report or the police 

report states no report has been filed by the patient/victim. If a law enforcement 

agency sends a kit to Central Repository, the department should attach a copy of the 

police report or a signed statement that no police report was filed by the victim to the 

shipping manifest to support the submission to Central Repository. 

4. If submission to Central Repository is appropriate under the restrictions stated in Law 

Enforcement Instructions 1.-3., the department must also follow Hospital Instructions 

1. – 11. above. 

5. When a victim converts an unreported kit to reported kit by filing a police report, the 

law enforcement agency should contact Central Repository to ensure the kit is 

submitted to the crime lab for DNA testing.  Victims should never have contact with 

crime lab staff. 

 

 

Unreported kits are retained in Central Repository for a period of five years or for five 

years following the 18th   birthday of a minor victim, at which time the kits are disposed of 

in accordance with law. 
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