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	This is a forensic submission where case priority will be based upon details provided. Failure to complete relevant details may cause a delay or rejection of the case.

	HTCU No. (if known)
	Niche No.
	Did HTCU attend scene?
	Victim under 10 years?
	Priority Level.
	Submission date.

	Enter Case No.	Enter Niche No.	Choose.	If applicable.	HTCU ONLY.	HTCU Only.


	OIC contact details

	OIC Name. 
	Station / Dept.
	Contact Nos.
	Email.

	Name, Rank & No.	Enter Station / Dept.	Enter Tel No.	email @gwent.pnn.police.uk



	Case information for Digital Forensic Examiner – complete where applicable.

	Full details of offence and evidence sought.
	Include MO and points to prove.
	What account has been given by the suspect.
	Include admissions, denials and defences given.
	Relevant convictions or intelligence.
	Convictions and intelligence relevant to the case.
	Relevant keywords to search.
	Keywords such as Usernames, account or telephone numbers.


	XRY Kiosk escalations – leave blank if not applicable.

	Kiosk operator details.
	Name, Rank & No.	Reason for escalation.
	Give full details.


	Suspect details – leave blank if not applicable / known.



	Victim / Witness details – leave blank if not applicable / known. 



	Exhibits for submission – where a field is not applicable / not known, leave blank. P number needs only to be entered once if the same throughout.

	All exhibits must sealed in tamper evident exhibit bags with continuity signed. Failure to do so will result in the court being made aware that the integrity of the data cannot be assured which may lead to evidence being inadmissible.

	Exhibit(s) seized on / between
	1st date.
	and
	2nd date (if applicable).
	



	Passwords – check case sensitive passwords are entered correctly.
	
	1
	2
	3
	
	
	
	
	

	If a swipe pattern, please type it in as if swiping on the digits. 
	
	4
	5
	6
	
	
	
	
	

	e.g. a ‘Z’ pattern would be 1,2,3,5,7,8,9.
	
	7
	8
	9
	
	
	
	
	



	Additional exhibit information – where a field is not applicable / not known, leave blank.

	It there an indication as to evidence on any particular device?
	Enter exhibit No. and details if applicable.
	Are any exhibits a Bio Hazard?
	Enter exhibit No. and details if applicable.
	Are there any seized devices not submitted.
	Enter details e.g CD’s, DVD’s, Pen Drives and reason if applicable.
	Have any exhibits been switched on since seizure or examined by non-HTCU staff.
	Excluding XRY Kiosk examinations. Enter exhibit No. and details if applicable.


	OIC agreement

	The OIC of the case is responsible for the retention of exhibits and archives in accordance with force policies, MoPI, CPIA and DPA.

	If a court order is granted for the destruction of property, the OIC will need to retain the original exhibits until such time as the retention period expires (as above).

	OIC is responsible for the disclosure and sensitivity of this submission document.

	HTCU should be immediately informed by e-mail if the circumstances in this case change or the forensic evidence is no longer required.

	Unless otherwise agreed, all digital forensic submissions must be sent to Bettws property. Any mixed outer bags must only contain items for digital forensics.

	When completed, email this form to HTCU@gwent.pnn.police.uk. Scanned / PDF copies will not be accepted.

	By submitting this form the OIC is agreeing to the above and the Service Level Agreement QR10 (Force Forms > Hi-Tech Crime Unit).






	UNCONTROLLED WHEN PRINTED UNLESS SIGNED. This report must not be reproduced except in full, without approval of the Gwent Police Digital Forensics Unit
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