Guidelines for Proof of Completion Documents

General Guidelines

e The document needs to include the following: your first and last name, the test location, and the
test date.

e If your proof of completion is a physical piece of paper and you do not have a scanner, to create
an electronic document that can be uploaded you can take a picture with your smart phone. Be
sure to include the entire document and make sure it’s not blurry.

e Please redact (erase/strike through) any other personal information like date of birth and test
results.
O How to redact personal information from a form:
= [fit’s a physical piece of paper:
e |f you want to keep the original form as is:
0 Cut out rectangles from a blank sheet of paper and place them
over the text to redact
O Scan or take a photo of the form
0 Remove the rectangles
e If you don’t need to keep the original form as is, you can simply mark
out the personal information with a pen or a marker before scanning or
taking the photo
= Ifit’s an electronic file:
e Open the file in any image manipulation software (e.g., Microsoft Paint,
which is built into Windows)
e Erase the text or scratch over the text with the paint brush tool and
then save the file.

See next two pages for samples....



Samples:

Sample 1: Document Provided by Testing Site at Time of testing

Note: Remember to redact all personal information other than first and last name
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Sample 2: Email Notifying You of Test Results

Note: Remember to redact your email address.

Devin Brown
—

From: noreply@doineedacovid19test.com
Sent: Saturday, October 10, 2020 11:13 AM
To: Devin Brown

Subject: Your COVID-19 Test Results are Ready

CAUTION: This email originated from outside of the organization. Do not click links, open attachments, or provide information
unless you recognize the sender and know the content is safe.

Dear Devin,

The results of your recent COVID-19 test are ready. To access your results, please log into the account you created
during registration. You will need to use the Username and Password you created for your personal account
at www.d A sid | Stest.com

Querido Devin,

Los resultados de su reciente prueba COVID-19 estan listos. Para acceder a sus resultados, inicie sesidon en la cuenta gue
cred durante el registro. Deberd utilizar el nombre de usuario y la contrasefia que cred para su cuenta personal
en www . doineedacovid19test.com.

Sample 3: Actual Test Results

Note: Remember to redact your actual test results and any personal information other than first and

last name
Coronavirus (COVID-19) Test Report

PATIENT INFORMATION SAMPLE INFORMATION LABORATORY

First: John Collected: Sep 23, 2020 Name: HealthQuest

Last: Doe Received: Sep 25, 2020 Address: 6 Bendix

Gender: Male Reported: Sep 25, 2020 Irvine, CA92618

DOB: Provider: eTrueNorth Tel: 949-696-6799
CLIA: 05D2088507

NEGATIVE

Test Overview - U0003: SARS-CoV-2 Infectious agent detection by nucleic acid (DNA or RNA) - RT-PCR

This test checks for SARS-CoV-2, the new virus that causes coronavirus disease (also called COVID-19), a
respiratory illness.

Your Results: NG
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