
Guidelines for Proof of Completion Documents 

General Guidelines 
 

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

• 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. 
 

• 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: 
 If it’s a physical piece of paper: 

• If you want to keep the original form as is: 
o 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 
o Remove the rectangles 

• 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 

 If it’s an electronic file:  
• Open the file in any image manipulation software (e.g.,  Microsoft Paint, 

which is built into Windows) 
• 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 

 

 

  



Sample 2: Email Notifying You of Test Results 
 

Note: Remember to redact your email address. 

 

Sample 3: Actual Test Results 
 

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