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Fact Sheet #12, version 8: COVID-19 Testing Program 

March 29, 2023 

This fact sheet provides guidance to help protect NARA staff and reduce the spread of the 2019 

novel coronavirus disease (COVID-19) in the workplace. This fact sheet has been updated to 

remove all requirements for vaccination attestation and COVID-19 testing. This fact sheet has 

been updated to incorporate reimbursement procedures for COVID-19 tests required for official 

business travel. This fact sheet supersedes all previous versions.  

Confidentiality requirement: NARA employees and contractors who collect or view 

vaccination information or COVID-19 test results must protect vaccination status or 

COVID-19 test results of employees, contractors, or public visitors from unauthorized 

disclosure and will use this information only for legitimate business purposes that are 

consistent with the authorized uses of the data under Office of Personnel Management 

(OPM) System of Records Notice (SORN) GOVT-10. 

1. COVID-19 testing for NARA employees.

NARA will provide COVID-19 testing for all employees who require testing in order to conduct 

official government business, regardless of vaccination status.  

a. NARA requires employees to obtain a COVID-19 test at least five days after a known

close contact (if the employee is needed on-site after the close contact or is needed to

interact with the public in their official capacity and has not tested positive in the past 30

days).

b. NARA requires employees to obtain a COVID-19 test before or after official business

travel only when the Centers for Disease Control and Prevention (CDC) recommends or

requires testing. NARA recommends, but does not require, testing before or after official

business travel when the CDC recommends that travelers consider COVID-19 testing.

Travelers are responsible for checking CDC travel guidance and must obtain a

COVID-19 test when required.

c. NARA will provide duty time and will reimburse employees for the cost of obtaining a

COVID-19 test when NARA requires the employee to obtain a COVID-19 test after a

close contact, when required to conduct official business travel, or when required by

another entity in order to enter a non-NARA worksite for official business. NARA will

not provide duty time and reimburse employees for costs to obtain a COVID-19 test that

is not required by NARA policy, except when an employee chooses to test after a close

https://www.opm.gov/information-management/privacy-policy/sorn/opm-sorn-govt-10-employee-medical-file-systems-records.pdf
https://www.opm.gov/information-management/privacy-policy/sorn/opm-sorn-govt-10-employee-medical-file-systems-records.pdf
https://www.cdc.gov/coronavirus/2019-ncov/travelers/
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contact (within 6 feet for a total of 15 minutes over a 24 hour period) in the workplace 

with a person who has received a positive COVID-19 test result.  

  

d. Employees must obtain their own COVID-19 test and will be granted duty time and 

reimbursed for the costs of obtaining a COVID-19 test according to all of the procedures 

and requirements in paragraph 2, below. Employees must obtain a COVID-19 test that 

meets all of the requirements for COVID-19 test results in paragraph 3, below, in order to 

receive duty time and reimbursement.  

 

e. NARA does not provide routine (“serial”, or “screening”) COVID-19 testing for 

employees. NARA will not provide COVID-19 testing to visitors and will not reimburse 

visitors for COVID-19 tests that are required for access to NARA facilities.  

 

 

2. Reimbursement procedure.  

 

a. Employees seeking reimbursement for a COVID-19 test not related to official business 

travel must submit a local travel voucher through the government-wide travel system, 

Concur. At the end of each fiscal quarter (December 31, March 31, June 30, and 

September 30), employees may request reimbursement for all COVID-19 costs incurred 

in the previous quarter.  

 

b. Employees seeking reimbursement for a COVID-19 test that was required for official 

business travel must request reimbursement for the cost of a COVID-19 test when they 

submit their travel voucher for the trip. If the trip is cancelled, the traveler can request 

reimbursement for the cost of the COVID-19 test on a local travel voucher, following the 

procedure in paragraph 2a, above. Employees are encouraged but not required to include 

the cost of COVID-19 testing in their travel authorization if they know they will require 

testing as a part of their official business travel. 

 

c. Employees seeking reimbursement must retain all receipts for COVID-19 tests and 

upload them into Concur. NARA will not reimburse the costs of COVID-19 tests that are 

not supported by receipts.  

 

d. Employees may request reimbursement for reasonable travel costs necessary to obtain a 

test, provided that travel expenses were approved in advance. In general, reasonable 

travel costs refers to mileage to and from the testing site. If the employee begins or ends 

the trip from a location other than the worksite, ordinary commuting mileage will be 

deducted. Employees seeking reimbursement for travel costs to obtain a COVID-19 test 

must include these expenses with their quarterly request for reimbursement for the costs 

of the tests.  

 

e. NARA will not reimburse employee costs to obtain COVID-19 tests that do not meet all 

of the requirements for COVID-19 test results in in paragraph 3, below. The supervisor or 

travel approver (if that is a person other than the supervisor) must ensure that employee 

requests for reimbursement only include test results that were required at the time they 
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were administered and meet NARA requirements for acceptable COVID-19 tests.  

 

 

3. NARA requirements for acceptable COVID-19 tests.  

 

a. Employees requiring testing must obtain an acceptable COVID-19 test from an 

acceptable source.  

 

(1) Employees must obtain a viral COVID-19 test administered by a pharmacy, 

health care provider, laboratory, clinic, government testing site, or similar facility. 

NARA will not accept the results of antibody tests or at-home or self-test kits.  

 

(2) The U.S. Department of Health and Human Services (HHS) maintains a nation-

wide list of COVID-19 testing sites here. Employees who want to obtain a 

COVID-19 test from a location not listed on the HHS site must receive 

supervisory approval in advance.  

 

(3) NARA determines acceptable COVID-19 tests based on testing guidance from the 

Safer Federal Workforce Taskforce, the U.S. Food and Drug Administration 

(FDA), and the Centers for Disease Control and Prevention (CDC).  

 

b. Employees who require testing are responsible for submitting their COVID-19 test results 

to their supervisor when required.   

 

c. Supervisors must ensure that their employees who require testing provide COVID-19 test 

results that meet the following requirements. Supervisors should accept COVID-19 test 

results in electronic or paper format, as long as the test results meet all of these standards.   

 

(1) Test type. Test results must indicate they are from a viral COVID-19 test. NARA 

does not accept the results of antibody tests.   

 

(2) Issuing entity. Test results must include the name of the pharmacy, health care 

provider, laboratory, clinic, government testing site, or similar facility that 

administered the test. The results of at-home or self-test kits – or test results that 

do not clearly identify the entity that performed the test – are not acceptable.    

 

(3) Test date. When a test result must be produced within a certain time period, the 

age of a test will be based on the specimen collection date, not the date the lab 

received the specimen or the date the result was reported.  

 

(4) Identification. The test result must include the employee’s name. Supervisors 

must be able to readily determine that the employee presenting the COVID-19 test 

result is the individual who took the test.  

 

(5) Results. Test results must be negative, or “not detected”. An employee who 

presents a positive COVID-19 test result must leave the worksite immediately, 

https://www.hhs.gov/coronavirus/community-based-testing-sites/index.html
https://www.saferfederalworkforce.gov/faq/testing/
https://www.fda.gov/medical-devices/coronavirus-disease-2019-covid-19-emergency-use-authorizations-medical-devices/in-vitro-diagnostics-euas
https://www.fda.gov/medical-devices/coronavirus-disease-2019-covid-19-emergency-use-authorizations-medical-devices/in-vitro-diagnostics-euas
https://www.saferfederalworkforce.gov/downloads/Federal%20Testing%20Recommendations%20FINAL.pdf
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and contact tracing procedures must be initiated. NARA reimburses employees 

for the costs of qualifying tests, regardless of the test result.  

 

d. Supervisors must retain copies of employee COVID-19 test results in a secure 

environment (locked filing cabinet or personal ”My Drive” location not shared with 

others). Test results must be stored separately from employee personnel folders. When 

results are provided by an app, the employee should provide a screen shot to the 

supervisor. COVID-19 test results must be retained in accordance with SORN 

OPM/GOVT-10 and GRS 2-7, Employee Health and Safety Records.      

 

 

Point of Contact: If you have questions or comments, please contact the Office of Human 

Capital at labor.relations@nara.gov.     

mailto:labor.relations@nara.gov
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Summary of NARA Requirements for COVID-19 Test Results 

March 28, 2023 

 

 

1. Summary of requirements. 

 

 ACCEPTABLE NOT ACCEPTABLE 

Test Type Supervisors must positively 

identify or confirm that test 

results are from viral tests. 

Supervisors must ensure that 

test results are not from 

antibody tests.  

 Results of viral tests typically 

include words like: 

• Viral 

• NAAT or NAA 

• PCR or RT-PCR 

• Molecular 

• Antigen 

• RNA 

 

Antibody tests are not 

acceptable.  Antibody test 

results include words like: 

• Serology 

• Antibody 

• IgG 

• IgM 

 

 Results must be from a test 

administered by a pharmacy, 

health care provider, laboratory, 

clinic, or similar facility.  

Test results that do not indicate 

the type of test or do not include 

enough information to search 

the FDA list of approved tests 

are not acceptable.  

Issuing entity Test results must clearly 

indicate the pharmacy, health 

care provider, laboratory, clinic, 

or similar facility that 

performed the test. 

Test results that do not indicate 

the entity that performed the 

are not acceptable. Self-tests 

are not acceptable. 

Specimen collection 

date  
• The date that the specimen 

was collected or the date of 

the procedure is the date 

used to calculate the age of 

a test. 

 

• Age is calculated in whole 

calendar days, for example 

three days is three whole 

calendar days after the day 

the specimen was collected, 

which may exceed 72 hours. 

 

• The date received by the 

lab or date reported are not 

acceptable for determining 

the age of the test result.   

 

https://www.fda.gov/medical-devices/coronavirus-disease-2019-covid-19-emergency-use-authorizations-medical-devices/in-vitro-diagnostics-euas
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 ACCEPTABLE NOT ACCEPTABLE 

Identification The test result must include the 

individual’s name. 

Test result does not identify the 

individual’s name as the 

“patient” or person who was 

tested.   

Results Results must be negative, or 

“not detected”.   

Positive, equivocal, or invalid 

results are not acceptable. 

 

 

 

2. Examples of acceptable test results.  

 

Example A1: Molecular / NAAT, “negative” result. 
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Example A2: NAA, COVID-19 “not detected” 

 

 
 

 

Example A3: Molecular / RT-PCR, “negative” result 
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3. Examples of unacceptable test results 

 

Example U1: Serology / IgG / antibody, not FDA approved  
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Example U2: Antibody test  

 

 
 

Example U3: Self-tests are not acceptable 

 

            
 


