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Test Site Recognition Awards Program

1. Purpose
This document describes the process for administering the Test Site Recognition Awards Program that acknowledges those test sites that participate in Product Field Testing. Additionally, the program is used to thank those individuals who work diligently at each site to ensure that product field-testing is accomplished.

2. Responsibilities
a. Quality Assurance (QA) Program Coordinator.  The QA Program Coordinator has overall management responsibility for the Test Site Recognition Awards Program.

b. QA Program Coordinator, Test Site Recognition Awards Program.  The QA Program Coordinator administers the Test Site Recognition Awards Program. This includes sending a monthly e-mail request to solicit nominees for recognition; compiling a list of all nominees; preparing certificates, letters, for distribution to nominated sites and individual employees; and maintaining the Office of Enterprise Development (OED) Test Site Recognition Program Web site.

c. QA Program Coordinator Designee.  The Designee will place orders as needed to administer the Test Site Recognition Program. 
d. Product Development Program and Development Managers.  Product Development Program and Development Managers are responsible for submitting nominations of test sites and test site individuals they feel deserve recognition to the QA Program Coordinator.  This will be accomplished via the monthly solicitation message sent from the QA Program Coordination mail group.

3. Steps
a. The QA Program Coordinator (or Designee) sends monthly messages titled Request for Nominations (See Appendix A) for sites and individuals who deserve special recognition for their participation in testing to the mail group that contains all Program, Project and Development Managers. Although monthly requests for nominations will be sent to the Program Project, and Development Managers, the actual recognition packets will be mailed to the sites on a quarterly basis.
Once all nominations are received, the QA Program Coordinator Designee compiles the lists of sites and individuals who will be recognized for the quarter. Lists include names of sites/individuals, patches, or packages tested, etc.

b. The QA Program Coordinator’s Designee prepares the Test Site Recognition Letters (See Appendix B) and the Individual Special Recognition Letters (See Appendix C).  Individual letters and certificates along with the test site letters will be sent to the designated Senior Program Office for consideration and inclusion in the formal recognition package

c. The Program Office prepares the recognition packets and forwards them to the appropriate sites. After the packets are sent to the sites, the Program Office representative will notify the QA Program Coordinator (or Designee) so that each nominator is advised of the date that the recognition packets were sent to the Medical Center Director/Health Care System for their respective nominees. In addition, the QA Program Coordinator Designee updates the OED Test Site Recognition Program Web site with the nominee names and sites along with the dates the packets were mailed.

4. References and Related Links
Test Site Recognition Program Web Site
Points of Contact:  QA Program CoordinationMinao J Murphy (510-768-6833) and the VA OIT OED QA Program Coordination Group the .

5. Appendix A - Sample Request for Nominations
Site Appreciation for Participation in Software Testing

Request for Nominations
<<X >>Quarter FY20<<XX>>.  Nominations

Deadline for submissions: <<enter deadline date>>.
If you would like to recognize sites for their participation in software tests or individual participants during the <<X >>Quarter of  FY20<<XX>>, please enter the nominations by using the On-Line Test Site Recognition Form Nomination Form. 

Nominations of Sites and/or Individual Participants:

Please list only the sites or individual participants who actually tested a patch or a release. These sites and/or participants will receive a letter and certificate from the Director of the Program Executive Office (PEO). Follow instructions on the Test Site Recognition Program web site to include the full name of the patch, patch number and/or full name of the package (include version).
If there are any questions, please contact VA OIT OED QA Program Coordination mail group.
Check the status of your nominations at the Test Site Recognition web site: http://vista.med.va.gov/testsites/index.asp
6. Appendix B – Sample Test Site Recognition Letters

DEPARTMENT OF VETERANS AFFAIRS

PRODUCT DEVELOPMENT

810 Vermont Avenue

Washington, DC  20420
Test Site Recognition Letters Test Site Recognition Letters
Test Site Recognition Letters <Date>>

<Director’s Name>

<Director’s Title (Medical Center Director or Health Care System Director)>

< VA Medical Center or Health Care System Name>

<VA Medical Center or Health Care System Address>
<City, State, ZIP Code>

Subject:  Appreciation of Participation as a Field Test Facility
1.  On behalf of the Office of Product Development (PD), I would like to acknowledge your facility with plaque engravings recognizing the <VA Medical Center’s/Health Care System’s > participation in product field testing of <Patch/Package, Patch Number or Package Version>.
2.  We realize testing of new products consumes time, attention, and resource demands on our test sites.  Please extend our gratitude to your Information Resource Management (IRM) Service as well as to each of the services involved in the testing of the product cited.  It is their willingness to accept both the burdens and the benefits of testing new products that is a mark of excellence that distinguishes facilities such as yours.  

3.   Please contact Minao J. Murphy, QA Program Coordinator by phone at (510)768-6833 or by sending an e-mail to the VA OIT OED QA Program Coordination group if you have any questions or issues with the Certificate of Recognition(s).  Thank you again for the participation and partnership extended by your employees.  We look forward to future partnerships with your facility.

________________________________________________________________
< Concurrence Signature and Title> 

7. Appendix C – Sample Individual Special Recognition Letters

DEPARTMENT OF VETERANS AFFAIRS

PRODUCT DEVELOPMENT

810 Vermont Avenue

Washington, DC  20420
<Date>

<Director’s Name>

<Director’s Title (Medical Center Director or Health Care System Director)>

< VA Medical Center or Health Care System name><VA Medical Center or Health Care System Address>
<City, State, ZIP Code>
Subject:  Appreciation of Participation in Product Testing
1.  On behalf of the Office of Product Development (PD), I would like to present <Person name>of the <Medical Center or Health Care System Name> Veterans Affairs Medical Center (VAMC) /Health Care System with a special certificate of recognition for participating in product field-testing of <Patch/Package, Patch Number or Package Version>.  <Person’s Name>’s efforts were instrumental in assisting us with producing a quality product.  

2.  PD is appreciative of the effort and time devoted to the development and product field-testing of the software.  The personal sacrifices made beyond the call of duty warrant special consideration.  This award is to recognize that contribution to the fulfillment of the Office of Information and Technology (OIT) mission. We encourage the submission for recognition any additional individuals instrumental in this accomplishment.

3.   Please contact Minao J. Murphy, QA Program Coordinator by phone at (510)768-6833 or by e-mail to the VA OIT OED QA Program Coordination group if you have any questions or issues with the Certificate of Recognition(s).  Thank you again for the participation and partnership extended by your employees.  We look forward to future partnerships with your facility.  

__________________________________________________________

Signed:






Date: 

< Concurrence signature and title> 









