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Customer Evaluation and Action Plan

[Customer Name]
[Date]
This report is covered by the provisions of the Privacy Act.  Suitable security measures such as storage in a locked container are required to ensure that personal information is not disclosed to anyone who does not have an official need to know.  If you intend to fax this document back to the DRC once it is signed, please call 202-493-0625 (TTY 202-366-5273) before faxing to be sure that an attendant can retrieve the document in a timely manner.  This report may not be filed with official personnel records.

Part 1:

Background Information

Customer History

In this section we provide a narrative about the employee that includes:
· Employee’s name

· Job title

· Operating Administration

· Description of disability or medical condition

· Description of how the disability or medical condition substantially limits a major life activity.

· Include any information helpful in establishing disability such as duration 
Job Description

In this section we discuss essential job functions, and list them here. 

· Function 1

· Function 2

· Function 3

Task Analysis

In this section we discuss the tasks which the person performs in carrying out the duties described above.  Such as, using a computer, traveling to offsite meetings, conducting interviews via telephone, etc.

· Task 1

· Task 2

· Task 3

Issues and/or Concerns

In this section we begin to identify the “disconnect” between the job functions and the tasks required to perform those functions, and speak in general terms about how to bridge the gaps.

Part 2:

Action Plan

Recommended Accommodation

In this section we talk about the recommendations we are going to make to address specific concerns. We might also want to mention any extensive evaluation processes or assessments that we performed that enabled us to make recommendations.

Deliverables

This is where we list the actual items we intend to purchase on behalf of a client:

· Item 1

· Item 2

· Item 3

Non-Tangibles

Sometimes we need to add additional information about other non-tangible supports that we provide, such as referrals to community based services, etc. These should be mentioned in this part of the report, if appropriate.

Part 3

Terms of Service

DRC Policies

The Disability Resource Center provides services for DOT to ensure equal access to information, environments, technologies, and opportunities for people with disabilities.  It is our mission to offer the following services and supports:

· Job needs assessments, acquisition and funding of reasonable accommodations for employees with disabilities nationwide

· Advice on improving facility and program accessibility

· Promotion of inclusion of disability perspectives in Departmental programs and initiatives

· Disability awareness

Property and Maintenance Agreements

The DRC will provide equipment as part of the fulfillment of a request for reasonable accommodation.  When a piece of equipment or assistive technology is provided by the Disability Resource Center, it will be provided at no additional cost to the Operating Administration (OA) or program office of the requesting individual.  

· All equipment becomes property of the OA where the employee is employed.  The OA will accept the item(s) into its inventory, and is responsible for following all OA’s inventory procedures and policies in place with in that OA.

· The OA will be responsible for maintaining the item in good working order.  This includes peripherals (i.e., batteries, paper, bulbs, accessory items, etc.), on-going service fees, (i.e., line charges, service agreements, etc.) routine maintenance and repairs.  The DRC can provide information to the OA to support the accommodation.

· In the event the employee leaves the OA or Department for another Federal position, the OA is free to transfer the equipment to the employing agency if mutually agreed.  The DRC does not receive property back into inventory; however, we may be able to assist the OA with finding an appropriate recipient, if desired.  If the employee separates from Federal service, the equipment will remain in the inventory of the OA. 

Training

Some deliverables purchased by the DRC require training to obtain a level of mastery in their use.  The training will be provided by the DRC as a part of the accommodation package. 
· The training will be scheduled between the employee and the trainer, according to the availability of both parties.  Every effort should be made to ensure that training appointments are kept, so that the employee can receive maximum benefit from the accommodation.  
· Training shall be completed within three to four weeks of receiving the accommodation. 
· The DRC should be notified when training times are scheduled and when they are completed.

Supervisors should be aware that there is a natural learning curve that takes place with any new assistive technology device. This could mean that some time will elapse before the device becomes a fully effective work tool, and supervisors should be prepared to provide time for the employee to acquire experience in considering workload and deadlines.

Agreement

I understand that the Disability Resource Center has agreed to provide the above-listed equipment, services, or supports as a reasonable accommodation.  I have read the Action Plan and agree with the proposed solutions contained therein.

I have also read “Part 3 - Terms of Service” of the Action Plan and understand the policies pertaining to ownership and maintenance of property purchased by the DRC.  I agree, as appropriate, to notify my agency’s help desk or property officers, if applicable, of their roles in maintaining or supporting my accommodations.

	Customer Signature:


	Date:



	Supervisor Signature:


	Date:


Note:
Should you have any questions or concerns about the information contained in this document, please refer them to (DRC staff person), by telephone at (202) 493-0625, or via e-mail at drc@dot.gov.

Report Prepared By:  ________________________ 
Date:  ___________________
