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MEMORANDUM FOR UNDER SECRETARIES, ASSISTANT SECRETARIES, AND OTHER
KEY OFFICIALS

SUBJECT: Fiscal Year 2014 Centralized Funding for Accommodations for VA Employees with
Disabilities

| am pleased to announce that the Reasonable Accommodation Centralized Fund for
Department of Veterans (VA) employees with disabilities will continue in fiscal year (FY) 2014.
The Office of Diversity and Inclusion administers the fund, which is an ADVANCE initiative to
assist VA Administrations and Central Offices with meeting their affirmative action obligation to
hire, develop, promote, and retain individuals with disabilities, in accordance with the
Rehabilitation Act of 1973.

VA facilities and offices may request reimbursement of any approved disability
accommodation request for equipment or software not provided by the Department of Defense’s
Computer/Electronic Accommodations Program (CAP) <www.cap.mil/>. CAP provides special
keyboards, software, and other assistive technology. CAP should continue to be the source for
most electronic related accommodations. The Local Reasonable Accommaodation Coordinator
(LRAC)/Alternate LRACs are the only VA employees authorized to request items from CAP.
This fund cannot be used for facility modifications; the facility is responsible for funding any
modifications made to the building or property.

The Centralized Fund can reimburse the cost of disability accommodations associated
with attending training. Note that VA is required to promote training and career development
opportunities for employees with disabilities, particularly those with targeted disabilities.
Supervisors should leverage the fund to ensure that employees with disabilities have equal
access to training, especially developmental training. The Centralized Fund can be used to
reimburse the cost of interpreters and other services associated with training provided by VA
employees. (see attachment).

Requests for reimbursement may be made up until August 15, 2014. If you are
intending to make a purchase that will not be delivered until after this date, please contact the
National Reasonable Accommodation Coordinator to make arrangements to ensure
reimbursement can be received during FY 2014.

If you have questions on this initiative, please contact Ms. Melissa Gibson, National
Reasonable Accommodation Coordinator at melissa.gibson@va.gov or on (202) 461-4004.
Thank you again for your continuing commitment to make VA the model Federal employer for
individuals with disabilities.
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Instructions for Requesting Reimbursement

From the Centralized Accommodation Fund

The Centralized Accommodation Fund (Fund) will be used to reimburse the office of the
employee of which provided an approved reasonable accommodation after the
accommodation has been provided and paid for by the employee’s office.

In the case of training, the office where the employee works must pay the cost of the
training and any travel, including hotels and meals, if necessary. The Fund will only be
used to reimburse the employee’s office for any disability accommodation needed for
the employee to attend the training. This can include any career development training.
Two examples are the Leadership VA and the LEAD programs.

Facility's Local Reasonable Accommodation Coordinator (LRAC) or Alternate LRAC will
guide you in processing the accommodation request. Please refer to local policies and
procedures for making purchases. Department of Defense’s Computer/Electronic
Accommodations Program (CAP) <www.cap.mil> has a wide range of products on their
approved Blank Purchase Agreement (BPA) listing; ensure you check this BPA listing
first before purchasing an item using facility funds.

Reimbursement Process:

When requesting reimbursement, the approved disability accommodation must be
entered into the Reasonable Accommodation Compliance System (RACS)< hitp://va-
ra.entellitrak.com> before reimbursement can be approved. Once the accommodation
is entered into RACS, submit a completed form VA 0857i and a copy of the invoice or
purchase order; if the invoice does not include a name or description of the item
purchased, please add that information. If an item is normally provided by CAP but the
facility purchased it instead, please include justification why CAP was not used (i.e., the
item needed to be expedited). Reimbursement requests should be emailed to Melissa
Gibson, National Reasonable Accommodation Coordinator, Office of Diversity and
Inclusion (ODI), <melissa.qgibson@va.gov>. All reimbursements are awarded on a first
come, first served basis and must be receive no later than August 14, 2014. Submit
requests immediately after the Purchase Order is issued. Check with your financial
office to determine whether the reimbursement was issued. ODI does not reimburse
facility modifications.

Reasonable Accommodation Compliance System:

This system allows VA to track disability accommodation requests, as required by
Executive Order 13164. All requests must be entered and processed within 30 calendar
days, excluding the time waiting for medical documentation. RACS will guide managers
and other VA staff through the accommodation process, as described in VA Directive
and Handbook 5975.1 "Processing Requests for Reasonable Accommodation from
Employees and Applicants with Disabilities."
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It is the goal of the Department of Veterans Affairs to ensure that every employee with a
disability receives the accommodations necessary to perform the essential duties of the
job or enjoy the benefits and privileges of employment.

Systems Administrators will monitor progress in processing accommodation requests
and issue reminders if necessary. The use of this system is required, as VA must report
annually to the Equal Employment Opportunity Commission on our progress in
processing of requests for accommodation in a timely and effective manner. If you do
not have access to this system, please contact your Administrations EEO Manager.

The Computer Based Training for RACS can be found at: hitps://va-
ra.entellitrak.com/vacbt/

Instructions for completing the VA Form 0857i:

1. ldentify the Administration or, if part of VACO, the name of the Staff Office. Also, list
the name of the employee’s office and location.

2. The employee’s first line supervisor or second level manager is usually the
Designated Management Official, but the Local Reasonable Accommodation
Coordinator (LRAC) may be named as the contact.

3. Choose and check the appropriate box for the purpose of the accommodation. If it
was to allow the employee to participate in training, please complete the requested
information regarding the training.

4. Choose and check the appropriate box for the type of accommodation for which
reimbursement is requested.

5. Enter the date and times (if appropriate) for when the accommodation was provided.
6. Enter the budget information so that the funds can be transferred.

Note: VA Form 0857i is a writable pdf that can be completed on line and saved as an
electronic file for convenient processing and maintaining a record of submitted requests.

All of this information, plus additional information pertaining to supporting the “People
with Disabilities Employment Program” can be found at:
http://www.diversity.va.gov/programs/pwd.aspx
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VA0857I Centralized
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CENTRALIZED ACCOMMODATION FUND APPLICATION

NAME OF ORGANIZATION/OFFICE |NAME OF MANAGER/SUPERVISOR

MANAGER/SUPERVISOR EMAIL ADDRESS |MANAGER/SUPERVISOR TELEPHONE NUMBER

PURPOSE OF ACCOMMODATION REQUEST (Please check)
[T TO ATTEND CAREER DEVELOPMENT TRAINING (/dentify the iraining and how it impraves the employee’s career opportunities.)

[T TO ENABLE THE EMPLOYEE TO PERFORM THE DUTIES OF THE JOB

r TO ALLOW THE EMPLOYEE TO ENJOY THE BENEFITS AND PRIVILEGES OF EMPLOYMENT (e g.. attending the Secretary's award ceremony
or a retirememt luncheon)

TYPE OF ACCOMMODATION PROVIDED
[~ INTERPRETER [~ COMPUTER-ASSISTED REAL-TIME CAPTIONING

I~ READER [ PERSONAL ASSISTANT
[_ OTHER (Describe}

NOTE: Facilities modification requests are funded by local engineering budget and not through the Centralized Fund.
DATE(S) AND TIME(S) WHEN THE ACCOMMODATION WAS NEEDED

BUDGET INFORMATION MUST BE PROVIDED TO FACILITATE THE TRANSFER OF FUNDS
STATION BFY FUND CODE ACC CODE COST CENTER BOC FCP AMOUNT

NOTE: Priority consideration will be given to reimbursement requests for accommodation for employees with targeted disabilities
who attended career development training.
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