DOJ Form 100A Request for Reasonable Accommodation
(To be maintained separate and apart from personnel files and for the duration of the individual's
employment.)

1.
Employee's Name

Employee's Telephone No.

Title/Series/Grade

E-mail Address

Date of Request

Employee's Office

2.

Accommodation Requested. (Be as specific as possible, e.g., adaptive equipment, reader, interpreter)

3.

Reason for Request.

If accommodationis time sensitive,please explain:

(Submit this Form to Decision Maker)
DOJ Form 100A

PRIVACY ACT STATEMENT
(This form is covered by the Privacy Act of 1974. Public Law 93-597. Authority for requesting
the personal data and the use thereof are given below.)
1.

FORM NUMBER/TITLE/DATE: DOJ Form 100A /Request for Reasonable Accommodation/
October 17, 2002; DOJ Form 100B/Reasonable Accommodation Information Reporting Form/
October 17, 2002; or DOJ Form 100C/Denial of Reasonable Accommodation/October 17, 2002.

2.

AUTHORITY: The Rehabilitation Act of 1973, as amended, 29 U.S.C. 791; Executive Order 13164, dated
July 26, 2000, Section 1(b)(9); and Equal Employment Opportunity Commission’s Policy Guidance on
Executive Order 13164: Establishing Procedures to Facilitate the Provision of Reasonable Accommodation,
Directives Transmittal Number 915.003, October 20, 2000.

3.

PRINCIPAL PURPOSE: To record and track requests for reasonable accommodation by individuals with
disabilities, their provision, and the disposition of such requests for the Department of Justice only.

4.

ROUTINE USES: Pursuant to subsection (b)(3) of the Privacy Act, information may be disclosed from
this system as follows: To the news media and the public pursuant to 28 CFR 50.2 unless it is determined
that release of the specific information in the context of a particular case would constitute an unwarranted
invasion of personal privacy. To a Member of Congress or staff acting upon the Member’s behalf when the
Member or staff requests the information on behalf of an individual who is the subject of the record. To the
General Services Administration and National Archives and Records Administration in records
management inspections conducted under the authority of 44 U.S.C. 2904 and 2906. Where a record, either
on its face or in conjunction with other information, indicates a violation or potential violation of law, to
any civil or criminal law enforcement authority or other appropriate agency, whether federal, state, local,
foreign, or tribal, charged with the responsibility of investigating or prosecuting such a violation or
enforcing or implementing a statute, rule, regulation, or order. In an appropriate proceeding before a court,
grand jury, or administrative or regulatory body when records are determined by DOJ to be arguably
relevant to the proceeding. To an actual or potential party to litigation or the party’s authorized
representative for the purpose of negotiation or discussion on such matters as settlement, plea bargaining, or
in informal discovery proceedings. To a federal agency or entity that requires information relevant to a
decision concerning the hiring, appointment, or retention of an employee, the issuance of a security
clearance, the conduct of a security or suitability investigation, or pursuit of other appropriate personnel
matter. To a federal, state, local, or tribal agency or entity that requires information relevant to a decision
concerning the letting of a license or permit, the issuance of a grant or benefit, or other need for the
information in performance of official duties. To contractors, grantees, experts, consultants, students, and
others performing or working on a contract, service, grant, cooperative agreement, or other assignment for
the Federal Government, when necessary to accomplish an agency function related to this system of
records. To a former employee of the Department for purposes of: responding to an official inquiry by a
federal, state, or local government entity or professional licensing authority, in accordance with applicable
Department regulations; or facilitating communications with a former employee that may be necessary for
personnel-related or other official purposes where the Department requires information and/or consultation
assistance from the former employee regarding a matter within that person’s former area of responsibility.
To the White House (the President, Vice President, their staffs, and other entities of the Executive Office of
the President (EOP)) for Executive Branch coordination of activities which relate to or have an effect upon
the carrying out of the constitutional, statutory, or other official or ceremonial duties of the President. To
such recipients and under such circumstances and procedures as are mandated by federal statute or treaty.

5.

WHETHER DISCLOSURE IS MANDATORY OR VOLUNTARY AND EFFECT ON
INDIVIDUAL FOR NOT PROVIDING INFORMATION: The provision of information for
Form 100A is voluntary; however, if you do not provide this information, the Department may not provide
you with an accommodation, and you may not receive important information. Forms 100B and 100C are
mandatory for Decision Makers.

