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Documentation Guidelines 
 
 
PLEASE NOTE: Documentation should be typed on letterhead and signed by the treating provider. 
Prescription pad notes are not acceptable, and will only be used on a temporarily basis (if they can 
be read) while sufficient documentation is being produced.  
 
Employees requesting accommodations and/or services under the Americans with Disabilities Act 
(ADA) must provide documentation of the existence of a disability that substantially limits a major life 
activity.  In order to accurately determine appropriate accommodations, documentation should be 
current. We request that it be dated within the last year for medical or psychological conditions and 
updates may be needed on a yearly basis if a condition is not static or chronic.  Evaluations for ADD 
and LD should reflect the employee’s current functioning.  In all cases, the documentation should be 
appropriate to the anticipated setting. 
 
 
Documentation should include though not necessarily be limited to the following: 
 

1. The credentials of the evaluator(s). 
 

Be provided by a licensed or otherwise properly credentialed professional who has undergone 
appropriate training, has relevant experience, and has no personal relationship with the client.  
 
2. A diagnostic statement identifying the disability. 

 
Include a clear diagnostic statement to describe how the condition was diagnosed, provide 
information on the functional impact, and detail the typical progression or prognosis of the 
condition.  Diagnosis codes are helpful but not required. 
 
3. A description of the diagnostic methodology used. 

 
Describe the diagnostic criteria, evaluation methods, procedures, tests, and dates of 
administration, along with a clinical narrative, observation, and specific results.  Where appropriate 
to the nature of the disability, having both summary data and specific test scores is expected.  
* (Please refer to the list of appropriate diagnostic tools for ADHD and LD at the end of this 
document.) 
 
4. A description of the current functional limitations. 

 
Describe how the disabling condition(s) currently impacts the individual for the purpose of 
establishing a disability and identifying possible accommodations.  Documentation should be 
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thorough enough to demonstrate whether and how a major life activity is substantially limited by 
providing a clear sense of the severity, frequency and pervasiveness of the condition. 
 
5. A description of the expected progression or stability of the disability. 
 
Provide information on expected changes in the functional impact of the disability over time and 
context.  Descriptions of the cyclical or episodic nature of the disability and known or suspected 
environmental triggers to episodes provide opportunities to anticipate and plan for varying 
functional impacts. 
 
6. A description of current and/or past accommodations, services, and/or medications. 

 
Include both current and past medications, auxiliary aids, assistive devices, support services, and 
accommodations, including their effectiveness in alleviating functional impacts of the disability. 
 
7. Recommendations for accommodations. 

 
Recommend accommodations, adaptive devices, assistive services, compensatory strategies, 
and/or collateral support as appropriate to the functional limitations.  There may be some limits to 
what can reasonably be provided, but we would like to know about anything your provider feels 
might be helpful. 
 
 
The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits employers and other 
entities covered by GINA Title II from requesting or requiring genetic information of an individual or 
family member of the individual, except as specifically allowed by this law. To comply with this law, 
we are asking you not to provide any genetic information when responding to this request for 
medical information. ‘Genetic information’, as defined by GINA, includes an individual’s family 
medical history, the results of an individual’s or family member’s genetic tests, the fact that an 
individual or an individual’s family member sought or received genetic services, and genetic 
information of a fetus carried by an individual or an individual’s family member or an embryo 
lawfully held by an individual or a family member receiving assistive reproductive services. 


