From: Moya, Ernestine R. ASA-M&RA/EEO/Civil Rights SEP
Sent: Wednesday, July 23, 2008 2:53 PM
Cc: Maldonado, Yolanda Ms ASA-M&RA/EEO/Civil Rights; Gautier, Michael Q Mr ASA-M&RA/EEO/Civil Rights SEP; Barfield, Margaret D Ms ASA-M&RA/EEO/Civil Rights; Love, Angela G Ms ASA(M&RA); Quander, Terry J. Ms ASA-M&RA/EEO/Civil Rights; Woods, Hope S Mrs ASA(M&RA); Dillard Norvel; Roberts, Consuelo Ms ASA(M&RA); Rehling, Candace Ms CIV USA; Medina, Rose Ms CIV USA; Aronowitz, Jay D Mr ASA(M&RA); Bernfeld, Beatrice Ms EEO; Bickford, Sue K (EEO MCCOY RESERVE CMD); Cheever, Donna (SDDC); Crow, Vickie (EUSA); Dixon, Victoria CIV USA ATEC; Harbison, Dayra E Ms CIV USA FORSCOM; Hodges, Connie J CIV USA; James, Jean (AMC); Jones, Brady (INSCOM); Kelley, Melvin (SMDC); Lopez, Carmen (MEDCOM); Moody, Carolyn (MEPCOM); Page, Felton (NGB); Pope, Annie (SOC); Reese, Paulette Y Mrs CIV USA FORSCOM; Rogers, Alexie (USMA W Pt); Salter, Seema E Ms IMCOM; Tighe, Peggy CIV USA TRADOC; West, Patricia (USACE); Wilhelm, Sylvia (HQ USAREUR EEO)
Subject: FW: Helpful Tips When Working with CAP (UNCLASSIFIED)
Classification:  UNCLASSIFIED 

Caveats: NONE
 IWD Program Managers,
Following are helpful tips provided by the Computer Electronics Accommodation Program for your use when seeking their services.  Recommend information about the services that are available from CAP be advertised throughout your serviced populations.  There are still individuals who during training sessions report that they do not what CAP is or provides.  There is free valuable equipment and assistive devices for Army employees and wounded service members to help them perform their duties successfully.   Please share this information with all your employees, managers, and HR. Also recommend including this information in your EEO training sessions. 
CAP Information
You are a valuable resource for the Computer/Electronic Accommodations Program (CAP).  We need you to help us, help our customers. Keeping this in mind, we have developed a few suggestions that will benefit our customers when working with CAP.
1. Vendor Information
If there is a particular vendor or trainer that you have identified that works well with your agency, particularly your IT department, please inform CAP.  We will need their name, company name, and contact information.
2.  Shipping vs. Training Address
When providing a shipping address, please make sure we have all pertinent mailing information. We want to ensure that our customers receive their accommodations as soon as possible.  If a customer has requested training and their training address differs from the shipping address, we need to know.  Therefore in the justification field of the request form please note the distinction between the shipping address and the training address.
3.  Working with Your IT Department
Once a customer receives their accommodation the agency's IT department should be contacted to set up the equipment in a customer's workspace. Please contact CAP if the IT department is not familiar with assistive technology and needs help with the setup.  We will be able to direct them to the vendor for assistance.
4.  Supplemental CAP Forms
At times CAP will ask for supplemental forms to accompany accommodation requests. Each form designates a specific person that must fill out that form (i.e. IT department, supervisor). Please make sure that the correct party is filling out this form so that we receive the best information possible.
Also, submit your supporting documentation as soon as you submit your request.  This will speed up processing times.
The point of contact for this notice is:  Sarika Anderson, Communications and Customer Service Representative, 703-681-5538; FAX: 703-681-9075; Computer/Electronic Accommodations Program (CAP) visit online at www.tricare.mil/cap  
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