
[Your Name]

[Your Street Address] (  [Your City, State and Zip Code]
[Your Phone Number] (  [Your Email Address]
[Date: Month, Day, Year]
[Your Employer’s Name, Manager’s Name, or Human Resources Director’s Name]
[Title or Position]
[Name of the Company]
[Street Address]
[City, State and Zip Code]
Re: Job Accommodations for Type 1 Diabetes
Dear [Mr./Ms. Name]:
I am writing to notify you that I have type 1 diabetes and am requesting job accommodations under the Americans with Disabilities Act.

I am attaching a letter from my doctor that documents my diagnosis [and the complications from my diabetes]. The letter lists the accommodations I need to do my job safely and well.

As you may know, type 1 diabetes is an autoimmune disease that destroys the ability of the pancreas to produce insulin. Insulin is necessary for the body to turn the sugars and starches in food into energy. Without it, sugar builds up in the blood stream instead of nourishing the body’s organs and supporting the body’s healthy functions. Without it, the body literally cannot work.
Because my pancreas does not produce insulin to regulate my blood sugar, I manage my blood sugar myself. That means I need to test my blood sugar levels regularly, follow a regular meal schedule, and take medications. I need to adjust my intake of food and insulin as my physical activity changes or as my health changes.

Simple accommodations on the job will allow me to maintain these routines and keep my blood sugar stable. They will allow me to remain healthy and do my job.
Please let me know what questions you have about all of this. I would be happy to meet with you so that we can discuss it in more detail. Thank you.     

Sincerely,
[In this space, sign your name in ink.]
[Your Name]
Letter to Your Employer Explained

You may have just received the phone call offering you a job. Or perhaps you have started and are filling out paperwork. It’s important that you discuss your T1D up front with your employers if you need accommodations to do the same work as other employees without T1D. It might be something as basic as breaks to test your levels or a place to store your supplies. You must let your employers know about your T1D, or they are not required to meet those needs. 
Start by getting a letter from your doctor that verifies your diagnosis and specifies what you need to manage your diabetes and any of its complications when you are on the job. Then send your employer a request like this requesting those accommodations. 
It is best to do so in writing. And it’s best to stick to a standard, formal business letter format, even if your company is pretty casual. If you want to bring up the subject by email, use the sample email format suggested in point 6, below, but still fill out and attach the formal letter.
1. Header and Date: Make sure your information is correct and the date is current. 
2. Employer’s Address: Find out the full name and correct title of the person you should write to. Ask your boss or the HR rep who hired you if you are not sure. 

3. Subject Line: This is optional, but it helps clarify that this is a letter that needs immediate attention.
4. Greeting: Use formal titles like Mr., Ms., or Mrs. Again, it is best to address the letter specifically, but you can use “To Whom It May Concern” if you have been unable to find out a specific name. 
5. Content: This is a basic letter designed to introduce the more detailed letter from your doctor. You may want to add more information, but try to keep the letter short, no more than 1-2 pages. Your employer can ask for more clarification later, if necessary, and you can discuss other issues (such as safety plans, talking to coworkers) that concern you as part of that later conversation. The purpose of this letter is to provide legal notice and start the ball rolling
Edit the second paragraph if you do/don’t want to request accommodations for diabetes complications as well as basic diabetes management.
6. Sample Email Wording: If you want to introduce your request and your doctor’s letter by email, attach them to a brief memo like this.
Subject Line: Request for Job Accommodations
Good morning [Mr./Ms. Name],

I am requesting job accommodations for my type 1 diabetes under the Americans with Disabilities Act. I have attached a brief letter and documentation from my doctor.

Please let me know that you have received this request. I would be happy to answer any questions or provide any other needed information.
I look forward to hearing from you.
Thank you,

[Your Name]

