

[Name of the manager/ HR officer & address of the organisation]
[Date] 
Subject: request for reasonable adjustments

Dear [Name of your manager/HR officer],
I am writing this letter to ask for some adjustments to be made to my work arrangements. I want to be able continue to do my job well and making these changes will support me to do so whilst also managing my neurological condition and the impact it has on my everyday life. 
[Describe your neurological condition and how this is making it more difficult for you at work. You could experience more than one disadvantage and might need multiple adjustments. There is no legal limit on the number of adjustments you are entitled to ask for. Tip: It may be a good idea to attach a doctor’s report with your letter to provide medical evidence/opinions.]
Section 20 of The Equality Act 2010 states that employers have a legal duty to help disabled employees, who are at a substantial disadvantage when compared with employees who do not have the same disability. This is known as the duty to make reasonable adjustments. 
The reasonable adjustments I would like to ask for are the following:
1. 
2. 
3. 
[Tip: Under each adjustment explain how it would help you to do your job better and if you can, explain how these changes can be done without causing problems for the employer.]
Thank you for your time. I would be happy to discuss this request in more detail. I would also be willing to be referred to Occupational Health who can assess my needs and make recommendations accordingly. 
I do hope you will be able to make the changes I am asking for. 
I look forward to receiving your response.
Yours sincerely,
[Your name]

[Tip: Always remember to keep a copy of any letters and documents you send and when they were sent – even better if you can send it via email.] 
