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INTRODUCflOil

1. Purpore.
Th6s€ written procedures are eslablishsd in accordancs with Execuiive Order (EO) 13164,
"Bequiring Fsderal Agencies 1o Establish Proceduros to Facilitate the Provision of Reasonable
Accommodation,' dated 26 July 2000, which requires federal agencies lo implement etlective
written procedures for processing requests lor reasonable accommodation under Section 501 ot
the Rehabililation Act of 1973, as amended. This Army Guidance provides written procedures
for processing reasonabl€ accommodalion requesls made by Army employees and applicanls
with disabilities, throughout Army. These procedures Wll assist th€ Army in fultilling its
obligations lor ensuring thal indMduals with disabilities who request reasonable accommodation
receive a propar response within the shortest lime possible. Further, thos6 procedures
establish crileria for collecting and annually reporting data on the numbers and types of
reasonabl€ accommodation requests rec€ived and processed lhroughout Army.

2. Applicability.
These procedures apply to all Dopartment of the Army appropriaied or non-approprial€d tund
activhies, their employees and applicants for employment. These procedures do nol apply to
uniformed members ol the military, persons employed or applying lor positions in the Army and
Air Force Exchange System, Army National Guard technicians, unitormed members ot the
military workang part-timo of, duty for non-appropriated lund activiti€s or the Army and Air Force
Exchange SoMce. ll also does not apply to non-U.S. citizens employed by the Army outside of
th6 United States, or to U.S. citizens employed as indirect hire employees outside of the United
Stales.

3. Authority.
Th6 Rehabililation Act ol 1973, as amend6d, Title 29, Uniled States Code, section 791 €t seq.
The Am€ricans with Disabilities Acr ot '1990, Tille 42, united stales code, section 12101, et

seq.
Title 29, Code ol Federal Regulations, part 1630
Exocutiv€ Order 131&, daled 26 July 20oo

4. Effeclivc Date.
This documer( is effeclivg March 17, 2009.

5. Expiration Daie.
These proceduras will remain in etfect until rescinded or superseded.

6. Originator.
Deputy Assistanl Secretary of lhe Army (Equal Employment Opportunity and Civil Rights)
(EEO&CB), Assistant Secrslary of the Army (Manpower and Reserve Aftairs) (ASA (M&nA).
Requests to modity or change these procedures should be submitted to EEO&CR, ATTN:
Direclor, Prt1gram for lndividuals with Disabilities, 1225 S. Clark Street, CG 2, Suite 207,
Arlinglon, V A 222A2-4572.

7, Proponenl and Excsption Authority.
The proponent ol lhes€ proc€dures is the Assistanl Secretary ol the Army (Manpower and
Fleserve Attairs) (ASA (M&RA)). The proponenl has lhe aulhority lo approve exceplions that are
consistenl with overall Army policy, controlling laws, regulations and Executive Orders.
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8. Supplementation.
Supplementation of this Guidanc€ and establishment ol command, regional or local lorms arc
prohibited without prior approval.

9. Labor Belatlons Obligations.
Where lhese procedures have an impact on bargalning unit employees, activitios are r€minded
to satisty lheir slatutory labor r€lations obligations prior 1o implem€nling these procedures.
Queslions conceming labor relations obligations can be addressed to lhe servicing Civilian
Personnel Advisory Cenler and servicing agency atlorney/labor counselor.

ABI'Y POLICY

Ths Army's policy is to fully comply with the reasonable accommodatlon requiremenls of th€
Behabililalion Act ol 1973, as amended. Under the law, Federal agencies must provide
reasonable accommodation to qualilied employees or applicants with disabilities, unl€ss to do
so would cause undue hardship. The Army is committed to providing reasonable
accommodations to its employees and applicants for employment in order to assure thal
individuals with disabilities have full access to equal Bmploymenl opportunity. These
requiremsnls cover applicants lor and employees in part-time, temporary, term, and lull time
posilions.

Ths Army will promptly procsss requesls lor reasonable accommodalion and, where
appropriate, provide reasonable accommodataon in a prompt, tair, and efticienl manner.

Seclion 1. Key Terms

1.1. Agency Attorney/Lebor Counaalor.
Tho agenry atlorney/labor counselor provides legal advice and assistance lo military and
civilian managers and supervisors regarding cMlian personnel, labor relations, and EEO-related
issues, including reasonable accommodation issues. Agency attomeys/ labor counselors are
available to provide advice to decision makers and to Disability Program Managers at the
earliest possibl€ stage to ensure lhat management's actions not only comply with applicable
la'/vs, diroctives, regulations, and guidanc€ bul thal they also are legally defensible and
otherwise appropriale.

1.2. Alternetlve Dispute Resolution (ADR).
A va.iety of techniques and methods used lo rosolve disputed issues intormally, including but
not limited lo lacilitation, mediation, ,acl-finding or any combrnation lhereof.

1.3. Cornputor/Elcctronic Accommodations Program (CAP).
The Cornputer/Eloctronic Accommodations Program, a centrally lunded reasonable
accommodations program, provides assistive technology and seMces lo people with
disabilities, tederal managers, sup€rvlsors, and lnlormation Technology professionals. CAP
increases access lo inlormalion and works to remove barrieG to emplofnent opporlunities by
eliminating the costs ot assistive tochnology and accommodalion solutions. See Appendix O-2.

1.4. Ilecislon Maker.
The decision maker is an agency otficial within th6 employse's chain ot command, usually lhe
employee's immediate supeMsor. ln lh€ case of an applicani, the decision maker will usually
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be the selecting official, an agency of{icial in the selecling official's chain ol command, or a
Human Besources stafl member assigned to process the vacancy.

1.5. Dopartment of the Army Disability Program Director.
The_ Department ol the Army Disability Program Director under the Olfice ol the Deputy
Assistant Secretary of the Army (EEO & Civit Rights), OASA (M&RA), is responsibte tor
dsv€loping and evaluating Army-wide policies and procedures lor the Army Disabilily program
andproviding leadsrship lo Anny Commands (ACOM), Army Service Component CommJnds
(ASCC), and Direct Beporting Units (DRU).

1.6. Disability Program Manager.
A Disability Program Manager will b6 appointed al the headquartors o, all Army commands
(ACOM), Direct Reporting Units (DRU), and Army SeMce Component Comminds (ASCC).
Based on Army doctrin€, these commands will determine whgre subordinate command
Disability Program Managers will be appointed. The Disabitity program Manager (DpM) is
lamiliar with the principles of personnel management and serves ;rs a resource for supeMsors
and managers u,ilh resp€ct to potential reasonable acc,ommodations and assisls in obtaining
medical documentation. The DPM tacilitates the reasonable ac-commodation process and stiall
not serve as an employee advocate. The DPM also oversees the intormation tracking and
provides ongoang assessment o, the organization's reasonable accommodation program.

1.7. Equal Employment Opportunity (EEO) Otftc-er.
The individual dosignated by the activity commander to administer the activitys EEo program.
This includes managing the Special Emphasis programs to include the lndividuals with -
Disabilities Program.

1.8. Essential Functions.
Tho tundam€ntal.iob duti€s of the €mployment position the indivdual wilh a disability holds or
desires. A lunction is 'essenlial" if, among other things, the reason lhe position exisis is to
pedorm that funclion; lhere are a limited number of olher employees available among whom the
performance o, thatjob function could be distributed: or, the function is highly speciaiized so
that the incumbent is hired based on her/his expertiso or ability lo perform it. Determination ol
the essential ,uncttons o, a position must be made on a case-by-case basis.

1.9. lndividual with a Dtsability.
An indMdual who has (1) a monlal or physical impairment that substantially limits one or mora
major lile aclivilies; (2) a rocord o, such impairmenl; or (3) is regarded as having such
impairment. lndividuals who are solely regarded as having a disability ar€ not enlifled lo
reasonable accommodation.

1.10. ilaior Liie ActivitieB.
Functions such as caring for onesell, porforming manual tasks, seeing, hearing, eating,
sleeping, walking, $anding, lifting, bending, speaking, breathing, leaming, reading,
concentrating, thinklng, communicating, and working. A major lite activity atso inaludes the
opetation of majorbodily functions such as lunclions ol lhe immune system, normal celt grovylh,
digestive, bowel, bladder, neurological, bajn, respiratory, circulatory, endocrine, and
reproductive functions. Th,s is not an exhaustive list, but is represenlative ol the typ€s ot
activities lhat are considered major lire activilies.

1.11. Occupational Medicine physlcian (OMP).
The occupational Modicins Physician provides services necessary to anticipate, idenlity,



assess, communicat€, mitigate and conlrol occupational disease and iniury threats. The
occupaiional_Medicine Physician may review medical documentation to aisist in assessing
lunctional abilities-

1,12. Physical or ilent l lmpa;rment.

a' Any physiological disord€r or condition, cosmetic disriguremenl, or anatomical ross
aff€cting one or more of the following body syst6ms: neurological, musculoskolotal
special sense organs, respiratory (including speech organs), lardiovascular,
rsproductive, digestive, genitourinary, hemic and tymphatic skin, and endocrine; or

b. Any mental or psycfiological disorder such as menlal retardation, organic brain
syndrome, traumatic brain injury, emotional or mental illness, and sdecific leaming
disabilities.

1.13. "Qualified" lndividual with a Disabitity,
An individual with a disability, who satislios lhe requisite skill, experience, education, and other
iob-related requirements of th6 position, and who with or without reasonable accommodation,
can perform the ess€nlial lunctions ol the posation.

1.14. Reaaonable Accommodation.
A change in lhe work environment or in the way things are customarily done thal would enable
an individual with a disability to enjoy equal employment opportunitiei. There ar€ lhree
categories of reasonable accommodations:

a. Modilications or adiustrnenls to the application process to permit an individual with a
disability to be considered for a job (such as providing application torms in altornative
formats, e.9., large print, Braille);

b. Modilications or adjustments necessary lo enable a qualified individual with a disability to
pertorm the essential lunctions of the.iob, e.9., providing a sign language interpreter;

c. Modifications or ad,ustments that enable individuals with disabilities to enioy equal
benefits and privileges ol employrnent, e.9., removing physical barriers in buildings.

,.15. Undue Hardship.
A sp€cific accommodalion thal would cause significanl dilficulty or expense. This
dotermination, which musl be made on a case-by-casB basis, considers taclors such as lhe
nature and cost ol the accommodalion needsd and the tmpaci ot the accommodalion on the
operations ot the Army.

Scellon 2, lnitiating the Reasonable Accommodataon Process

2.t, An individual may start the reasonable accommodation procoss by making an oral or
writtsn request tor a reasonable accommodation. The wrinen or oral request for
accommodation by an individual may be lor an adiustment or a change al work or in the
epplicalion proc€ss tor a rsason related to a medical condition. Th€ request doss not require the
individual to mention tho Rehabllitarion Acl or us€ lhe phrase "reasonable accommodation" or
"disability." A request for acclmmodalion may be mad€ at any time.
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2.2. contact and contirmation sheels. The contacl lntormation sheet for geasonabl€
Accommodation at App€ndir A must be made readily available in the workplace by posting
on bulletin boards, websit€s or provided as handouls.

2.3. The obligalion lo consider an individual's reguest begins when the request is made to any
ot tho lollowing personnol; hiJher supervisor, a supervisor or manager in ihe individual's
amm€diale chain ol eommand; the organization's EEo oflice orlhe servicing EEo office, the
Human Resources Office or Disability Program Manager; and, lor an applicanl, any Army
employee with whom lhe applicant has had contact in connection with the applicalion pr6cess.

2.4' Ths€ individuals requesting accommodation must submit a wrinen con irmation ot the
request for reasonable accommodation using Conrirmation of Request lor Reasonable
Accommodation at Appendix B, available lhrough the appropriate supervisor or the Disability
Program Manager. A copy of the contirmation lorm must be provided to the Disability program
manager, who will assign il a log number and return it to lhe supervisor,

2.5. A decision maker musl begin processing an oral requesl immecliately upon receipl ot such
a requost and should not wait tor lhe written confirmatton.

2.6. A lamily member, health professional or olher represenrative may requosr a reasonabl€
accommodation on behall o, an individual seeking reasonable accommodation. The decision
makor should confirm that lhe employee in fact wants an accommodalion.

2.7. Military personnel are covered by separalo laws, regulations, and polici€s. The Equal
Opporlunity (EO) program for military personnet is implemented by Army Ftegulation 600-20.
Army Command Policy. Mililary personnel and tamily members on their behalf who request
assistance from the Disability Program Managerwill be relened to the appropriate command
EO Office or medical authority.

S€ction 3. Proce3slng Requests for Reasonable Accommoda on

3.1. The requ€st ,or accommodalion begins an interactive and llexible process b€tween the
requ€slsr and the decision maker. This process may include communicating with the requesler
to clarify the request, obtaining and exchanging intormatron with the requester to the extent
necessary regarding needs and altematives, searching lor solulions, consulling Army and
oulside resources, and evaluating possible accommodations and additional information, il
needed.

3.2. It the person receiving lhe request tor reasonable accommodation does not have authority
to approve the request, the request must be forwarded prompfly to lhe appropriate official, vrilh
a copy to lhe Disability Program Manager. A copy of the requast will also be torwarded to the
servicing agency attomey/labor counselor lor information purposes-

3.3. lf a decision maker does not immediatoty granl a requested accommodalion, si/he should
consuh directly with the Disability Program Manager. Disability program Managers will
coordinale, as needed, wilh the seMcing agency attorney/labor counselor prioito providing a
d€cision mak€r with any recommendalions in connection with a request Ior accommodation.
Legal reyiews must b6 conducted for all proposed denials of a reasonable ac@mmodation or
the acrommodation requested.



3.4. As Soon as the d€cision maker dotermines thal an accommodation will be provided s/he
shall immediately communicaio the decision orally or in writing to the individual. lf the decision
maker initially communicales lhe determination oralty, s/he must fofiow-up in witing.

3.5. A decision maker granting a request is responsibl6 lor loltowing through and making any
n€cessary arangemenls to ensure thal lhe accommodation is provided wilhin the applicable
time limit. Each organization will determine how lunding will be provided to support the
provision of reasonable accommodation not covered lhrough the Computer/Eloctronic
Accommodations Program (CAP).

3.6. The dgcision maker or any other otlicial who receives intormation in conneclion wilh a
request tor reasonable accommodation may share inlormation lhat is conridential and
connected with that requost with other Army ofricials only when those olher Army official(s) need
lo know the information in order lo make determinations on an accommodation request, or to
assisl lhe decision maker in making such a determina on.

3,7, lnrormation lhat must bo k€pt conlidential includes the tact that som€one is receiving an
accommodation or has a disability. Should questions arise from coworkers about whal is
perceived as 'difrerent" or 'special' trealmenl ol an accommodated employee, managers should
explain the policy ot assisting any employee who encounters difliculties in the workplace. The
manager also may tind it helptul to point oul that many of the workplace issues encountered by
employees are personal. and that, tn these circumstances, it is the agency's policy to respect
€mployoo privacy.

3.8. Any EEO Otfice statl member who has any involvement in processing a request for
Reasonable Accommodation should recuse h€r/himself kom participating in the processing ot
any subsequenl tormal or inlormal complaint challenging the activity's handling of the
accommodation reguest. Becusal is a saleguard against aclual or apparent conflicls of interest.
ln EEO otlices where there are limiled EEo resources, a higher-level EEO command otticial
may bo dosignated to handle the complaint or lranster it to the nearest EEO Otfics to avoid a
conrlicl ol intGrost. An EEO Officer should also take steps to safoguard against aclual or
apparent conllicts of interests arising with respecl to ,ormal or inrormal complaints where a
Disability Program Manager and EEO counselors are co-located in the same EEO office.

3.9. Resources lor assistance wth reasonable acrommodation possibiliti€s and lists ot other
resourcos may be found al Appendices &1, I},2, and I},3.

Seclion 4. Time Umit3

4,1. The activity will process requests lor reasonable accommodaiions and provide
accommodations, when appropriate, as soon as reasonably possible. All parties, however,
should recognize that the lime necessary to proc€ss a request will depend on the nalure of lhe
accommodation requested and wholher it is necessary to obtain supporting information and or
medical documentation.

4,2, A d€cision maker roceiving a requ€st lor reasonable accommodation may be abl6 to grant
the request immodiately. Absent exlonuating circumslances, tho requested accommodation
should be granled, modified, or deniod within 30 business days from tho date the decision
maker receives lhe initial request. The 30 business day time period stops running while waiting
to receive inlormalion from the requester or a heath care provider. Once lhe medical
information has been received, however, the tim6 period begins to run again.



4.3. Extenuating circumstanc€s ar€ very limiled and includo only such situataons a3 waiting tor
inlormation/documentation trom an individual's heallh care provider or laclors that could n;t
reasonably have b€en anticipated or avoided in advance ol the request for the accommodation,
such as where equipment musl bs back-ordered or where reassignment is being elplored as an
accommodalion-

4.4. Where there is a delay in sllher proc€ssing a request lor or providing a reasonable
accommodation, th€ docision maker must notify lhe individual of the reason for the delay. lf
there is a delay, the decision maker must consider whether a provisional accommodation should
be provided. A decision maker could consider, for example, a temporary iob restructuring or the
us€ ol eguipment that might permit the individual lo perlorm some of the functions ot the iob.

section 5. It cdical lnrormalion

5.1. When the disability and/or need for accommodation is not obvious, the employee or
applicant seeking accommodation may be asked to provide appropriate medical inlormation
related to the tunclional impairment and/or limitations at issue and the requested
accommodation. The decision maker must s6ek lhe assislance of the Disability Program
Manager prior lo obtaining any medical documeniation. The Disability Program Manager, in
coordination with the seMcing agency attorney/labor counselor as needed, will assist in
obtaining appropriate medical documentation- Medical inlormalion will only be requested to lhe
extonl reasonably necessary to establish that the requester is an individual with a disability
and/or noeds the requested accommodalion, such as:

a. The past, present, and axpoctsd future nature, severity, and duration ol tho
impairment (e.9., tunc{ional limitations, symploms, side eftects ol any lreatments,
6tc.);

b. The activity or activities the impairment limits;

c. Th€ extenl lo which lhe impairmenl limils tho individual's ability to perlorm the aclivity
or ac{ivilies; and /or

d. Why the individual requires the panicular accommodation requ€sted, and how the
accommodation will assisl the individual to apply lor a job, perform the essential
tunclions ol the iob, or enjoy a benetit o, the workplace.

5.2. Bas6d on the medical documentalion provided, th€ decision maker may elect lo approve
the request for reasonable accommodation. On a case-by-case basis, the Disabality Program
Manager may submil msdical documentation lo an OMP or other medical expert tor assistance
in assessing funclional abilities.

5.3. Authorizalion for Disclosure of Medical or Denlal lntormalion (Departmenl ot Delense (DD)
Form 2870) will be used lo r€quest the use and/or disclosure of an individual's protecled health
inrormation in order lor the Disability Program Manager lo process the reasonable
accommdation request. The applbant or employee shoutd check "OTHER," Block 7 of DD
Form 2870 and wrile "reasonablo accommodalion requesf in the space provided. ln most
cases, enlire medical recods may not be requesled or tumished because they are likely to
contain information unrelaled to whether an applicant or employe€ can perlorm the essenlial iob
funclions.



5.4. Supplemental medical documentation may b€ requ€sted when the intormation already
subminsd is insufticient to documenl the (1) existence ot a disability, and (2) the need lor
reasonable accommodation. Additional documenlalion may be requesled to:

a. Cl€arly oxplain the nature ot or lunctional limitations due to the disability and the
need ,or reasonablo accommodation. or

b. Clarify how the requested accommodalion will assist the employ€€ to perlorm lhe
essential functions of the iob or enioy tho b€nefits and privil€ges ot the workplace.

5.5. lf th€ suppl€monlal r€quest does nol result in sufficient information, the activity may require
tho smployes requesting the accommodation to be examined by a heahh care professional ol
the agencys choice al lhe activity's expense.

5.6. Disability Program Managers, decision makers and other persons who have access to
intormation necessary to make a decrsion on a requesl ,or reasonable accommodation musl
maintain this information in a secure location and mry not turthar discloi€ thls lntormatlon
eroapt as provided below. Ofticials must be informed about tho confidentiality requirements
where medical inlormalion is disclosed to any ot lhe ofticials below.

a. SupeMsors and managers who need to know may be told about necessary rostriclions
on the work or duties of the employee and about necassary accommodation(s).

b. Building managors and othors planning lor emergency evacuations may be iold, in order
lo include special provisions in emergency €vacuation planning and procedures.

c. Firsi aid and sarety p€rsonnel may be lold il the disabilaty might requir€ emorgency
lreatment.

d- Govemmenl otficials may be given inlormalion n€cessary to invesligate the Army's
compliance wilh the Acl.

e. The inlormation may in @rtain circumsiances be disclosed lo workers compensation
ot{ices or insuranc€ caniers.

l. Other agency otficials who have an otficial need to know in ord€r lo €xecute their
mission; lor exampls, agency attomeys/labor counselors, Human Resources personnel,
the OMPhedical €xpert, and EEO specialists.

Sectlon6. Reasaignmcnta

5.1. Reassignment is lh€ accommodation ol last resort. Beassignment is available only to
empioyees, not to applicants. A r€assignment will only be considered ,t no accornmodations are
available to enabl€ th€ individual lo perlorm the essenlial ,unc-tions of the current iob, or il the
only effective accommodation would cause undue hardship. RBassignment may be made only
to a vacanl position, noi to create new positions or displace employees lrom th€irjobs.

6.2. lf reassignment is being considered. lhe decision maker should explain lo tho emPloyee
why s/he cannot be accommodaled in lh€ cunsnl position. The decision maker should
determine the €mployee's prefarences with respect to the reassignment, such as wttether:
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a. The emptoy,ee is willing to be reassign€d outside th€ facility or ourside the commuting
area, including outside the geographical area, and it so, to what locations;

The employee is willing to b€ reassigned to a ditteront type of position tor which s/h€ may
be qualilied, and if so to what type(s);

Tho omployee is willing to be reassigned to a difterent sub-compononl of the department,
and if so, to which one(s);

d. Tho employee is willing, if no position is available ar her or his current grado/pay band
level, to be reassign€d to a lower-grade/pay band position, and if so, down to wlrat
grader'pay band.

5.3,..lf a reassignmort is being considered, the decision maker musl consult with the sorvicing
civilian Personnel Advisory csnter. The servicing civilian personn€l Advisory center will
conduct a vacancy search based upon the employee's expressed prelerence and qualifications.

6.4. A qualified employee with a disability roquosling accommodation can be offered a
reassignment as a reasonable accommodation lo a position tor which a vacanry announcement
has been publishod as long as a selection to till the position has nol been made and there are
no pending DoD Priority Placement matches. lf an employee is being reassigned lo a differenl
geographical area, the employ€o must pay for any relocation expenses unless the activity
rouinely pays such expensos when graniing volunlary translers to other employeos.

Section 7. Denlal ol Bequ66ted Accommodetion

7.1. Docision makers must consull directly with the Disability program Manager prior to denying
a request for accommodation or the particular accommodation requested. Legal reviews must
b€ conducted tor all proposed denials of a reasonable accommodation or the par cular
accommodation requested.

7,2. When an individual's request for an accommodation is denied, the individual must be
nolilied in writing ol the denial and the specific reasons tor the denial (e.g., why the medical
documentation is inadequate to oslablish thal the individual has a disability or needs roasonable
accommodalion, why the rsquested accommodation would not be etfeclive, or why the
accommodation would pose an undue hardship). The decision maker musl use the tlenial ot
Accommodation Request at Aprpendlx E and include the lolowing information:

a. Th€ name of tha manager who made lhe decision

b. ll a specilic requested accommodation has been denied and anolher oftered in its plac€,
ths reasons for the denial and lhe reasons the decision maker believes the oftered
accommodation will be etfective

c. lnronnation about ths individual's right lo lile an EEO complaint and to invoke olher
stalutory processes, and

d. lnrormation about the availability of ths intormal dispute resolution process.
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7.3. ln determining whelher a proposed reasonable accommodation poses an undue hardship,
the overall resourc€s and options available io lhe Army must bs considored, not jusl lhe budget
or resources ol an individual segment, 8ub-component, or division within lhe Army.

Scction 8. lnrormation Tracking

8,1. The EEO Otlice will establish a syslem ot record keeping to track lhs processing of
requests for rBasonable accommodalion. Al Appendix F is the R€asonable Accommodation
lntomation Repo.l.

8.2. The rocords related to the employee that request€d reasonable accommodation will be
mainlained at a minimum for lhe duralion ol th6 Bmployee's tenure. This will ensure that an
employea is not asked to provide medical information previously submitted. Subsequent to an
employee's tenure, records must b€ maintained by the Disability Program Manager in
accordance with lhe Army's records retenlion policies.

8.3. The EEO Office will retain information or any cumulative records used to track the adivity's
pertormance with regard to reasonable accommodalion tor al l€ast three years. Tracking
perlormance over a three year period is critical 10 enabl€ lhe activity lo assess whelhor il has
adequately processed and provid€d roasonable accommodalion.

8..1. lnformation will be summarized in the annual Management Darective 715 (MD 715) Report
to lhe Equal Employment Opportunity Commission (EEOC) through command channets. On an
annual basis, activilies will reFrt the lollowing inlormation through the MD 715 process:

a. The number of reasonable accommodataons, by typ€, that hav€ been requested tor
the applicalion pr@ess and whether those requests have been granted or denied.

b. The types o, reasonable accommodations that have been request€d by job series.

c. The number of reasonable accommodations, by type, for each job that have been
approved/denied.

d. The number o, requests tot reasonable accommodations, by typ6, thal relale to the
benefits or privileges ol employment, and whether those requests have b6€n granted
or denied.

e. The reasons for denial ol requegts for reasonable accommodation.

t. The amount of time laken to process each reguesl ,or reasonable accommodation.

g. The sources ol technical assistance that have been consulled in lrying to
ideniity possible reasonable accommodations.

8,5. Relevant inlormation will be examined during Army's on-site EEO Program reviews. The
Army review will evaluate the organizalion's performance in responding lo requ€sts tor
reasonablo accor'rmodalion. Fleviews will include lhe following:

a. Length of lime it takes to respond to r€quasls for different types of reasonable
accommodalions;
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b. Whether ihere are particular typ€s ot reasonable accommodalions that the Army has '
been unable to provide;

c. Whether th€re are activities that are consistenlty not granting reasonable
accommodations: and

d. The various reasons lor denial ot a requesl lor r€asonable accommodation.

Seclion 9. lnlormal Dispute Besolution and EEO Complaints

9.1. The Army's prelerred method o{ inlormal dispule resolution is Altemative Dispute
Resolulion (ADH). An individual whoso request tor accommodalion has been deniod has the
option lo initiate ADR through any applicabl€ ADR process established by th€ Army thal covers
such disputes.

9.2 An individual whose request lor accommodation has been denied may file an EEO
complainl in accordance wirh AB 690-600. An employee whose requesl lor accommodation
has been denied and who is covered by a collective bargaining agreement may elect to file a
claim of discrimination under a negotaaled grievance Procedure which covers such claims or
through the EEO complaint process, but not bolh. An employee filing an EEO complaint al any
stag6 ot lhe complainl process also may request the use ol ADR.

9.3. The in ormal dispute resolution process does nol affoct lhe lime limils govorning the EEO
complainl procsss. An individual's parlicipation in the ADB procedures does not satisfy the
requirements for bringing a claim under the EEO, Merit Systems Prolection Board (MSPB), or
union grievance procedures. When a requesl for reasonable accommodation is denied, the
individual wishing to pursue the EEO complaint pr@ess must do so within 45 days ol the denial,
even it sy'he has already requested participation in the ADR process.
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APPENOIX A

CONTACT INFORMATION FOR

REASONABLE ACCOMMODATIONS

Oroanization

Name

Locrtion

Web3ile

EEO Olliccr

l,lame

Phone

Fax

Email

Oisabilitv Proqram lranaoer

l,lame

Phone

Fax

Email

A[Gmative Olrpute Resolulion Contact

Name

Phone

Fax

Email
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APPENDIX B

CONFIRMATION OF REOUEST
FOF BEASONABLE ACCOMMODATION'

1. INDIVIOUALINFORMATION

Applicanl or Employ6€ Name (bst, First, Ml)

Pay Plan, Seri6s, Grado

(NSPS Occupat'onal Code. Pay Schedule, pay Band)

Job Tirle Date ol Flequesl

Organizalion

Form Completad by

Phons

Oale Form Completed

Email

2. ACCOIII[IODAT| ON REOUESTEO (Ba as spxtlrc as possibte. e g.. adaptive equipment. .eadet, interpretei

3. REASON FOR REOUEST

,t accommodation is lime seraitive, please explain:

Beturn Form to Superyisor

(Oisrbility Program Uenager will assign number)

Number;
be compleled by the employee mahng the reasonabte accommodition request

to his/hor suporvisor. An applicani should t€tum lhs lorm to any Army employG€ with whom ihe appticant ha6 had
contacl in connoclion wrth tho application procoss. ll a thlrd party is complering lho torm on b€halt of ihe employoo or
a managomenl otliqal is documenling an oral reaaonabt€ accommodation raq;est, a copy ot the cornploted iorm will
be provid€d lo the employeo to coolim recoipl of tie reasorEble accommodaiion rsqu*i Supe*iso,L rrs l.rio"
a copy ot this torm to th6 EEo Disaulity Program Menager, who will a$ign a lo9 number ar6 retum a copy ol the
tom lo lhs supeMso.

15
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Reasonable o"""1""1"=J35 ?"q u."t Resou rce

o I discussion between managemenl and an employee as part ol the interactive
process to discuss or clarify the employee's need lor an accommodation or to
explore potential accommodations might include topics such as the ,ollowing (as
applicable to the particular situation):

. How is the employe€'s ability to pertorm lob duties affected by the medical
condition?

. Which iob dutiss are aflected?

. What suggestions does the employee have for accommodation?

. ls there more than one accommodation that would allow the employee to
perform the essential functions of the position?

o lt a meeting with the employee is needed as part of the interactivo process, has
the Civilian Personnel Advisory Center (CPAC) coordinated with the employee's
bargaining unit representative (if applicable)?

. Which, il any, of the accommodations being considered are available? Which
are reasonable?

o ls there a need to consuh with a resourc€ specializing in rehabilitaiion and
accommodation issues, such as the Computer/Electronic Accommodations
Program (CAP) otficials?

e ls any coordination needed with lacilities or liscal managers?

o Prior to implementing a reasonabls accommodation, has the CPAC coordinaled
with the employee's bargaining unit representative (if applicable)?

o Has the Disability Program Manager been consultod prior to requesting medical
in ormation?

o Has the servicing agency attomey/labor counselor conducted a legal review prior

to the denial ol a requested accommodation or the particular accommodation
requested?
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APPENDIX D*1

Selected Reasonable Accommodation Resources

DIRECTOR, DISABILITIES PROGRAM
Egual Employment Opportunity and Civil Rights Office
Office ol Deputy Assistant Secretary ol Army (Manpower & Reserve Atfairs)
1225 S. Clark Stre€t
Crystal Gateway 2, Suite 207
Arlington, V A 22202-457 2
Phone: (703) 604-0616
Fax: (703) 607{685
Web site: http://www.eeoa.armv. mil

CoMPUTER/ELECTRONIC ACCOMMODATTONS PROGRAM (CAp)
Defense Medical System Support Center
5111 Leesburg Pike, Suite 810
Falls Church, VA 22041-3206
Phone: {703) 681-881 1 (Voice/TW)
Fax: (703) 681-9075
Wob site: http://www.tricare.mil/cao

COMPUTER/ELECTRONIC ACCOUMODATIONS PFOGRAM TECHNOLOGY
EVALUATTON CENTER (CAPTEC)
Pentagon, Room 24259
Phone: (703) 693-6189 frrV)

(703) 693-5160 (Voice)
Email: cap@tma.osd.mil

JOB ACCOITiTODAnON NEnTVORK (JAN)
9'tB Chestnut Ridge Road
Suite 1, West Virginia University
P.O. Box 6080
Morgantown, WV 26506-6080
1 -8N-526-7 234 (Voice/TDD)
Web site: http://www.jan.wvu.edu

DISABILITYINFO.GOV

This usot-lrisndly Web site contains links to information oI interesa to peoplo with disabilfies, their familiss,
employers, sorvice providets and olhgr community m€mbers. President Goorgo W. Bush's /Vew Freedom
lEti@ltye diloctad lsderal ag€nciss to creats Dis.bilitylnfo.gov. This inleragency Web sito connscts p€ople
wilh disabilities to lhe inlotmation and rosoutc€E thoy nogd to pursue lheir personal and protassionat ambitions
- delivsrir€ on Amsrica's promiso of equal access lo opporlunity for all citizens.
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Appendix 0-2

Department ot [lelense (OoD)
Compuier/ Electronie Accommodations Program

http:/ 
^rww.tricare.mil/cap

Th€ Computer/Eleclronic Accommodalions Program (CAP) otters assistive technology, devices,
and services at no cost to th€ activity. CAP provides assistanc€ idontitying, evaluating, and
selocting the appropriats modilication or ad,ustmont lo your work environment lhat enables you
lo perform th€ essential functions ot your iob. CAP was eslablished as a centralized point of
contact to assist DoD components and th€ militrary services to secure reasonable
accommodation equipment tor individuals with disabilities.

IloD CAP's charter is:
To provide assistiye technology and accommodations lo ensure individuals with
disabillti6s havo equal access to the inlormation environm6nl and opportunities in DoD.

To assist DoD componenls in providing assistive technology lor individuals wilh
disabililies.

To support the DoD goals of increasing represenlation ol 6mployees with
targetod disabilities to 2/" ot the cMlian worktorce.

d, To assist DoD componenls and military seMces to comply with existing laws and
regulations.

The CAP lnitiativee include guoport to the:
a. Workforce Recruitment Program lor College Students with Disabilities by providing

assistive technology and seMces to activities and students who participate in the
Program.

t.

Hsalthy Work Praclices Program oflors pr€vention and accommodation services lo DoD
commands; teaming with workers comp€nsations otlicials to assist employegs in lheir
return lo work process; and assists DoD managers in implementing teleivork through
workstationvassistiv€ equipmenl.

Military Treatment Facilities (MTF) Partnorship. CAP works closely with MTF staff to
provide inlormation, resources, and assistive technology to wounded service members
and lheir tamilies. Soldiers recover al MTFS due to injuries sustained on active duty.

The Exceptional Family Members Program (EFMP). The Exceptional Family Member
Program (EFMP) is a mandalory enrollment program lhal works with olher military and
civilian agencies to provide comprehensive and coordinated community support, housing,
and educalional, medical, and personnel services to families with sp€cial needs.

DoO Education Activity (DoDEA) schools serve the children of military serYic€ members
and Departmenl of Defense civilian employees throughout lhe world.

Op€ration Warfighter, Always a Soldier, U.S. Army Wounded Warrior Program, and
CAHES (Civilian Army Becruitment ot Exceptional Soldiers) initiatives.
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Appendix D-2 (Continued)

Requesting COMPUTER/ELECTRONIC ACCOMMODATIONS,
Equipment, or Services

through the Department of Detense
Accommodations

TO MAKE INITIAL
. ELECTRONIC EOUIPMENT
. COMPUTERS
. SOFTWARE PROGRAMS

Conlirm requeet in writing, preferably by
completing the "CAP" Reauest Fotm

1. CAP Form available in alternative lormals
on web at:
http ://www.tricare,miUcad

2. Submil completd form to CAP

to



APPENDIX t'3

Scloc.t d EEOC Resources on Reaconable Aceommodation

PerEon3 uslng theae re.ources aro cautlon€d ot the nccd to dGtemlne l, ths reaource
has been updstcd to incorporda ncw dovelopments ln tho law.

Nolic€ Concornang the Americans with Disabilities Acl Amendment3 Act ol 2008 September
2008

Favisod Enlorcomsnt Gudanca: Beasonable Accommodation and Undue Hardship Und€r th6 Americans With
0isabilities Aet Octobet, 2AO2

Seoalso:@ @obeL2@2

EEOC Polica Guidanco on Execurive Order 13164: Establisiino Procedures lo Facililate lhe Provisron o,
Reasonablo Accommodaliofl @ob€t, 20@

Se6 also: !!!
Procoduras To Facilitate The Provision Of Fleasonable Accommodation

Enloreement Gurdance on Disabilitv-Felal€d lnourries and Medical Examinations ot Emolovees Under the
Ame.icans with Oisabilllies Acl (ADAi JuU, 2@O

Sg3 also:
Examinalions of Emolovoes Under the Amencans wilh Disabililies Ad rADAI

EEOC Policv Guidanco on Executive O.der 13'145: To Prohit ll Dlscflmrnation in F€deral Emolovmont Based on
Gendl lntomation JW, zeA

Se€ also:
Discriminalion in Federal Emolovment Eased ofl Genetic lnlormalion

EEOC Enforcsm€nt Guidarr€ oa th€ Amedcans with Disabilitr€s Acl and Psvchialric Oisabilities lk dt, 1gI7

EEOC Enforcsment Guidance on lhe Etfsct ol Reoresentaiions Made in Aoplicalions lor Ben€lits on lhe
D€tarminstion of Wheth€r a Person ls a'Qualita€d lndividualwith a Disabrlitv' Under lhe Amoricans wtlh

9s3lrljllqjgtrll9r0lA0Al FebruatY' t s)7

EEOC Enlorcarn€nt Guidanc€: Workars' Compensalion and the ADA Seplema€,I, 19

Comoliance Manual Secllon S2: Delinrtion ol th€ Term Disability futarch, l9os

S€a abo: Executivo Sunrnarv: Comolianco Manual Seclion 9O2: Datinilron of ttls Term Oisabilitv

&NE, lggJt
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APPENDIX E
DENIAL OF ACCOMUODATION REOUEST

Log Number

l. lndividual Regu"stlng Beasonable Accommodation:

2. fypc(s) of accommodation 
'3quested:

3. Request Ior accommodation dcnicd bacausa (nay chcck more than onc box):
_ Accommodation Would Cause Undue Hardship

- 

Medical Documeniation lnad€quate
_ Accommodation Would Require Bemoval of one or more essential iob funclions

Other (Please iderflity)

4. Delailed Reason(s) for lhe denial ot a requestsd accommodalion (Must be speciric, e.9., why
accommodation is inefleclive or causes undue hardship):

5. lf the individual propossd ono type ol reasonable accommodalion which is being deni€d, bui reiected
an otfer of a dit erenl tlpe of reasonable accommodalion, explain both lh6 reasons lor denial ol the
requoslod accommodatbn and why lho chos€n ac@mmodaiion is ellective.

6. An i dividual who disagrees wilh th€ d€nial ot an accommodation request is encouraged to initiate
altemative dispute resolution (ADR) through any applicable AOB process establish€d by the Army.

7. ll the individual wishes to ,llo an EEO complainl, or pursue Merit Systoms Protection Board (MSPB)
app€al and union grievanc€ procedures, yhe must laks the following steps. The timo limifs for thes6
steps apply whelhsr or not lhe individual has in iared ADR:

. For an EEO complainl pursuani to 29 C.F.B. 16'14, contact an EEO counsolor in the Equal
Employment Opportunity offEe wilhin 45 days from the date ot this notice of clenial of
acaom modalbn rcguest, ot

. For a colloctiv€ bargaining claim. lile a written grievance in accordance with lhe prousions ol th6
Collective Bargaining Agreement; or

. fniliate an appeal to the MSPB wilhin 30 days ol an appealable actvers€ action aa dslined in 5
c.F.R.51201.3.

Printed/Typed Name
Signature ol Deciding Officiel

Oate Requested Accommodalion Denied

Employeo Signaturo Acknowledging Reoeipt Date ot Beceipl
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APPENDIX F
REASONABLE ACCOMI'ODATION INFORMANON REPORT

To be compl€ted by manager/ollicial who procossed lhe ac.commodaiion r€quosl. Submit to local
Disabilities Program Manager (EEO Oftic€). (Use additional sheets i, necessary)

1. Request for aciommodation: (Check one)
_ Approvod
_ Denied (Attach copy of the written denial memo sent lo individual.)

2. Dale reasonable accommodation requesled:

3. Who received lhe requesl:

4. Data reasonable accommodation request referrod to decision maker (i.e., supervisor, Otfice
Directo0

5. l',lame and position of Decision Maker:

6. Date request approved or denied:

7. Date reasonable accommodation provided (il ditferont from date approved):

8. ll time lrames outlinod in the Reasonable Accommodation Procedures were not m6t, please
explain why.

9. Job held or desired by individual requesting reasonable accommodation (include
occupational series, grade leveuor equivalent NSPS inlormation and office):

10. Roasonable accommodation needed for: (check one)

- 

Application Procrss
_ Pertorming Job Funclions or Accessing the Wo.k Environmenl
_ Accessing a Benetit or Privalage ot Employmont (e.9., aftending a training program)

1I. Ty?€(s) o, accommodation requested (e.9., adaptive equipmenl, statl assistanl, removal ot
archilec{ural barrier).

12. Typs(s) ol reasonable accommodation provided (it difrerent from what was requested)

13. From what organizalion was adaptive equipment obtain€d?

14. Was medical intormation required to process this r6quesl? It yes, explain why.

15. Souroes ol technical assislance, it any consulted in trying lo id€ntify possible reasonable
accommodations (e.g-, Job Accommodation Network, Compuler/Electronic
Ac€tmmodations Program, disability organization, Disability Program Manager).

Submittcd by (Nam€, OrgEnization, Phone, and Email Address):
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