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MEMORANDUM FOR SEE DISTRIBUTION 

SE'P I 6 2013 

SUBJECT: Command Policy on Procedures for Providing Reasonable Accommodations 
for Individuals with Disabilities, DA Civilians 

1 . References: 

a. U.S. Army Procedures for Providing Reasonable Accommodation for Individuals 
with Disabilities, 17 March 2009 (Enclosed). 

b. The Rehabilitation Act of 1973, as amended. 

c. The Americans with Disabilities Act of 1990. 

d. Executive Order 13164, 26 July 2000. 

2. Purpose: To establish policies and procedures for providing reasonable 
accommodations to individuals with disabilities. 

3. Applicability: The U.S. Army Procedures for Providing Reasonable Accommodation 
for Individuals with Disabilities is applicable to all Army Civilian employees assigned to 
or receiving operational support from Installation Management Command (IMCOM). 

4. Policy: 

a. I 'am committed to the fair and equal treatment of employees with disabilities. It is 
the Army's policy to reasonably accommodate qualified individuals with disabilities 
unless the accommodation would impose an undue hardship. In accordance with the 
references, accommodations will be provided to qualified individuals with disabilities 
when such accommodations are directly related to performing the essential functions of 
a job, competing for a job, or to enjoy equal benefits and privileges of employment. 

b. This policy applies to all applicants, employees, and employees seeking 
promotional opportunities. Supervisors, managers, and employees are responsible and 
accountable for complying with the requirements outlined in the Rehabilitation Act of 
1973. 



IMAP-EE 
SUBJECT: Command Policy on Procedures for Providing Reasonable Accommodations 
for Individuals with Disabilities, DA Civilians 

5. This policy memorandum will be issued to new employees and newly appointed 
supervisors during the New Employee EEO Orientation training. In addition, this policy 
should be posted on all official bulletin boards. 

6. The Equal Employment Opportunity Office is the proponent of this memorandum. 

7. Point of contact is the Chief, Equal Employment Opportunity, commercial (41 0) 278-
1140. 

8. This memorandum supersedes previous documents of this nature issued by the 
Garrison. 

RY R. McCLINT 
,LG 

Encl 
U.S. Army Procedures for Providing Reasonable Accommodation for Individuals with 
Disabilities, 17 Mar 09 

DISTRIBUTION: 
G 
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SAMR-ZA 

DEPARTMEt!IT OF THE ARMY 
OFFICE OF THE ASSISTANT SECRETARY 

MANPOWER AND RESERVE AFFAIRS 
11.1 AIUIY PENT~ 

WASHINQTON, DC 20310.0111 

MAR 17 2009 

MEMORANDUM FOR SEE DISTRIBUTION 

SUBJECT: US Army Procedures for Providing Reasonable Accommodation for 
Individuals ·With Disabilities 

1. The enclosed provides written procedures for processing reasonable 
accommodation requests made by Army employees and applicants for employment. 

2. The Army is committed to providing reasonable accommodations to its employees 
and applicants With disabilities .in order to ensure that all individuals have full access to 
equal employment opportunity. These procedures help fulfill our commitment by 
providing a prompt, fair, ancl.efflci&nt process for responding to reasonable 
accommodation requests. 

3. For questions regarding the above, contact Ms. Emi Moya, Director of the Program 
for Individuals With Disabilities. Ms. Moya can be reached at (703) 607-1977, DSN: 
327-1977, or TTY (703) 607.0150. Email: movaer@hgda.army.mil. 

Encl 
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INTRODUCTION 

1. Purpose. 
These written procedures are estabrtshed in accoolance with Executive Order (EO) 13164, 
"Requiring Federal Agencies to Establish Procedures to Facilitate the Provision of Reasonable 
Accommodation; dated 26 July 2000. which requires federal agencies to implement effective 
written procedures lor processing requests for reasonable accommQdation under Section 501 of 
the Rehablrttation Act of 1973, ss amended- This Army Guidance provides written procedures 
for processing reasonable accommodation requests made by Army employees and applicants 
with disabilities, throughout Army. These procedures Will assist the Army in fulfilling its 
obligations for ensuring that individuals with disabilities who request ressonable accommodation 
receive a proper response within the shortest time possible. Further, these procedures 
establish criteria for collecting and annually reporting data on the nUITibers and typeS of 
reasonable accommodation requests received and processed throughout Army. 

2. Applicability. 
These procedures apply to all Department of the Army appropriated or non-appropriated fund 
activities, their employees and aPPlicants lor employment. These procedures do. not apply to 
uniformed rnernbei'$ of the military, persons employed or applying for PQSitions in the Army and 
Air Force Exchange System, Army National G!Jai'd technicians, uniformed members of the 
military working p&rt-tlme off duty for n~m-appropriated fund activities or the Army and Air Force 
Exchange Service. It also doe$ not I!PPIY to non,U.S. Citizens employed by the Army outside of 
the United States, or to U.S. citizens employed as indirect hire employees outside of the United 
Stal8$. 

3. Authority. 
The Rehebllltation Act of 1973, ss amended. Title 29. United St.ues Code. section 791 et seqc 
The Americans with Disabilities Act of 1990, Title 42, United States COde, section 12101, et 

seq. 
Title 29, Code of Federal Regulations. part 1630 
Executive Order 13164, dated 26 July 2000 

4. Effective Date. 
This document is etfectille March 17, 2009. 

5. Expiration Date. 
These Procedure& will remain in effect until rescinded or superseded. 

&. Originator. 
Deputy Assistant Secratary of the Army (Equal Employmen! Opportunity and Civil Righta) 
(EEO&CR), Asalstant Secretary of the Army (Manpower and Reserve Affairs) (ASA (M&RA)). 
Requests to modify Or charige these procedures should be submitted to EEO&CR, ATTN: 
Director, Progn~m for Individuals with Diaabllitles, 1225 S. Clark Street, CG 2, Suite 207, 
Arlington, VA 22202-4572. 

7. Proponent ancj bc:eptlon Auttlorlty. 
The. proponent of these procad!Jres ia the Assistanl St;tcretary of the Army (Manpower and 
Reserve Affairs) (ASA (M&RA)). The proponent hss the authority to approve exceptions that are 
consistent with overall Army policy, controlling laws, regulations and Executive Orders. 
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8. Supplemeubilion. 
Supplementation of this Guidance and establishment of CQmmand, r~l or local forms are 
prohibited without prior approval. 

9. Labor Relatione Obl~onL 
Where these pfOCE!dures have an Impact on bargaining unit employees, activities are reminded 
to satisfy their statutory labor relations obligations prior to implementing lhese procedures. 
Questions concerning labor relations obligations can be addressed to the servicing Civilian 
Personnel Advisory Center and servic;ing agency attorney/labor counselor. 

ARMYpOUCY 

The Army's poliCy is to fully eomply With the reasonable accommodation requirements ol the 
Rehabilitation Act of 1973, as 811l$11ded .. Under the lew, Federal agencies must provide 
reasonable accommodation to qualified employees .or applicants With disabRities. unless to do 
so would cause undue hardship. The Army is CQ!Tlmittad to providing reasonable 
accommodations to its employees and appficants for employment in order to assure that 
individuals With disabilities have full access to equal employment opportunity. These 
requirements cover applicants for and employees in part•lime, temporary, term. and fuU time 
positions. 

The Army will promptly process requests for reasonable accommodation and, Where 
appropriate, provide reasonable accommodation in a prornpl, fair, and eflicient manner. 

Sec:lion 1. Key Terms 

1.1. Agency AttQrneyJLabor· Counselor. 
The agency attorney/labor COunselOr provideS legal advice and assistance to m~itary and 
civilian managers and supervisors regarding civilian personnel, .labor relations, and EEO-related 
issues, including reasonable 8CCQ!Tlmodation issues. Agency attomeysllabor counselors are 
available to provide advice to .decision makers and to Disability Program Managers at the 
earliest possible stags to ensure .that rnanagemenfs actions not only CQ!Tlply With applicable 
laws. directives. regulations, and guidance but that they also are legally defensible. and 
otherwise appropriate. 

1.2. Alternative. Dispute Reaolutjon (ADfl). 
A variety of tachniques and melhods.used to resolve disputed issues informally, including but 
not Hmited to facilitation, mediation, fact-finding or any CQ!Tlbination !hereof. 

1.3. ComputeriEJec:tronlc AccOmmodations Program (CAP). 
The COmputer/Electronic Accommodations Program, a centrally funded reasonable 
accommodations program, provides assistive technology and SSrviceS to people With 
disabilities, federal managers. supervisors, and Information Technology professionals. CAP 
increases access to information and works to remove barriers to employment opportunities by 
eliminating the costs of assistive tachnology and accommodation solutions. See Appendix D-2. 

1.4. Decision Maker. 
The decision maker is an agency official within the employee's chain of command, usually the 
employee's immediate supervisor. In the case of an applicant, the decision maker wm usually 
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be the selecting official, an agency ofllcjaJ in the selecting offiCial's chain of command, or a 
Human Resources staff member assigned to process the vacancy. 

1.5. Department of the Army D!Nblllty Prograrn Director. 
The Department of the Army Disability Program Director under the Office of the Deputy 
Assistant Secretary of the Army (EEO & Clliil Right&), OASA (M&RA), is responsible for 
developing and evaluating Army·wide policies and procedures for the Army Disability Program 
and providing laedershlp to Army Commands (ACOM), Army 8ervice Component Commands 
(ASCC), and Direct Reporting Units (DRU). 

1.6. Dleability Program Manager. 
A Disability Program Manager WIIII:Je appointed at the headquarters of all Army Commands 
(ACOM), Direct Reporting Units (ORU), and Army Service Component commands (ASCC). 
Based on Army doctrine, these commands Will determine Where subordinale command 
Disability Prqgram Managers will be appointed. The Disability Program Manager (DPM) is 
familiar with the principles of personnel management and serves as a resource for supervisors 
and managers with respect to potential reasonable accommodations and BS$ists iri obtaining 
medical documentation. The DPM facilitates the. reasonable accommodation process and shall 
not serve as an emPloyee advocate. The DPM also oversees the.inlormation tracking and 
provides ongoing assessment of the organization's reasonable accommodation program. 

1.7. Equal Employment ()ppot'tunlty (EEO) Officer. 
The individual designated by the activity oommander to administer the activity's EEO program. 
This includes managing the Special Emphasis Programs to include the Individuals with 
DisabiUties Program. 

1.8. ~ Functlona. 
The fundamental Job duties of the employment position the. individual with a disability holds or 
desires. A function is •essential" if, ainong other things, the reason. the position exists is to 
perform that function; there are a limited number of Other employees available among wt1om the 
performance of that job function CO!IId be distributed: or, the function is highly specialized so 
that the incumbent is hired based on herlhis expertise or ability to perform it. Determination of 
the essential functions of a position must be made on a case-by"'C888 basis. 

1.9. Individual with a Dleability. 
An Individual who haS (1) a mental or physical impairment that substantially limits one 6r more 
major lite activities; (2) a record of such impairment; or (3) is regarded as having such 
impairmant. lndividilals who are solely regarded as having a cfJSability are not entitled to 
reasonable accommodation. 

1.10. Major Life Actlvltleil. 
Functions such as caring for oneself, performing manual tasks, seeing, haering, aeting, 
sleel)lng, walking, standing. lifting, bending, spaeking, breathing, learning, reeding, 
concentrating, thiriklng, communicating, and working. A majOr life activity also incl\ldes the 
operation of major bodily functions .such as functions of the immune system. normal ceU growth, 
digestive, bowel, bladder, neurological. brain, respiratory, circulatory, endocrine, and 
reproductive functions. This is not an exhaustive list, but is representative of the types of 
activities thet are considered major life activities. 

1.11. Occupational Medicine !"hyalcian (OMP). 
The OCcupational Medicine Physician provides services necessary to anticipate, identity, 
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assess, communicate, mitigate an(! control occupational dlseaae and Injury threats. The 
OCcupational Medicine Physician may review medical documentation to assist in assessing 
functional abilities. 

1.12. Phyalcal Or Mental Impairment. 

a. Any physio!Qgical disorder or condition, cosmetic disfigurement, or anatomical loss 
affecting one or more of the following body systems: neurological, musculoskeletal 
special sense organs, respiratory (including speech organs), cardiovascular, 
reproductive, digestiVe, genitourinary, hemic and lymphatic skill, and endocrine; or 

b. Any mental or psychological disorder such as mental retardation, organic brain 
syndrome, traumatic brain injury, emotional or mental illness, and specific learning 
disabilities. 

1.13. wauarlfled" Individual with a DISability. 
An individual With a diSI!bllity. who satisfies the reqUisite skill, experience, education, alld other 
jOb-rel~;~ted requirements of the position, and who With or without reasonable accommodation. 
C~;~n perform the essential functions of the position. 

1.14. Reuonable AccommodatiOn. 
A change in the work environment or in the way things are CIJstomarily done tha.t would enable 
an individual With a disability to enjoy eqUal employment opportunities. There are three 
categories of reasonable .accommodations: 

a. Modifications or adjustments to the application process to perrl'lit an .individual with a 
disability to be con~ for a jdb (such as prOViding application forms in alternative 
formats, e.g., large print, Braille); 

b. Modifications or adjustments necessary to enable a qualified lndlYidual with a disability to 
pertorm the essential functions of the job. e.g., providing a sign language interpreter; 

c. Modifications or adjustments thai enable individualS With disabilities to enjoy equal 
benefits and privileges of employment. e.g., removing physical barriers in buildings. 

1.15. Undue Hardship. 
A specific .accomrnodatlon that would cause significant difficulty or expense. This 
determination, which must be made on a. case-by-case basis, considers factors such as the 
nature end cost of the accommodation needed and the impact of the accommodation on the 
operations of the Army. 

Section 2. Initiating the Reasonable Accommodation Procees 

2.1. An individual may start the reasonable accommodation process by making an oral or 
written· request for a reasonable 8.(;C()mmodation. The written or oral request for 
accommodation by an individual may be lor an adjustment or a change at work or in the 
application process for a reason related to a medical condition. The request does. not require the 
individual to mention the Rehabilitation Act or use the phrase 'reasonable accommodation" or 
•disability." A request for accommodation may be ma(:le at any time. 
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2.2.. Contact and Confirmation Sheets. The Contact Information Sheet for Reasonable 
Accommodation at Appendix A must be made readily available in the workplace by posting 
on bulletin boards, websites or provided as handouts. 

2.3. The obligatipn to consider an individuars request begins when the request is made to any 
of the following personnel: hislher supervisor, a supervisor or manager In the individual's 
immediate~ of command; the organization's EEO Office or the servicing. EEO Office, the 
Human Resources Oftioe or Disability Program Manager; and, for an applicant, any Army 
employee With Whom the applicant has had contact in connection with the application process. 

2.4. Those individuals requesting accommcdation must submit a written confirmation of the 
request for reasonable accommodatiOn using Confil'l'lllltioil of Request for Reasonable 
Accommodation at Appendix B, available through thEI appropriate supervlscr or the Disability 
Program M;lnager. A copy of the confirmation form must be provided to thEI Disability Program 
manager, who will assign It a log number.and return it to the supervisor. 

2.5. A det::jsion maker must begin processing an oral request Immediately upon receipt of such 
a request and should not wait for the written confirmation. 

2.&. A family member, health professional or other representative may request a reasonable 
accommodatiOn on behalf of an individual seeking reasonable accommodation. The decision 
maker should confirm ihat the employee in fact warils an accommodation. 

2.7. Mirrtary personnel are covered by separate laws, regulations, and policies. The Equal 
Opportunity (EO) program for military personnel is irnpk!mented by Army Regulation 600-20, 
Army Command Policy. Military personnel and family members on their behalf who request 
assistance from the Disability Program Manager will be referred to the appropriate command 
EO Office or medical authority. 

Section 3. ProceMing Requests for Reasonable Accommodation. 

3.1. The request for accommodatiOn begins an interactive and flexible process between the 
requester and the decision maker. This. process may indude communicating With the requester 
to clarify the request, obtaining and el(changing information with the requester to the extent 
necessary regarding needs and altematives, searching for solUtions, ~ng Army and 
outside resources, and evaluating possible accommodations and additional information. if 
needed. 

3.2. If the person receiVIng the request for reasonable accommodation does nol have authonty 
to approve the request, the request must be forwarded promptly to the appropriate official, With 
a copy to the Disability Program Manager. A copy of the request will also be forwarded to the 
servicing agency altomeyllabor counselor for information purposes. 

3.3. If. a decision maker does not immediately grant a requested accommodation, Slhe should 
consult directly With the Disability Program Manager. Disability Program Managers will 
coordinate, as needed, with the servicing agency attorney/labor counselor prior to providing a 
decision maker with any .recommendations in connection With a request for accommodation. 
Legal reviews must be cond.ucted for all. proposed denials of a re~asonable accommodation or 
the accommodation requested. 
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3,4. As soon as the decision ma~ determines that an accommodation will be provided s/he 
shall immediately communicate the decision orally or in writing to the individual. If the decision 
maker Initially communicates the determination orally, s/he must follow-up in writing. 

3.5. A decision maker granting a request is responsible for following through and making any 
necessary arrangements to ensure that the .accommodation is provided. within the applicable 
time limit. Each organization will determine how funding will be provided to support the 
provision of reasonable accommodation not covered through the Computer!Eiectronic 
Accommodations Program (CAP). 

3.6. The decision maker or any other official who receives information In conneCtion with a 
request for reasonable accommoda~ may share information that is confidential and 
connected with that request with other Army officials only when those other Army oflicial(s) need 
to knoW the Information in order to make determinations on an accommodation request, or to 
assist the decision maker In maklng sUch a determination. 

3.7. Information that must be kept confidential includes the fact that someone is receiving an 
accommodation or has a disability. Should questions arise from coworkers about what is 
perceived as "dJflerent' or 'special' treatment of an accommodated employee, managers should 
explain the potiey of ¥Sis1Ing any employee who encounters difficulties in the workplaCe. The 
manager also may find it helpful to point out that mlltly of the workplace issues encourilered by 
employees are personal, and that, in these circuml!tances, It is the agency's poliCy to respect 
employee privacy. 

3,8. Any EEO Office staff mel'l)ber who hall any iiwolvement in processing a. request for 
Reasonable Accommodation should recuse her/himself from participating In the processing of 
any subsequent formal or informal complaint challenging the activity's handling of the 
accommodation request Aecusal is a !18feguard a~nl;l ac!OaJ or apparent conflicts of interel!l. 
In EEO offices where there are limited EEO resourcBII, a higher-level EEO command.officia.l 
may be designated to handle the complaint or tranSfer it to. the nearest EEO Office to .avoid a 
conflict of interest. An EEO Officer should also tal<e steps to safeguard ~nst aQtuat or 
apparent confficls of InterS$!& a.-Ising with respect to formal or info~ coniplalnts where a 
Disability Program Manager and EEO. counselors are co-located in the same EEO. office. 

3JJ. AB$0urces for assistance with reasonable ~modation possitJUities and lists of other 
resources m!W be found at Appendices, D-1. •. D-2, and D-3. 

Secllon 4. nme Umits 

4.1. The activity will process requests· for reasonable accommodations and provide 
accommodations, when appropriate, as soon as reasonably possible. All parties, however, 
should recogrtize that the time necessary to process a request will depend on the nature of the 
accommodation requested and whether it is necessary to obtain supporting information and or 
medical documentation. 

4.2. A decision l'll!ll<.er receiving a request for reasonable accomrnodetion may be able to grant 
the request immediately. Absent extenuating circumstances, the requested accommodation 
should be granted, modified, or denied within 30 busirless days from the date the decision 
maker. receives the initial request. The 30 business day tirile period stops running while wailing 
to receive information from the requester or a heath care provider. Once the medical 
information has been received. however, the time period begins to run again. 

8 



4.3. Extenuating circumstances are very limited and include only such sitllalions as waiting f9r 
Information/documentation fr!lm an IndiVidual's health care provider or factors that cotdd not 
reasonably have been anticipated Or avoided in advance of the request tor the accomm!ldation, 
such as where equipment must ba back-ordered or where reassignment is baing explored as an 
accommodation. 

4.4. Where there· is a delay In either processing a request for or providing a reasonable 
accommodation, the decision maker must notify the illQIVidual of the reason for the delay. If 
there Is a delay, the decisioll maker must considet whether a provisional accommodation should 
ba provided. A decision maker could consider, for ell!lmple, a temporary job restructuring or the 
use of equipment that might permit the Individual to perform some of the fUnctions of the job. 

Section 5. Medical lnfonnation 

5.1. When the disability anclfor need for accommodation is not obvious. the employee or 
applicant seeking accommodation may ba asked to provide appropriate medical information 
related to the functional impairment anclfor limitaliol"1$. at Issue and !he requasled 
accommodation. The decision maker must.seek.the assistance of the Disability Program 
Manager prior to ()btalnlng ally medical documentation. The Disebility Program Manager, in 
coordination with the serviCing agency attomeyllabor counselor as needed, will assist in 
obtaining appropriate medical documentation. . Medical infonilation wdl only ba requasled to the 
extent reasonably necessary to estabfish that the requester is an indiVidual with a disability 
anclfor needs !he requested accommodation, such as: 

a. The past, present, and expected future nature, severity, and duration of !he 
impairment (e.g., functional limitations, symptoms, side effects of any treatments, 
etc.); 

b. The activity or activities. the impai~t limits; 

c. The extent to which !he impairment limits the individual's abUity to perform !he activity 
or actlvitles; and /or 

d. Why the indiVidual requires !he particular accommodation req~ted, and how the 
accommodation will assist the indiVidual to apply for a j!)b, perform the essential 
fUnctions of the jOb, or enjoy a benefit of !he workplace. 

5.2. Based on the medical documentation provided, !he decision maker may elect to approve 
!he request for reasonable accommodation. On a case-by-case basis, the DisabUity Program 
Manager may submit medical documentation to an OMP or other medical expert for assistance 
in assessing functional abilities, 

5.3. Authorization for Disc;19sure of Medical or Dental Information (Department of Defense (00) 
Form 2870) wUI ba used to request the use anc:llor disclosure of an inaiVIduars protected health 
inf!lnnation in order for !he DisebQity Program Manager to proca$S the reasonable 
accommodation reqUest The applicant or employee should check "'THER, • Ellock 7 of DO 
Form 2870 and write •reasonable accommodation request• in the space provided. In most 
casas, entire medical records rnaY not be requested or furnished because they are likely to 
contain information unrelated. to whether an applicant or employee can perform the essential job 
functions. 
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5.4. Supplementalrriedical documentation may be .reqU8$ted when the information already 
submitted is insufficient to document the (1) existence of a disability, and (2)·the need for 
reasonable accommodation. Ackfrtional documentation may be requested to: 

a. Clearly explain the nature of or functional limitations dl.le to the disability and the 
need for reasonable accomi'TlO(!ation, or 

b. Clarify hoW the requested accommodation will assJst the employee to perform the 
essential functions of the jOb or enjoy the benefits and privileges of the workplace. 

5.5. If the supplemental request does not result in. suffiolent intormatlon, the activity may require 
the employee requesting the accommodation to be examined by a health care profe&sional of 
the agency's choi<:e .at the actiVIty's expense. 

5.6. Disab~ily Program Managers, decision makers and other persons who have access to 
information necessary to make a decision on a request for reasonable accommodation must 
maintain this information in a secure location and may not further d.l~loee iNs infonnatlon . 
except as provldad below. Off!Qals must be informed about the confidentiality requirements 
where medical information is disclosed to any of the officials below. 

a. Supervisors and managers who need to know may be told about ~ restrictions 
on the WOik or duties of the employee and about necessary accommodation(s). 

b. Building managers and olhers planning for.emergency avecuatlons may be told. in order 
to Include special provisions in emergency evac:uation plli.nning and procedures. 

c. First ajcl and sal8ty personnel may be told n the disability might reqUjre emergency 
treatment. 

d. Government officials may be given information necessary to investigate the Army's 
compliance with the Act 

e. The information may in certain circumstances be. diSClosed to WO!kers compensation 
offices or insurance carriers. 

f. Other agency officials who have ao official need to know in order to execute their 
mission; for example, agency att011l8Y$11abor counselors, Human Resources personnel, 
the OMP/~1 expert. and EEO specialists. 

Section 6. Reaasignmsnta 

6.1. Reasslgnment is the a<::commodation of last resort. Reassignment is available only to 
employees, not to appHcants. A reassignment wiltonly be considered if no accommodatioms are 
available to enable !he indiVIdual to perform the essential functions of the current job, or if the 
only effective accommodation would cause undue hardship. Reassignment may be made only 
to a vacant position. no1 to create new positions or displace employees from their jObs. 

6.2. If reassignment is being considered, the decision maker should explain to the .employee 
why slhe cannot be a<::cornmodated in the current position. The decision rnaker should 
determine the employee's preferences with respect to the reassignment, such as whether: 
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a. The employee is willlrig to be re<~ssigned outside the facHity or .outside the commuting 
area, including outside the geographical are<~, and if so, to What locations; 

b. The employee is willing to be reassigned to a different type of position for which slhe may 
be qualified, and if so to what type(s); 

c. The employee is willing to be reassigned to a different sub-component of the department, 
and if so, to which one(s); 

d. The. employee is willing, if no position is available at her or his ct~rrent grade/pay band 
level, to be reassigned to a lower-Qradelpay band position. and if so, down to what 
grade/pay band. 

6.3. If a reassignment is being considered, the decision maker must consult with the servicing 
Civilian Personnel Advisory Center. The servicing Clvifian Personnel AdVisory Center will 
conduct a vacancy search based upon the employee's expressed preference and qualifications. 

6.4. A qualified employee with a.disabmty requesting accommodation can be offered a 
reassignment as a reason&ble accommodation to a position for which a vacancy announcement 
has been published as long .aS a selection to fill the position has not been mede and there are 
no panding DoD Priority Placement matches. If an employee is being reassigned to a different 
geographical area, the employee must pay for any relocation expenses unless the activity 
routinely pays such expenses when granting voluntary transfers to otf:ler employees. 

Section 7. Denial. of ReqtMSted AccommOdation 

7 .1. Decision makers must consult directly with the Disl!blllty Program Manager prior to denying 
a request for accommodation or the particular accommodlltion requested. Legal reviews must 
be conducted for all. proposed denials of a reasonable accommodlltion or the partictllar 
accommodation requested. 

7 .2. When an individual's request for an accommodation Is denied, the individual must be 
notified in writing of the denial and the specific reasons for the de.nial (e.g., why the medical 
doctlrnentetion is inadequate to establish that the individual has a disability or needs reasonable 
accommodation, why the requested accommodation woull:l not be effective, or why the 
accommodation would ptlse an undue hard$hip). The c:lecision maker must use the Denial of 
Accommodation Request at Appendix E and include the following information: 

a. The name of the manager who made the decision 

b. If a specific requesled accomlnodation has been denied and another offered in Its place, 
the reasons for the denial and the reasons the declslon maker belieVes the offered 
accommodation will be eff~e 

c. Information about the individual's right to file an EEO complaint and to invoke other 
statutory processes, and 

d. Information about the availability of the informal dispute resolution process. 
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7 .3. In determining whether a proposed reasonable accommodation poses an undue hardship, 
the overall resources and options available to th~ Army must be considered, not just the budget 
or resources of an Individual segment, sub-component, or division within the Army. 

Section 8. lnfonnation Tracking 

8.1. The EEO Office will establish a system· of record keeping to track the processing of 
requests for reasonable accommodation. At·Appendix F is the Reaaonable Accommodation 
lnfonnation Report. 

8.2. The records related to the employee that reqUEisted reasonable accommodation will be 
maintained at a·minimum for the duration of the employee's tenure. This wUI ensure that an 
employee is not asked to provide medical information previously submitted. Subsequent to an 
employee's tenure, records must be maintai~ by the Disability Program Manager in 
accordance with. the Army's records ratention policies. 

8.3, The EEO Office will retain information or any cumulative records used to track the activity's 
performance with regard to l'eilllOI)IIbje accommodati()n for at least three years. Tracking 
performance over a three year period Is crllicalto enable the activity to assesa whether it has 
adequately procesaed and provided reasonable accommodation. 

8.4. lnfonnation will be .summarized in the annual M8nagamel'lt Oirec:;tive 715 (MD 715) Report 
to the Equal Employment Opportul'lity Commisaion (EEOC) through command. channels. On an 
annual basis, activities will report the following information through the MD 715 pi'Clee$S: 

a. The number of reasot1$ble accommodations, by type, that have been requeated lor 
the application procesa and whether those requeSts have been granted or denied. 

b. The types of reasonable IICCommodations thet have been req1Jested by job series. 

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

d. The number of requests for reasonable acc6mmodaoons, by type, that relate to the 
benefits or privileges of employment, and whether those requests have been granted 
or denied. 

e. The reasons for denial of requests for reasonable aocomtnodation. 

f. The amount of lime taken to process each request for reasonable accommodation. 

g. The sources of techniCal assistance the! have been consuiled in trying to 
identify possible reasonable .accommodations. 

8.5. Relevant information will be el(8mined diJring Arrnys on-site EEO Program reviews. The 
Army review will evaluate th• organization's performance in responding to requests for 
reasonable accommodation. Reviews will include the follOwing: 

a. Length of time it takes to respond to requests· for <;fifferent types of reasonable 
accommodations; 
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b. Whether there are particular types of reasonable accommodations that the Army has 
been unable to provide: 

c. Whether there are activities that are consistently not granting reasonable 
accommodations; and 

d. The various reasons for denjal Of a request for reasonable accommodation. 

Section 9. lnforrrwll Dispute Resolution. and EEO Complaints 

9.1. The Army's preferred method of irtlormal dispute resolution is Altemat~ Dispute 
Resolution (ADA). An indillidual wllose request lor accommodation has been denied has the 
option to Initiate ADA through any applicable ADA process established by the Army that covers 
slieh disputes. 

9.2 An individual whose request for accommodation has bean denied may file an EEO 
complaint in acoordance with AR 690o-600. An ernployea whose request for accommodation 
has bean denied and who is covered by a coHective bargaining agreement may elect to file a 
claim of discrimination under a negotiated grievance procedure whiCh covers such claims or 
through the EEO complaint process, but not both. An employea filing an EEO complaint at any 
stage of the complaint process also may request the use of ADA. 

9.3. The informal dispute resolution process does not affect the. lime limits governing the EEO 
complaint pr~. An lndividuars participation in .the ADA procedures (jges not satisfy the 
requirements for bringing a claim under the EEO. Merit Systems Prote.ctlon Board (MSPB), or 
union grievance procedures. When a I'9QI,Iest for reasonabla accommodation is denied. the 
individual wiShing to pursue the EEO complaint process must do so within 45 days of the denial, 
even if slhe has already requested participation in the ADA process. 
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APPENDIX A 

CONTACT INFORMAOON FOR 

REASONABLE ACCOMMODATIONS 

EmDIOVI@ •rt ancou[IQ!d to oontact their supenrisora u .the first step in connectjon 
with requu!S tor !'!!!!!!ilftabt accgmmodatlon. 

·organization 

Name 

Location 

EEO Officer 

Name 

Phone 

Fax 

Email 

Name 

Phone 

Fax 

Email 

Alternative D!Mutt Resolulfon Contact 

Nama 

Phone 

Fax 

Email 
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APPENDIXB 

1. INDIVIDUAL INFORMATioN 

Applicant or Employee Name (last, First, Mil ---------- Phone ------

Pay Plan, Series. Grade ----------- E~'------------------
(NSPS Occupetionef ~. pey Schedule, Pay Band) 

Job Title ... Date of Request--------

OrganiZation---------------

Form ~"1)1eted by-------- Date Form Completed -----------

Ph~ ---------------- Email_~--------------

3. REASON FOR REQUEST 

If accommodalioil is 1lme MIISitive, P'-- explain: 

(Diubility Prog,.., Mlllager wiH aealgn number) 

4. Log Number: Date ======cc 
·· ·· ··· ti!!i: -thiS I om. SiioUkl tie ccn;Pietad by ""' ..m~makiiiti ilie reuoniibie accoriimodatiOri re<iue8t arid p"i!iYfiiad 

to hishler supervisOr. An applicalll shotild return the fonn to any Army employee With IM>om the applicanl has had 
ccntac1 '" conileclfon With the appftCalion process. If a third pOlity Is oclmpleti'!Q the fonn on behalf of the employee or 
a management offil:tal.is documenting an.Oflll reaiQnll~e accommodation 14ql18St, a copy of the completed form will 
be provided to the employee to confitm I'IIC!Iipt of the JhsOnable a.:<:ommodali!:>n rGQIIft), SupeM8ors must provide 
a copy of this form-to the EEO Disabifily PI'Ogl'am Manager, who wlil assign a log number and return a copy of the 
lotm to the supervisor 
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APPENDIXC 
·Reasonable Accommodation Request Resource 

• A diSCUSSion between management and an employee as part of the interactive 
process to discuss or clarify the employee's need for an accommodaJion or to 
explore potential accommodations might include topics such as the following (as 
applicable to the particular situation): 

• How is the employee's ability to perform job duties affected by the medical 
condition? 

• Which job duties are affected? 

• What suggestions does the employee have for accommodation? 

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

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

• Which, If any, of the accommodatiQns being considered are available? Which 
are reasonable? 

• Is there a need to consult with a reSoUrce specializing in rehabilitation and 
accommodation issues, such as the Computer/Electronic Accommodations 
Program (CAP) officials? 

• Is any coordination needed with facilities or fiscal managers? 

• Prior to implementing a reasonable accommodation, has the CPAC coordinated 
with the employee's bargaining unit representative (if applicable)? 

• Has the Disability Program Manager been consulted prior to requesting medical 
Information? 

• Has the servicing agency attorney/labor counselor conducted a legal review prior 
to the denial of a requested accommodation or the particular accommodation 
requested? 
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APPENDIX D-1 

Selec:ted Reasonable Accommodation Resources 

DIRECTOR, DISABiunES PROGRAM 
Equal Employment Opportunijy and Civil Rights Office 
Office of Depujy Assistant secretary of Army (Manpower & Re.serve Affairs) 
1.225 S. Clark Street 
Crystal Gateway 2. Swte 207 
Arlington, VA 222024572 
Phone: (703) .. 604-0616 
Fax: (703) 607"()685 
Web site: htto:/fwww.eeaa.army.mil 

COMPUTER/ELECTRONIC ACCOMMODATION$ PROGRAM (CAP) 
Defense Medicai.System Support Center 
5111 Leesburg Pike, Suite .810 
Falls Church, VA 22041-3206 
Phone: (703} 681-8811 (Voice/TTY) 
Fax: (703) 681-9075 
Web site: http://www.tricare.mil/cap 

COMP~LECTRONIC ACCOMMODAOONS PROGRAM TECHNOLOGY 
EVALUAOON CENTER (CAPTEC) 
Pentagon, Room 2A259 
Phone: (703) 693~189 (TTY) 

(703) 693-5160 (VOice) 
Email: cap@tma.O$d.mH 

JOB ACCOMMODATION NETWORK (JAN) 
918 Chestnut Ridg$ AoEid 
Suite 1, West Virginia Universijy 
P.O. Box 6080 
Morgantown,. WV 265()6..6080 
1-8()()-526-7234 (Voice/TOO) 
Web site: http:!/www.jan.wvu.edu 

DISABILITYINFO.GOV 

ThiS user-friendly Web .site coniains links to inl<>rmation of •ntereSIII> people with disabilitieS. their families. 
empk)yel'$, senrice providers and Olher OI>ITimUOIIy ~mbers. PRHlidenl George W. Bush's 1\!fw fl'l!l!!!dgm 
Initiative directed federal agencies II> Cl88!e QisabllitylnfcJ.goy. This lnieragency Web sUe coonects people 
with dlsebiitieS II> the lnfcmnation and A~S~>uroes they need II> pursue their par!II>Nll and professional ambitions 
- delivering on America's promise of equal access to Gpportunlly lor all citizens. 
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Appeodix D-2 

Department .of Defeose (DoD) 
Computer/ Electl'orlic Accomrnodatl~ Progr1m 

http://www.tricare.mllkap 

The Computer/Electronic Accommodations Progf'l!m (CAP) offers assistive technology, devices. 
and services at no cost to the activity. CAP provides assistance identifying, evaluating, and 
selecting the appropriate modifk;ation or adjustment to your work environment that enables you 
to perform the essential functions of your job. CAP was established es a centralized POint of 
contact. to assist DoD components and the military services to secure reasonable 
accommodation equipment for individuals With disabilities. 

DoD GAP'• charter is; 
a. To provide assistive technology and accommodations to ensure individuals with 

disabilities have equal access to the information eo\lironment and opportunities in boD. 

b. To assist DoD compOnents in prOviding essislive technology for indiViduals with 
disabilities. 

c. To support the DoO goals of increasing representation of employees with 
targeted disabilities to 2% of the civilian workforce. 

d. To assist DoD components and military Ser\lices to COI'I'lPiy with existing laws and 
regulations. 

Thl CAf Jej!Wim ins!yde aupport '9th!: 
a. Workforoe Reetuitment Program for COllege Students with Dillabilities by prOviding 

asslslive technology and .services to activities and students !oVho participate ln the 
Program. 

b. Healthy Work Prectices Program otfet'll prevention and accommodation services to DoD 
commands; teaming with workers ~pensations officials to essist employees in their 
return .to work process; and essists DoD managers in implementing telework through 
workstations/assis!ive equipment. 

c. Military Treatment Facilities (MTF) Partnership. CAP works closely with MTF staff to 
provide information, resources, and assistive technology to wounded service members 
and their families. Soldiers recover at MTFs due to injuries sustained on active duty. 

d. The Exceptional FamHy Members Program (EFMP). The Exceptional Family Member 
Program (EFMP) is a mandatory enrollment program I~ work:swith other military and 
civilian agencies to provide comprehensive and coordinated.community support, housing, 
and educational, medical, and personnel services to femmes with special needs. 

e. DoD Education Activity (Oobi:A) schools serve the children of military service members 
and Department of Defense civilian employees throughout the world. 

f. Operation Warfighter, Always a Soldier, U.S. Anny Wounded Warrior Program, and 
CARES (Civilian Army Recruitment of Exceptional Soldiers) initiatives. 
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Appendix D-2 (Continued) 

Requesting COMPUTER/ELECTRONIC ACCOMMODATIONS, 
Equipment, orServices 

PrOVided through the Department of Defense 
Comouter/Eiectronic AccPmmOdations Proaram (CAP) 

TO MAKE INmAL REQUEST FOR: 
• ELECTRONIC EQUIPMENT 
• COMPUTERS 
• SOFTWARE PROGRAMS 

COnfirm request In writing, prefenlbly by 1. CAP Form a:.ilable in alternative fonnata I 
completing the "CAP" Requut Form on.webat: , 

http:llwww.tricare.mlllcap/ · 

2. Submit completed form to CAP 
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APPENDIX D-3 

Selected EEOC Resources on Reasonable AccommodatiOn 

Persons using theee n!lll(lllrce8 are ca\ltiQned of the need ta datsnnine II the ruourca 
has been updeted ta lncorpo~ n- developments in the law. 

Notice Concerning the Americans with Disabilities Act Amendments Act of 2008 September 
2008 

Revises:! Entowement G!!ld,ance: Rewnable Ag:pmmo<:!!l!ioo aoo !Jildue H!lfdsiJjp Uqder the Americans With 
Drs@i!W!l§.Act October. 2002 

See also: ADA Tactmiqal Ass•&Ut!JC!! Mt!n~gndum October. 2002 

EEOC Po!igy G!rmnC!! on Exooutivl! qt!ler 13164: Esl!!bli?!JI® ProoOOuree !q Facil!taJa !be Prolljsjon qf 
Reasonable AC!i9!!l!!l!>d;1!on October. 2000 

See also: Otrw;Jions And Ans""lrs: pq!q Gw$nge On Elfieu!l'l!il Ortl!!r 131M· E0lllbljshlna 
Proced\lres To Fagfti!!l!e The Provision 01 Beasooabli .Al:is%lmrrqlilt!oo 

See also: Oueslj!I11S i!!ld A!Jiiwets: E!lforqemen! Gwdi!IJC!i! gn Rf®bilitv=Rel;t!ed !noolrllla a!l!l Medipa[ 
'Examinations of Emplovus Under tM Arnerlcf!U'ift \Mt!j O!Ubifft!f;m Acl fADA) 

EEOC Po!rcy Gulclance oo E~!!V'llll¥!!1 Order 1 il1Si: To Prp!JIIIJi D!sgnmlr>ation In F!ldetl!ll Empis?yman! Ba:soo on 
GemijiP Information July, 2000 

See also: auft!!l!pns and fi!'!S\!!M> EE;QC PoJjcv Gui!;jiil!lce gn E•eg;ll\l!j! Qr®r 13145 Ptolljbitiog 
Qiscrimlnatien lnFecffl!ti!l Emp!Qyme!l! Bas!!d gn Gi!!!letic !nloi'!1Jll!IOO 

EEQC Enforeerneni Guid!!nqe; Wgr!glr•' 0Qffl!)ll!llfilk!11 &n!l !he API! Septemtw, 1996 

Compliance Manual SectiOn 9Q2: Q!!fmrlion gf U:e T 0011 Olsabjll!v March, 1995 

See also: El!BC!JIIvJil Summarv: CQ!Tl!)liance M!!nwal S..otlon 902: QafirnJ!Qn..ol !h<r Tgrrn Oisabill!y 
June. 1993 
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APPE~DIXE 
DENIAL OF ACCOMMODATION REQUEST 

LQgNumber ______ _ 

1. Individual Reqastlng Re-abki Accommodation: ·---

2. Type(&) of -=ommoc:lallon ~~: 

3. Requeetfor accommodation denied bej:auu (may check, more than one box): 
__ Actomrnlldation Would Caus& Undue Hardship 
__ Medical Documentation Inadequate 
__ AcCommodation Would Require Remowt of one or more essenlial job functions 
--•Qiher (Please identify)-----

4. Detailed. Reason(s) for the denial of .a requested accommodation (Must be Sj:leCific, e.g .. why 
accommodation is ineffective or causesundue hardship): 

s. If the individual. proposed one IYPI' of reasonable accommodation which is being denied, but rejected 
an offer of a cflflerenl. type of re8sonable accommodation, explain both the reasons tor denial of the 
requested accommodation and why the chosen ac:oommodatiOi'l is effective. 

6. An individual who diaagrees with the denial of an eccornmodation request is encouraged to initiate 
alternative dispute resolution (ADR) th~h any applicable ADR process established by the Army. 

7. If the individual Wishes to file en EEO complaint, or J)UrSUe Merit Systems ProtectiOn Boaro (MSPB) 
appeal and union grievance procedUt!IS, 5/he must take the follOWing $1epS. The lime limits for theaa 
steps apply whether or not the individual has initiated ADR: 

• For an EEO complaint pursuant to 29 C.F.R. 1614, contact an EEO counselor In the Equal 
Employment Opportunity office within 45 day$ from the date of this notice of denial of 
~n request, or 

• For a COllective baqjaining claim, file a written grievance in accordance with the proVisions of the 
Collective Bargaining Agreement; or 

• Initiate an appeal to the MSPB within 30. days of an appealable adverse action as defined in 5 
c~F .R. § 1201.a. 

Printed/Typed Name 
Signature of Deciding Official 

Employee Signature Acknowledging Receipt 
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APPENDIXF 
REASONABLE ACCOMMODAnON INFORMATION REPORT 

To be completed IJy manager/olftcial who pr6ce$Sed the accommodation request. Submit to local 
DlsabUhies Program Manager (EEO Office). (Use additional sheets if necessary) 

1. Request for accommodation: (Check one) 
__ Approved 
__ Denied (AHach copy of the written denial memo sent to indMdual.) 

2. Date reasonable accommodation requested: 

3. Who r&ceived the request: 

4. Date reasonable accommodation request referred to decision maker (i.e .• supervisor, Office 
Director) 

5. Name and po$ition of Oecision Maker: 

6, Dete request approved or denied: 

7. Date reasonable acccmmodation provided (if different from date approved): 

8. If time frames outlined in the Raesonable Accommodation Procedures were not met, pleasa 
explain why. 

9. Job held or desired by indMdual reql.l&Sting reasonable accommOdation (include 
occupational series, gredlil.leveVor eq1.1ivalen!NSPS infOrrllation and Office): 

1 0. Reasonable acccmmodetion needed for: (check one) 
___ Application PtOcess 
___ Performing Job Functions or Accessing the Work Environment 
___ AcCessing a Benefh or Privilege of Employment (e.g., a!llilnding a training program) 

11. Type(s) of accommodation requested (e.g .. adaptive equipment. stall assistant. removal of 
architeclural barrier). 

12. Type(s) of reasonable acccmmodation provided (if different from what was requested) 

13. From what organization was adaptive equipment obtained? 

14. Was medical information required to process this reqUlilst? If yes, explain why. 

15. Souroea of technical assistance, if any consulted in trying to identify po$Sible reasonable 
acccmmodations (e.g., Job Accommodation Network, Computer/Eieclronic 
Accommodations Program, disabirrty organization. Disability Program Managar). 

Submitted by (Name, Organization, Phone, and Email Address): 
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