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Procedures for Providing Reasonable Accommodation for Individuals with Disabilities
These procedures will be used to process requests for reasonable accommodation (RA) for
employees and applicants with disabilities to ensure an appropriate response in a timely manner.
Further, these procedures establish criteria for collecting and annually reporting data on the
numbers and types of requests for RA to the Equal Employment Opportunity Commission
(EEOC).
1–1. Initiating a Request for Reasonable Accommodation
a. The Equal Employment Opportunity (EEO) Disability Program Manager (DPM) oversees
the Agency RA program. The Agency must make the DPMs contact information readily
available in the workplace by posting it on bulletin boards and Web sites or providing it as a
handout.
b. A “qualified” Individual with a Disability (IWD) satisfies the requisite skill, experience,
education, and other job-related requirements of the position. The individual can perform the
essential functions of the position with or without RA.
c. Employees must generally inform their immediate supervisor or manager in the
individual’s chain of command, the DPM, or any other individual designated by the Agency to
accept such request of their need for an accommodation, adjustment or change to some aspect
of the employment application process, the job, or a benefit of employment for a reason
related to a medical condition. In the case of an applicant, the request should be submitted to
the Agency employee connected with the application process such as the selecting official, an
Agency official in the selecting official’s chain of command, or Human Capital (HC)
personnel assigned to process the vacancy. An IWD does not have to specify the precise
accommodation however, s/he does need to describe the problems posed by the workplace
barrier. The DPM will assist in recommending an accommodation that will meet the
individual’s needs.
d. An applicant or employee may request a RA orally, or at any time in writing. The request
does not require the individual to mention the Rehabilitation Act or use the phrase “reasonable
accommodation” or “disability.” However, a RA request form must be completed by either
the employee or the supervisor (See Appendix- B). The RA form and written procedures must
be provided to applicants and employees in an accessible format that meets an individual’s
particular need; including written Braille, large print, etc. The RA process begins as soon as
an individual makes an oral or written request for accommodation to the immediate
supervisor, a supervisor or manager in the individual’s chain of command, the HC Office, the
EEO Office or the DPM.
e. If the nature of the initial communication is unclear, a supervisor or a manager must
confirm whether an individual is requesting a RA.
f. The supervisor must begin processing an oral request immediately upon receipt of the
request and should not wait for written confirmation.
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g. For applicants, the HC office, Army Service Team (AST), supervisor, or a Defense
Contract Management Agency (DCMA) employee will have official contact in connection
with the application process.
h. Individuals requesting an accommodation must confirm their request to their supervisor
orally or by any other mode of communication. When a supervisor receives an oral request
for a RA, s/he will provide the employee with a copy of the Request for RA Form (See
Appendix-B) within five business days, which will allow the employee to provide a written
statement which clearly articulates his/her requirements. This requirement serves to clarify
the needs and requests of the employee. The supervisor must document that the request was
made and provide a copy of the RA form to the DPM within five business days of receipt.
The DPM will utilize the RA form to process the RA request and for record keeping purposes.
i. In an effort to align with practices established by the Computer/Electronic
Accommodations Program (CAP), medical documentation must accompany all RA requests
for workplace ergonomic equipment such as, chairs, keyboards, mouse, headsets, footstools
etc., (except as outlined in 1-4 below). When requesting a specific chair, footrest etc., an
individual must complete a RA request form, self-evaluation form, provide three quotes from
three different vendors and submit a picture for each item indicating the vendors name and
price of the item. Each such accommodation must be approved by the supervisor. The
Agency may only require documentation that is needed to establish a person has an Americans
with Disability Act (ADA) disability, and that the disability necessitates a RA. The RA form,
medical documentation, self-evaluation form (See Appendix-C) and attachments must be
submitted to the DPM for processing within five business days.
j. Sit and stand desks are standard issue at the Agency and will be issued upon request.
However, they may be requested as a RA in cases of urgency or if the current practice is
discontinued. (DCMA Ft Lee HQ Mailbox DCF inbox dcma.lee.hq.mbx.dcf-inbox@mail.mil).
k. The supervisor must, within five business days, notify his/her chain of command and DPM
(when necessary) of the request for RA. This is necessary when a decision regarding a RA is
likely to require approval at a command level exceeding the authority of the first line
supervisor. The DPM serves as the primary Ancillary Process Owner (APO) on all RA
requests. For a list of APO’s (See Appendix-A).
l. A family member, health professional, or other representative may request a RA on behalf
of an individual seeking RA. The supervisor should confirm with the employee that s/he
wants the accommodation.
Example 1 - Michelle tells her supervisor, "I'm having trouble reporting to work at my
scheduled start time because of the anti-depressants I take." This is a request for a RA.
The Agency must consider the request regardless of whether Michelle is ultimately
entitled to an accommodation or not.
Example 2 - An applicant who is vision impaired asks for assistance with the Agency's
application materials. This is a request for a RA and triggers the Agency's obligation to
engage in its RA process.
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Example 3 – An employee is observed by their supervisor suddenly walking with a cane
and a limp. When questioned, the employee states he has a debilitating injury to his back
and severe pain. The pain is exasperated by the current chair. The supervisor suggests
that he can get an ergonomic chair for the employee if he wants a chair. The supervisor
assists the employee in filing out the RA form and submits the request with medical
documentation to the DPM.
1–2. Processing Requests for Reasonable Accommodation
a. The request for accommodation begins with an interactive discussion between the
requester and the supervisor. However, the decision makers must communicate, early in the
interactive process and periodically throughout the process This process may include
communicating with the requester to clarify the request, obtaining and exchanging information
with the requester to the extent necessary regarding needs and alternatives, searching for
solutions, consulting the DPM and outside resources, and evaluating possible
accommodations and additional information if necessary.
b. If the person receiving the request for RA does not have authority to approve the request,
s/he must forward the request within five business days to the appropriate official, with a copy
to the DPM.
c. The supervisor may ask the requester relevant questions that will assist in making an
informed decision about the request. The supervisor is entitled to know that the requester has
a disability covered by the Rehabilitation Act for which an accommodation is needed. When
the disability and/or need for accommodation is not obvious, the supervisor must contact the
DPM for assistance in obtaining medical documentation about the employee’s disability and
functional limitations.
d. Reasonable accommodations are meant to eliminate barriers in the work environment
only, not barriers outside the work environment. A RA is any change in the work
environment or the way things are customarily done that would enable an IWD to be provided
EEO. Common types of RA include, but not limited to, modifying work schedules or
supervisory methods, granting breaks, providing leave, altering how or when job duties are
performed, removing and/or substituting a nonessential function, moving to different office
space, providing telework, providing medical telework, changing workplace policies,
reconfiguring workspaces, providing accessible parking, and providing materials in alternative
formats (such as Braille or TTY). The Agency will provide individuals authorized medical
telework with ergonomic and information technology equipment on a case-by-case basis.
e. An IWD should be construed in favor of a broad coverage of individuals to a maximum
extent permitted by the terms of the ADA and generally shall not require extensive analysis.
f. If a supervisor does not immediately grant the requested accommodation, s/he must
consult directly with the DPM within five business days of knowledge of the need for a RA.
The DPM will coordinate with the Agency’s Federal Occupational Health (FOH) coordinator
and General Counsel (GC) before providing the supervisor with any recommendations within
five business days. The GC, management, and DPM reviews must be conducted for all
proposed approvals and denials of a RA or the particular accommodation requested.
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g. As soon as the supervisor determines that an accommodation will be provided, s/he must
within five business days communicate the decision orally or in writing to the requester. If the
supervisor initially communicates the decision orally, s/he must complete a RA form. For
recordkeeping purposes, the supervisor will give a copy of the RA form or written decision to
the DPM.
h. The DPM, GC and management must review RA requests decided with FOH input for
legal sufficiency.
i. As part of the interactive process, the supervisor may offer alternative suggestions for RAs
and discuss their effectiveness in addressing the need for a RA. An individual need not have a
particular accommodation in mind before making a request. A decision to provide an
accommodation other than the one specifically requested is considered a decision to grant an
accommodation. If more than one accommodation is effective, the preference of the IWD
should be given primary consideration. However, the supervisor may have discretion to
choose between effective accommodations. The written decision will explain both the reasons
for the denial of the individual’s specific requested accommodation and why it has been
determined that the chosen accommodation will be effective. If the request is approved but
the accommodation cannot be provided immediately, the written decision must include a
projected timeframe for providing the accommodation. If an individual has more than one
disability, an employer can request information pertaining only to the disability that requires a
reasonable accommodation.
j. A supervisor granting a request is responsible for following through and making any
necessary arrangements to ensure that the accommodation is provided. Absent extenuating
circumstances, the requested accommodation should be granted, modified, or denied within 30
business days from the date the supervisor receives the initial request. The Agency will
determine how funding will be provided to support the provision of RA not covered through
CAP. The Agency will make every effort to ensure reasonable delivery or implementation of
the needed accommodation.
k. Reasonable accommodations may include Personal Assistance Services (PAS) in the form
of work-related assistance, but generally do not include personal attendant care at the
worksite. Work-related PAS may include task-related assistance such as readers, interpreters,
help lifting or reaching, page turners, or a travel attendant to act as a sighted guide for a blind
or mobility-impaired employee while on occasional official travel. When an employee is on
official travel and incurs personal attendant care expenses beyond what his/her usual expenses
would be when not on official travel, the Agency will consider reimbursement for the added
travel expense under the ADA.
l. A request by an IWD to use a service animal at work is also a request for RA. Federal law
defines a service animal as any dog that is individually trained to do work or perform tasks for
the benefit of an IWD, including a physical, sensory, psychiatric, intellectual, or other mental
disability. The work or tasks performed by a service animal must be directly related to the
individual’s disability. Employers are not required to automatically allow employees to bring
their service animal to work. An employer can propose alternative accommodations that are
equally reasonable and effective, or the employer must show undue hardship for denying a
request for the use of a service animal as a RA.
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m. Documents, including any forms used in the RA process, will be available to job
applicants and employees in written and accessible format. Accessible format is a format that
meets an individual’s particular need, including braille, large print, etc.
1–3. Time Limits
a. The Agency will process requests for RA when appropriate, as soon as reasonably
possible. The process begins when an applicant or employee makes an oral or written request
for RA and not necessarily when the supervisor receives the written confirmation of the
request. All parties, however, should recognize 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 medical documentation. Supervisors should have a backup
designated to continue receiving and processing requests and providing RA when the
supervisor is unavailable. In the absence of the supervisor, the next level supervisor will
continue the RA process. Supervisors should ensure that the individual knows who has been
designated as backup. If urgently needed, the employee should contact the lowest available
manager in their chain of command if the local supervisor is unavailable.
b. A supervisor receiving a request for RA may be able to grant the request immediately.
Whether the supervisor either provides, and or denies, an accommodation, the process will
start as soon as the accommodation is first requested. However, the 30 business day timeline
is paused pending receipt of the requested medical information or supporting documentation
requested by the FOH coordinator or DPM. Once the FOH letter has been received, the
timeline resumes.
c. When extenuating circumstances are present, the time for processing a request for RA and
providing the accommodation will be extended as reasonably necessary. Extensions will be
limited to circumstances in which they are reasonably necessary and only for as long as
required. However, when an accommodation can be provided in less than the maximum time
frame, failure to provide an accommodation in a prompt manner may result in a violation of
the Rehabilitation Act.
d. When a delayed request occurs in processing a RA, the supervisor must notify the
requester of the reason for the delay including any extenuating circumstances that justify the
delay within five business days. Upon becoming aware of the need for a delay, the supervisor
must contact the DPM to determine whether a provisional accommodation can be provided
that allows the individual to perform some or all of the essential functions of the job, absent
undue hardship. A supervisor could consider a temporary job restructuring or the use of
equipment that might permit the individual to perform some of the functions of the job.
e. The processing of RA requests may be expedited in appropriate cases. Expedited
processing for RA requests may be required if needed to enable an individual to apply for a
job, or the RA is needed for a specific activity that is scheduled to occur shortly or the Agency
has determined urgency.
1–4. Medical Information
a. When the disability and/or need for accommodation is not obvious, the employee or
applicant seeking accommodation may be asked to provide appropriate medical information
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related to the functional impairment and/or limitations at issue and the requested
accommodation by either the DPM or FOH coordinator. However, an employee can choose to
provide medical information to their supervisor. (However, the Agency may not request
medical information where (a) both the disability and need for accommodation are obvious;
or (b) the individual has already provided the Agency with sufficient information to document
the existence of a disability and his/her functional limitations). By requiring all employees
with “disabilities that are not so obvious” to provide detailed medical information in support
of their request, exceeds the scope of a permissible disability-related inquiry and likely
violates the Rehabilitation Act. Supplemental documentation may be requested when the
information already submitted is insufficient to document the disability and/or the functional
limitations. The supervisor should consider providing an interim accommodation until
medical documentation is received and a final decision is made on a RA. Failure to provide
necessary documentation when it has been properly requested could result in a denial of RA.
b. Medical documentation must come from an appropriate health care or rehabilitation
professional. In some instances, an appropriate health care professional will be a doctor, but
can also include psychologists, nurses, physical therapists, speech therapists, vocational
rehabilitation specialists, and licensed mental health professionals, etc.
c. Medical documentation contains Personally Identifiable Information (PII) and includes
sensitive information about an individual’s medical condition and must be handled in a
confidential manner in accordance with Equal Employment Opportunity Commission (EEOC)
Enforcement Guidance. It will be reviewed only by individuals to assist in interpreting the
information for the purpose of making an administrative decision regarding an employee’s
duties and accommodations. The supervisor must seek the assistance of the DPM before
obtaining any medical documentation. The DPM, in coordination with the FOH coordinator
will assist in obtaining appropriate medical documentation. EEOC Enforcement Guidance
(https://www.eeoc.gov/policy/docs/guidance-inquiries.html)
d. Medical information will be requested only to the extent reasonably necessary to establish
the requester is an IWD or needs the requested accommodation and provide information on
the nature of the individual’s disability, severity, and expected duration of the impairment (for
example, functional limitations, symptoms, side effects of any treatments, and so forth); the
activity or activities the impairment limits; the extent to which the impairment limits the
individual’s ability to perform the activity or activities; and need for a particular
accommodation requested and how the accommodation will assist the individual to apply for a
job, perform the essential functions of the job, or have the benefits of the workplace.
e. Based on the medical documentation provided to the DPM or the FOH coordinator and
with the assistance of the DPM, the supervisor may elect to approve the request for RA. On a
case-by case basis the supervisor may submit written questions to the DPM or FOH
coordinator. The FOH coordinator will seek assistance from a FOH physician in assessing
functional abilities regarding that individual’s ability to perform a job, in order to help the
supervisor choose an effective RA. The information should inform the medical authority of
the nature of the job, the essential functions the individual will be expected to perform, and
any other information relevant to evaluating the request. The FOH coordinator will assist the
supervisor and provide the necessary FOH Request for Medical Documentation Forms (See
Appendix-D). Under no circumstances should the FOH documentation forms be used to
prompt disability-related questions or a series of questions that are likely to elicit information
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about a disability. The Agency may ask an individual to provide RA documentation that is
sufficient to substantiate that the individual has a disability and needs the accommodation
requests.
f. Often times the requested medical documentation will contain highly personal and
confidential facts about an employee’s life especially when dealing with mental disabilities.
Other times, the information will be of a highly technical nature that will not be understood by
a layperson. In such cases, only the DPM or FOH coordinator will require the assistance of a
medical advisor.
g. Employees will be notified in writing by the supervisor when medical documentation will
be required to make a decision on a RA request only for the disability that requires an
accommodation.
h. Employees will have 15 business days from the date of receipt of the letter to provide
appropriate medical documentation. Extensions will be considered upon request.
i. Since the employee bears the burden of demonstrating that s/he is a qualified IWD, the
employee should be receptive to cooperating with appropriate DCMA officials. The
consequences of a failure to cooperate could result in the delay of the needed accommodation
or the denial of the accommodation.
j. The medical authority may request supplemental medical documentation when the
submitted information is insufficient to document the existence of a disability and the need for
RA through the employee or through the FOH coordinator.
k. Employees are required to email or mail medical documentation directly to the DCMA
Federal Occupational Health (FOH) Coordinator, DCMA-HCL, 3901 A. Avenue, Bldg.
10500, Ft Lee, VA 2801, within seven business days, which is specified in the letter from the
supervisor. In requesting documentation, employers should specify what types of information
they are seeking regarding the disability, its functional limitations, and the need for reasonable
accommodation. The individual can be asked to sign a limited release allowing FOH doctors
to discuss their disability and/or limitations with their current physician(s). The supervisor
must submit the employee Position Description (PD), essential functions of the job and any
necessary questions to ask the employee’s physician to the FOH coordinator. The FOH
physician will provide an opinion within 21 – 30 business days of receipt of the request.
l. Upon receipt of the medical documentation, the FOH coordinator will seal the employee’s
documentation and forward to a licensed medical physician at FOH who will review and
access the documentation to determine if the diagnosis and evaluations are in accordance with
generally accepted medical diagnostic criteria and the conclusions and recommendations are
in accordance with generally accepted medical principles. Upon completion of the review and
assessment, the FOH physician will no later than 30 business days of receipt, complete an
assessment of the employee’s medical condition and recommendation stating whether s/he
believes the employee is an IWD, how the disability impacts the employee’s ability to perform
the essential functions of the job, and the most appropriate and effective accommodation.
m. The FOH physician will forward the recommendation to the FOH coordinator. The
supervisor will consult with the DPM, GC, and APO (if necessary) to obtain concurrence of
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the FOH recommendation and decision on the most expedient and appropriate course of action
to provide the accommodation. There are times when the FOH physician’s recommendation
is a determination that the Agency cannot accommodate the employee based on the facts of
the case. In that instance, that supervisor along with the DPM, GC, and AST would make
every attempt to reassign the employee to a vacant DCMA position for which s/he is qualified
in accordance with EEOC Enforcement Guidance.
1–5. Reassignments
a. The Agency must consider reassignment as an accommodation of last resort and is
available only to qualified employees, not applicants. Supervisors will consider a
reassignment only if no RAs are available to enable the individual to perform the essential
functions of his/her current position, or if the only effective accommodations would cause
undue hardship. Reassignment may be made only to a vacant position. The Agency will not
create a new position or displace employees from their jobs to satisfy an individual’s
reasonable accommodation needs.
b. The vacant position is considered available as long as a selection to fill the position has not
been made and no Department of Defense Priority Placement Program matches are pending.
An employee is qualified for the identified reassignment if s/he satisfies the requisite skill,
experience, education, and other job-related requirements of the position and can perform the
essential functions of the position with or without RA. If the employee is qualified for the
position, s/he should be reassigned to it as a RA and not have to compete for the position.
c. If a reassignment is under consideration, the supervisor must consult with the DPM, GC
and AST. The AST will conduct a vacancy search based on the employee’s expressed
preference and qualifications. The supervisor should explain to the employee why s/he cannot
be accommodated in the current position and that a reassignment is under consideration. The
supervisor should determine the employee’s preferences with respect to the reassignment,
such as whether the employee is willing to be reassigned outside the facility or outside the
commuting area, including outside the geographical area and, if so, to what locations; be
reassigned to a different type of position s/he may be qualified for and, if so, to what type(s);
be reassigned to a different Contract Management Office (CMO) and, if so, to which one(s);
and be reassigned to a lower grade or pay band position if no position is available at the
current grade or pay band and, if so, down to what grade or pay band.
d. The reassignment should not create an adverse personnel action or adversely impact the
employee’s career.
e. If an employee is reassigned outside the local commuting area or to a different
geographical area, the employee must pay any relocation expenses unless the activity
routinely pays such expenses when granting voluntary transfers to other employees.
1–6. Denial of Requested Accommodation
a. Supervisors must consult the DPM and GC before denying a request for accommodation
or the particular accommodation requested. The supervisor must provide documentation that
demonstrates the effort made to explore, with the requester, other options for accommodation.
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The Agency must obtain legal reviews for all proposed denials of a RA or the particular
accommodation requested before informing the requester of the denial.
b. When the supervisor denies an applicant or employee a request for RA, s/he must notify
the requester of the denial in writing at the time the request is denied. The notification must
be written in plain language and state the specific reason(s) for the denial (for example, why
the medical documentation is inadequate to establish that the individual has a disability or
needs RA, why the requested accommodation would be ineffective, the reasons the supervisor
believes the offered accommodation would be effective, or why the requested accommodation
would pose an undue hardship). The written denial must identify the supervisor/manager and
the office that made the decision and provide information about the individual’s right to file an
EEO complaint or Union grievance and invoke other applicable statutory or regulatory
processes, including the availability of the informal dispute resolution process.
c. The supervisor must complete the written memorandum for the record documenting the
denial of accommodation request and submit it to the GC and the DPM along with any
supporting documentation. (See Appendix-D)
d. In determining whether a proposed RA poses an undue hardship, the supervisor, in
consultation with the DPM and GC must consider the overall resources and options available
to the Agency, not just the budget and/or resources of the Agency.
1–7. Request for Reconsideration
a. An informal dispute resolution process is a voluntary mechanism through which an
employee can request reconsideration of a denial of RA, regardless of whether the person has
started the EEO Complaint Process. An informal dispute resolution process begins when an
employee asks the supervisor to reconsider his or her decision. Employees may also request
reconsideration of the denial from officials higher in the supervisor’s chain of command.
1. The request for reconsideration will be submitted to the original supervisor within five
business days. If the original supervisor denies the request for reconsideration, the
individual will present the request to the next level supervisor who will respond to the
request within 15 business days. If the original decision is not reversed, there is no
provision for review above the second level supervisor.
2. At any point in this process, the individual may also contact the EEO Office to inquire
about Alternative Dispute Resolution (ADR) and initiate the informal EEO counseling.
3. Pursuing any of the informal dispute resolution procedures identified above, including
seeking reconsideration from the supervisor and appealing to the next person in the
supervisor’s chain of command, does not affect the time limits for initiating statutory and
collective bargaining claims. An individual’s participation in any or all of these informal
dispute resolution processes does not satisfy the requirements for bringing a claim under
EEO, Merit Systems Protection Board (MSPB), or union grievance procedures.
b. An individual whose request for accommodation has been denied may file an EEO
Complaint in accordance with Management Directive (MD)-110. An employee whose
request for accommodation has been denied and who is covered by a collective bargaining
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agreement may elect to file a claim under a negotiated grievance procedure that covers such
claims or through the EEO complaint process, but not both. An employee filing an EEO
Complaint also may request the use of ADR at any stage of the complaint process.
c. The informal dispute resolution process does not affect the time limits governing the EEO
complaint process or grievance process. An individual’s participation in ADR does not
satisfy the requirements for bringing a claim under the EEO, MSPB or negotiated grievance
procedures. When a request for RA is denied, the individual wishing to pursue the EEO
complaint process must do so within 45 calendar days of the denial, even if s/he has already
requested participation in ADR.
d. Contact information for the EEO Office is on DCMA’s web site, and at the end of these
procedures.
1-8. Confidentiality
a. The supervisor, or other official, who receives information in connection with a request for
RA may share information that is confidential with other DCMA officials only when those
other officials demonstrate a need to know and that the information will be used solely to
make determinations on an accommodation request, or to help the supervisor make a
determination. Employers must maintain the confidentiality of all medical information
collected during this process, regardless of where the information comes from.
b. The Rehabilitation Act requires that all medical information be kept confidential. The
DPMs, supervisors and other persons who have access to information necessary to make a
decision on a request for RA must maintain this information in a secure location separate from
the employee’s personnel file and may not further disclose this information except to
individuals with a need to know.
c. Officials must be informed about the confidentiality requirements whenever medical
information is disclosed to them. Limited circumstances under which the Agency may
disclose confidential medical information are described in bullets 1-8, d-h.
d. Supervisors and managers who need to know will be informed about necessary restrictions
on the work or duties of the employee and about necessary accommodation(s), but not the
employee medical details.
e. Building managers and others planning for emergency evacuations may be informed to
include special provisions in emergency evacuation planning and procedures.
f. First aid and safety personnel may be informed if the disability might require emergency
treatment.
g. Other government, i.e. non-agency, officials may be provided information necessary to
investigate the Agency’s compliance with the Rehabilitation Act. However, medical records
cannot be shared without a release form provided by the employee.
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h. Information may be shared with other Agency officials who have an official need to know
to execute their mission, such as Labor and Employment Relations (LER), GC, and EEO
Specialists.
i. Other information that must be kept confidential includes the fact that an employee or
applicant is receiving an accommodation or has a disability. Managers should explain the
policy of assisting any employee who encounters difficulties in the workplace if coworkers
question what they perceive as different or special treatment of an accommodated employee.
j. The manager/supervisor will also point out that many of the workplace issues employees
encounter are personal and that it is the Agency’s policy to respect employee privacy. An
employee may, however, authorize release of information that may facilitate a requested
accommodation. The authorization should be addressed and confirmed in writing before it is
released.
1–9. Costs and Resources
a. Requests for accommodation will not be denied for reasons of cost, and IWD are not
excluded from employment due to the anticipated cost of a RA. If the resources are available
to the Agency as a whole, excluding those designated by statute for a specific purpose that
does not include RA, prior to denying an accommodation on the basis of cost.
b. There is additional guidance that may assist employees via the provisions of the ADA.
Supervisors and managers should be aware of the resource materials available on the EEOC
public website, including the EEOC Enforcement Guidance: Disability-Related Inquiries and
Medical Examinations of Employees Under the Americans with Disabilities Act (July 27,
2000), https://www.eeoc.gov/policy/docs/guidance-inquiries.html and the EEOC
Enforcement Guidance on Reasonable Accommodation and Undue Hardship Under the
Americans With Disabilities Act (revised October 17, 2002).
https://www.eeoc.gov/policy/docs/accommodation.html
c. Hiring officials who decide requests for accommodation or make hiring decisions, must
consider all resources available to the Agency as a whole, excluding those designated by
statute for a specific purpose that does not include RA, prior to denying an accommodation
on the basis of cost.
1–10. Undue Hardship
a. The Agency does not need to provide a RA to a qualified IWD, if doing so would cause an
undue hardship on the Agency’s operations. The determination of whether an accommodation
would cause an undue hardship is the final step in the complex analysis of whether a disabled
employee or applicant is entitled to a RA. The determination cannot be made by the supervisor
in isolation, but rather the supervisor must seek the guidance of the ADA, DPM, FOH, and
their servicing attorney advisor and collectively determine whether a specific accommodation
would cause an undue hardship.
b. The ADA defines undue hardship as “an action requiring significant difficulty or expense,”
when considered in light of the following factors:
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1. The nature and cost of the accommodation needed;
2. The overall financial resources of the facility making the RA;
3. The number of persons employed at such facility;
4. The effect on expenses and resources, or the impact otherwise of such accommodation
upon the operation of the facility;
5. The overall financial resources of the covered entity;
6. The overall size of the business of a covered entity with respect to the number of its
employees;
7. The number, type, and location of its facilities;
8. The type of operation or operations of the covered entity, including the composition,
structure, and functions of the workforce of such entity; and
9. The geographic separateness, administrative, or fiscal relationship of the facility or
facilities in question to the covered entity.
1–11. Information Tracking
a. The DPM will establish a system of recordkeeping to track the processing of requests for
RA. This information is used to ensure the Agency is complying with the nondiscrimination
and affirmative action requirements imposed under Section 501 of the Rehabilitation Act, and
to make such records available to the EEOC upon request. The supervisor who processed the
accommodation request must complete and submit any information and the RA form to the
DPM to track the employee or applicants request. Applicants and employees can contact the
DPM, HC Labor and Employment team, supervisor or official in the chain of command to track
the processing of requests for RA. Any and all records of the decision making process shall be
provided to the employee upon request on a case-by-case basis. The supervisor(s) must
maintain records for one year from the making of the record or the personnel action involved,
whichever occurs later. If a charge is filed, records must be preserved until the charge is
resolved. 29 C.F.R. Part 1602.14 (1997).
b. Records that contain medical information about a particular IWD are subject to the
confidentiality restrictions and the activity’s record keeping systems must contain safeguards to
ensure that those restrictions are observed.
c. At a minimum, the records related to an employee who requested a RA will be maintained
for the duration of the employee’s tenure to ensure that the employee is not asked to provide
medical information previously submitted.
d. The EEO office will retain information or any cumulative records used to track the
activity’s performance with regard to RA for at least five years. Tracking performance over a
five year period is critical to enable the activity to assess whether it has adequately processed
and provided RA.
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e. Information will be summarized in the annual MD-715 Report to the EEOC through
Agency channels. On an annual basis, the Agency will report the following information as part
of the reporting process:
1. The Agency will record, the specific RA; the job (occupational series, grad level, and
Agency component) sought by requesting applicant or held by the employees.
2. Whether the accommodation was needed to apply for a job, perform the essential
functions of a job or enjoy the benefits and privileges of employment.
3. Whether the request was granted or denied.
4. The identity of the deciding official.
5. The reasons for denial of requests for RA.
6. The amount of time taken to process each request for RA.
7. The sources of technical assistance that were consulted in trying to identify possible
RA.
8. The length of time it takes the Agency to respond to requests for different types of RA.
9. Whether the Agency has been unable to provide any particular types of RA.
10. Whether the Agency consistently is not granting RA, and the various reasons activities
denied a request for RA.
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Appendix A- Ancillary Process Owners (APO)
Equal Employment Opportunity Office
Disabilities Program Manager (DPM)
Ms. Beatrice Bernfeld DCMA-EEO/DPM
3901 A Avenue, Bldg. 10500 Fort Lee, Virginia 23801
(571) 919-5244, mailto:mbeatrice.m.bernfeld.civ@mail.mil
Labor & Employee Relations:
Medical Documentation/FOH Coordination
Ms. Melissa Burgess DCMA- HCL DCMA FOH Coordinator
3901 A Avenue, Bldg. 10500 Fort Lee, Virginia 23801
(804) 609-4553, melissa.b.burgess.civ@mail.mil
DCMA-ITSCO:
Section 508 Compliance Requests
Mr. Antonio Boston ITCSO-AP
3901 A. Avenue Bldg. 10500 Fort Lee, Virginia 23801
(804) 734-1517, antonio.boston.civ@mail.mil
Facilities Services Center:
Building Structure Changes
Mr. Edward Spence DCMA-DSFL Director, Facilities Services Center
13205 North Enon Church Hill, Chester, Virginia 23836
(804) 416-9274, edward.l.spence.civ@mail.mil
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Appendix B- DCMA Reasonable Accommodation Request Form
https://360.dcma.mil/directorate/PH-D/DD/DDO/Shared%20Documents/Disability/RA%20Request%20Form.pdf
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Appendix C- Self Evaluation Form
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Appendix D Reasonable Accommodation Approval/Denial Letter
(DATE)
DCMA-(IT)
MEMORANDUM FOR: Name of Requestor of Reasonable Accommodation SUBJECT:
Reasonable Accommodation Approval/Denial Letter
I have received and considered your request for a reasonable accommodation, dated November
16, 2016, in which you asked to remain at your current duty location and retain a full-time telework
arrangement.
Upon receiving your request in November, management began working with you to obtain the
information necessary to make an informed decision on your request. In this regard, and after a review
by DCMA through the Federal Occupational Health (FOH) Services physician of the initial medical
information provided in support of your request, management determined that this information was not
sufficient to reach an informed decision. Based on your request, management granted you an additional
extension to May 25, 20XX, however, you again failed to provide adequate medical documentation. You
continue to fail to provide the requested documentation. Therefore, management must deny your request
based on an inability to determine the limitations caused by your disability.
Please be advised that you have the following rights in regard to this determination:

a. If you disagree with the decision, you may request reconsideration within five (5) business days.
If the original supervisor denies the request for reconsideration, the individual can present the
request to the next line supervisor who will respond within fifteen (15) business days.

b. If you wish to file an EEO complaint, pursue a claim through the Merit Systems Protection Board
(MSPB) or utilize union grievance procedures, if applicable, you may choose from the following
options:

(1) For an EEO complaint pursuant to 29 C.F.R. § 1614, contact an EEO Counselor within
45 calendar days from the date of this notice of denial of reasonable
accommodation. For further clarification on how to file an EEO complaint, you may
contact the EEO Office Hotline at (804) 734-2525.

(2) For a collective bargaining claim, file a written grievance in accordance with the
provisions of the Collective Bargaining Agreement or Administrative grievance
procedure, as appropriate; or

(3) Initiate an appeal to the Merit Systems Protection Board (MSPB) within 30 calendar
days of an appealable adverse action as defined in 5 C.F.R.
§ 1201.3.

Signature Block/Signature of Supervisor
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Appendix E - FOH Authorization Disclosure Form
In no way must this data be provided to anyone other than a medical professional. The Agency
LER/FOH Coordinator is the program manager for this process.
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Appendix F - FOH Privacy Act Notice to Patients

22

Appendix F - FOH Privacy Act Notice to Patients (Cont.)
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Appendix G - FOH Reasonable Accommodation Checklist
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Appendix H – Key Terms
a. Department of Defense Computer/Electronic Accommodations Program (CAP). CAP
is a centrally-funded RA program that provides assistive technology and services to
Individuals with Disabilities (IWD) federal managers, supervisors, and information technology
professionals. For more information visit, the CAP web site at www.cap.mil.
b. Supervisor. The supervisor is an Agency official within the employee’s chain of
command, usually the employee’s immediate supervisor. In the case of an applicant, the
supervisor will be the selecting official, an Agency official in the selecting official’s chain of
command, or HC personnel assigned to process the vacancy.
c. Individual with a Disability. An individual who has (i) a mental or physical impairment
that substantially limits one or more major life activities, (ii) a record of such impairment, or
(iii) is regarded as having such impairment.
d. “Qualified” Individual With a Disability. A “qualified” IWD satisfies the requisite skill,
experience, education, and other job-related requirements of the position. The individual can
perform the essential functions of the position with or without RA.
e. Essential Functions. Those job duties that are so fundamental to the position that the
Individual holds or desires that s/he cannot do the job without performing them. A function
can be "essential" if, among other things: the position exists specifically to perform that
function; there are a limited number of other employees who could perform the function; or
the function is specialized and the individual is hired based on his/her ability to perform it.
Determination of the essential functions of a position must be done on a case-by-case basis so
that it reflects the job as actually performed, and not simply the components of a generic
position description.
f. Undue Hardship. If a specific type of RA causes significant difficulty or expense, then
DCMA does not have to provide that particular accommodation. Determination of undue
hardship is made on a case-by- case basis, considering factors that include the nature and cost
of the RA needed and the impact of the RA on the operations of the Agency.
g. Extenuating circumstances. Extenuating circumstances are situations that could not
reasonably have been anticipated or avoided in advance of the request for accommodation, or
that are beyond the requester’s or supervisor’s ability to control.
h. Reasonable Accommodation. A RA is any change in the work environment or the way
things are customarily done that would enable an IWD to be provided Equal Employment
Opportunity (EEO). The request may be made to (1) a supervisor or manager in the
individual’s chain of command, (2) the office designated by the Agency to oversee the RA
process, (3) any Agency employee connected with the application process, or (4) any other
individual designated by the Agency to accept such requests 29 C.F.R § 1614.203(d)(3)(i)(D).
Three categories of RA are available for employees or applicants with disabilities:
1. Modifications or adjustments to the application process to permit an IWD to be
considered for a job (for example, providing application forms in alternative formats
such as large print or Braille).
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2. Modifications or adjustments necessary to enable a qualified IWD disability to perform
the essential functions of the job (for example, providing a sign language interpreter or
teletype (TTY) device).
3. Modifications or adjustments that enable individual IWD to have equal benefits and
privileges of employment (for example, removing physical barriers in buildings or
providing wheelchairs or motorized scooters to facilitate easy access to buildings).
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