
OVERVIEW OF THE EEO REASONABLE ACCOMMODATION (RA) REQUEST 
PROCESS PER ARMY REGULATION (AR) 690-12, Appendix C 

A reasonable accommodation is a modification or adjustment to the job application process, work environment or the way 
things are customarily done that would enable a qualified individual with a disability to enjoy the benefits and privileges 
of employment. 

Request

Interaction

Response Times 

Follow Up

Tracking/Reportin
 

• Within 5 business days, Supervisor notifies 
DPM and Office of Counsel (OC) before 
submitting denial to employee in writing.

• Employee may appeal to next supervisor in chain
of command or/and file an EEO Complaint.

• DPM tracks RA request and implementation of RA.
• DPM retains RA request and medical 

documentation. Medical documentation will be 
stored separately from RA request.

• Supervisor and employee will periodically evaluate 
accommodation for effectiveness.

Approval Denial

NAO Disability Program Manager: 
Ms. Jennifer O'Quinn 757-201-7054

• Supervisor submits 
Approval of RA to 
DPM within 5 
business days of 
decision.

• If request is made to the employee’s Supervisor: 
Supervisor must contact EEO Disability Program 
Manager (DPM) within 2 business days of initial 
request.

• If request is made to a non-Supervisor (EEO, 
Legal, etc.): Non-supervisor must contact 
employee’s supervisor and the DPM within 2 
business days of initial request.

• Supervisor verifies employee eligibility.  May or 
may not require medical documentation.

• When disability or need for accommodation is not 
obvious, supervisor must contact DPM for 
assistance in requesting additional documentation.

• Employee has 30 business days from the date of 
initial request to issue medical documentation to 
Supervisor and/or DPM.

• Supervisor has 30 business days after medical 
documentation is provided to approve request.
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Figure C–1.  Contact information for reasonable accommodations 
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Figure C–2.  Sample confirmation of request for reasonable accommodation 
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Figure C–3.  Checklist for reasonable accommodation request 
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