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MEMORANDUM 

Date:  	[Insert date]

To: 	[Insert Employee’s Name and Job Title], [Insert agency’s name]

From:   [Insert ADA Coordinator’s Name], [Insert agency’s name]

cc: 	[Insert Employee’s Supervisor Name and Job Title], [Insert agency’s name]
			 
Re:  	ADA Reasonable Accommodation Request	

The [Insert agency’s name] Office of Equal Employment Opportunity has reviewed your request for reasonable accommodation of a qualifying ADA disability in accordance with State and federal laws, policies, and procedures.  You provided documentation from your medical provider to support your request for reasonable accommodation.  As a result, we engaged in the interactive process beginning [Insert start date], to [Insert end date].  You requested the following reasonable accommodation:

· [Insert employees requested accommodation details here].

Listed below are the accommodation(s) that the [Insert agency’s name] will provide in response to your request for reasonable accommodation(s). 

[Please note: In compliance with the State of Maryland, Reasonable Accommodations Policy and Procedures 5.8 The decision to grant or deny a reasonable accommodation request should be in writing and 5.9 Where an agency has denied a requested reasonable accommodation but offered to make a different one in its place, the agency’s notice should explain both the reasons for the denial of the requested accommodation and the reasons that it believes that the chosen accommodation will be effective].

· [Insert the approved accommodation details here].

I find it good practice to remind our leaders and employees that retaliation is prohibited in accordance with State and Federal laws.  It is unlawful to retaliate against an employee who reasonably exercises their rights under the laws, reports alleged employer violations of the laws or participates in proceedings under the law.  

If you disagree with the agency’s decision, you may file an EEO Complaint with your agency’s designated EEO Office within 1 year of receipt of this memorandum.

For additional information regarding your rights to pursue this matter, you may contact: 

Maryland Commission on Civil Rights (MCCR)	      	United States Equal Employment 
6 St. Paul Street, 9th Floor			      	      	Opportunity Commission (EEOC)
Baltimore, Maryland 21202			                  	31 Hopkins Plaza, Suite 1432, 3rd Floor
(410) 767-8600		           		             			Baltimore, Maryland 21201
 					     		     	(410) 801-6685

If you have any questions or concerns, please feel free to contact me directly at [Insert ADA Coordinator’s telephone number].
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