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Response to Request for Accommodation
[Date]
[Name]
[Street address]
[City, State ZIP]
 
Dear [employee],
This is in response to your request for an accommodation to perform the essential functions of your position. The [health care provider’s note/completed medical inquiry form] that you gave us on [date] stated that you have the following work restriction(s): [list restrictions]. On [date], we met with you to discuss possible accommodations needed because of these restrictions and have since reached a decision.
[Use the first paragraph below for approved accommodations, the second if the request is denied.]
We have approved the following accommodation(s): [list accommodations recommended by the treating physician and/or agreed upon with employee]. These accommodations are considered the most effective given your essential job functions and our operational necessities and will be implemented immediately.
We have not approved the following requested accommodation(s): [list accommodations not approved due to physician recommendation or “undue burden” such as unreasonable costs, changing the nature of the job, etc.]. These accommodations were not approved as your treating physician did not list them as necessary accommodations on your ADA Medical Inquiry Form.
Your disability records will be maintained in accordance with applicable confidentiality requirements.
You may contact me to discuss any questions or concerns you have regarding the company’s decision about your accommodation request. Also, if your workplace restrictions change, inform me immediately. The company will require updated certification from your treating physician if your work status or restrictions change.
I am very much looking forward to a continued mutually beneficial employment relationship with you.
 
Sincerely,
[Signature]


This content is owned and provided by Mineral, Inc. “AS IS,” and is intended for informational purposes only. It does not constitute legal, accounting, or tax advice, nor does it create an attorney-client relationship. Because laws are constantly changing, we do not represent or warranty that the content is comprehensive of all applicable laws and regulations, and/or accurate as of the date of use. You are solely responsible for complying with all applicable laws and regulations. Mineral expressly disclaims any liability associated with your use of the content, and/or your noncompliance with applicable laws and regulations.
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