

[image: A white background with red text

Description automatically generated]

ADA - Record of Interactive Process for Reasonable Accommodation
Use this form to create a record of the interactive process in providing a reasonable accommodation as provided for under the Americans with Disabilities Act (ADA).
Accommodation request for: ☐ Applicant* ☐ Employee
	Name:
	Phone:

	Job title:

	Supervisor/hiring manager:
	Phone:


 
1. 	When and how were you made aware of the employee’s or applicant’s need for a reasonable accommodation?
	 


2.	Accommodation request date:
3. 	What was the accommodation requested?
4.	Who made the accommodation request?
5.	Date medical documentation was received (only for employees):
Accommodation request status:
☐ Request granted    ☐ Request denied
 
If the accommodation granted is different than the accommodation requested by the employee or applicant, or if the request was denied, provide details below. Attach an additional page if necessary.
	 


*If the person requesting an accommodation is an applicant, an HR staff member not involved in the hiring decision should fill out this form and talk with the applicant about the reasonable accommodation.
 
Employee/applicant signature and date:
Manager/HR rep signature and date: 


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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