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Vari-Desk, Sit-Stand and Other Accommodation Furniture Requests – Procedures
Requests for Vari-Desk units, sit-stand desks and other furniture for accommodation will be handled per the below procedures.  Purchases will not to be made without the approved accommodation form.
· Requests should begin with an inquiry to the Human Resources Office (HR)

· The HR office reviews and approves accommodation requests.
· After approval, the request will be sent to Facilities to order
· Facilities reviews and orders the item requested. 
· It is important that the orders are routed through Facilities as there is an “install” component that requires work with both IT and Facilities staff to schedule the install. Individual users or departments should not purchase on their own.  
· Requests sent directly to Facilities will be routed to HR for approval before ordering.   

· This process does not apply to the general purchase of sit stand desks when furnishing new offices in remodels/new construction.

REASONABLE ACCOMMODATION REQUEST FORM FOR EMPLOYEES

	A. Questions to clarify accommodation requested

	1. Are you requesting a Reasonable Accommodation based on a disability or other qualified accommodation?      Yes        No  


	2. What is the specific accommodation that you are requesting?

	Please explain:

	3. Has your medical professional completed the Certified Medical Inquiry form? 

Yes       No 

	4. Is your accommodation request time sensitive?      

	B. Questions to document the reason for accommodation request

	1. What, if any, job function are you having difficulty performing? 

                


	2. What, if any, employment benefit are you having difficulty accessing?

                


	3. What limitation is interfering with your ability to perform your job or access an employment benefit?      


	4. Have you had any accommodations in the past for this same limitation?

Yes      No 

	If yes, what were they and how effective were they?     

	C. Other

Please provide or attach any additional information that might be useful in processing your accommodation request:

______________________________


_______________

Signature






Date

Return this form to Human Resources and attach any required documentation.
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