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Week 22 Document 

Introduction 

This document provides a clear, interactive process for Colorado employers to manage ADA 

accommodation requests effectively while maintaining compliance with state and federal laws. 

 

1. Employee Request Intake 

• Employees must submit their accommodation request in writing using the ADA Accommodation 

Request Form (attached). 

• The request should include: 

o Employee’s name and contact information. 

o Job title and department. 

o Description of the disability and requested accommodation. 

o Medical documentation (if necessary). 

2. Employer Acknowledgment 

• Within five business days of receiving the request, the employer must provide a written 

acknowledgment to the employee using the ADA Request Acknowledgment Letter (template 

attached). 

3. Interactive Accommodation Review 

• The employer must engage in an interactive process with the employee to discuss the request. 

This includes: 

o Reviewing the employee’s request and medical documentation (if required). 

o Exploring potential accommodations. 

o Maintaining detailed notes of discussions. 

Interactive Process Documentation Form 

• Employers should use the Interactive Process Documentation Form (attached) to record the 

details of each discussion. 

 

 



 

 

 

4. Decision Documentation and Response 

• After completing the interactive process, the employer must document their decision using the 

ADA Accommodation Decision Letter (attached). 

• This letter should specify whether the accommodation is approved, modified, or denied, with a 

clear explanation. 

5. Ongoing Monitoring and Review 

• If an accommodation is approved, the employer must monitor its effectiveness and review it 

periodically. 

• Use the Accommodation Monitoring and Review Form (attached) to track and document 

reviews. 

Attachments 

1. ADA Accommodation Request Form 

2. ADA Request Acknowledgment Letter 

3. Interactive Process Documentation Form 

4. ADA Accommodation Decision Letter 

5. Accommodation Monitoring and Review Form 

 


