
Workplace accommodations request template

A respectful template to request workplace accommodations (US wording).

Request outline
I am requesting adjustments/accommodations to support my work. These are intended to improve
focus, reduce overload, and help me meet role expectations.

�•� %¡� �Q�u�i�e�t� �w�o�r�k�s�p�a�c�e� �o�r� �n�o�i�s�e ��r�e�d�u�c�i�n�g� �o�p�t�i�o�n�s

�•� %¡� �W�r�i�t�t�e�n� �i�n�s�t�r�u�c�t�i�o�n�s� �a�f�t�e�r� �m�e�e�t�i�n�g�s

�•� %¡� �F�l�e�x�i�b�l�e� �s�t�a�r�t� �t�i�m�e� �f�o�r� �r�e�g�u�l�a�t�e�d� �r�o�u�t�i�n�e�s

�•� %¡� �M�e�e�t�i�n�g� �a�g�e�n�d�a� �s�h�a�r�e�d� �i�n� �a�d�v�a�n�c�e

Impact summary
Adjustment | Impact on work | How success will be measured

Quiet space | Less sensory overload | Fewer interruptions

�W�r�i�t�t�e�n� �s�u�m�m�a�r�i�e�s� �|� �C�l�e�a�r�e�r� �t�a�s�k� �f�o�l�l�o�w ��t�h�r�o�u�g�h� �|� �R�e�d�u�c�e�d� �r�e�w�o�r�k
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