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INTRODUCTION

Purpose:

This document is designed to move you from documentation to action.
In this section you will be able to:

¢ Formally request accommodations

¢ Submit structured complaints

e Communicate professionally under pressure

¢ Escalate strategically — not emotionally

This toolkit is structured and informed.

That means we prioritize clarity, credibility, and regulation.

Structured advocacy is not about being aggressive.

Itis about being precise.

SECTION 1: FORMAL ACCOMMODATION REQUEST BUILDER
Purpose

To clearly define the adjustment or modification you are requesting and demonstrate that itis
reasonable and necessary.
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1. Identify the Accommodation Being Requested

Be specific. Avoid vague language.

What exact adjustment, modification, or change are you requesting?

2. Describe the Condition, Limitation, or Circumstance

This may relate to health, disability, workload, housing, education, safety, or documented hardship.

Keep it factual and concise.

3. Explain How the Accommodation Resolves the Issue

Connect the request to the solution.

How will this accommodation reduce harm, improve access, or restore fairness?

4. Supporting Documentation
List any documents you are attaching:
1 Medical documentation

JHR correspondence



[ Policy excerpts

O Written warnings

0 School documentation
[ Lease agreements

O Other:

Why this documentation strengthens your request:

SECTION 2: STRUCTURED FORMAL COMPLAINT TEMPLATE

Purpose

To submit a professional, clear, and organized written complaint suitable for HR departments,
school administration, housing authorities, agencies, oversight bodies, or leadership.

Formal Complaint Structure

Date:

Recipient Name / Title / Department:

Subject Line:

Opening Statement (Facts Only)

State the issue without emotion, accusations, or assumptions.



On [date], the following occurred:

Pattern Summary (If Applicable)

This issue has occurred on the following dates:

Supporting documentation attached:

Impact Statement (Measurable Effects)

Explain how this situation has affected your:

O Employment

[J Education

U Housing

O Health

0 Mental Wellbeing
O Financial Stability

[ Safety

Describe the measurable impact:

Requested Resolution



State clearly what action you are requesting.

“l am respectfully requesting that...”

Requested Timeline

Please respond by:

SECTION 3: STRATEGIC ESCALATION FRAMEWORK

Purpose

Escalation should be intentional, documented, and timed — not reactive.

Step 1: Internal Resolution Attempt

Date initiated:

Method: O Email O Written Letter (I In-Person [ Other

Response received?

Step 2: Supervisor or Higher Authority Review

Date initiated:




Outcome:

Step 3: External Oversight (If Necessary)

Possible external bodies may include:

* Regulatory agencies

e Compliance offices

¢ Oversight departments

¢ Legal consultation

Date initiated:

Next deadline:

PROFESSIONAL COMMUNICATION CHECKLIST

Before sending your communication, confirm:

[J My tone is professional

J My language is factual

Ol removed emotional wording

My requestis clear

O | attached supporting documentation

[l set areasonable response deadline

Structured communication increases credibility.



COMPLETE THE FRAMEWORK

Download The Advocacy Advantage™ at:

eastonsolutions.org

READY FOR PROFESSIONAL SUPPORT?

If your situation requires:

* Documentation review

e Strategic communication drafting
e Accommodation structuring

¢ Formal complaint guidance

¢ Escalation planning

Schedule a Structured Advocacy Consultation at:

eastonsolutions.org

Bianca Easton LLC provides structured, professional support to help clients communicate with
clarity, confidence, and credibility.
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PROFESSIONAL DISCLAIMER

This toolkit is provided by Bianca Easton LLC — Multi Professional Services for educational and
informational purposes only.

Use of this material does not establish a legal, therapeutic, or fiduciary relationship. This document
does not substitute for licensed legal, medical, or professional advice.

Outcomes depend on individual facts, documentation, and applicable policies.



