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Front of folder – First section (front/left) 
ELIGIBIITY 

  
 
 
 
 

Eligibility Action Bundle: e.g. initial or reval 
bundled together in chronological order, oldest on 
bottom, current on top. 

 
• Notice of Team Meeting, if eligibility 

meeting only (bottom form) 
 

• Referral Forms 
 

• Consent for Evaluation OR                   
Notice of No New Testing 

 
• Physician Statement (if required) 

  
• Psych/SLP Report AND/OR       

Assessment Summary 
 

• Eligibility From (top form) 
 

 
 

 
Exit information/statement: _____(Disability Code) 
 

 
 

 
Primary Initial Eligibility: _____ (Disability Code) 
 

 
 

 
Primary Initial Eligibility: _____ (Disability Code) 
 

 
 

 
Primary Initial Eligibility: _____ (Disability Code) 
 

 
 

 
Initial Placement to Sped 
 

 
 

 
Initial Consent for Evaluation 
 

 
 

 
Initial Referral 
 

 

 

 

 

 

 

 

 

 



\\ProfileStore\staff$\karen.snyder\Desktop\On-line updates for sped website\Green Folder Section Dividers.doc 

 

Front of folder – Second section  front/right) 
CURRENT IEP 

Dates Initiated, 
Reviewed, or Amended 

 

 
__________ 

 
__________ 

 
__________ 

 
__________ 

 
__________ 

 
__________ 

 
__________ 

 
 

IEP page order (from bottom page to top page) 
• Notice of Team meeting (bottom form) 

 
• Placement Determination 

 
• Districtwide Assessment Page 

 
• Statewide Assessment Page 

 
• Behavior Plans (if a component) 

 
• Goal Pages (all) 

 
• Present Levels of Academic Achievement & 

Functional Performance 
 

• Consideration of Special Factors 
 

• Services Summary (Second page of 
Coversheet) 

 
• Coversheet (top form) 

 
 

_________ 
 

Sped Action Pertaining to Current IEP 
• Place each sped action on top of current IEP 

coversheet in chronological order 
 

 
 

_________ 
 

Progress reports, if not written directly on IEP, 
placed with Goal section of matching IEP. 

• If progress reports are filed at each grading 
period – replace them if the new one is 
cumulative—that is, it includes the new 
grading period as well at the one you are 
removing. If the report is not cumulative, 
both should remain. 
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Back of Folder – Third section (back/left) 
MISCELLANEOUS 

Dates Reviewed MISCELLANEOUS DOCUMENTS/FORMS 
 
 
 

__________ 
 
 
 

__________ 
 

__________ 
 

__________ 
 

__________ 
 

__________ 
 

__________ 
 

__________ 
 

__________ 

 
__________ 

 
__________ 

 
__________ 

 
__________ 

 

__________ 
________ 
________ 
________ 
________ 

 

ORDER: EARLIEST YEAR 
 

INFORMATION ON BOTTOM 
 

• ESY Forms 
ESY Progress Reports (5 years of past ESY 
forms) 

 

• OSAT reports (copies only, originals in cum folder) 
 

• Permission to Exchange Information 
 

• Referral for Regional Services 
 

• Medical Plan/Reports 
 

• CDRC Reports(s) 
 

• Consultation Reports 
 

• Request for Temporary EA Support 
 

• Transportation Requests (if special factors 
present) 

 

• Manifestation Determination 
 

• Meeting notes (please date) 
 

• Parent notes (to/from, if helpful) 
 

• Notice of Transfer of Rights 
 

• Other (identify and please date) 
 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 
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Back of Folder – Last section (back/right) 
PAST IEPs 

Dates Reviewed  
 
 

__________ 
 

__________ 
 

__________ 
 

__________ 
 

__________ 
 
 

Past 5 YEARS OF IEPs. 
(This may include final year IFSP.) 

 
IEP ORDER: 

EARLIEST YEAR ON BOTTOM 
 

Shred any IEPs older than 5 years. 
 

DANGER!! 
Before shredding, check to see if any other 

 documents (e.g., signed consents, etc.) have 
 accidently been attached. 

Only the IEP doc should be shredded. 
 

 
 

Sped Actions placed with matching IEP. 
Organize sped action next to appropriate IEP 
page; 

• e.g. Related Service dropped;    place sped 
action page on top of Services Summary 
page 

• e.g. Placement changed; place sped action 
page on top of Placement Determination 
page 

 
 
 
 

Progress reports, if not written directly on IEP, 
placed with Goal section of matching IEP. 

• If progress reports are filed at each grading 
period – replace them if the new one is 
cumulative—that is, it includes the new 
grading period as well at the one you are 
removing. If the report is not cumulative, 
both should remain. 

 


