Correct Order for the IEP Folder
(Public School Students)
	
	Left Side
	
	Right Side

	1
	Confidentiality sign off sheet
	1
	Copy of Student Profile Sheet

	2
	Student Activity Sheet – to be complete continuously
	2
	Due process checklist

	
	during the school year – should never be blank
	3
	Letter of Prior Notice 10 days before meeting.  (Document no less than 3 attempts for IEP meeting before meeting without parent)

	
	*     parent contacts
	4
	IEP Pages:

	
	*     office referrals
	
	a.  Transition Service page (15 years old and older)

	
	*     mailing of letter of prior notice
	
	b.  General Student Information page with signatures

	
	*     IEP conferences, etc.
	
	c.  Instructional plan page(s)

	
	*     ESYP documentation
	
	d.  Accommodations page

	
	*     Accommodations given to regular educ. teachers
	
	e.  Program/Services page

	
	*     Any and all significant documentation
	
	f.  Placement/Least Restrictive Environment page with signatures

	
	*     Due process checklist
	5
	ESY Factsheet

	3
	Evaluation
	6
	Place in order the forms checked off on the Placement/Least Restrictive Environment page

	
	      Current evaluation (only) in this folder (within 3 years)
	7
	 Copy of agency invitation letter and parent agreement for agency invitation form if student is 15 or older

	
	      Old evaluations go in a separate manila folder (most  

       recent on top)
	8
	Documentation of Collaboration form with regular ed. teachers

	
	
	9
	Letter of Absent parent if not attending

	
	
	10
	Age of Majority Letter to student and parent - at age 17

	
	
	11
	ESYP Eligibility review form, eligible or ineligible letter, criteria – Documentation all from previous year

	
	
	12
	Parental and regular education teacher input forms

	
	
	13
	PM-2, PM-3, PM-4 (as applicable)

	
	
	14
	Copy of most current LEAP or iLEAP scores

	
	
	15
	All documents pertaining to transition (15 years old and over)

	
	
	16
	Progress Reports – most recent on top or cumulative

	
	
	17
	Report Card – copy of most recent or cumulative

	
	
	
	

	
	
	
	

	
	
	
	


NOTE:  Folder with older documentation must be in the same order with most recent year(s) on top.  This folder is to be kept separate 
from the yellow tracking folder.  The yellow tracking folder is to contain only present year documentation.  Dates achieved 
and/or comments must be addressed on all old IEPs for all goals and objectives (if applicable).  The yellow folder is to be 
completed with dates and information on a regular basis.  
