
Getting 
Organized



Introductions1.
Meeting Norms2.
What to Expect Tonight3.



Why should I organize
all these documents?

Easy access to important
information
Learn more about your
child
More effective advocacy
Clear understanding of
needs and goals
Paper trail



What Should
I Keep?

Information about your child/adult
dependent
Contacts/communication
logs/correspondence
Evaluations
Copies of Applications and Supporting
Documents
Documents from support agencies

Community Center Board
Health First Colorado
SSI

Medical/insurance information
Other agencies serving the individual
Release of information forms
Legal Documents



Let's Get Started!

Assemble the
records you
currently have

1
Decide what will
go in the
binder/digital
folder

2
Decide how to
organize the rest
of the
documents

3
Request records
not in your
possession

4



Choose the organization
method that works best for you



Tell Us In Chat
How Do You Organize Your Documents



School
Documents to

Keep

Special Education records (IEPS, 504
plans)
Evaluations/assessments
Progress reports
Behavior reports and Plans
Release of information forms
Communication/correspondence 
General education documents
(school calendar, attendance
records, reports cards)
Contact List



Who did you call?
When?
What was discussed?
What next?
Call back contact
information?

Call Logs



Update As
Needed

Go through documents and
review periodically. 
Update as needed
Move older documents to
storage or create new binder as
needed
Err on the side of caution when
deciding to discard anything!



Getting
organized for

meetings

Prepare questions prior to the
meeting
Request information prior to the
meeting 
Ask clarifying questions during
the meeting
Gather information
No question is too small to ask
Know the next steps
Know who to contact if questions
come up after the meeting 
Bring someone with you!

Discuss the goals for the
meeting before hand with a
trusted person or advocate



Some
Helpful
Tips!

Put most current records on the top of each
section

Mark dates on all documents

Save originals for making copies, duplicates are not
always what they seem!

Make copies of all correspondence 

"One-pager" for school support and medical
appointments

Follow up on verbal conversations with an email to
ensure everyone is on the same page



My name: 

I typically respond to a medical exam with ❑ Full or partial cooperation ❑ Fear ❑ Aggression 

❑ Other (describe)
I like it when health professionals do (describe)
I do not like it when health professionals do (describe)

My other communication preferences are (e.g., do not ask me yes or no questions, ask me open-

ended questions, ask me multiple choice questions)

Communication 
How I communicate best (check all that apply)
❑ Talking ❑ Writing or typing ❑ Pictures ❑ Using Sign Language

❑ Pointing to words ❑ Using a voice app

❑ I do not communicate in a way you will understand, please ask my family member or caregiver.

Their name is

❑ Other (describe)

❑ I use assistive devices for mobility. You may see me use 

❑ I have sensory triggers that may make it difficult for me to have a successful appointment (being 
touched, trauma, doctors of a particular gender, noises, lighting, smells, textures). The following are
known sensory triggers for me

When I experience a sensory trigger, I may respond by 

When I respond this way, you can help me by

❑I have diagnoses, medical issues, or behaviors that may make it difficult for me to have a successful
appointment (e.g., aggression, biting, pica, aspiration risk): 

This may cause me to 
You can help me by 
Additional information

Appointment 

Other Accommodations or Preferences

This is what you need to know about me to be successful with my healthcare and vaccine
administration. I may have a family member or caregiver with me for support during my appointment. 

Provider: What You Need to Know About Me

Special thanks to
www.ClallamMosaic.org





Materials







Family Voices Colorado 
Can Help!

Contact Us 

info@familyvoicesco.org
(303) 877-1747




