
IFSP Timeline 

Service Coordinator’s Responsibilities 

  Verify 30-day start 

date 

 Obtain IFSP Progress 

Reports 

 Schedule 3-Month 

Review 

 Send 10-day prior 

written notice 

 Facilitate Review 

 Complete 

authorization process 

for next quarter 

 Obtain direct service 

provider’s IFSP Progress 

Notes 

 Submit reports to ED 

Team for input 

 Schedule meeting with 

family 

 Send 10-day prior 

written notice 

 Conduct 6-Month  (2nd 

Quarter) Review 

 Complete authorization 

process for next 

quarter 

  

 Obtain IFSP Progress Reports 

 Schedule time to meet with family 

 Complete authorization process 

for next quarter 

 Process evaluation referral to ED 

Team  

 Schedule annual Eligibility/IFSP 

Meeting 

 

 Obtain any other documentation 

needed for re-determination of 

eligibility 

 Obtain direct service provider’s 

IFSP Progress Notes 

 Obtain annual evaluation from 

ED Team 

 If eligible, schedule 

Eligibility/IFSP meeting at least 

30 days before the current  IFSP 

expires 

 Send 10-day prior written notice 

 Obtain annual evaluation 

 Complete authorization process 

for next quarter 

3-Month Authorization    

1-3 months 

6-Month Authorization   

3-6 months 

9-Month Authorization            

6-9 months 

12-Month Authorization  

9-12 months 

Service Coordinator General Responsibilities 

 SC must review with family at every face-to-face visit:  procedural safeguards, transition issues, cost participation, family participation, and ongoing 

services 

 Direct service providers must send IFSP Progress Reports to the SC.  These are due on the first day of the month in which the 3-month authorization 

expires 

 SC must document all activities and contacts made on behalf of the family in the SC Activity Log 

If a child is found not eligible or not in need of services at the annual re-determination meeting, the SC must complete and document the findings on          

the Eligibility form. 


