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40.2 Case Folder Organization
. . .
Six-Sided Case Folder-VR

Side 1: Basic Information 
Basic information is placed in the following order from bottom to top chronologically (most recent on top) and separated by a divider:
· old contact reports (CB-4) in chronological order, most recent on top, documenting activity from intake through closure and if necessary, post-employment;
· DARS2401, Application for Services, only if paper application is taken or DARS2490-1, Application for Services Vocational Rehabilitation Program only if needed for release or paper application is taken and pseudo PIN is used in TWorks with a signature;
· DARS2402, Permission to Collect Information and DARS2403, Authorization to Release Information, (or DARS1514, Permission to Collect Information) (optional);
· IPEs [DARS2303, Individualized Plan for Employment (IPE), DARS2304, Individualized Plan for Employment (IPE) Amendment] only if a pseudo PIN is used in TWorks with a signature;
· Consumer Data Sheet (CDS) or Initial Contact Page from TWorks (optional); and
· copy of closure letter or page from TWorks (for example, Ineligibility, Successful, and Unsuccessful closures) to facilitate case-file purging. 

Side 2: Medical Information 
Medical information is placed in the following order from top to bottom chronologically (most recent on top) and separated by a divider:
· 
· 
· 
· all reports relating to medical information, for example, eye exam, physician notes, general physical examination, low vision reports, psychological reports, etc.
Side 3: Assessments 
Assessments are placed in the following order from top to bottom chronologically and separated by dividers:
· diabetic service reports, including evaluation and training ;
· Orientation and Mobility reports, including evaluation and training reports;
· for Transition cases, the completed Core Skills Assessment tool; and
· copies of past ARDs once side 4 is full, these should be at the bottom of side three using a tab to separate from other items.
· 
Side 4: Education and Vocational Information (Separated by a divider, top to bottom) 
Educational and vocational information are placed in the following order from top to bottom chronologically and separated by a divider:
· vocational service information, each service type separated by a divider. Such information might include 

· vocational evaluation or training reports;
· academic-related reports, for example, exemption from payment of tuition, copies of grades, class schedules, etc.; 
· OJT reports, job development, and job placement reports; and
· for Transition cases, copies of the child’s ARD, IEP, ITP, and/or IFSP (updated at a minimum every three years).
Note: Once side 4 is full of ARD paperwork, then older ARDs are moved to the bottom of side 3, the most current ARDs remain on side 4.
Side 5: Documentation of Equipment Purchases and General Correspondence 
Documentation of equipment purchases and general correspondence are placed in the following order from top to bottom chronologically and separated by a divider: 

· all documentation related to equipment purchases (that is, purchase packets, equipment receipts [DARS2014, Rehabilitation Equipment Receipt and Agreement]); and
· general correspondence, including such things as letters to and from family; letters to and from vendors; Social Security packets, etc. 
Note: Flyers and other mail outs to consumers do not have to be printed and placed in the case folder. A scanned copy of the mail out can be pasted in case notes or a brief case note can be entered summarizing the mail out (activity, etc.).
Side 6: Purchasing Documents 
Purchasing documents are placed in the following order from top to bottom and separated by a divider:
· invoices with reference to a PO. 

Note: A paper copy of the PO is optional. Case file copies of requisitions and vouchers should have a copy of invoice and/or reader service statement attached before filing. PO numbers should be written on invoices.
Second Case Folder

When the volume of information on a consumer is more than a single case folder can physically hold, a second case folder can be established.

The following information must be transferred to the second case folder:

· medical release forms,
· the most current IPE,
· the most current eye report, and
· 
· all documentation necessary for the current management of a case. 

As a general rule, the original case folder should retain extensive past training reports and pertinent information regarding consumer purchases. 
