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Agency Invitation
 Date: 
___________________




Dear: Agency Representative:
An IEP Team Meeting is scheduled for 




________________________









(Student’s Name)

at ___________
________________________
 on _____


_________________. 
(School/Address) 



(Date/Time)

Transition planning and services will be discussed at the meeting. It is designed to be a results-oriented process that is focused on improving the academic and functional achievement of a student with a disability to facilitate his/her successful movement from school to post-school activities. 

As required by the Individuals with Disabilities Education Improvement Act (IDEIA), we must invite a representative of any participating agency that would likely participate in the transition planning process and be responsible for providing transition services and other post-school services. We would like your agency’s designee to attend this very important meeting. Information that you may wish to bring that can help us understand how _____________________can benefit from your services can include:
· Information packet/eligibility criteria

· Scope of your agency's services; and/or,

· Application for services

· Progress report (if student receives services from your agency)

If you have any questions, please contact:

Teacher:




   School:






Address:




   Telephone:






We look forward to your participation at this meeting.




Sincerely,
PAGE  

