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Beginning an Amendment 

• The first step to create an Amendment in EasyIEP™ will start in Section 1 – Demographic, 
Meeting and Parent Contact Information of the IEP Process. 

 

• Located beneath the parent information will be a dropdown that asks “Are you amending the 
current IEP?” Select Yes. 

 

 

• The page will refresh and then display the following menu below the dropdown. Select the 
sections that will need amending and write a description in narrative box provided. 

 

 

• Amendments will also require at least one attempt to contact the parent. Once the attempt to 
contact the parent has been made, check the box to include the attempt to contact on the IEP. 
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Filling out the Amendment 

• You will then be able to go through the rest of the IEP process and update sections that will 
need amending. You will also be required to go into each section to double check the 
information and click Save and Continue.   

 

Section 2: PLAAFP 
• Section 2A requires that you complete the section “Special Factors”  
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Section 5: Supplementary Aids and Services 

• When adding a new Supplementary Aid and Services, be sure to note that the Begin and End 
Dates correctly match the IEP Amendment Dates. 
 

 

 

Section 7: Special Education Programs and Services 

• If adding new services, be sure to note that the Begin and End Dates correctly match the IEP 
Amendment Dates. 

 

 

• The Participation in General Education clears out once an IEP is finalized and will need to be 
revisited for an amendment.  This could potentially be a different value than what was entered 
on the original IEP if services/programs are added.  Consult your ISD Administration if you 
have questions on this section. 
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Create Draft and Final 
• Once you have gone through and updated the sections that need amending and double 

checked all previous sections, you are ready to create a Draft and a Final document. 

 

 



IEP AMENDMENT PROCESS TIP SHEET 

All information contained is private and confidential. 
Property of Menominee County ISD 
Last Updated 2016 

• Click on “view the Amendment IEP” to open the document in a PDF viewer. Once opened in 
PDF, you can print the document. 
 

 

• If you create a Draft IEP before a Final IEP, don’t forget to go back and “Create Final IEP” 
prior to moving on with your day. A Draft IEP will only save for 30 days. Finalized IEPs will 
save permanently. 


