
                                                        INSTRUCTIONS 
 
                                      Record Transmittal Cover Sheet 
 
                                                      (BN 012) 
 
 
 

A. PURPOSE 
 
To facilitate identification of information transferred between BabyNet providers and agencies. 
 

B. USES 
 

To provide standard, recognizable cover sheet for transmitting BabyNet information between 
service providers. 
 

C. INSTRUCTIONS 
 

Enter child’s name, date of birth and BabyTrac number. 
 
Enter name, agency, address, and telephone number and email address for recipient and 
sender. 
 
1. REASON FOR TRANSFER 

 
Check applicable box(s).   
 
If child is transferred to another agency for Service Coordination, check applicable boxes 
for services child is receiving and enter dates for BabyNet Service Fund Authorizations, 
(3203’s) issued.   
 

2. INFORMATION TRANSMITTED 
 

Check applicable box(s). 
 
For Transition Referral Form, enter the date of the referral and the School District. 
 
For Transition Conference, enter the date of the conference and the School District. 
 
For IFSP Sections, list the name of the sections transmitted. 
 
Other:  List/describe any additional information transmitted.   
 

3. COMMENTS 
 

Enter any additional information applicable to the transfer of information. 
 
 
Service Coordinator facilitating transfer will sign and date form. 
 
Service Coordinator Supervisor will sign and date form. 
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