
What to do with your tracking sheets 
 
Every six months, each site that participates in Reach Out and Read 
is required to complete an on-line progress report.  To fill out the 
report, you must have accurate records of the number of ROR 
books your site has given out for each age group.  In Colorado, your 
progress report numbers are also used to determine the amount of 
funding ROR CO will give your site for the upcoming six month 
period.   
 
There are a variety of ways to “keep track” of your tracking sheets.  
Some site coordinators prefer to use computer programs like Excel 
while others prefer a paper method.  ROR CO also has an online 
book tracking system available at http://ror.civicore.com/Admin/
index.cfm. 
 
Ideas: 
*Make an Excel spreadsheet with columns for Age Group, Number 
of Books Given Away, Dates of Tracking, and any other information 
you want to record. 
 
*Manually calculate the totals and collect the information in a binder 
that you keep. 

 
*Enter the data into your health center’s database.  
 
There are numerous ways to store your compiled data and whatever 
method is easiest for you is the best one.  The most important thing 
is to have clear documentation of your book distributions and to 
save this information in a permanent way.  This will make your job 
much easier when it comes time to submit reports. 

Adapted by Reach Out and Read Colorado from Book Tracking Models by 
Reach Out and Read of Greater New York March 2007 

For questions about book tracking, ordering, or other logistics  
related to Reach Out and Read at your site: 
 
Contact:   Melissa Elgersma, Program Coordinator 
  303-623-3800 
  melissa@reachoutandreadco.org 

Adapted by Reach Out and Read Colorado from Book Tracking 
Models by Reach Out and Read of Greater New York March 

2007 
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Idea #7 Book Binder 

This idea comes directly from the Reach Out and Read of Greater New 

York Book Tracking Manual by Lucia Smith: 

 

While waiting for the books to arrive label your book cabinet shelves 

by age and post a list of the titles you ordered, both by age and title.  

Also, create a book binder.  Make a single sheet for each title (not age 

group) on which you record the book title and its age group.  Leave 

room to record a date and the initial number of books you received.  

Below this information create a grid for providers to date and sign their 

names when they take a particular title. 

 

When the books arrive place them on the appropriate shelves.  On 

each sheet in the binder record the date and the initial number of that 

title received.  Leave this binder in/on the book cabinet.  Providers 

should sign and date the binder each time they take a title.  Check the 

binder periodically (every 2 weeks, etc.) to ensure that providers are 

recording when they take books and that there are enough books left.  

Restock the cabinet as needed, but make sure you adjust the initial 

number of books listed. 

 

A reward for this is that you can also keep track of which providers are 

giving out books often/rarely.  

Who Uses This Model:   
Denver Health’s Westside Clinic 
 

How it works at this site: 
“We currently affix patient stickers to sheets of 8 ½ by 11 sheets of 
paper on a clipboard in the book storage area.  The paper is marked 
by columns of boxes the exact size of the sticker.  Patient stickers 
are computer generated and include patient name, date of birth, 
medical record number, date of service, patient phone number, in-
surance status, financial numbers, and clinic location.  Each sticker is 
about 1 x 2 ½ inches and there are 24 to a page.  When each sheet 
is filled, it is stored in a notebook.” 
 

Variation:  
Other Denver Health Clinics use the patient sticker method.  Some 
also use a spreadsheet to track the supply of books and some physi-
cally count the books. 
 

Questions: 
Contact: Cherie Spinks, PA 
Email:    cherie.spinks@denverhealth.org 
Phone:   (303) 436-4259 

I d e a  #1 :  P a t i e n t  S t i c k e r s  
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Idea #1: What it looks like 
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Idea # 6:  What it looks like 

Date:            Date: 

 
 

Please check off when you give out a book of a certain age group 

 

  # in 

cabinet 

(A) 

  # left in 

cabinet 

(B) 

# books 

given 

away 

 (A-B=C) 

6 months   6 months     

12 months   12 months     

18 months   18 months     

24 months   24 months     

2.5 years   2.5 years     

3 years   3 years     

3.5 years   3.5 years     

4 years   4 years     

4.5 years   4.5 years     

5 years   5 years     

6 months   

12 months   

18 months   

24 months   

2.5 years   

3 years   

3.5 years   

4 years   

4.5 years   

5 years   
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This idea comes directly from the Reach Out and Read of Greater New 

York Book Tracking Manual by Lucia Smith: 

 

While you are waiting for the books to arrive label your book cabinet 

shelves by age group.  Also create a list of the titles you ordered and 

the ages to which they correspond.  This list can be ordered by age 

group or book title.  Create a sheet on which you can record the initial 

number of books for each age group as well as the number left after a 

set amount of time (2 weeks, etc.). 

 

When the books arrive order them by age inside the book cabinet.  

Count the number of each age group and record this on your tracking 

sheet.  After a set amount of time recount the books and record this.  

Make sure you do this often enough so that no one age group ever runs 

out. 

 

This model involves more work on the part of the coordinator but en-

sures that the books are always properly recorded.  If you ask the pro-

viders to mark down themselves when they take a book (thus not 

counting how many there are at the start and end of a period) then you 

must ensure they actually do this. 

 

VARIATION:  You may distribute the title list to each provider and 

distribute a set amount of books to each provider.  For example, give 

ten books (a variety of titles) in each age group to each provider.  This 

way you will not have to remember a lot of numbers.  Follow the same 

process above but fill out a tracking sheet for each provider.  This al-

lows the providers to give out books from their office.  You may also 

create a tracking sheet on which the providers simply check off when 

they have taken a book of a certain age and collect this sheet, though it 

relies on providers always marking down when they take a book. 

 

 

Idea #6:  Manual Counting Idea #2:  Color Coded Tags 

Who uses this model:   
Salud Family Health Center- Fort Collins 
 

How it works at this site: 
“We keep track of our books using colored paper inserts.  We hand 
out ROR books to nine different age groups, and each age has been 
assigned a different colored insert that also indicates whether the 
book is in Spanish or English.  For the Spanish books, I just create a 
Word document that has the word “SPANISH” repeated all over it 
and print it out on the color of paper for the age I need.  The books 
are organized by age and language on shelves in each of our medi-
cal assistant stations for easy access, and I have a large stock stored 
in my office to replenish the shelves when they are running 
low.  Each Medical Assistant Station has a color reference chart for 
all the ages.  When a well-child check is admitted to an exam room, 
our medical assistants select the appropriate book from the shelf, 
remove the paper insert, and include the book with the patient’s 
chart for the provider to give away. 
  
When the inserts are removed, they are placed in a collection bin 
that is also located in the shelves.  At the end of the week, I empty 
the collection bins and tally up the number of books distributed for 
that week.  Since the inserts identify both the age and language of 
the book, it is simple to keep track of both our total numbers and 
the compositional breakdown.  I keep track of these numbers using 
an Excel worksheet, as did the site coordinator before me, so we 
have accurate data that goes back for several years.” 
 

Variations:  
The Children’s Medical Center uses a variation of this model that 
includes insurance information and age level of book on each insert. 
 

Questions: 
Contact: Matt Luzum, Salud Family Health Center Ft. Collins 
Email:    mluzum@saludclinic.org 
Phone:   (970) 494-4066 
 
Contact:   Sharron Palmer, Children’s Medical Center 
Email:    cchfpalmer@qwest.net 
Phone:  (303) 830-7337 (ext. 14)  
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Idea #2:  Color Coded Tags 



Idea #2:  What it looks like  

6 MONTHS 9 MONTHS 12 MONTHS 

   

15 MONTHS 18 MONTHS 2 YEARS 

   

3 YEARS 4 YEARS 5 YEARS 
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Idea #2:  What it looks like – Salud 
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Idea #5:  What it looks like 

Color Coded Book Tracking Sheet 

 

Dates:           - 

 

 

Color Age # of books distributed 

Red 6 months   

Blue 12 months   

Green 18 months   

Orange 24 months   

Yellow 2.5 years   

White 3 years   

Black 3.5 years   

Purple 4 years   

Pink 4.5 years   

Brown 5 years   
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Idea # 5:  Colored Stickers 

This idea comes directly from the Reach Out and Read of Greater New 

York Book Tracking Manual by Lucia Smith: 

 

While you are waiting for the books to arrive purchase small, plain 

round stickers in ten colors.  Then create a sheet that designates a dif-

ferent age group for each colored sticker. Hand this out to each pro-

vider and post one inside your book cabinet.  Also create a tracking 

sheet on which doctors can place a check mark next to the appropriate 

age each time they give out a book. 

 

When the books arrive put the correct colored sticker on each book.  

For example, all titles that are for 24 months could have a black sticker 

placed on the back.  Hand out the books to the doctors.  Have them 

place a check mark or tally on the tracking sheet each time they give 

away a book.  Collect this book tracking form periodically (every two 

weeks, etc.).  Make sure you do this often enough that providers do not 

run out of books. 

 

VARIATION:  After placing the stickers on each book you may leave 

the books in age-order in a central book cabinet.  Post the color-coded 

book list in the cabinet.  Place the tracking sheet inside the book cabi-

net.  Have the providers place a check mark next to the appropriate 

age each time they take a book.  Collect this tracking form periodically 

(two weeks, etc.).  You may also record the number of each age group 

that are in each provider’s office/in the central book cabinet and after a 

set period record how many are left in order to see how many have 

been given away  

Idea #2:  What it looks like 2 

Age 6  
months 

 Age 9  
months 

 Age 12 
months 

Private Private Private 

Medicaid Medicaid Medicaid 

No  
Insurance 

No  
Insurance 

No  
Insurance 

 

Age 15  
months 

 Age 18  
months 

 Age 2  
Years 

Private Private Private 

Medicaid Medicaid Medicaid 

No  
Insurance 

No  
Insurance 

No  
Insurance 

 

Age 3  
Years 

 Age 4  
Years 

Age 5  
Years 

Private Private Private 

Medicaid Medicaid Medicaid 

No  
Insurance 

No  
Insurance 

No  
Insurance 
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Idea #2:  What it looks like– CMC 



Idea #3:  Color Coded Cards &  
  Patient Stickers  

Who uses this model:   
Bruner Family Medicine Center 
 

How it works at this site: 
“When an order arrives I sort all books by age.  A colored 3x 4 card 
is marked with age and either an E (English) or a B (Bilingual) or an S 
(Spanish).  An appropriate card is placed in each book.  The books 
are placed on shelves grouped in appropriate age.  The medical as-
sistant for each provider picks up the appropriate book for each well 
child check and places it in the chart.  The card is taken out of the 
book, the patient label is placed on the card and it is dropped into a 
box. The book is placed in the chart holder on the exam room door. 
The provider gives the book to the child.  At the end of each month 
I gather the cards, sort them by age and language.  I place the num-
bers into the spreadsheet.” 
 

Questions: 
Contact: Dyna Kay, Program Administrator 
Email:    KayD@exempla.org 
Phone:   303-318-2014 
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Idea # 3:  What it looks like 

6 months-E 

 
 

2 years-S 
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Idea # 3:  What it looks like 

Smith, John               

DOB: 01/01/2007 

MR #: 100001 

Date of Service:  07/01/2007  

Phone:  303-555-1212   

Garcia, Miguel    

DOB: 01/01/2005 

MR # 100002 

Date of Service:  01/02/2007  

Phone:  719-555-1212   


