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Thanks for your interest in hosting a book drive on behalf 
of Reach Out and Read Virginia! 

 

�
�
�
�
Sponsoring a book drive at your office, school, church, neighborhood retailer, or on behalf of your 
civic organization, can be fun and easy. This brief guide is designed to take you step by step through 
the process.  
 
Enclosed you will find:  
 
�

·  Welcome to RORVA----------------------------------------------------------------- page 3 
·  About RORVA ------------------------------------------------------------------------ page 4 
·  How You Can Help ------------------------------------------------------------------ page 5 
·  Questions to Consider When Planning a Book Drive ----------------------- page 6  
·  Steps to a Successful Book Drive ------------------------------------------------ page 7 
·  Accepting Monetary Donations for RORVA ----------------------------------- page 8 
·  Template Flyers (A & B) ------------------------------------------------------------ pages 9-10 
·  Template Press Release ----------------------------------------------------------- page 11 
·  Testimonials from Book Drive Volunteers -------------------------------------- page 12 
·  Book Drive Application  ------------------------------------------------------------- page 13 
·  Book Drive Feedback Form -------------------------------------------------------- page 14-15�

�
�
 
 
The time and effort you devote to this project will make an impact on underprivileged children for 
years to come. Books not only have the power to educate, they also foster youthful hopes and 
dreams. On behalf of Virginia’s children, RORVA thanks you for caring! 
 
�
�
�
�
�
�
�

Questions??  Contact RORVA @ 804.521.0425 / info@rorva.org�
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Welcome to RORVA 
 

One thing I know for sure…�����������

Reach Out and Read is a program that makes everyone feel good.    
 
My job at RORVA is to help doctors prescribe books to children, and our objective is simple. We want 
doctors to trade in their lollipops and instead give books to their young patients. We want to make 
sure that by the time children start kindergarten, they are ready. Because of ROR, parents are often 
learning for the first time through their pediatricians the value of reading to their kids. Pediatric 
discussions about books and literacy also help parents understand how their children learn in various 
stages of growth.  
 
In the end, everyone wins: The doctors build stronger relationships with their young patients (and 
parents), parents bond with their kids, and children get a head start on learning.  The experience 
initiates a lifelong love of books for ROR children. 
 
Pediatricians created this program and pediatricians still fuel its passion close to twenty years later.  
My hope is that as a Give A Book, Change A Life book drive volunteer, you will embrace the mission 
and help us in our quest to make ROR a standard part of pediatric care.  
 
The most challenging step is often the first one. We have included in these pages practical tips to 
help you implement and complete a successful book drive. 
 
I would like to personally welcome you to the RORVA community and thank you for your time, energy 
and effort. 
 

All my best, 
 

 
 

Sue Rockwell      
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About  
 
Reach Out and Read Virginia is a statewide nonprofit organization that partners with pediatricians 
and family doctors to provide free, developmentally- and age-appropriate books to children who are 6 
months to 5 years old.   
 
While the program is available to any doctor serving youths in this age range, RORVA gives priority to 
clinics serving children in low-income communities, where enhancing literacy skills is critical. 
 
RORVA helps children who are 6 years and older foster a love of reading, too. Gently-used books 
that have been collected during book drives, or donated by individuals, are placed on bookshelves in 
clinic waiting rooms. Kids are free to choose a title and take it home. 
 
RORVA is an affiliate of the Reach Out and Read National Center, which was established in Boston 
twenty years ago by two pediatricians. Since that time, more than 50,000 doctors across the nation 
have given 20 million free books to America’s youngest children living in poverty.  
 
In Virginia, Reach Out and Read serves more than 100,000 children annually and continues to 
expand the program across the state.  
 
 

·  What makes RORVA unique?  
 
The ROR Model, through which doctors give literacy advice to parents and their young patients, is 
our defining factor. Doctors are often a parent’s most trusted resource. Who better to educate 
caregivers about the importance of reading to their children? 
 
·  How do books help children thrive?   

According to research data compiled by the ROR National Center, children who live in print-rich 
environments and who are read to during the first years of life are more likely to learn to read on 
schedule. Reading difficulty contributes to school failure, which increases the risk of absenteeism, 
leaving school, juvenile delinquency, substance abuse, and teenage pregnancy — all of which 
perpetuate the cycles of poverty and dependency. 

 
 
 
 

Questions??  Contact RORVA @ 804.521.0425 / info@rorva.org 
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How You Can Help 

 
 

 
 
 
A book drive can be as simple or as elaborate as you choose to make it. Typically, boxes and signs 
are placed around the office, school, church, retail store or other public facility for a predetermined 
amount of time. Once new and gently used children’s books have been donated and counted, they 
are delivered to a RORVA participating doctor (in your local area, if possible) or to the RORVA 
headquarters. The books will fill shelves in the pediatric waiting room and be used by volunteer 
readers to engage children in literacy, while modeling for parents the practice of reading aloud. 
Monetary donations collected during the book drive should be delivered to an RORVA official, using 
the guidelines outlined in detail in this manual.  
 
 
What we need 
RORVA pediatricians primarily distribute baby board books, preschool books and easy reader books.  
However, RORVA accept books for children of all ages. Though youths who are 6 years and older 
don’t participate in the formal ROR program, they are welcome to read and take home gently used 
books provided in our waiting rooms. Religious books cannot be distributed by RORVA.  
 
 
 

* * *  
 
 
What we provide 
Throughout the book drive process, the RORVA staff is available to answer questions and provide 
other guidance you need to make your book drive a success.  If you need help or more information as 
you plan or orchestrate your book drive, contact the RORVA book drive coordinator at info@rorva.org 
or by calling (804) 521-0425.  
 
RORVA provides book drive boxes, printed with our name and logo, to be used at book collection 
sites. 
 
 
 
 
 
 
 

Questions??  Contact RORVA @ 804.521.0425 / info@rorva.org 
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Questions to Consider 
 When Planning a Book Drive 

 
 

1) Who will oversee this project and communicate with the RORVA staff? 
 
 
2) Who is participating in this book drive?   

- The entire company/church/school/organization? 
- A single department/classroom/chapter/customers? 
- The general public? 
 
 

3) During what dates will the book drive be held?   
- For a week? 
- For a month? 
- During a special event/program/season? 
 
 

4) What is our goal for the number of books we plan to collect during the drive? 
 
 
5) How will we manage the fundraising component of the book drive (the Give a Book, Give a 

Buck campaign featured on the RORVA book drive boxes), through which individuals or 
organizations can make monetary contributions along with donating books? Who will collect, 
record and deliver these donations to RORVA? (For more tips on this component, please read 
page 8.) 

 
 
6) Would we like to create friendly competition (between departments or classrooms, for 

example) or give a prize to the person who collects or donates the most books? (Incentives 
could include a gift certificate to a restaurant or bookstore or a valuable item that has been 
donated or purchased to be used as the prize.) 

 
 
7) How will we promote this book drive and encourage people to participate?   

- Posters and flyers? 
- E-mail reminders? 
- Notifications accompanying employees’ paychecks or featured in an internal 

newsletter? 
- Offer of Incentives? 

 
 

8) Who will deliver the books we collect to a local RORVA clinic or to the RORVA headquarters?  
Who will deliver monetary donations we collect to an RORVA official?         

         
 
 
 

Questions??  Contact RORVA @ 804.521.0425 / info@rorva.org 
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Steps to a Successful Book Drive 
 
 
1) Complete the RORVA book drive application and submit it to the RORVA volunteer coordinator 

via email (info@rorva.org) or fax (804-282-7835). 
  
2) When approved, make an appointment to pick up book drive boxes from the RORVA 

headquarters, located at 1742 E. Parham Road in Richmond.  
  

3) Advertise -- Get the word out by making posters and/or putting up flyers, sending e-mails or 
publicizing in an internal newsletter. This guide includes two sample flyers and a template 
press release that can be edited for use in your flyers and emails.  

 
4) Launch the book drive! – Place the RORVA book drive boxes in strategic locations and watch 

them fill up. Books for children of all ages can be accepted, including bilingual books. Religious 
books cannot be accepted or distributed by RORVA.   

 
5) Ask monetary donors to write checks made payable to RORVA or complete the Cash Donation 

Ticket found on page 8.  Make a copy of the ticket for the donor and keep the original to submit 
to RORVA with the cash contribution. Check the book drive boxes regularly to remove any 
monetary donations placed there.  

 
6) At the conclusion of the book drive, count the new books, the gently used books and the 

dollars donated and write these amounts on the Book Drive Summary Form included in this 
guide. 

 
7) Email or fax a press release to your internal communications director or to a community news 

outlet (daily or weekly newspaper, online news site, TV or radio station). The sample press 
release is provided on page 11. 

 
8) Deliver books to the RORVA pediatrician (designated by an RORVA official) during the 

designated office hours. (Every attempt will be made to find a participating doctor in your local 
area that you and your group can support.) If possible, take photos during the book drop off 
visit and share them with RORVA.   

 
9) Deliver monetary donations to an RORVA official at an agreed upon time. 

 
10) Take a copy of the Book Drive Feedback Form with you and have the pediatrician or office 

manager sign, acknowledging their receipt of the books. 
 
11) Complete the rest of the Book Drive Feedback Form enclosed in this guide and fax or mail it to 

the ROR VA office. 
 
12)  Celebrate! Congratulate and applaud everyone who contributed to this great cause. 

 
 

  
 
 

Questions??  Contact RORVA @ 804.521.0425 / info@rorva.org 
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Accepting Monetary Donations for RORVA 
 

The RORVA book drive boxes you’ll receive provide details about how monetary contributions help 
our program thrive along with the gift of books. Below are steps to help you efficiently and accurately 

collect and record these donations.  
  
1) When you plan your organization’s book drive campaign, determine whether your designated 

book drive coordinator or someone else on your team will be responsible for collecting the tax-
deductible monetary donations.  

 
2) Checks should be made payable to RORVA. Individuals who contribute by check will receive a 

receipt from RORVA acknowledging their gift at the address provided on the check. Individuals 
who wish to make cash donations must complete the Cash Donation Ticket provided below. 

 
3) As you prepare for your book drive, make copies of the Cash Donation Ticket and have them 

readily available for cash donors to complete. Once this short form has been filled out by the 
donor, the coordinator receiving the donation should sign it. Please make a copy of the ticket 
and give it to the donor for recordkeeping. The original Cash Donation Ticket should be 
submitted with the cash donation to RORVA.  

 
4) Some book drive participants may drop monetary donations in the book drive boxes along with 

books, so the boxes should be checked regularly by your designated book drive coordinator(s). 
 
Make copies of the Cash Donation Ticket provided below and keep them on hand to use when you collect 
monetary contributions. 
 

 
CASH DONATION TICKET 
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Template Flyer (A)- Use the optional flyer provided below and on the next page in emails, newsletters, on 
bulletin boards, in paycheck inserts or in other creative ways to spread the word about your book drive. 

 
Give a Book, Change a Life! 

Support the (Insert the name of your organization, school, church group, business) Reach Out 
and Read Book Drive! 

 
When:   (Insert Dates Here) 
Where:  Fill boxes located (insert location) with new and gently used books for children of all ages.  

                                          

� � � � �� �� � � 	 
�� � � 
 � � �� �� �� � ��

�

1743 E. Parham Road 
Richmond, VA 23228 
Phone: 804.521.0425 
    Fax: 804.282.7835 Why do we exist? 
Richmond, VA 23225 

 
Every year in Virginia, more than 100,000 
children ages 6 months to 5 years old re-
ceive free books from their doctors that 
help them build personal libraries and learn 
to read. 

 
1743 E. Parham Road 
Richmond, VA 23228 
Phone: 804.521.0425 
    Fax: 804.282.7835 Why do we exist? 
Richmond, VA 23225 

 
Every year in Virginia, more than 100,000 chil-
dren ages 6 months to 5 years old receive f ree 
books from their doctors that help them build per-
sonal l ibraries and learn to read. 
 
The ability to read is often taken for granted; but 
when reading is not part of a child’s regular rou-
tine, the poor literacy skills that result can have 
long-term negative consequences.  
  
By working with t rusted medical professionals 
to provide young children with age-appropriate 
books at each pediatric check-up, Reach Out and 
Read Virginia (ROR VA) is helping transform 
lives.   
 
Because of support f rom caring organizat ions 
and people like you, children who might other-
wise never know the joy of visiting imaginary 
places, or exploring the world beyond the 
boundaries of their neighborhoods, are learning 
how to dream big and succeed.  
 

 
 



 10 
 

Template Flyer (B) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Reading 
Can Save 

Lives     

� � � � � �� � 	 �� 
 � �� � � � � � 
� � 
 
 
 � � �� �
� � � 	 � � � �� � � � � � 
� 

 � �� � � � � �

 

We appreciate your help in collecting books for 
children in need in our local area.  

Your donation not only helps them develop a love 
for reading, it also helps them build personal 

librar ies in their homes. 
 
 
 

For More Information on the Book Dr ive, contact:   
(Provide contact information here for your organization or company’s book drive leader—

name, email address, phone number)  
 

 
To Learn More about Reach Out and Read Virginia, visit:   

 

 www.rorva.org    
�
�
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 � �� � ��� � � �� 	 � � �� � ��
 � � ��� 	 � �	 � �
� �� � 
 �	 
 ��
 ��� � 	 �� � � �� 	 � � � �� ��
 � �� � � ���	 � �� 
 � �� � �� 	 ��������������������������������������������������
� � � 
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Giv ing A Book Can Make a Difference... 

¨ Many states, including Virginia, use reading scores to help predict 

the  number of prison beds to fund in the next decade. Excellent 
readers excel in school and rarely need them. 
 
¨ A typical middle-class child enters first grade with approximately 

1,000 hours of being read to, while the corresponding child from a 
low-income family averages just 25 hours.�
�
¨ It costs $40 to put a child through ROR for 5 years.  This fee 

buys each child two books a year. A small clinic that sees about 1,000 
children annually needs $5,500 to fund the program every year.�
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Template Press Release 
Use the template press release below to share details about your book drive with your internal communications 

staff, local weekly newspapers, local radio stations and other media after you have successfully completed 
your project.  If you are hosting a book drive open to the public, you might also consider issuing an advance 

press release and announcing the book drive in a weekly newspaper’s print and online community calendars.  
 

MEDIA RELEASE 
 

(Insert Your Headline Here) 
 
Contact: (Insert Name of Book Drive Organizer/Media specialist) 
                (Insert phone #) 
                (Insert email address) 
 
 
(Insert Date Here) – Richmond, VA – Thanks to the generosity of (Who), fewer children in (name of 
community) will find themselves without books to call their own. 
 
(Who) collected more than (how many) new and gently used books (when) on behalf of Reach Out and Read 
Virginia (ROR VA), a nonprofit early literacy program that partners with pediatricians and family doctors to put 
books in the hands of underprivileged children.  
 
The books will be delivered by (whom) to (which pediatric practice) on (date) at (time).  
 
Reach Out and Read Virginia (www.rorva.org) is an affiliate of the Reach Out and Read National Center, an 
early literacy program that has been proven through research to prepare children for school and prevent 
juvenile delinquency. 
 
According to RORVA, when children from low-income homes enter kindergarten, they have been read to an 
average of 25 hours, compared to the 1,000 hours of reading time experienced by a middle class 
kindergartner. 
 
Reach Out and Read helps shift this imbalance by working with pediatricians - professionals that parents trust -  
to instill a love of reading at the earliest of ages. By the time children graduate from the program at age 5, they 
will have received 10 new books. 
 
Dr. (name of doctor you’re serving) and other area physicians who participate in the program “prescribe” new, 
age-appropriate books to their patients between ages 6 months and 5 years old and use the books during 
pediatric visits to assess a child’s development. They also encourage parents to read aloud to their children. 
 
“The parents have come to expect a book with every visit. They are just as excited as their children,” said Dr. 
Addie Briggs, a ROR participating doctor who operates Reach Out and Read at East End Pediatrics, her 
Richmond-based practice. “They’ll remind you not to give them the same book they received during their 
(previous) visit.” 
 
The books collected by (name of your organization) are both new and used. While the new books are primarily 
reserved for children 5 and younger, youths of any age who frequent Dr. (name’s) office can read gently-used 
books placed in the waiting room and choose one or more of these titles to take home. 
 
(Name of your organization or company) supports this program because (include your comment here, and a 
quote from someone from your organization.) 
 

### 
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Testimonials from Book Drive Volunteers 
 

 Alexis Bennett, a student in the International Baccalaureate program at Henrico High School, 
spearheaded a book drive for a December 2007 Virginia Commonwealth University basketball game.  

The effort took in-depth planning and required collaboration and agreement among a number 
of university officials. 

Alexis diligently pursued the project, and on the day of the event, landed media coverage on 
ESPN and in the Richmond Times-Dispatch. 

All book drives won’t be as intensive as Alexis’ undertaking; however, her commitment and 
tenacity are excellent examples of how enthusiasm and diligence can yield success that ultimately 
helps numerous children thrive. 

�
�

“I collected over 300 books for ROR at a VCU vs. Longwood University event.  Local Girl Scout Troop 
3320, who assisted me at the Siegel Center event, held another local drive in step with the game and 
brought the final tally to 500 books. The ROR project taught me invaluable lessons about the time, 
effort, and commitment necessary to organize an event of this scale.  I was forced to step out of my 
comfort zone to communicate with any number of people in unique settings. I was interviewed on the 
radio, sports television and by local newspapers. Interviews challenged me to prepare well in 
advance, think fast on my feet, and to be aware that I was a spokesperson for ROR, Henrico High 
School and my family.  The satisfaction for me was not only to satisfy my IB personal project goal, but 
to reach out to so many members of this generous Richmond area community and to play a role in 
serving it.” - Alexis Bennett 

 
 
 

*** 
 
Tia Owen led a book drive for all of the kindergarten classes at Collegiate School in February 2008. 
The children donated books during the week leading up to Valentine’s Day and on the day of their 
class parties, illustrated bookmarks to share with children receiving the gently-used books in local 
pediatric clinics. 
 

�
“I really enjoyed working on the Reach Out and Read book drive at Collegiate last year.  It was an 
easy project to pull together and I think the children really enjoyed watching the books pile 
up!!! [About] a month before Valentine©s Day, I contacted Sue Rockwell and asked her if we could do 
a book drive for Reach Out and Read.  Once she agreed, I sent out a letter to the kindergarten 
parents explaining that instead of receiving goodie bags at the Valentine©s Day parties, 
the kindergartners would be working on a Community Service Project.  In my letter, I also gave some 
detailed information about Reach Out and Read. Some of the teachers placed their book boxes 
outside of the classrooms... The children loved peering in other classes’ boxes and seeing how many 
books had been collected. The kindergartners really understood the idea that their books were going 
to be given to children their age and younger to read and enjoy.  It was a huge success and very 
meaningful for all of us”.  – Tia Owen�
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Thanks for your interest in hosting a book drive on behalf of Reach Out and Read 
Virginia! Please complete this application so we can appropriately assist with your 
project. You can return it by FAX (804-282-7835), EMAIL (info@rorva.org), or MAIL 
(1742 E. Parham Rd., Richmond, VA 23228). 

 
 
Name of Individual or Organization: ____________________________________ 

Address: _________________________________________________________ 

Official Contact Person/Title: __________________________________________ 

Phone Number: __________________________________________ 

E-mail Address: __________________________________________ 

What type of book drive are you interested in hosting (office, school, civic group, church, community-wide)? 

______________________________________________________________________ 

How did you hear about us? _______________________________________________ 

When and where do you plan on hosting your book drive?  

______________________________________________________________________________ 

Please submit this application at least two weeks prior to the start of your book drive. 
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Thank you for hosting a book drive on behalf of Reach Out and Read Virginia! Please 
complete this two-page form to help us accurately process your donations and better 
assist you with future projects. 

 
 
Name of Individual or Organization: ____________________________________ 

Address: _________________________________________________________ 

Official Contact Person/Title: __________________________________________ 

Phone Number: __________________________________________ 

E-mail Address: __________________________________________ 

What type of book drive did you sponsor (office, church, school, community-wide, books & financial 
donations)?  

______________________________________________________________________ 

Date/s of book drive: ___________________________ 

Location of book drive: ____________________________________________________ 

No. of participants from your group (If applicable): __________ 

No of new books collected and sorted: _____________________ 

No. of used books collected and sorted: ___________________                                                                    

Amount of money raised: ____________________ 

#�
 � �$�� � � � � �
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Please share details about the success of your Book Drive so we can include it in the RORVA newsletter or on 
our blog. Other feedback and suggestions are also welcomed.  

 ______________________________________________________________________ 

_____________________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

Date book donations were delivered to pediatric clinic or RORVA office:____________________ 

Book donations submitted to WHOM: (Name & title of pediatric clinic staff person or RORVA official): 

 _______________________________________________________________ 

Date monetary donations were delivered to RORVA office: ____________________ 

Monetary donations submitted to WHOM: (Name & title of RORVA official): 

___________________________________________________________________ 

Signature of Book Drive Coordinator: _______________________________________ 

Signature of official receiving the book donation:____________________________________ 

Signature of official receiving the monetary donation: _________________________________ 

If you do not already receive the RORVA newsletter and would like to do so every month, please provide your 
email address. (RORVA will not share this information with other organizations or companies.) 

 _______________________________ 

Please return this form in person or using one of the methods below: 

Fax: 804-282-7835                Email: info@rorva.org              Mail: 1742 E. Parham Rd., Richmond, VA 23228  

&� � � � �' 
 � �� 
 
 �� � !� �� � � � � � � � �!�� � �%�
 � � �� 
 
 � �� ��� ���	 � ( 


