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Sample Shared Referral Tracking Spreadsheet (Google Sheets or Excel)


Title: Community Care Coordination & Referral Tracking Tool

Purpose: To create a centralized, easy-to-use referral log that helps community providers track client needs, referrals, follow-up actions, and outcomes across multiple sectors (health, behavioral, social services).

Suggested columns:

	Client ID
	Client Name
	Date of Birth
	Referral Date
	Referred By
	Referred To
	Service Type
	Reason for Referral 
	Status
	Follow-Up Date
	Outcome/ Notes
	Contact Person



Instructions for Use:
· Each provider updates the spreadsheet when initiating or receiving a referral.
· Assign one column owner per row to follow up and complete notes.
· Use color codes (e.g., green = completed, yellow = pending, red = urgent).
· Protect client-identifying info if using shared platforms, and use codes if needed.
· 
Access Recommendation:
· Use Google Sheets with restricted, invite-only access.
· Enable version control and change tracking.
· Optional: Add tabs for each service domain (health, mental Health, housing, etc).
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