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[bookmark: _GoBack]Local Data Request Email Template

The following document includes:
· Local Data Request Email Template
· Local Data Request Sample Email

Green Highlight indicates that you need to insert text and Green Italics indicates guidance or optional language. 
Please refer to the Collecting Additional Local Secondary Data document for ideas regarding local data collection. 
Key items to include in a data request:
· Who you are and what you do
· Purpose of request
· Type of data, format and time period
· Optional: Table(s) to help format data
· Deadline
· How to reference the organization and data
· Location of final document or write-up (if applicable)














Local Data Request Email Template:
[Insert Name], 
My name is [insert name] and I work for [insert organization]. I am currently in the process of collecting local data to include in the 2018 [insert county] Community Health Assessment (CHA). Community Health Assessments are used to identify key problems and assets in the community and to develop strategies and goals for improving community health. 
I would like to include data from [organization] in the 2018 [insert county] CHA in order to [insert purpose.] 
Purpose Options: fill a known data gap, include more timely data, further illuminate one of [insert county’s] priority health or emerging health issues, include a local trustworthy and reliable source of data. 
[bookmark: _Hlk513813402]Please let me know if you are the correct contact for data requests. If you are not the correct contact, please identify the contact for data requests. 
I would like to request [type of data – see Collecting Additional Local Secondary Data document for ideas] [insert format, i.e. counts or percentages] for the [insert specific time period]. Please do not include any potentially identifying data or protected health information and if possible send the data back in the following format. 
Optional: You can include a table in your email to help organize the data request. 
	Data Request Table 
	

	Identify Type of Data
	Insert Year 1
	Identify how you want to receive the data, i.e. count or percentage

	Identify Type of Data
	Insert Year 2
	[#/%]

	Identify Type of Data
	Insert Year 3
	[#/%]



I would like to have this information by [insert deadline] so that I can incorporate it into the 2018 [insert county] CHA.
Please let me know if there is a specific way you would like the data and your organization referenced in the 2018 [insert county] CHA. Optional: I would be happy to submit the written section that will include [insert organization’s] data to you for approval before finalization of the CHA document. 
You will be able to find the completed 2018 [insert county] CHA beginning [insert date] in [insert locations]. 
Thank you so much for your help! Please let me know if you have any questions. 
[Your Name]

Example Data Request Email:
Erin Braasch, 
My name is Jo Bradley and I work for the Travis County Department of Public Health. I am currently in the process of collecting local data to include in the 2018 Travis County Community Health Assessment (CHA). Community Health Assessments are completed every three years and used to identify key problems and assets in the community and to develop strategies and goals for improving community health. 
I would like to include data from the Greater Austin Homeless Shelter in our 2018 CHA in order to include more information and data on homelessness, one of Travis county’s new and emerging health issues, and a current data gap. 
Please let me know if you are the correct contact for data requests. If you are not the correct contact, please identify the contact for data requests. 
I would like to request the total capacity and utilization rates of the Greater Austin Homeless Shelter for the three most recent years. Please do not include any potentially identifying data or protected health information and if possible send the data back in the following format. 
	Total Capacity: 
	[Number]

	Utilization Rate
	2015
	[Rate/Percentage]

	Utilization Rate
	2016
	[Rate/Percentage]

	Utilization Rate
	2017 
	[Rate/Percentage]



I would like to have this information by July 31st, 2018 so that I can incorporate it into the 2018 Travis County CHA.
Please let me know if there is a specific way you would like the data and your organization referenced in the 2018 Travis County CHA. I would be happy to submit the written section that will include the Greater Austin Homeless Shelter’s data to you for approval before finalization of the CHA document. 
You will be able to find the completed 2018 Travis County CHA beginning on September 1st, 2018 on our website [link] or at the front desk of the Austin Public Library. 
Thank you so much for your help! Please let me know if you have any questions. 
-Jo Bradley 
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