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Staff Email Template
This staff email template is a companion to the Data Inventory Template and part of the Data Inventory Pack. 

Suggested Email text 
Hi Data Champion, 
Subject: Help shape how we tell our story: quick data inventory request 
We’re about to take an important step in strengthening how we understand, communicate and grow our work, and I’m asking for your help. 
Over the coming weeks, we’re pulling together a whole‑of‑organisation data inventory. This isn’t an audit or a compliance exercise. It’s about building a shared picture of what data we already have, where it lives, and how it’s used so we can make better decisions, reduce duplication, and tell a clearer story about our impact and influence. 
Why this matters (and why you matter) 
Much of our most valuable data doesn’t live in dashboards or systems, it lives in: 
· projects you run 
· partnerships you manage 
· reports you contribute to 
· spreadsheets, documents, and tools you use to get your work done 
If we only look at “formal” data sources, we miss a big part of the picture. Your input helps ensure the organisation’s data strategy reflects how work actually happens, not just how it’s reported. 
What we’re asking you to do 
Please complete a short data inventory template that captures: 
· what data you use or create as part of your role 
· where it’s stored (e.g. system, SharePoint, spreadsheet, document) 
· how often it’s updated 
· what it’s currently used for (even if that’s “just for me / my team”).
You don’t need to: 
· tidy anything up 
· assess data quality 
· use technical language 
· know whether something is “important enough”. 
If you use it, track it, report it or refer to it: it counts. 
A few helpful nudges 
· If you’re unsure, include it anyway. We can sort and sense‑make later. 
· If something feels informal or messy, that’s okay. That’s useful information. 
· If you think “this probably isn’t data”, it probably is. 
· If you work with partners, note shared or partner‑owned data too. 
There are no right or wrong answers. This is about visibility, not perfection. 
How this will be used 
Your responses will help us: 
· move beyond isolated metrics toward a more coherent data strategy 
· reduce reporting burden over time 
· better reflect the value of relational, convening and capability‑building work 
· align our data practices with where the organisation is heading, not just where it’s been 
· support stronger security controls to protect our data and the people they serve.
We’ll share back what we learn and how it informs next steps. 
Thank you in advance for your contribution. This is genuinely foundational work, and it only works if it reflects the collective knowledge across the organisation. 
If you have questions or want to sanity‑check what to include, I’m very happy to help. 
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