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Better supply chain conversations: 
Email outreach templates for data collection




Emails requesting emissions data (for large organisations / ASRS reporters) 
1. Email 1: Initial supplier data request 
2. Email 2: Simplified request for less mature / SME suppliers 
3. Email 3: Reminder before the deadline 
4. Email 4: Response where the supplier has no emissions data 
5. Email 5: Thank you / data accepted 
6. Email 6: Supplier capability-building / improvement email 
Emails responding to a customer emissions data request (for SMEs) 
7. Email 7: emissions not available response email 
8. Email 8: Request for additional time email 
9. Email 9: Clarification email 
10. Email 10: Response email 


Disclaimer: The following templates are provided as a reference only. They should be reviewed and adapted to suit the intended audience, communication channel and objectives of your engagement activity.

Emails requesting emissions data (for ASRS reporters)
Email 1: Initial supplier data request
Purpose: Explain why the organisation is asking, what data is needed, the reporting period, deadline, and where to get help
Topic: Request for emissions information 
	
Hi [Supplier name],

As part of our greenhouse gas emissions reporting and preparation for the Australian Sustainability Reporting Standards (ASRS), we are working to improve our understanding of emissions across our supply chain.

As one of our suppliers, we are reaching out to request information that may help us better understand the emissions associated with the goods and/or services we purchase from you.

We are seeking the following information for [reporting period]: [delete below bullet points as appropriate:]
· Scope 1 and Scope 2 emissions (tCO2e), 
· Scope 3 upstream (categories 1-8) where available.
· product- or service-specific emissions information relevant to what we purchase from you, where available; (e.g. environmental product declaration or life-cycle analysis, or an allocation of emissions to the products purchased)
· activity data underneath the Scope 1 & 2 data e.g., electricity kWh
· the reporting period and organisational boundary covered by the data;
· the methodology and emission factors used; and
· whether the information has been independently verified or assured.

We recognise that organisations are at different stages of measuring their emissions. If you do not currently have all of this information available, please let us know what you can provide. This may include underlying activity data or information on your current approach to emissions measurement. We can use alternative estimation approaches where supplier-specific information is not yet available.

Please provide the available information by [date] using [template/link/process].
To support you, we have also provided access to [CitySwitch SME resources / SME Reporter Toolkit], which includes practical guidance for businesses responding to customer emissions data requests.

If you have any questions about the request, what information is required, or how the information will be used, please contact [name/contact].
Thank you for your support. We appreciate your assistance as we work to improve the quality of our supply chain emissions information.

Kind regards,
[Name]
[Title]
[Organisation]
Email 2: Simplified request for less mature / SME suppliers
Purpose: Use when a supplier is unlikely to have a carbon footprint already.
Ask for simpler information such as electricity, fuel, quantities supplied, or existing emissions data rather than a full GHG request.
Topic: Request for basic emissions information

Hi [Supplier name],

As part of our greenhouse gas emissions reporting, we are working to better understand emissions across our supply chain.

We recognise that not all suppliers currently calculate a full carbon footprint, so we are asking for some basic information that may help us estimate the emissions associated with the goods and/or services we purchase from you.

For [reporting period], please provide any of the following information that is available:
· electricity consumption;
· fuel use for vehicles, equipment or operations;
· natural gas consumption;
· quantities, weight or volume of products or materials supplied to us;
· relevant site or facility information; or
· any existing Scope 1, Scope 2 or product-level emissions data.

You do not need to calculate new emissions information if this is not something your organisation currently does. Please provide the information you already have available and let us know where data is not currently collected.

We may use this information, together with appropriate emission factors or estimation methods, to support our Scope 3 emissions reporting.

Additional guidance is available through [CitySwitch SME Reporter Toolkit / relevant resource].
Please provide the available information by [date] using [template/link/process].

If you have any questions about what information would be most useful, please contact [name/contact].

Thank you for your support.

Kind regards,
[Name]
[Title]
[Organisation]
Email 3: Reminder before the deadline
Purpose: Prompt suppliers who have not yet responded.
Topic: Reminder- emissions information request

Hi [Supplier name],

A friendly reminder that our request for emissions information for [reporting period] is due on [date].

If available, please provide the requested information using [template/link/process].

If you are unable to provide all of the requested information, please send what is currently available or let us know which information cannot be provided.

Further guidance is available through [CitySwitch SME resources / toolkit].

If you have any questions, please contact [name/contact].

Thank you for your assistance.

Kind regards,
[Name]
[Title]
[Organisation]




















Email 4: Response where the supplier has no emissions data
Purpose: Reassure the supplier and request alternative information that may still be useful.
Topic: Alternative information for emissions reporting 

Hi [Supplier name],

Thank you for letting us know that you do not currently have emissions data available.

We recognise that organisations are at different stages of measuring and reporting greenhouse gas emissions. Where a calculated emissions figure is not available, other information may still help us estimate the emissions associated with the goods and/or services we purchase from you.

Where available, could you please provide any of the following for [reporting period]:
· electricity consumption; (kWh)
· fuel consumption;(litres)
· natural gas use;(gj)
· quantities of products or materials supplied;(unit)
· product weight or volume; (unit)
· relevant site, facility or location information; or
· any other activity data that may help us understand the emissions associated with our purchases.

If none of this information is available, please let us know. We can then apply an appropriate estimation approach using other available data.

Additional guidance is available through [CitySwitch SME resources / SME Reporter Toolkit].

Thank you for your support.

Kind regards,
[Name]
[Title]
[Organisation]








Email 5: Thank you / data accepted
Purpose: Close the loop and confirm receipt. 
Topic: Thank you for providing emissions information

Hi [Supplier name],

Thank you for providing the requested emissions information for [reporting period].

We have received the information and will use it, where appropriate, to support our Scope 3 emissions measurement and supply chain reporting.

We may contact you if we need to clarify any aspects of the data, such as the reporting period, organisational boundary, methodology or assumptions used.

We appreciate your support in helping us improve the quality of our supply chain emissions information.

Kind regards,
[Name]
[Title]
[Organisation]






















Email 6: Supplier capability-building / improvement email
Purpose: Use to support priority suppliers in improving the quality and availability of their emissions data over time, including identifying practical next steps and relevant support resources.
Topic: Thank you for providing emissions information

Hi [Supplier name],

Thank you for your ongoing support with our emissions data requests.

As we continue to improve the quality of our Scope 3 emissions information, we are looking to work with key suppliers to strengthen the quality and availability of emissions data over time.

Based on your current reporting approach, potential next steps may include:
· establishing Scope 1 and Scope 2 emissions;
· improving the quality of underlying activity data;
· documenting calculation methodologies and emission factors;
· developing more product- or service-specific emissions information;
· improving consistency between reporting periods; or
· considering independent verification or assurance where appropriate.

We recognise that these improvements may take time and do not expect all suppliers to have the same level of emissions-reporting maturity.

To support this process, we have provided access to [CitySwitch SME Reporter Toolkit / webinar / guidance resource], which includes practical guidance on measuring emissions and responding to customer data requests.

Please contact [name/contact] if you would like to discuss which next steps may be most relevant for your organisation.

Thank you for your continued collaboration.

Kind regards,
[Name]
[Title]
[Organisation]






Emails responding to an emissions data request (for SMEs)
Email 7: emissions not available response email
Purpose: Use when an SME does not currently calculate the requested emissions data and needs to explain this while offering alternative activity data or other information that may support the customer’s Scope 3 calculation.
Topic: Partial or no emissions information available

Hi [Customer name],

Thank you for your request.

We do not currently calculate a full greenhouse gas emissions inventory and are therefore unable to provide the requested emissions figures at this stage.

However, we may be able to provide underlying activity information, such as:
· electricity consumption;
· fuel use;
· quantities of goods or materials supplied;
· product weight or volume; or
· site or location information.

Please let us know which of these would be most useful for your reporting.

We are also reviewing how we can improve our emissions measurement over time.

Kind regards,
[Name]
[Title]
[Organisation]








Email 8: Request for additional time email
Purpose: Use when an SME intends to respond to the emissions data request but requires additional time to collect, calculate or validate the requested information.
Topic: Request for additional time to provide emissions information

Hi [Customer name],

Thank you for your request for emissions information.

We are currently gathering the relevant data and would appreciate additional time to complete our response.
Would it be possible to provide the information by [proposed date]?

If helpful, we can provide any information already available before that date and follow with the remaining data once it has been compiled.

Please let us know if this timing is suitable.

Kind regards,
[Name]
[Title]
[Organisation]

















Email 9: Clarification email
Purpose: Use when the customer’s request is unclear and the SME needs more detail on the reporting period, emissions scope, data type, format or deadline before responding.
Topic: Request for additional information

Hi [Customer name],

Thank you for your emissions data request.

Before we provide the information, could you please clarify a few points so we can ensure we provide the most relevant data?

In particular, could you confirm:
· the reporting period required;
· whether you are seeking organisational emissions or emissions associated specifically with the goods or services we supply to you;
· which emissions scopes are required;
· whether activity data can be provided where calculated emissions are not available; and
· the required format and submission deadline.

Once we have this information, we can confirm what data is available.

Kind regards,
[Name]
[Title]
[Organisation]













Email 10: Response email
Purpose: Use when an SME is able to respond to the data request.
Topic: Methodology and limitations for emissions data

Hi [Customer name],

Please find our emissions information for [reporting period].

To support your use of the data, we have included the following context:
· Reporting period: [dates]
· Boundary: [entities / sites / operations included]
· Scopes included: [Scope 1 / Scope 2 / other]
· Methodology: [brief description]
· Emission factors: [source]
· Estimates or assumptions: [details]
· Verification / assurance status: [details]

Please note the following limitations:
[Insert any relevant limitations, exclusions, estimates or data gaps.]

We have provided this information so you can assess whether the data is suitable for your reporting purposes.

Kind regards,
[Name]
[Title]
[Organisation]
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