[COVER LETTER: This letter is intended for accompanying data request letters to data owners in industry, etc. The letter is to be adjusted as appropriate, copied to/printed on the responsible institutions official letter format; text in brackets is to be adjusted as relevant for your case]

To whom it may concern.

Subject: National inventory of mercury releases: request for information 
Dear Sir/Madam

The [fill in sending institution here - (Ministry of Environment ?)] has recently initiated work to develop a national mercury release inventory with the aim of identifying mercury release sources and quantifying the releases from these sources. The purpose of this work is to provide national information as a basis for prioritizing measures to reduce mercury releases. This is required in the new globally legally binding convention on mercury ‘The Minamata Convention on mercury’. 

Mercury is recognized as a toxic and persistent element. When released it is transported globally in the atmosphere, and it is documented to have negative health and environment impacts locally as well as globally. 

The [fill in institution name] has appointed a research team with representatives from [fill in responsible institution(s)]  [or: fill in responsible agency]  to undertake this project on behalf of the [Ministry]. This project is important for the government, and we therefore hope that all ministries, agencies, companies and institutions will contribute positively by providing the information requested and specified by [research team/agency] in a speedy manner due to the tight timeline. [All sensitive company-specific information will be treated confidentially, and will only be reported as anonymous, statistical and aggregated information.]

The data needed and the deadline for its submission to the Research Team is specified in the attached annex (Annex 1).

Project contact in the [.Ministry (?)]  is […………………] (Email: [………………….]., Tel: [………………]) [of the ………………… Office], and  Research Team Manager is [……………].(email: ….., tel:……………..).]

Thank you in advance for the information.

Yours sincerely,

[Agency manager or similar responsible person on a suitable level]

