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Data request template
This template serves as a general guide for data requestors. Contact the relevant data provider for their specific data request requirements and forms.
Instructions for use
Use of this template is optional.
Before submitting a request, confirm that the required data is not already available as open data. 
Complete and submit this template to the Data Provider.
Remove all brackets, instructional text, and introductory pages as you finalise the document.
Ensure all information provided is accurate and up to date. 
Attach any supporting documents needed to assist the Data Provider’s evaluation. 
Submit the completed form electronically. 
Adjust the template as needed to suit your agency.
For further information, contact NSW Data Analytics Centre at: datansw@customerservice.nsw.gov.au.



Data Request Template
	
1. Requestor details


	1.1 Full name:
	Click or tap here to enter text.


	1.2 Position:
	Click or tap here to enter text.


	1.3 Agency name
	Click or tap here to enter text.
	1.4 Organisation type:
	☐ NSW Government department or agency
☐ NSW Local Government
☐ Australian Government department or agency
☐ Other, provide details: Click or tap here to enter text.

	1.5 Contact information:
	Click or tap here to enter text.


	
2. Data request details


	2.1 Purpose
What is the purpose of the data request?
Describe what the data will be used for, specify details.

	[Examples:
· The data will be used for benchmarking the results from Project X
· The data will be used to create a survey for Y purpose.
· The data will be used for a proof of concept of Z.
· The data will be used to answer the following questions:
· To what extent is the service provided by [Program X] reaching constituents?
· How has [target population's] [behaviour, expectation, or satisfaction] with [Program X] changed over the last five years?
· To what extent does [factor] affect overall [Program X] outcomes?]
Click or tap here to enter text.

	2.2 Project Name
Provide the name of your project or initiative, if applicable
	Click or tap here to enter text.

	2.3 Project Objectives
Provide the objectives of your project or initiative
	Click or tap here to enter text.

	2.4 Project time frame
	Click or tap here to enter text.

	2.5 Data provision date
When is the data required by and what is the reason for this deadline?
	Click or tap here to enter text.
	2.6 Does the request fall within a legislative requirement or respond to a government policy, initiative or directive? 
	☐ No
☐ Yes, provide details of the policy requirement, initiative or directive: Click or tap here to enter text.

	3. Data specifications and use

	3.1 Data specification
Describe the data required.

	[Examples:
· Target population: [Program X] customers
· Data types: number of customers, by suburb, by type of service
· Level of granularity: unit record, aggregated
· Time frame of data: data from 2020-2025, by month and year
· Location: postcode / suburb or statistical area level 4 (SA4)]

	3.2 Sensitive data
Does the data requested contain information that identifies individuals, OR does it contain information from which they could be reasonably be identified that is not already in the public domain?
	☐ No 
☐ Unsure. The data provider if the data requested contains sensitive or personal information.
☐ Yes, briefly explain why it would not be possible to achieve the specified purpose using de-identified data: Click or tap here to enter text.

	
	For data requested containing sensitive or personal information, have you undertaken a risk assessment or Privacy Impact Assessment (PIA)? 
☐ No
☐ Yes

	3.3 Data Linkage
Will the data be linked or integrated with other data?
	☐ No
☐ Yes (provide details of the other data): Click or tap here to enter text.

	3.4 Conflicts of interest
Are there any known, potential or perceived conflicts of interest for the requestor organisation and individuals involved in having access to or using the data?
	☐ No
☐ Yes (provide details): Click or tap here to enter text.


	4. Data access and management

	4.1 Frequency of data provision
How often do you need the data?
	☐ One-off
☐ Real-time or near-real time
☐ Periodically: ☐ daily, ☐ weekly, ☐ monthly, ☐ quarterly,  ☐ annually.

	4.2 Data transfer 
How do you want to receive the data?
	[Examples: API, Cloud storage services, Email, FTP]



	4.3 Data use, access and publication
Explain how the data will be used, who will access it, and whether outputs will be published. 

	Use
[Example: Policy officers will analyse the data to support a business case, management report, or policy change.]

Access
[The Policy team, data analysts and senior executives of [your agency] will use and access the data requested.]

Disclosure
[Data or outputs from the use of data will be published on our website.]

	4.4 Data storage and security
Specify security and storage measures you have in place to protect the data from unauthorised use. 

	
[Example: Data will be stored at the NSW Data Analytics Centre’s Advanced-Secure Analytics Lab. Only project members will have access.]



	Supporting Documents 
List any relevant supporting documents that may assist in the evaluation of your request by the data provider. 

	
	Document name
	Document description

	1
	
	

	2
	
	

	3
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