Email Scripts

IT team

Dear IT Lead

Subject: Strengthening the security and reliability of our digital information

As an organisation committed to maintaining secure, efficient and reliable services, it is essential that the systems supporting our digital materials remain robust enough to ensure operational continuity, especially when we need rapid access to trusted information during critical moments or unexpected incidents.

With our reliance on digital systems increasing, I wanted to highlight an opportunity to strengthen the resilience, security and long‑term accessibility of the information our organisation depends on for day‑to‑day operations.

Having recently completed a register of our digital assets and capabilities, I would be pleased to show you where I believe improvements to our data management and preservation processes could help reduce pressure on storage systems, minimise duplication and enhance security. There are also opportunities to streamline end‑to‑end data workflows so that retention, access and long‑term storage are more consistent and easier to maintain.

These improvements would directly support key IT priorities, including:
· Strengthening business continuity by ensuring key digital materials remain accessible and usable over time
· Enhancing security by reducing unmanaged or duplicate data
· Improving efficiency through clearer lifecycle processes
· Supporting recovery by ensuring critical assets are preserved in stable, well‑structured formats
· Ensuring our technology infrastructure remains resilient and future‑proof

I would welcome the opportunity to discuss these findings with you and see how your own insights and expertise could be applied to improve our digital preservation processes in a way that aligns with existing IT strategies and reduces operational risk.

If you are available, I would be happy to arrange a short meeting to walk through the key insights and potential next steps. Please let me know a time that works for you or, if you would prefer, I can share a concise written summary in advance.

Kind regards




Finance Director

Dear Finance Director

Subject: Reducing storage requirements and costs through planned deletions and data management

With data volumes rising year on year, I understand that our organisation – like many others - is forced to pay increasing costs for storage and access to our digital materials. 

As a public service dedicated to preserving and providing access to cultural heritage, we must ensure that storage constraints or funding gaps never compromise our ability to offer long‑term access to our digital collections.

Having completed a register of our digital assets, I would be pleased to show you where I can see that duplications could be removed to free up storage and how a clear policy and set of processes could help us manage data volumes, and storage requirements, more effectively across the organisation in the longer-term.

By improving our data lifecycle processes, we can achieve cost efficiencies that will allow us to direct more of our budget toward meeting and enhancing user needs, even in challenging financial conditions.

I would welcome the opportunity to discuss my findings and recommendations with you. If you are available, I would be happy to arrange a short meeting to explain the key insights and what would be required to realise the efficiencies I have identified. 

Please let me know a time that works for you or, if you would prefer, I can share a brief summary in advance.

Kind regards




Executive Director

Dear Executive Director

Subject: Strengthening access to trusted organizational data

As an organization committed to public value and high performance, it is essential that our digital materials remain authentic, accessible and trustworthy; particularly during periods of financial and political uncertainty such as this, when accurate information is critical for effective leadership and safeguarding our reputation and organizational stability.

With the volume and importance of our digital information growing each year, I want to draw your attention to.

Having recently completed a register of our digital assets, I have identified where improvements to our data management and preservation processes could strengthen the reliability, transparency and long‑term continuity of the organizational data you rely on for informed decision‑making. In particular, there are opportunities to:

· Strengthen business continuity by ensuring key records remain accessible and resilient over time
· Reduce vulnerabilities that could impact organisational performance or crisis response
· Increase the trustworthiness and consistency of the data used for strategic decision‑making

I would welcome the opportunity to share a short overview of the findings and outline a practical, phased approach to strengthening our digital preservation capabilities. If you are available, I would be happy to arrange a brief meeting to walk through the key points and discuss what would be required to achieve these improvements.

Please let me know a time that works for you or, if you would prefer, I can provide a concise written summary in advance.

Kind regards
