[bookmark: _GoBack]Establishing or Expanding Your Employer Database

When building a database of employers, obtaining contact information of organizations that do business in your state can be time consuming. Reaching out to agencies that likely already have listings of public and private employers in your state and requesting their employer list is a great way to identify employers and start building your database. These agencies may include:

· Department of Insurance
· Department of Labor
· Worker’s Compensation
· State Safety Council
· Local and State Chambers of Commerce
· Society of Automotive Engineers (SAE)
· Society for Human Resource Management (SHRM)
· Traffic safety coalitions or councils

The email template “Guide: Email to Agencies to Request Database List” found on the Step 2 “How to build a database of employers” page of the State Highway Safety Office Employee Outreach Portal can be used to reach out to the suggested agencies to request access to their databases.

In the event that these agencies are unable to share their employer lists due to privacy policies or other reasons, purchasing a list of employers is another viable option. The following is a recommended guidance procedure to purchasing a list of employers:

1. (Option A): Contact your State Chamber of Commerce
Identifying reliable and reasonably priced lists of employers to purchase can be challenging. Requesting recommendations from agencies such as the Chamber of Commerce regarding where to purchase reliable employer lists is suggested. The Chamber of Commerce in your state may have purchased their database list of employers. Reaching out to identify a reputable agency to purchase an employer list has proven to be a safe option with regard to the reliability and current content of the list. 

1. (Option B): Identify publishing companies within your state
Often publishing companies within the state can be a safe option to purchase a list of employers. This can be done through a simple Google search. Usually a paper or electronic copy of approximately 10,000 businesses can be obtained from reputable publishing companies for a reasonable price. 

2. Research the agency where you intend to purchase the employer list
To identify whether the agency you intend to purchase an employer list from is reputable, obtaining and reading reviews about this organization is suggested. This can be done through obtaining agency reviews through a simple Google search or obtaining their rating from the Better Business Bureau (BBB) www.BBB.org.  

3. Purchasing the list
Once an agency has been reviewed and deemed reliable, the next step is to contact the agency and explain why you intend to purchase a list of employers. Publishing companies may have employer lists that are designated for various purposes. A general list of employers would be best. 
Things to consider: 
· Price
· Format of the list
· Contact information included
· How the list will be transferred (electronic copy via email/paper list through mail delivery)

It is recommended that an electronic copy is requested. It is also suggested that employer contact information includes employer email addresses. In addition, if you have specific needs regarding the format of the list to be merged into your database, this needs to be communicated to the agency. Usually lists can be formatted to meet various compatibility needs. Be sure to identify any compatibility issues prior to purchasing the list.

4. Download the employer list to your database
Once an employer list is purchased and obtained, these contacts can be added to your employer database. 

5. Create a mail merge
A mail merge can be created using the “Guide: Template SHSO Recruitment Email to Agencies or Associations” found on the Step 2 “How to reach out to employers” page of the portal http://shsoroadsafety.org/step2/how-to-build-a-database-of-employers/. It is recommended that the 2015 “Cost of Crashes” link is included in the email to employers: http://crashcost.trafficsafety.org/#/home with this explanation: “The following link is an application intended for employers who want to understand the cost of crashes incurred by their occupational fleets, in addition to the on-and off-the-job costs of crashes for all their employees and their employees’ dependents. Knowing an occupational fleet’s costs enables management to develop a business case that supports an investment in fleet safety. Knowing the on-and off-the-job crash costs for all employees and their dependents provides employers with justification to invest in employee-wide safe driving programs. To obtain your custom “cost of crashes” click here”. Be sure to check for any errors prior to finalizing the mail merge.

6. [bookmark: _Hlk511165050]Send the invitation email to employers
Once the mail merge is completed, the email invitation can be sent to employers. If a response is not received by the “please respond date” included in the invitation email, a follow up/reminder email should be sent.  

7. Send traffic safety information to employers
Once the database has been finalized and responses to the invitation email are received, traffic safety information including materials from Step 3 of the website portal can be disseminated to employers.




