
 

 

 
 
 
20 April 2026 
 

Information Rights & Compliance Team 
99 Waverley Road 

St Albans 
Hertfordshire 

AL3 5TL 
 

Tel:  01727 804227 
Email: Hpft.foi@nhs.net 

 
Our Ref: FOI/06079 

 
 
 
Thank you for your request concerning business case, procurement & DPIA templates and guidance. 
 
Your request has been considered and processed in accordance with the requirements of the Freedom 
of Information (FOI) Act 2000. 
 
I would like to request the following information: 
1. Your organisation’s internal business case template (blank), and any current internal guides 

or best practice documents for staff on how to prepare or write a business case. Please 
include criteria, requirements, or assessment checklists if available. 
Please see attached business case template . 
 

2. Any internal guides or standing instructions for your budgetary committee(s) on how 
business cases are to be assessed or reviewed, including any scoring methodologies, criteria, 
or objective assessment processes. 
We do not have a guide for the above but please see attached Standing Financial Instructions 
procedure and Scheme of Delegation Procedure which we abide by .  
 

3. Your current procurement strategy template (blank), or any process documentation relating 
to the waiver process that may run alongside the business case. 
Please see attached Standing Financial Instructions procedure and Scheme of Delegation 
Procedure.  
 

4. Your organisation’s standing financial instructions (SFIs), or equivalent document governing 
procurement thresholds and authorisation limits. 
Please see response to question 3 . 
 

5. Your Data Protection Impact Assessment (DPIA) template (blank), and any supporting internal 
guides for staff on how to complete a DPIA. 

  We have an inhouse DPIA screening app that allows staff across the Trust to submit basic DPIA 
details for Information Governance (IG) team consideration and approval. Once reviewed by a 
member of the IG team, and if required, the standard ICO DPIA template for completing a full DPIA 
is shared with staff members to gather more information i.e. when the processing of personal data 
is involved. Please see attached copy of the DPIA template . 

     
   On the Trust intranet there is a basic guidance to staff regarding DPIAs and it includes the 

following information: What is a DPIA, What does it do, and How does it work. Members of the IG 
team will be on hand to provide support to staff as and when required to complete a DPIA. 

 
6. A single example of a business case for a project or solution involving digital technology or a 

digital supplier, approved by your organisation in the last 18 months. Please redact or remove 
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any information that is commercially sensitive or personal data as required by law. If your 
organisation has not approved any such business case in this period, please provide an 
example from the last 18 months for a project or solution involving an external supplier (not 
involving digital technology). If neither are available, please confirm this. 
Please see attached Digital Capital Bids . 
 

Should you require further clarification, please do not hesitate to contact me. 
 
Please find enclosed an information sheet regarding copyright protection and the Trust’s complaints 
procedure in the event that you are not satisfied with the response. 
 
Yours sincerely 

 
D. Anthony 
Deborah Anthony 

 
Information Rights Officer 
 
Enc: Copyright Protection and Complaints Procedure Information Leaflet. 
 
If you would like to complete a short survey in relation to your Freedom of Information request please click here. 
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