Business Use Case Proposal (BUCP) Template
(July 1, 2026 version) 	
BUCP Instructions and Checklist:
Use this template to help guide you through the development and submission of your BUCP. Typically, this process will be driven by the Data Recipient, or the people requesting data from another entity. 
This template supports data sharing agreements between multiple departments and includes template columns for adding departments as providers or recipients of data. For agreements between single departments, these additional columns can be deleted or ignored. Departments can add more columns if needed.
	Task Name
	Task Description
	Data Recipient*
	Data Provider*

	Draft BUCP
	Data Recipient fills in the fields of the template (see page 2)

	Date BUCP Draft Finalized: 
MM/DD/YY
	N/A

	Send BUCP
	Data Recipient sends a first draft of the fully completed BUCP to the Data Provider. 

	Date BUCP Draft Sent: 
MM/DD/YY
	N/A

	Legal Review
	Each department’s legal representative* has reviewed the BUCP and registered their opinion* about the data sharing request. 
	Approval Date: MM/DD/YY

Name: 

Department: 

Role: 
	Approval Date: MM/DD/YY

Name: 

Department: 

Role: 

	Privacy Review
	Each department’s privacy representative* has reviewed the BUCP and registered their opinion about the data sharing request.
	Approval Date: MM/DD/YY

Name: 

Department: 

Role: 
	Approval Date: MM/DD/YY

Name: 

Department: 

Role: 

	Security Review
	Each department’s security representative* has reviewed the BUCP and registered their opinion about the data sharing request. 
	Approval Date: MM/DD/YY

Name: 

Department: 

Role: 
	Approval Date: MM/DD/YY

Name: 

Department: 

Role: 

	Executive Sponsor Review
	Each department’s director* has reviewed the BUCP, and has provided their signature in the approvals section below to execute the data sharing agreement. 

	Date of Signature: 
MM/DD/YY
	Date of Signature: 
MM/DD/YY

	Data Coordinator Final Review
	Each department’s data coordinator* confirms that the BUCP is finalized, all steps in this checklist are complete, and approval process has been properly followed
	Approval Date: MM/DD/YY

Name: 

Department: 

Role: 
	Approval Date: MM/DD/YY

Name: 

Department: 

Role: 

	BUCP Start Date
	Start Date for Data Exchange

	MM/DD/YY
	MM/DD/YY

	BUCP End Date
	Date that agreement will end (if applicable)
	MM/DD/YY
	MM/DD/YY



*See Appendix A for definitions. 


TEMPLATE FIELDS AND DESCRIPTIONS

	BUCP Form Fields
	Required or Disputed Only[footnoteRef:1] [1:  This column indicates which fields are required for all BUCPs and which are needed only if the BUCP is disputed. More documentation may be required if a BUCP is disputed by the data providing department.] 

	Field Description

	Business Case Fields

	Use Case Name
	Required
	Title for the use case

	Contact Information
	Required
	Data Recipient Contacts 

Data Coordinator  Contact
Name: 
Division/Department: 
Email: 
Phone: 

Executive Sponsor Contact 
Name: 
Email: 
Phone: 

Data Provider Contacts 

Data Coordinator Contact
Name: 
Division/Department: 
Email: 
Phone: 

Executive Sponsor Contact 
Name: 
Email: 
Phone: 

	Use Case Description/Purpose
	Required
	A general description of: 
· The scope for this use case
· The reason for data sharing request
· Explanation as to why the recipient needs the data
· The benefits to the data recipient department, agency stakeholders (internal and external), and data subjects (clients/customers)

	Data types/categories
	Required
	A high-level description of the types of data requested (Example categories: Personally Identifiable Information (PII), demographic data, program usage data). 

	Output/Use
	Required
	A description of how the data will be used and resulting outputs:
· What are the anticipated intermediate and final products? Will those products be public or non-public?
· For products to be released to the public, who must approve before release? (Both the data requesting and data providing department must complete this information.)
· What analysis or decision-support will be produced? 
· What business processes are impacted?

	Technical Fields

	Data elements
	Required
	A detailed description of the data elements being shared

	Data users
	Required
	A description of:
· Who will have access to data, including confidential data?
· Roles & Responsibilities
· A description of whether contractors and/or subcontractors will have access to and use of the data

	Data transfer/management
	Required
	A description of how the data will be transferred, stored, and managed

	Destruction and/or Return
	Required
	A description of:
· How the data will be destroyed or returned at the termination of the BUCP
· Whether the products created with the data will be destroyed or returned 
· Any limitations on the use of the products at the termination of the BUCP

	Administrative Fields

	Anticipated risks
	Disputed only
	A description of the anticipated risks:
· Political environment, including stakeholders
· Role of outside entities 
· Consequences of not obtaining the data 
· Risks to the data provider department and agency if data is shared 
· Risks to the data recipient department and agency if data is not shared 

	Legal authority
	Required
	Each Department’s legal team should review the BUCP and provide their registered opinion. You can copy / paste the registered opinion for each department in this section, provide a summary, or attach in an appendix.
The registered opinion should include a description of:
· The Data Recipient’s authority to access and use
· The Data Provider’s authority to disclose/share

	Transfer of Funds
	Required
	Will this project include a separate agreement that details funds in exchange for work (a funds transfer)? Y/N
If yes, the funds transferor may enter into a separate administrative contracting process. In such cases, the contractual process can run in a parallel track to the BUCP approval process.

	Possible alternatives
	Disputed only
	A description of the feasible alternatives to the data request 

	Critical dates
	Required
	A description of:
· Deadlines
· If applicable, the intended duration for the business use case
· Establish whether this is on-going or one time data sharing; for on-going, indicate the frequency of the data sharing
· Date approved and signed 

	Re-disclosure/further disclosure
	Required
	A description of whether the Data Recipient may further disclose the confidential data. 

	Research (see Appendix A)
	Required
	Will the data being requested be used for research? See Appendix A for clarification around research. Y/N
If yes, include a statement that approval from the Committee for the Protection of Human Subjects (or IRB) has been granted

	Privacy Requirements
	Required
	Each department’s privacy representative should review the BUCP and provide their registered opinion. You can insert the registered opinion for each department in this section, or attach in an appendix. 
The registered opinion should include a description of: 
· The department’s protocols on the handling of sensitive data
· Any specialized or additional privacy requirements that may apply due to:
· Federal government, law, or policy
· Contractual obligation
· State government, law, or policy

	Security Requirements

	Required
	Each department’s security representative should review the BUCP and provide their registered opinion. You can insert the registered opinion for each department in this section, or attach in an appendix. 
The registered opinion should include a description of: 
· The department’s technical and organizational safeguards to protect the data
· Any specialized or additional security requirements that may apply due to:
· Federal government, law, or policy
· Contractual obligation
· State government, law, or policy

	Approvals
	Required
	Acknowledgement that the use case is not disputed. If you have multiple departments as data recipients or data providers, add in the signatures and contact information for each department. 

Data Recipient Approvals

Data Coordinator Approval
Name: 
Title: 
Email: 
Phone: 
Signature: _____________________________________
Date Signed: 

Executive Sponsor Approval 
Name: 
Title: 
Email: 
Phone: 
Signature: _____________________________________
Date Signed: 

Data Provider Approvals

Data Coordinator Approval
Name: 
Title: 
Email: 
Phone: 
Signature: _____________________________________
Date Signed: 
Executive Sponsor Approval 
Name: 
Title: 
Email: 
Phone: 
Signature: _____________________________________
Date Signed: 

	Departments’ positions
	Disputed only
	A description of:
· Each department’s position on the data sharing request (the arguments)
· Summary of discussions between the departments on the data sharing request (explanation of attempts to get to “yes”)



[bookmark: _heading=h.gjdgxs]This Business Use Case Proposal does not modify or alter any terms and conditions in the Interagency Data Exchange Agreement. In addition, Data Providers may refuse data requests in the absence of an undisputed or approved Business Use Case Proposal.

Appendix A: Additional Terms for Clarity

Data Coordinator: The person within your organization that drives the data work under the authority and permission of a department director. This person typically identifies data, oversees other data workers sometimes known as data stewards. Depending on your department, this might be a data manager or research director. This is one of the people who will provide their signature in the approvals section of the BUCP. 

Data Provider: The government entity, including a unit or program within an entity, which provides access or data to a Data Recipient. This is typically the department who will receive the BUCP proposal. 

Data Recipient: The government entity, including a unit or program within an entity, which has been approved to access or receive data from a Data Provider. This is who typically initiates the BUCP process and should complete the first draft of the BUCP template. 

Executive Sponsor:  The person within your organization that holds a director-level or executive role, ideally at the deputy-director level. They need to have the authority to recommend, approve, and publicize data collected by the department they represent. This is the person who provides their signature to indicate they’ve reviewed and considered all the registered opinions, and ultimately the final approval to execute the BUCP. 

Legal Representative: The person within your organization that oversees legal activity for your department, specifically the person who advises on laws, regulations, and reviews documents and contracts. A good place to start would be to reach out to your department’s general counsel. 

Privacy Representative: The person within your organization that focuses on the legal and ethical handling of data. Depending on your department, this might be your Chief Information Officer (CIO), Chief Privacy Officer (CPO), Data Protection Officer (DPO), Legal Counsel, or Compliance Officer. 

Security Representative: The person within your organization that focuses on the technical and organizational safeguards to protect the data itself. Depending on your department, this might be your Chief Information Officer (CIO), Chief Information Security Officer (CISO), or IT Manager. 

Registered Opinion: the representative has reviewed the proposed BUCP, and has documented their questions and / or concerns with any of the items in the BUCP via writing. Any concerns or proposed revisions to the BUCP should be addressed and reconciled before final submission. While the registered opinion needs to be documented and stored, an official signature is NOT required in the BUCP for a registered opinion. 

Research: a systematic investigation, including research development, testing, and evaluation, designed to develop or contribute to the generalizable knowledge.[footnoteRef:2]  For purposes of BUCPs, research does NOT include: [2:  See 45 C.F.R. § 46.102(l).] 

(i) Quality improvement or assurance activities
(ii) Public health or health services activities designed to protect the public’s health or for normal program functions
(iii) Any study or activity specific to or for a program’s normal operations
(iv) Health care operations activities, such as activities for case management and care coordination, business planning and development, management and administration, or program evaluation or assessment
(v) Health oversight activities, including Federal program or grant oversight, audits, or investigations related to law enforcement, fraud and abuse, licensing and professional discipline 
An activity may fall both in and out of the research definition depending on purpose, who conducts it, funding, and whether the activity is required by law.[footnoteRef:3] [3:  Public Health Data Standards Consortium. “PRISM, A Privacy Toolkit for Public Health Professionals.” 2007.  ] 

