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CHECKLIST

Getting the Most from
Your IT Investments:
A Budget Optimization
Checklist

Your Step-by-Step Guide to Optimizing
IT Assets and Reducing Costs

This checklist is here to guide CFOs, IT managers, and financial
decision-makers through a clear, actionable process. From
assessing your current IT assets to uncovering cost-saving
opportunities and setting up proactive management practices,
these steps will help you make the most of your resources while
keeping expenses under control.

Instructions for Using the Checklist

Work Systematically: The checklist is broken down into easy-to-follow sections, guiding
you from initial assessment through to monitoring and reporting. You can follow the
steps in order or focus on the areas most relevant to your needs.

Track Your Progress: Use the checkboxes to mark off completed tasks and jot down
notes for future reference.

Review and Adjust: Revisit this checklist regularly to fine-tune your approach and
ensure you're always optimizing your IT spending.



Step 1: Assess Your Current IT Investments

To make the most of your IT budget, start with a comprehensive look at your existing assets.

This foundational step will help you identify underutilized resources, understand the true

costs associated with each asset, and pinpoint high-cost areas that need optimization

Next Steps

1. Conduct a Full

‘ Status

o Not Started
o In Progress

‘ Notes/Findings

List all IT assets, including hardware, software,

licenses, and cloud services. Document asset age,

condition, and usage.

Highlight redundant or
outdated resources for

Total Cost of
Ownership (TCO)

o In Progress
o Complete

Inventory potential retirement or
o Complete -
consolidation.
Calculate the purchase price, maintenance costs, Identlfy h igh—cost assets
and operational expenses for each major asset. . .
2. Calculate o Not Started no longer delivering

value for possible
replacement or
optimization.

3. Conduct a
Usage Audit

o Not Started
o In Progress
o Complete

Review how often and effectively each asset is
used. Identify underutilized or redundant
assets.

Plan for repurposing,
consolidating, or retiring
unused resources.

4. Identify Key
Cost Drivers

o Not Started
o In Progress
o Complete

Note the primary sources of IT costs, such as
licensing fees, data storage expenses, or
maintenance needs.

Develop strategies to
optimize or reduce these
costs.

. Use inventory management software or tools to streamline the process.
. Engage your IT team to provide insights into usage and cost metrics.
. Schedule regular reviews to keep your IT asset data up-to-date.
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Step 2: Identify Cost-Saving Opportunities

With a clear understanding of your current resources from the initial assessment, the next
step is to optimize what you already have to reduce costs and maximize value. This section
focuses on strategies to streamline spending by optimizing software licensing, cloud

resources, and asset lifecycle management.

Notes/Findings

Next Steps

1. Conduct a
Software
Licensing Audit

o Not Started
o In Progress
o Complete

Audit software licenses and subscriptions to
identify unused or underused tools. Consolidate
overlapping functions.

Negotiate flexible
licensing agreements
and discontinue
unnecessary licenses.

2. Optimize
Cloud Resource
Usage

o Not Started
o In Progress
o Complete

Review cloud service usage to identify over-
provisioned or underutilized resources.
Automate shutdowns for non-essential

usage.

Implement rightsizing
measures and establish
regular monitoring of
cloud usage.

3. Implement
Proactive
Lifecycle
Management

o Not Started
o In Progress
o Complete

Develop a maintenance and upgrade schedule
to keep assets functional, reduce repair costs,
and prevent sudden failures.

Replace or retire assets
nearing the end of their
lifecycle to avoid costly
breakdowns.

. Utilize Tools: Use software asset management tools to track licenses and cloud usage.
. Collaborate: Work with department heads to ensure software tools and cloud resources

align with business needs.
. Set Reminders: Schedule periodic reviews to maintain an optimized IT environment.
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Step 3: Implement Proactive IT Management

This section covers strategies for preventive maintenance, strategic upgrades, and vendor
contract management—ensuring your IT infrastructure supports both current operations and

future needs.

Task Status Notes/Findings Next Steps
Create a schedule for regular hardware and
1. Develop a software maintenance. Identify potential issues |mp|ement routine
. o Not Started early to reduce downtime.
Preventative checks and allocate
. o In Progress
Maintenance resources for
o Complete ,
Schedule preventive care.
Establish timelines for upgrading or replacing ;
2. Plan for IT assets. Plan expenses to avoid sudden A!Ign refresh cycles
Strategic o Not Started failures and disruptions. with long-term
o In Progress business goals and
Upgrades and
o Complete ensure smooth
Refresh Cycles .
transitions.
Review vendor contracts regularly. Negotiate Strengthen vendor
Lo competitive pricing and align terms with your . .
3. Optimize o Not Started organization’s current needs. relationships and
Vendor Contract O In Progress eliminate unnecessary
Management o Complete services or hidden
costs.

. Leverage Metrics: Use performance metrics and historical data to guide maintenance
schedules and refresh cycles.

. Engage Vendors: Proactively engage vendors in contract negotiations to uncover savings
opportunities.

. Budget Proactively: Incorporate maintenance, upgrades, and vendor costs into annual
budget planning for predictability.
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Step 4: Track Progress and Report Results

By tracking your IT expenses and performance against defined metrics, you can ensure that your

budget remains on target and that cost-saving strategies continue to deliver results. This section

focuses on setting up key performance indicators, using financial dashboards, and establishing

routine budget reviews to maintain visibility into IT spending.

Task

1. Define Key
Performance

Indicators (KPIs)

Status

o Not Started
O In Progress
o Complete

Notes/Findings

Identify and track metrics like Total Cost of
Ownership (TCO), cost per user, system uptime,
and cost savings achieved.

Next Steps

Align KPls with budget
goals and set up tracking
mechanisms to ensure
visibility.

Dashboard

2. Set Up a Financial

o Not Started
O In Progress
o Complete

Create a dashboard for real-time tracking of
expenses across departments, services, and
projects.

Customize the dashboard
to highlight variances and
enable quick
adjustments.

Reviews

3. Schedule Monthly
Budget Variance

o Not Started
O In Progress
o Complete

Compare forecasted budgets to actual spending
each month. Investigate and address significant
variances.

Adjust budget allocations
and identify trends to
prevent future
overspending.

4. Conduct Quarterly
IT Asset Audits

o Not Started
O In Progress
o Complete

Review asset performance and usage every
quarter to identify underutilized or redundant
resources.

Repurpose, retire, or
replace assets as
necessary to maximize
efficiency.

Reports

5. Generate Quarterly

o Not Started
O In Progress
o Complete

Create and share reports summarizing spending
trends, cost-saving initiatives, and optimization
impacts.

Present to stakeholders to
demonstrate
accountability and
maintain alignment.

. Leverage Tools: Use automated tools or software to simplify KPI tracking and reporting.

. Collaborate Across Teams: Involve IT, finance, and department heads in variance reviews for a
holistic understanding of costs.

. Set a Routine: Align reporting and audit schedules with quarterly financial planning cycles for
seamless integration.
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Step 5: Prioritize Actions and Set Goals

Prioritizing your actions and setting clear goals will help you focus on high-impact initiatives and

set a path for long-term IT optimization.

Status Notes/Findings Next Steps
Focus on actions that deliver immediate cost Im P lement cha nges
savings and efficiency gains: . .
0 Not Started (Conduct a software license audit;Optimize to achieve quick

1. Identify High-
Impact Quick Wins

cloud usage; Renegotiate vendor contracts)

O In Progress results and build

o Complete momentum for larger
initiatives.
Outline strategic objectives that align with Al Ign these goals
business needs: . . .
o Not Started (Implement lifecycle management; Develop a with organlzatlonal

2. Document Long-
Term IT Goals

oln Progress cybersecurity strgtegy; Transition to scalable growth plans and
cloud infrastructure)

0 Complete secure buy-in from
stakeholders.

Create a timeline to achieve both quick wins ASSigI’I owners to

. o Not Started and long-term goals. Ensure accountability and
3. Outline a regular progress tracking. each task and set
L. o In Progress . .
Timeline for Goals realistic milestones
o Complete

for completion.

. Conduct a software license audit to eliminate redundant licenses and reduce costs.
. Optimize cloud resource usage by rightsizing instances and automating shutdowns for inactive

resources.
. Renegotiate vendor contracts to secure better terms and more flexibility.

Budget Optimization Checklist



Long-Term Goals: Examples for
Sustained Value

« Lifecycle Management: Plan proactive asset replacements and upgrades to avoid unexpected costs.
o Cybersecurity Strategy: Develop and implement regular risk assessments to safeguard against

threats.

« Scalable Cloud Infrastructure: Transition to systems that can grow with your organization’s evolving

needs.

. Set Measurable Objectives: Define success metrics for each goal to track progress effectively.
. Build Accountabhility: Assign responsibility for each action item to ensure follow-through.

. Review Regularly: Reassess priorities and timelines as business needs evolve.

that'’s tailored to your organization’s unique needs. Let’s . I
work together to transform your IT budget into a

strategic asset that fuels growth and innovation.

Transform Your IT Budget into a
Growth-Driving Asset

Ready to take control of your IT budget? Partner with
Ntiva to create a smarter, more efficient IT strategy
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