Sample IT Due Diligence Report Template

IT consultants who are given the task of determining their clients’ IT environment face a daunting task: How do you best organize information on staff, hardware, software, and IT processes? What’s the best way to figure costs of future projects and planned investments?

TechRepublic contributor and IT consultant Mike Sisco uses this document as part of his consulting work with his company, MDE Enterprises. Use it to assess your clients' total IT capabilities and help them plan for future IT and business endeavors.

Due Diligence Review of _______________
Technology Review

Objectives:

1. To understand the Company's current technology status, including organization, hardware and systems software, applications software, and level of automation of the business

2. To identify any issues related to the Company’s ability to maintain its current technology and to meet its business plan

3. To assess financial implications of the Company’s technology plans

4. To identify opportunities for leveraging the technologies of the Company’s operations

5. To identify immediate transition initiatives necessary to accomplish a successful merger of the Company’s technologies

Due Diligence Activities and Key Findings:

A. Executive Overview
Summarize the highlights of your due diligence findings and recommendations.

B. Current IT Environment

B-1. Business Applications

	
	Business Applications

	
	Application
	HW
	O/S
	Stability
	Growth
	Vendor
	# Users

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	


Comments: ______________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
B-2. Infrastructure (Servers, LAN/WAN)

	
	Infrastructure

	
	Server/LAN/WAN
	Location
	O/S
	Primary

Applications
	Stability
	Growth
	# Users

	
	
	
	
	
	
	
	

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	


Comments: _______________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

(Place a high-level systems overview chart here.)

B-3. IT Organization
The technology staff consists of:

1. Managers


(#)

2. Programmers

(#)

3. Business analysts

(#)

4. Help desk


(#)

5. Infrastructure specialists
(#)

6. Operations


(#)

7. Other


(#)
Total employees

(#)

Monthly staff expense trend is ($______) and (___%) of revenue.

The staff expense trend is expected to (increase/decrease).

The programming projects are prioritized by (__).

Programming backlog for business applications is:


Application A (_____ hours or ____ months)


Application B (_____ hours or ____ months)


Application C (_____ hours or ____ months)

The staff is (adequate/inadequate) to support the current technology of the company.

Comments: _______________________________________________________________

_________________________________________________________________________

_________________________________________________________________________
(Place a simple IT Organization chart here.)
B-4. Technology Major Expense Run Rates

Review of the major technology expenses included:

	Technology Major Expense Run Rates

	
	Item
	Monthly

Expense
	% of

Revenue
	Expected

Trend
	Leverage

Opportunity

	1
	Technical staff
	
	
	
	

	2
	HW & SW Maintenance
	
	
	
	

	3
	Data/Voice Telecom
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	


Comments: _______________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

B-5. Automated Processes
The company has automated their business in the following areas:

	
	Automated Processes

	
	Item / Category
	% Automated
	Additional Opportunity ($$)
	Estimated Costs
	Monthly Savings

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	


Comments: _______________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

C. Budget Summary

	Budget Summary

	
	Item
	Jan 
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug 
	Sep 
	Oct 
	Nov
	Dec
	Total 

	Operating Budget
	
	
	
	
	
	
	
	
	
	
	
	
	

	1
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	Transition Costs
	
	
	
	
	
	
	
	
	
	
	
	
	

	1
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Comments: _______________________________________________________________

_________________________________________________________________________

_________________________________________________________________________
D. Capital Needs Summary
In the next 12 months, the company will need to make a capital investment of ($___).

The breakdown is summarized as follows:

	
	Capital Needs

	
	Item / Category
	Estimated

Costs
	Timeframe
	Reason / Justification

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	


Comments: _______________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

E. Key IT-Related Projects
Planned projects for the next 12 months include the following:

	
	Key Projects

	
	Project
	Estimated

Cost
	Timeframe
	Estimated

ROI
	Key Benefits

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	


Comments: _______________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

F. Business Risks
Business continuity, financial, or other risks discovered include the following:

	
	Business Risks

	
	Item
	Issue
	Potential Risk Value
	Remedy
	Remedy Cost

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	


Comments: _______________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

G. Leverage Opportunities
Opportunities to leverage the business from the merger of the two companies include:

	
	Leverage Opportunities

	
	Item
	Value
	Estimated

Cost
	Timeframe

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	


Comments: _______________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

H. Transition Projects
Transition items that need to occur include the following:

	
	Transition Projects

	
	Project / To Do
	Timeframe
	Responsibility
	Estimated Cost
	Comments

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	


Comments: _______________________________________________________________

_________________________________________________________________________

_________________________________________________________________________
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