IT Support Cost Comparison Checklist
Compare up to three IT support proposals on a like-for-like basis
	Use this checklist to compare IT support providers on a like-for-like basis. It is designed to help you record what each proposal includes, identify additional costs, compare the true overall price and present the options clearly back to your business.



How to use this checklist
1. Add the names of the providers you are comparing.
2. Work through each section using the written proposal or ask the provider to clarify anything that is missing.
3. For service rows, write Included, Extra (with the cost), Not included or N/A in each provider column.
4. Calculate the expected first-year and ongoing cost at the end. Do not rely on the headline per-user or per-device price alone.
	1. Provider and Quote Summary



	Check
	Provider A
	Provider B
	Provider C

	Provider name
	
	
	

	Main contact
	
	
	

	Quote / proposal date
	
	
	

	Quote valid until
	
	
	

	Pricing basis (per user / per device / fixed / hourly)
	
	
	

	Number of users included
	
	
	

	Number of devices included
	
	
	

	Minimum user / device requirement
	
	
	

	Minimum monthly contract value
	
	
	

	Headline monthly support fee
	
	
	

	One-off / onboarding fee
	
	
	

	Quoted monthly add-ons
	
	
	

	Estimated total monthly cost
	
	
	

	Estimated first-year cost
	
	
	




	2. What Is Included in the Monthly Support Fee?



In each provider column, record whether the item is included, costs extra, is not included or is not applicable.
	Check
	Provider A
	Provider B
	Provider C

	Helpdesk and Support Access

	Helpdesk support
	
	
	

	Standard support hours
	
	
	

	24/7 or out-of-hours human support
	
	
	

	Remote support
	
	
	

	Onsite support
	
	
	

	Users, Devices and Infrastructure

	End-user devices covered
	
	
	

	Servers / server infrastructure
	
	
	

	Network equipment
	
	
	

	Device monitoring
	
	
	

	Patch management and updates
	
	
	

	Microsoft 365 administration
	
	
	

	New starter setup
	
	
	

	Leaver / account closure support
	
	
	

	Third-party software support
	
	
	

	Security and Resilience

	Endpoint security / antivirus
	
	
	

	Email security
	
	
	

	Security monitoring
	
	
	

	Backup management
	
	
	

	Backup service / storage
	
	
	

	Disaster recovery
	
	
	

	Proactive and Strategic Support

	Regular service reviews
	
	
	

	IT roadmap / strategic planning
	
	
	

	Supplier / vendor management
	
	
	

	Project resource / project hours
	
	
	






	3. What Could Cost Extra?



Record the charge, pricing method or any conditions that could make the item chargeable.
	Check
	Provider A
	Provider B
	Provider C

	Microsoft 365 / software licences
	
	
	

	Cybersecurity products or services
	
	
	

	Backup and disaster recovery licences / storage
	
	
	

	Hardware and replacement devices
	
	
	

	Internet connectivity
	
	
	

	Telephone / communications services
	
	
	

	24/7 or out-of-hours support
	
	
	

	Out-of-scope onsite work
	
	
	

	Engineer call-out / travel charges
	
	
	

	Project work
	
	
	

	Specialist third-party software support
	
	
	

	Setup / onboarding
	
	
	

	Additional sites / locations
	
	
	

	Additional users / devices during the contract
	
	
	

	Other chargeable services
	
	
	

	Other exclusions from the monthly fee
	
	
	




	4. Contract and Pricing Terms



	Check
	Provider A
	Provider B
	Provider C

	Contract length
	
	
	

	Renewal term
	
	
	

	Notice period
	
	
	

	Annual price increase / review method
	
	
	

	Service level / response targets
	
	
	

	Resolution targets (if stated)
	
	
	

	What is classed as out of scope?
	
	
	

	What happens if requirements change?
	
	
	

	Any other commercial conditions
	
	
	




	5. Calculate the True Cost



Use the figures below to compare the total expected spend rather than the headline support fee alone.
	Check
	Provider A
	Provider B
	Provider C

	A. Monthly IT support fee
	
	
	

	B. Expected monthly software / licence costs
	
	
	

	C. Expected monthly cybersecurity costs
	
	
	

	D. Expected monthly backup / disaster recovery costs
	
	
	

	E. Expected monthly out-of-hours / 24/7 costs
	
	
	

	F. Other expected monthly add-ons
	
	
	

	G. Total expected monthly cost (A+B+C+D+E+F)
	
	
	

	H. One-off onboarding / setup costs
	
	
	

	I. Expected project / implementation costs in year one
	
	
	

	J. Other expected one-off costs
	
	
	

	K. Estimated first-year total (G x 12 + H + I + J)
	
	
	

	L. Estimated ongoing annual cost after year one
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