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A practical, 10-minute guide to planning your technology spending.
Use this worksheet to identify what you already spend, what may be coming next, and where to ask questions. Estimates are fine. You can complete it on your computer or print it.
1  |  Start with your business
	Business name: ______________________________
	Employees today: __________

	Expected employees in 2027: __________
	Estimated 2027 revenue: $____________

	2026 IT spending (if known): $____________
	Person completing worksheet: ______________


2  |  Build your estimated IT budget
Monthly expenses × 12 = annual recurring cost. Add one-time purchases to get each category’s annual total. If a service is already included in your IT provider’s fee, do not count it again.
	Expense category
	Monthly $
	One-time $
	Annual total $

	IT support / managed services
Help desk, monitoring, IT staff

	
$________
	
$________
	
$________

	Software & licenses
Microsoft 365, business applications, AI tools

	
$________
	
$________
	
$________

	Cloud & connectivity
Hosting, internet, storage

	
$________
	
$________
	
$________

	Cybersecurity
Security tools, training, insurance

	
$________
	
$________
	
$________

	Backup & recovery
Data backup and recovery services

	
$________
	
$________
	
$________

	Hardware & replacements
Laptops, servers, network equipment

	
$________
	
$________
	
$________

	Projects & improvements
Migrations, new locations, upgrades

	
$________
	
$________
	
$________

	TOTAL PLANNED EXPENSES
	
	
	
$________


Tip: Ask your IT provider for a breakdown of what your monthly agreement already covers.

3  |  Check for overlooked expenses
Mark the items you have accounted for. Circle any that need a conversation or quote.
☐  Computers or network equipment nearing replacement
☐  Software renewals, price increases, or unused licenses
☐  New hires, locations, or additional devices
☐  Security training, cyber insurance, and compliance needs
☐  Backup testing and a plan to recover from an outage
☐  AI tools and employee usage guidelines
☐  Projects that may require outside IT help
4  |  Add a cushion for surprises
A contingency reserve can help cover urgent replacements, unexpected work, or pricing changes. Choose a reserve of 10–15% of your FINAL budget.
	A. Planned annual expenses (from page 1)
	$____________

	B. Contingency rate (choose 10%, 12%, or 15%)
	________ %

	C. Contingency amount = A × rate ÷ (100 − rate)
	$____________

	D. TOTAL 2027 IT BUDGET = A + C
	$____________


Example: $40,000 in planned expenses at a 12% reserve → $5,455 reserve → $45,455 total (rounded).
5  |  Make sure spending supports your goals
What are your top two technology priorities for 2027? (Examples: reduce downtime, protect customer data, support growth, replace aging equipment.)
1. __________________________________________________________________________
2. __________________________________________________________________________
What is one expense or risk you need your IT provider to clarify?
____________________________________________________________________________
Questions worth asking your IT partner
☐  What is included in our monthly fee, and what is billed separately?
☐  Which equipment or software should we plan to replace next?
☐  Are our backup, security, and recovery plans adequate?
☐  What could we simplify or stop paying for?
Your IT budget doesn't have to be perfect. The goal is to understand what you're spending today, anticipate what's ahead, and make informed decisions for 2027. If you are unsure what belongs in yours, Tech River can help you review your environment and plan ahead.
Learn more: techriver.com
IT Budgeting for 2027: techriver.com/2026/10/15/it-budgeting-for-2027/
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