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IT Planning Checklist for SMBs | 99Ten 

1. Assess Your Current IT Infrastructure 

o Inventory all hardware, software, and network components 
o Analyze system performance and reliability 
o Identify bottlenecks and inefficiencies 
o Consult with a trusted IT partner to evaluate your current setup and identify gaps 

2. Define Business Goals and Align IT Objectives 

o Align IT investments with business goals 
o Prioritize initiatives based on business impact 
o Develop an implementation roadmap 
o Work with an experienced IT partner to ensure your technology strategy supports 

long-term growth 

3. Explore Technological Options 

o Evaluate cloud solutions for scalability and cost-effectiveness 
o Consider automation tools to streamline repetitive tasks 
o Select collaboration platforms to improve communication 
o Leverage expert advice from your IT partner to choose the best technology stack 

4. Conduct a Cost-Benefit Analysis 

o Calculate upfront costs (hardware, software, implementation) 
o Estimate ongoing expenses (maintenance, subscriptions, support) 
o Assess expected benefits in efficiency, productivity, and revenue 
o Review financial implications with your IT partner to maximize return on 

investment 

5. Plan for Implementation 

o Develop a step-by-step deployment plan with responsibilities and timelines 
o Communicate the plan with all stakeholders 
o Conduct pilot tests to identify and resolve potential issues 
o Ensure smooth deployment with the guidance of your IT partner 
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6. Develop a Training Program 

o Identify areas where employees need additional training 
o Choose appropriate training formats (workshops, online courses, one-on-one 

sessions) 
o Evaluate training effectiveness and make necessary adjustments 
o Have your IT partner provide tailored training sessions to maximize adoption 

7. Establish a Maintenance and Support Plan 

o Schedule regular software and hardware updates 
o Set up clear IT support channels for issue resolution 
o Monitor system performance and proactively address potential problems 
o Work with a reliable IT partner for ongoing support and monitoring 

8. Review and Update IT Policies 

o Define security protocols for data protection and access control 
o Establish usage policies for company IT resources 
o Ensure compliance with industry regulations and legal requirements 
o Keep policies updated with recommendations from your IT partner 

9. Plan for Scalability 

o Choose scalable technologies that grow with your business 
o Implement flexible architecture for easy integration of new components 
o Stay informed about emerging technologies that may impact your industry 
o Rely on your IT partner to help future-proof your infrastructure 

10. Evaluate and Iterate 

o Define key performance indicators (KPIs) to measure success 
o Gather user feedback to identify areas for improvement 
o Regularly review and adjust IT strategy to align with evolving business needs 
o Engage with your IT partner for continuous improvements and strategic insights 
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