Telecom Audit Worksheet

Inventory every telecom service across your portfolio, flag waste, and calculate savings.

Step 1: Gather All Bills (last 3 months)

L1 Office phone systems (all properties + corporate)
L] Internet service (all properties + corporate)

L1 Mobile phones and tablets (all lines)

] POTS/copper lines (fax, alarm, elevator, gate)
[] Other telecom (conferencing, digital fax, etc.)

Step 2: Build Your Inventory

For each service, record the details below. Print additional copies as needed.

Service / Line Property Provider Monthly $ Contract Exp. Who Uses It?
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Step 3: Flag Waste

Lines connected to equipment nobody uses
Mobile devices not actively in use

Internet tiers exceeding actual usage
Auto-renewed contracts without renegotiation
Duplicate services from past migrations
Pass-through services billed without review

ooooooo

Add-on features nobody uses

Step 4: Calculate Quick Wins

[] Services to disconnect immediately: $ /mo

L] Services to downgrade/right-size: $ /mo

[] Contracts due for renegotiation within 6 months: $ /mo
Estimated monthly savings: $ | Annualized: $

Step 5: Evaluate Bigger Moves

L] Get quotes for cloud phone system to replace legacy PBX
] Explore cellular adapters for remaining POTS needs

[ Request volume pricing based on total portfolio spend

[] Evaluate unified comms platform for internal channels
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