
Use this checklist to help identify hidden costs for new technology purchases. Answer each question ‘Yes,’ ‘No,’ or ‘Don’t Know.’ Although purchasing and installing new equipment and software always entails costs, those questions where your response is ‘No’ or ‘Don’t Know’ should alert you that hidden or unanticipated costs will probably be incurred.

	Initial Hidden Costs Checklist

	Total Cost of Ownership: Computer Hardware

	Ask Yourself
	Yes
	No
	Don’t Know

	Is the system being considered compatible with existing equipment?
	
	
	

	Can the new system support your needs with its current specifications (i.e., enough memory, CD/DVD RW drive)? 
	
	
	

	Is the manufacturer reliable?
	
	
	

	Is the warranty sufficient for your needs?
	
	
	

	Does the system have an acceptable performance record?
	
	
	

	Is the price affordable?
	
	
	

	Additional questions:



	Total Cost of Ownership: Peripherals

	Ask Yourself
	Yes
	No
	Don’t Know

	Are peripherals (i.e., printers, modified keyboards) readily available for the system? 
	
	
	

	Are peripherals for this system affordable?
	
	
	

	Are existing peripherals on site compatible with this system?
	
	
	

	Additional questions:



	Total Cost of Ownership: Physical Setting

	Ask Yourself
	Yes
	No
	Don’t Know

	Do you have enough furniture (i.e., computer tables, chairs) to accommodate the new systems?
	
	
	

	Is the space large enough to handle additional furniture?
	
	
	

	Is the proposed location secure?
	
	
	

	Do you have sufficient electrical capacity to add additional systems?
	
	
	

	Do you have sufficient Internet access to add new systems?
	
	
	

	Additional questions:



	Total Cost of Ownership: Installation

	Ask Yourself
	Yes
	No
	Don’t Know

	Is free installation provided by the manufacturer?
	
	
	

	If so, is the installation timeline reasonable (within 30 days of delivery)?
	
	
	

	If installation is included, is the manufacturer responsible for all aspects (i.e., unboxing equipment)?
	
	
	

	Additional questions:



	Total Cost of Ownership: Software

	Ask Yourself
	Yes
	No
	Don’t Know

	Does the system use the same operating system (i.e., Windows 2000, Windows XP, Mac OSX) currently used on site?
	
	
	

	Does the system come loaded with needed application software (i.e., Microsoft Office Suite, AppleWorks)?
	
	
	

	Is the system compatible with instructional software currently used on site?
	
	
	

	Is the system capable of running software you need to use (instructional and/or administrative)?
	
	
	

	Additional questions:



	Total Cost of Ownership: Professional Development

	Ask Yourself
	Yes
	No
	Don’t Know

	Do staff members have the necessary skills to use the operating system installed on the systems?
	
	
	

	Do staff members have the necessary skills to use the application software installed on the system?
	
	
	

	Do staff members have the necessary skills to use the instructional software installed on the system?
	
	
	

	Do staff members have the necessary skills to use the administrative software (i.e., student record keeping) installed on the system?
	
	
	

	Do staff members have the necessary skills to teach students how to use the instructional software and applications installed on the system?
	
	
	

	Additional questions:




While this checklist is not guaranteed to uncover every hidden cost, it will help you avoid common pitfalls.
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