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Microsoft 365 license audit
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Recoverable annual spend

$4,668 17 90+ days

reclaimable licenses dormancy threshold
$389 / month

Recommended actions

Action Seats Annual $
Drop 5 unassigned ENTERPRISEPACK licenses at renewal 5 $1,560
Reclaim 2 dormant ENTERPRISEPREMIUM licenses 2 $984
Reclaim 3 dormant ENTERPRISEPACK licenses 3 $936
Drop 5 unassigned POWER_BI_PRO licenses at renewal 5 $840
Reclaim 1 dormant VISIOCLIENT license 1 $180
Reclaim 1 dormant POWER_BI_PRO license 1 $168
Estimated recoverable spend $4,668
Review: licenses that may not be needed

Not counted in the recoverable total. Some of these legitimately need a license, so check each one before removing it.

Account Type License Annual $ In total
Accounts Payable Shared mailbox ENTERPRISEPACK $312 No
accounts.payable@contoso.com 3.2 GB, no archive

Alex Morgan (Fabrikam) Guest account ENTERPRISEPACK $312 No
alex.morgan_fabrikam.com#EXT#@contoso.onmicrosof

t.com

Boardroom Room mailbox 0O365_BUSINESS_ESSENTIALS $84 No
boardroom@contoso.com 0.4 GB, no archive

Legal Records Shared mailbox ENTERPRISEPACK $312 Needs
legal.records@contoso.com 61.5 GB, archive license
Possible extra saving (not already in the total) $708

Guest account: Guest (external) account with a paid license. Guests usually work in your tenant without one; check before removing.
Shared mailbox: Shared mailbox with a paid license. Not needed under 50 GB unless it has an archive or litigation hold.

Room mailbox: Room or equipment mailbox with a paid license. Resource mailboxes usually don't need one.
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Offboarding: what the leavers still hold

Not counted again in the recoverable total - these licenses are already in it. This is the per-person list of what is still outstanding.

Account Reason Licenses held Groups Mailbox

Jordan Lee Disabled ENTERPRISEPREMIUM 6 groups still a user mailbox
jordan.lee@contoso.com 2025-11-02

Priya Shah Inactive ENTERPRISEPREMIUM 3 groups still a user mailbox
priya.shah@contoso.com never/unknown

Wei Chen Disabled ENTERPRISEPACK none shared
wei.chen@contoso.com 2025-08-22

Marco Ruiz Inactive ENTERPRISEPACK unknown still a user mailbox
marco.ruiz@contoso.com 2025-09-14

4 of 4 account(s) still have something outstanding: 3 with a mailbox nobody converted to shared, 2 still in at least one group (1
unknown).

A shared mailbox under 50 GB with no archive does not need a license, so converting one is often what turns a dormant seat into a saving
you can keep.

Dormant licensed users

User UPN Reason License Last active Annual $

Jordan Lee jordan.lee@contoso.com disabled ENTERPRISEPREMIUM 2025-11-02 $492

Priya Shah priya.shah@contoso.com inactive ENTERPRISEPREMIUM never/ $492
unknown

Marco Ruiz marco.ruiz@contoso.com inactive ENTERPRISEPACK 2025-09-14 $312

Dana Okafor dana.okafor@contoso.com inactive ENTERPRISEPACK 2025-10-01 $312

Wei Chen wei.chen@contoso.com disabled ENTERPRISEPACK 2025-08-22 $312

Rosa Jimenez rosa.jimenez@contoso.com inactive VISIOCLIENT 2025-09-30 $180

Sam Patel sam.patel@contoso.com inactive POWER_BI_PRO never/ $168
unknown

Methodology

A user is counted as dormant when the account is disabled, or has no activity in the last 90 days. Activity was determined via Microsoft 365
usage reports. Prices are public list-price estimates (USD/user/month) and should be adjusted to your actual contract for exact figures. Guest
accounts are users of type Guest. Mailbox types, sizes and archives come from Microsoft 365's mailbox usage report, which can take a long
time to list a mailbox nobody has used - weeks, in our own testing - so its type is shown as unknown rather than guessed. A mailbox over 50
GB or with an archive needs a license and isn't counted as a saving. The offboarding list covers the same dormant accounts, showing what
each still holds; its licenses are already in the recoverable total and are not counted twice. Group counts are each account's direct group and
directory-role memberships. This scan is read-only and stores no tenant data.
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