Software License Inventory

	Category
	Software
	Number of Licenses
	Number of Installed Copies
	License Type

	Product Keys

	Where is Installation CD or source files

	Office Productivity
	MS Office 2003
	33
	31
	Volume license
	XXX-12345-678910-XXX
	Locked file cabinet in Barbara’s office
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� Notes: Every vendor has different license types and license categories, so the information you enter here will vary.  For example, you might note here that the license and the software came with the computer and can’t be transferred to another machine.  This is known as an OEM license.  Also, most large vendors sell volume licenses if you need more than a certain number of copies.  For more information, see your documentation or contact your vendor.  





� The product key (aka activation key or license key) is a number that you use to prove that you have a legal, authorized copy of the software.  If you enter your product keys in this worksheet, be sure to encrypt the file and keep hard copies of it in a safe location.   Anyone who knows your product key can install the software themselves, which might deactivate your copy or cause problems for you with your vendor.  Instead of entering the product keys here, you might use this field to point to another, more secure location.








