Holiday Preparation Checklist
The purpose of this checklist is to give you a list of the things you need to consider and potentially action in December (or mid-year) when you maybe looking to take a week or two off work. This checklist serves to be a reminder as well as a refresh and replan for the coming year or half year.
Items to Prepare
· Set up a friendly out off office on your email accounts.
· Ensure that any customer service emails, or queries are going to be dealt with. Hire a virtual assistant over this time off period if you currently do the customer service yourself.
· If selling physical products, ensure you have enough inventory to last the time your away and look to pre-order more for when you return.
· Complete any tasks that are outstanding, so you don’t dwell on these whilst on holiday.
· Notify any key stakeholders of you holiday plans. These can be key clients, suppliers etc.
· If you do a regular newsletter or podcast, either prerecord and upload these to auto send on the weeks you’re on holiday or notify your audience that you’ll be taking a few weeks off and what date you’ll be restarting the newsletter or podcast.
· Schedule your social media posts to continue to send whilst you’re on holiday.
· Ensure that all expenses and invoices are either paid before you leave, or you have set up auto payments, so they don’t fall overdue whilst on holiday.
· Check to see if any taxes or tax filings are due and do these before you leave.
Spring Cleaning
· Ensure your website is backed up and up to date in terms of plug ins and platform.
· Update all computer software.
· Run a disc cleanup and update on your computer.
· Inspect your hard drives fan (underside of laptops or back of PC towers) for dust and clean if there is dust built up.
· Switch off mouse and keyboard and wipe them down with a sanitizer to clean them.
· Review all paid subscriptions and consider if you actually need them or not. Cancel any you don’t use. Tip – many subscriptions for software will offer you a few months free if you go to cancel, to try to get you to stay subscribed. You can try this on your active subscriptions and take the offer even if you have no plans to unsubscribe!
· Do a restart of your computer and actually turn it off before going on holiday – it needs the break just like you do.
Need to schedule social media posts for holidays?
Missinglettr does this! Check it out by clicking the button below
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