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Checklist

Whether you’re working through or taking some
well deserved time off, we’ve put together a handy
checklist for the holidays to make It easy for your
customers to get Iin touch over the silly season.
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HOLIDAY CONTENT/CONTACT CHECKLIST
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Update your Schedule any
hours everywhere social posts

Make sure your customers know when you’re Planning, creating and scheduling your
operating, whether you’re open or available soclal posts in advance takes the
through the holidays, have select staff pressure of during an already very busy
available or will be closed all together - and season (and saves you from posting if
when these apply. you’re taking a holiday)!

() website

O Social - Facebook, Instagram, LinkedIn
() Google Business Profile
O Yellow Online Profile

U U
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Inform customers Refresh your
about key dates contact details

Keep your customers informed with the dates Check all channels into the business are
they need to know about. working as they should and are being
monitored by the correct staff over the
O Delivery Cut Off - when they need to holidays, so no customers slip through
order by to receive their orders for the cracks.

Christmas or before New Years
() Check phone number listed is current

() Booking Cut Off - let your customers and relevant redirects are set up

know when they need to book or if there
are limited spaces available O Website forms are working

() When and for how long you’ll be closed (J Make sure social accounts are covered
over the holiday season

() when you’ll be back
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HOLIDAY CONTENT/CONTACT CHECKLIST
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Upda’re your Arm your
“out of office” alarms

The holidays are nearly here! Before Whether it’s your office, physical store
logging off update your email out of or place of operation, if you’re taking
office and voicemaiil some time off make sure your alarms

are on and you’ve alerted your alarm
(J Email company.

() Voicemail - remember to change this
back after the holidays!

O Social - If you’re not active over the
holiday period, post a tile letting
customers know you’re out of office

Last, but not least, wish your
customers a happy holidays!
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