
1 D E C I D E  Y O U R 

L A S T  W O R K I N G 

D A Y

Plan your time off.  
Also, decide on your first working of the New
Year and any days you will be working over
the festive period

CLIENT WORK:
Note any outstanding work for customers 
What client calls do you need to make
What emails do you need to send
Create list of clients & send Christmas cards/gifts

FINANCES:
Send due invoices & pay invoices owed
Chase in any outstanding payments due

2 D E A L  W I T H 

O U T S T A N D I N G 

W O R K

Block out time to the complete outstanding tasks.
Block out your time off over the festive period
Allow time for any last-minute emergencies.

3

Write and schedule newsletters and blogs
Schedule social media posts

4

C U S T O M E R 

C O N T A C T

Send any last minute cards & gifts to clients
Email clients with your festive hours
Set up emails with out of office message 
Set out of office message on phone/mobile

M A R K E T I N G

5

B L O C K  O U T 

Y O U R  D I A R Y

6 T A K E  T H A T 

B R E A K !

Switch off from work when with friends & family.
Turn off notifications on your phone.  Unplug

the laptop.
Remember to make memories, not just money!!

T H E  S M A L L  B U S I N E S S  C H R I S T M A S 

C H E C K L I S T

W W W . A N G I E T A F F S . C O M

( D O  I T  N O W . 

D O N ' T  L E A V E 

I T  U N T I L  T H E 

L A S T  M I N U T E )


