CHECKLIST

e Plan your time off.
DECIDE YOUR « Also, decide on your first working of the New
LAST WORKING Year and any days you will be working over

L1 L]

DAY the festive period
9 DEAL WITH CLIENT WORK:
Note any outstanding work for customers [ ]
OUTSTANDING
What client calls do you need to make [ ]
WORK :
What emails do you need to send %
Create list of clients & send Christmas cards/glftsDD
(DO IT NOW.

DON'T LEAVE

IT UNTIL THE LB,
LAST MINUTE) Send due invoices & pay invoices owed [ ]
Chase in any outstanding payments due [ ]

- 4
e Block out time to the complete outstanding tasks. | |

HoOELs @ e Block out your time off over the festive period [ ]
YOUR DIARY : : :
e Allow time for any last-minute emergencies. [ ]
W]
E MARKETING e Write and schedule r?ewsletters and blogs [ ] g
e Schedule social media posts [ ] %
e e Send any last minute cards & gifts to clients
CUSTOMER e Email clients with your festive hours D
CONTACT e Set up emails with out of office message ]
e Set out of office message on phone/mobile [ ]

@ TAKE THAT e Switch off from work when with friends & faminD
BREAK! e Turn off notifications on your phone. Unplug ]

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