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Why This Checklist?

. o] O o c o C C C
Holiday Season 3000 Customer 60300 022302U01 QOLVICOWIII slevowd
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C e O coc (%
@@om| Customer 300 Message ©6epm 03060 @o@co’]oooou
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Print 0906@3 Checkbox eogor% ooos?qjcc::o% Check C\?(SL;]
Holiday eor%cc:eccz 33§é:3§3 2-3 6106 @l@&ﬂ

o C Cc o . C
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SECTION 01

01. Google My Business

C C

Google Maps e0lgn 20¢aobeszs, Holiday Sadeadyps Update co0[gcs

[J Holiday Hours Update co0dl

Special Hours section & 00560 MO0 50!
P §2 VO §MPE0y OO

] Holiday Post oocul

o ¢c ¢ c c c
UCDGl(D &?GO’JDCS(D’) %(; @,%%)geugqoo G@e)(ﬂ

] Business Description ool

Holida mmw“"d]cf;/soo%oacﬁ $ 323|M3C0M VS 00U
Y P$% PUOg§ 329| P$°9%

) Google Reviews 6[gconzd]

ee@qe:mo@ Reviews e0) Holiday eor%cr:af: e[;gooozd]

) Photos Update co0dl

. C o C .
Holiday theme e2000qps onCao:0l (optional)

PRO TIP

Google My Business Special Hours 093 @lmé 1 oo%@l Update C\?{)CO’)S(.;] — Customer 603
@10363308
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SECTION 02

02. Facebook Page

. C [of C
Facebook Page 60l Holiday Content ¢ Schedule gps 0o6z05(3Cs

() Holiday Wish Posts Scheduled [§[§om: 000l

Date/Time 05006 [§§000] — Timezone 9§6,co:

] 803@105 c@eaquﬁ Post ;o¢cul

c _coc ¢ c_¢cMmc ¢ ¢ ¢ ¢ c c
CDODGlO’DOO)G()DI oowqm@%o(ﬂ:ew ﬂCSﬂCSC\)CSC\)CS GG]_SL;]

[J Auto-Reply Message [gcdl

o . [of
Messenger auto-reply 03 Holiday message s[goCzoonzdl

[J Business Hours Update o004l

. o . C
Page Info > Hours section o) Holiday hours e[gpcoo']

[J cover Photo 6[gac:4] (Optional)
Holiday themed cover photo o@:qjéq{: @l@{:ooo:d]

] Pinned Post 000l

o _C C C o . (o
SlealS[os e@@')qjm Post o Pin C\Eooooao']

PROTIP

Scheduled Posts eogo% Publishing Tools > Scheduled Posts & Date/Time @%@5)0’]
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SECTION 03

03. TikTok Shop

TikTok Shop €, Holiday Settings gjao:[gc: — Policy a3 0gdaddl

) Holiday Mode / Vacation Mode ¢cdl

Shop Settings > Vacation Mode o3 Holiday q(rSa‘)zaor%: Set coddl
L o L L

() shipping Template [§col

. . . (] .
Delivery timeline 03 Holiday 000032000 |gcsoco

] 24-Hour Urgent Delivery Policy ool

TikTok Shop 00 24 §3§3203E: Ship c00geW) Policy §ooud — 600SCEC Vacation Mode ¢Eoo:dl

] Inventory Stock ooul

Holiday eor%cr:sf: Stock @ée@é ®§)[§z Out of Stock items eop Deactivate C\:L)f)o']

[J Auto-Reply wcdl

o . . C C
Chat auto-reply oo Holiday aco Response time e@')g Set C\?oo']

] Pending Orders oo0l

Holiday 6o3¢aC Pending orders 3a2:0d: Process co0(G:ul

PROTIP

TikTok Shop Policy 32 24hr 3309(‘5: Ship em&q{: Penalty qﬁéooos — Vacation Mode 00Eod
o _C N L L 0 5
eoood]i
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SECTION 04

04. Lazada [ Shopee

E-commerce Marketplace Platforms e6len Holiday Settings ooez0z(3Cs

) Holiday Mode / Vacation Mode ¢cdl
Seller Center > Shop Settings > Holiday Mode cg(::d]

] Warehouse 803:-]]’% Set C\?&Jl

Warehouse/Fulfillment center 80561(75@03 System &o ooéo’]

[ shipping & Delivery Timeline [gcdl

Expected delivery date 03 Holiday mc0320305 Adjust 000l

) chat Auto-Reply ¢&dl
Buyer Chat q Auto-reply (7% Holiday message e@xr::o']

] Voucher/Promotion Dates 000l

Active promotions 6o Holiday aoocoed [gooo§9 @&e@& 000l

[J Pending Orders Process c04l

Holiday 603¢aC Ship 0005803 Orders 3200§ coaddl

] Return/Refund Policy ooul
Holiday oooco Return timeline fi)@oe@o Check 0?60']

PRO TIP

o o C (% C [%
Lazada/Shopee oo Response Rate 0D 0PC2000000 — Auto-reply gcaoniqC Rate eoqjo']
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SECTION 05

05. Food Delivery Platforms

Grab Merchant / LineMan / Shopee Food — Order Canceling Rate eomdezan¢ [03)[gE(g¢s

] Store 805@10'3 Set C\?f:o'l

oooqmqn%o;)zaor%é: Platform m&?qjéz&p Holiday off-day oop_%tﬂ

() operating Hours [gcdl

Holiday period 3203&: @&q[§/G0d3[s [gEUl

0 o

] Menu Items 000l

. C O0C . . C
Holiday €2 wegpcisco) Items 6oy Temporarily unavailable 00l
1 L ° o L

] Order Cancellation Rate o?.L) 2009000301

o ¢ c 1=} c c C C
(Sleplecatly Order ocmo[g: Cancel oQLggC Rate oomoewd

[ Delivery Area 000l

. . C Ny o
Holiday nooco Delivery coverage area e@ac:mﬁ §o§

§ 000

[ Driver/staff Availability oo0l
Holiday coco Staff schedule [§&soC(§s(Gooos

PROTIP

C C

Food delivery platforms &> Order Cancel Rate 5% eoqﬁ)qc‘i Penalty q%coooo

[(3|00p0d

oc ¢
()CDG](DGCYg
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SECTION 06

06. Email Marketing

Holiday 0200032030 Email Campaigns s¢ Auto-responders [§Cao¢(gcs
(o] 1 e

[J Holiday Greeting Email Scheduled co0dl]

Holiday wish email 093 @loof: Draft/Schedule C\'i_)f)oor):o']

] Office Closure Notice Email fl.!d]

8036106608 CIient/Customer eoga% @[e[gxﬂ

[J Auto-Responder ¢cdl

Out-of-office auto-reply 093 00DMNNCO30M Set YLV

] Email Sequence/Drip Campaign oo0l

. . C C
Holiday nooco Automated emails 60y Pause co0goads 000l

] Newsletter Schedule oo0l

. o co o . C
Holiday nooco Newsletter 0o$Q§e000: 5900 Decide C\?oo']

[J Post-Holiday Campaign [gcdl
Holiday (§:C [§§Geud Welcome-back email [3|[gcdl

PROTIP

Holiday email or% Holiday eor%éeé 2=8 6106@[ f:)oo'] — Holiday eeporS

-C
=Co
3
[
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SECTION 07

07. Broadcast Messages

Platform sa:dze), Broadcast Message / Push Notification [Caoc(gcs

() Facebook Broadcast Message Scheduled o004l

Messenger broadcast (Tcé Holiday wish/notice 33@5) Schedule 0360']

[ LINE Official Account Broadcast 0o0l
LINE OA §qC Holiday message broadcast [03|(gcdl

[] Viber Business Message ool

Viber Business account §§¢ Holiday notice §dl

] SMS Campaign 000l

SMS marketing 036&?618 Holiday message schedule 000l

] Push Notification Schedule 000l

App push notifications Holiday o200 Schedule aj—»%ecjs% 000!

] WhatsApp Business Broadcast ooul

WhatsApp Business a3:6$6C Holiday message [g¢socdl

PROTIP

o C cCoO0 C o C C C
Broadcast message ecpm Platform oooacomegc Content o) Platform oooag|c:za0m
. C
Customize c\?oo']
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SECTION 08

08. Website & Landing Page

. C . . . [of %
Company Website s¢ Landing Pages eoTeJ;o Holiday Information Update C\?O@Co

[J Holiday Banner/Popup cop3dl
Website edlen Sad60de(3pag)ad Banner a3 Popup copdd]

] Operating Hours Page Update co00l
L
Contact/About page &> Holiday hours @&ﬂ

[J Live Chat Widget [gcdl

Live chat §§ € Holiday auto-response copdl

] Contact Form Auto-Reply 000l

. . . [o} . C
Form submission auto-reply email o3 Holiday message oo&)lo']
L S

] E-commerce Orders ool
Website ¢2 Shop §§C Shipping notice/Holiday delivery note copddl

PRO TIP

. o . C C C N
\(/)V(—:;bSlEe (I)oonn?r ™ eye-catching @oemc ooo:0l — Customer 603 Homepage 6P ox§,
002§ (DE3NC
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SECTION 09

09. Paid Ads & Campaigns

Meta Ads, Google Ads, TikTok Ads — Holiday 0ooco Budget & Campaign Management

) campaign Budget [4§p36]

. [o} . C
Holiday 02000 Spend eogpg|eains opsecd: Decide 030&

() Holiday Special Campaign [cdl

Holiday promo/offer campaign ﬁqé Schedule 000l

] Auto-Rules 000l

Automated rules 6o Holiday 03000 [ooogd [§os(go 0odl

[ ] Ad Creative Eif:o'l

Holiday theme ad creatives @ané@:[gmz

] Landing Page Links ooJl

Ads mes ogn:0) Landing page Holiday info oledl ood

] Audience Targeting ool

. . . cC ocC C . o
Holiday oo Audience behavior s[pC:8€onud — Targeting p5ol

] conversion Tracking oo0l

. . . . . (o] c C
Holiday period attribution window 9§00s 000l

PRO TIP

Holiday 0ooco CPM gpzen 20-40% 000500050005 — Budget (7% Holiday eo%f:ec @lm{:éooo:o']
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SECTION 10

10. Customer Service & Chat

Customer Service Channels 3a:92 Holiday Mode e[(pc(g¢s

L] All Chat Channels Auto-Reply coo{;:o'l
Facebook, Instagram, Website Chat, WhatsApp — 33(73% Holiday auto-reply %)(::o']

[J Response Time Expectations Set 04l

. c o c c c o c c c c
HO|IdC1y 000 3)(.)3%:?3613‘?0808 @@@eme?ooo ﬂCSﬂCK\DCSC\)CS GEPL;]

[J FAQ/Help Center Update cooul
Holiday s3Cep FAQs (Gade b1 Delivery (ogpe(ogp) copddl

[ ] Chatbot Flow Eif:o'l
Chatbot %qé Holiday specific flow/response oo&);o']

[] Emergency Contact Number con:0l

Urgent issues 330905 Staff contact info [__(r(:’”@&d]

[J customer Complaint Protocol [cdl

Holiday oo Complaint handling process §&saozdl

PROTIP

N C

Auto-reply & "oo0d (ﬁ@re@eof)" B0 00 0000l — "amecul” adoxaand Customer
A P § NRENCH 202 §MQ OR G D
QCOMEMW
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SECTIONT1

11. Analytics & Reporting

Holiday 0o00o Data o Baseline 32(go ¢odoonz(gCs

() Pre-Holiday Baseline Data Screenshot cv00l

. oc ¢ . C
Holiday wopcac Current metrics snapshot eJ;ooooo:(ﬂ

) Google Analytics Notes copddl

. . . C
GA4 & Holiday period annotation/note oogo’]

[ social Media Insights Export co0d]

Pre-holiday period data o3 Export/Screenshot cobaozdl

[J Reporting Schedule Adjust 300l
Weekly/Monthly report q Holiday period impact (Tcé Note C\?{)o']

() Post-Holiday Comparison Plan [gcdl

Holiday vs Normal period comparison template @6000:;6]

PRO TIP

Holiday period data 093 %9% period data § eepeog(f)(ﬂ%— Separately analyze 036(5]
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BONUS

Post-Holiday Checklist

I

Holiday @:Qg’)s@s@qé @%Q‘i_)oqeog) seeqz@:o@ Tasks gz

[J Google My Business Hours [§§[gcdl
Holiday hours or% Normal hours @%e@aé:cﬂ

[ TikTok Shop / Lazada [ Shopee Holiday Mode [g$60>d]
Shipping settings 60 Oe§(g§am:dl

[

(! Food Delivery Platforms @%tgco

°
2}

Grab/LineMan/Shopee Food Ej%(g{:b: Menu 060l

[ Paid Ads Budget [4$p34]

Holiday campaign eop 805@: Normal budget @%ooo:o']

[ Analytics Review c\?&.ﬂ

Holiday period §, Performance data 603 Review co0dl

[J Customer Messages 45000l

Holiday 33096: Gﬁ](ﬁ):d? Messages/Reviews @%e@o’]

] Auto-Reply Messages Oobul

Holiday mode auto-replies o) @%8050']

[ | Team Debrief c\?ﬁo'l

o Improve c90gecd 65205 Holiday 320905 ©a5am:d]
L o 1

Notes
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This checklist is free to use and share.

Credit: Wai Yan Thwin + Claude
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