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HOLIDAY
READINESS
GUIDE

The holiday season is one of the busiest times of the year, bringing
both opportunities and challenges. This guide aims to assist teams in
ensuring a smooth and successful holiday period by addressing
essential areas of preparation. Let's dive in!
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Communication

Ensuring timely and accurate communication
is paramount for seamless operations during
the holiday season.

Vendor Code Freeze Communication: Align your code freeze schedule with all
3rd party vendors to prevent conflicts.

D Confirm dates with each vendor

O Document and communicate internally

Vendor Contact Information: Keep an updated list of vendor contacts.

() Review the last updated date
D Confirm contact details with each vendor
O Test the communication channel

Internal Contact Information: Keep an updated list of team contacts.

D Include phone numbers for quick access
D Distribute the list to key stakeholders

Site Experience Calendar: Detail planned site changes and their related
periods for internal awareness.

O Create a shared calendar
D Ensure easy access for all team members

Promotions & Offers:

D Document all holiday offers
O Communicate offers to staff and customers



Site
Management

Website performance and content are
critical for customer satisfaction.

Consistent Monitoring of the Website: Implement a robust monitoring system.

() set up 24/7 monitoring
O Ensure alerts to key stakeholders for any issues

Discount Monitoring: Safeguard against potential system exploitation.

()  Implement a monitoring system
D Flag suspicious or large discounts

Update/Improve Help Center Articles:

D Review and update all articles
() Highlight frequently asked questions

Website Load Testing:

D Conduct tests for high-traffic scenarios
D Ensure backup systems are in place

Promotions & Offers:

D Document all holiday offers
O Communicate offers to staff and customers



Operational
Preparedness

Equip your team with the tools and
information they need.

Escalation Of Issues — Process Defined:

D Document the escalation process
O Communicate the process to the team

Hardware and Access Updates:

D Ensure all support staff has updated equipment

D Check system versions for all tools

Systems Training:

D Schedule refresher courses for Customer Service agents

() Include training for holiday-only staff

Shipping Coordination:

D Coordinate with Warehouse or 3PL
D Communicate any delays or cutoff times on the website



Additional
Preparations

Inventory Check:

D Monitor stock levels of popular items
O Coordinate with suppliers for restocks

Return & Exchange Policy:

D Review and update policies for the holiday season

D Ensure clear communication with customers

Payment Systems Check:

D Test all payment gateways
O Set up backup systems

Feedback Loop:

D Encourage real-time reporting of issues by team members

D Seek immediate suggestions to improve response and adaptability

Preparedness is your key to success this holiday season.
With collaboration and dedication, we can ensure a smooth and
profitable period. Wishing everyone success and a fantastic

holiday season ahead!
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