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The days of December tend to fly by due to the busy holiday season full of 

preparations, celebrations, and obligations at both work and home. With so 

much happening, it’s common to feel stressed and to neglect important end 

of the year activities. Here are some things you can do to help end this year 

right and get ready for the year ahead. 
 

Look Back 

 

Taking stock of your achievements over the past year can help you prepare for the approaching work year. It’s 

important to recognize all the positive things you’ve done and to give yourself credit for these accomplish-

ments. It’s also worthwhile to reflect on areas where you could do better. Think of difficulties you’ve had over 

the past year and consider what adjustments you could make to improve the outcome the next time you’re 

faced with a similar situation. Implementing these constructive changes can make your work life go more 

smoothly in the future. 

 

Give Thanks 

 

While reviewing the past year, take into account any help and guidance your coworkers may have provided 

that has contributed to your successes. The holiday season is the perfect opportunity to let them know that you 

appreciate the support they’ve given you this past year. You can express your gratitude through holiday gift 

giving, kind words of acknowledgement, or personalized cards or notes of thanks. 

 

Spruce Things Up 

 

As the year winds down, it’s a good idea to take this opportunity to tidy up and make improvements to your 

work area. You can start by cleaning off your desktop. File away documents and store other items that will be 

useful to you down the road. Recycle any paperwork that is not needed or redundant. Next, go through your 

files and stored items. Look for anything unnecessary that can be purged and organize the files and items you 

want to keep. Finally, clean out and organize your emails and computer files. Getting your digital files in order 

will help you work more efficiently and can also help improve your computer’s performance. 
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How to End the Year Right 



Get Closure 
 

Now is the time to wrap up any loose ends that you’ve placed on the back burner throughout the year. As 

much as possible, try to clear up your unfinished business so that you have less to worry about while you’re on 

vacation and spending time with your family and loved ones. You will also appreciate that great feeling of 

starting fresh when you return to work in the new year. 

 

Look Ahead 

 

Preparing for the year ahead can make the transition easier once you return to work in January. Mark down 

important deadlines, events, and major projects on your calendar for next year. Having your key obligations 

mapped out ahead of time helps you manage your workload and makes it easier to plan your vacation time and 

personal commitments. 

 

Be Merry 

 

The holidays can be a stressful time of year. Don’t forget to relax and celebrate all the positive experiences 

from this past year and all the good things yet to come. Remember to enjoy the extra time you get to spend 

with your friends and family during this time of year. 

 

Happy Holidays! 

 


