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It’s easy to lose track of time during the busy holiday season full of 

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

Don’t let December go by without taking care of important end of 

the year activities. Here are some great ways to ensure that you and 

your department end this year on the right note and are prepared for 

the year ahead. 

 

Look Back 

 

Taking stock of your department’s performance over the past year is a good way to get ready for the ap-

proaching work year. Identify accomplishments and hard work that’s been contributed by your staff so that 

you’re able to give them credit for these achievements. It’s also worthwhile to reflect on areas where your 

department could do better in the future. Try to think of adjustments you could implement to improve the 

operations of your office. 

 

Give Thanks 

 

While it’s important to show appreciation to your staff throughout the year, the holiday season is an especial-

ly fitting time to express your gratitude. There are a variety of ways that you can appropriately acknowledge 

your staff: 
 

Plan a holiday party for your department. You can have a luncheon at a nearby restaurant or organize a 

potluck gathering at your workplace. This can be a great opportunity for employees to relax and get to 

know each other on a more personal level. 

Giving small gifts to your staff members is a wonderful way to bring cheer into the office while thanking 

everyone at the same time. It’s particularly touching when the gifts are geared towards your employees’ 

personal interests or are accompanied by personalized notes of thanks. 

Allowing your employees to take time off during the holidays will ease their stress during this hectic sea-

son and help with your department’s morale. Be sure to keep in mind the need for appropriate office cov-

erage. You may not be able to approve every request for time off; however, it’s good to be as flexible as 

possible and to establish a fair method of granting vacation time, such as a first-come, first-served basis. 
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Ending 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. Touch 

base with employees on lingering projects. As much as possible, encourage your staff to wrap up unfinished 

business and take the same approach with your own assignments. Completing leftover work will leave you and 

your staff with less to worry about while on vacation over the holidays. Your department will also be able to 

start fresh when everyone returns to work in the new year. 

 

Spruce Things Up 

 

As the year winds down, it’s a good idea to take this opportunity to tidy up and organize the department. Work 

with your staff to clean out unnecessary and duplicate paperwork Once you’ve purged what your department 

doesn’t need, reassess the organization of your department files. Make sure that everything is located in an or-

derly manner that will result in the efficient retrieval of documents and items.  

 

Look Ahead 

 

Preparing your department for the upcoming year will make the transition easier once you and your staff return 

to work in January. Note important projects, deadlines, and events on your calendar for next year and make 

your employees aware of the ones that will affect them. Having major departmental obligations mapped out 

ahead of time will help your staff manage their workloads. It will also make it easier for you to identify crucial 

busy times that will come up throughout the year. 

 

Be Merry 

 

The holidays are a demanding time of the year. Don’t forget to relax and celebrate all of your department’s 

accomplishments this past year and all of the positive things yet to come. Let yourself unwind and enjoy the 

extra time you get to spend with friends and family during this time of year. 

 

Happy Holidays! 


