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How to Take a Vacation 

A checklist for freelancers 

 

Taking a vacation is not only possible for freelancers or solopreneurs, it’s a necessity! It’s important to be 

“off” for a while, recharge your batteries, truly let go and relax. There’s no big secret to managing a few 

weeks here and there without your work – as so many other things, it simply involves a lot of preparation, 

work and patience. This checklist comes in handy if you are planning a vacation soon could use some 

guidance on how to go about it. Just print it out and check things off one by one as you go. That’s all there is 

to it! Believe me: Putting a little distance between you and your work can do wonders – you’ll be left with 

tons of energy, a fresh look on things and hopefully buzzing with new ideas afterwards! 

 

6-8 weeks prior 

 
 Tell your clients you are planning a vacation so they can prepare as well. 

They might cry, nag and moan – but stay strong and tell them you’ll be doing an even much 

better job helping them after you come back. Let them know the exact dates as well. 

 

 If needed: Find someone who can handle your projects while you’re away. 

Whether that’s a fellow freelancer, a virtual assistant or an intern – you will feel a lot better 

knowing someone is repping you. 

 

 Make sure you adjust project deadlines accordingly. 

Check with clients which projects can and should definitely be finished before your vacation 

and which can be tackled afterwards.  

 

 Talk to your collaborators. 

Make sure everyone involved in your projects knows what to do and how to take care of things 

in your absence.  
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 Accept that income will be lower this month. 

Trust in yourself that you can make up for it before and after. 

 

4 weeks prior 

 
 Work, work, work ahead.  

Accept the fact that these weeks leading up to your vacation will be a little more hectic and 

stressful, but remember: you will get to do absolutely nothing work-related for some time 

afterwards, so it’s all worth it.  

 

 Prioritize like a boss. 

Be honest: What will happen if certain tasks will be completed one or two weeks later? If it’s 

not the end of the world, consider taking care of them after your vacation. Make sure you 

focus on the most important things, not ALL important things.  

 

 Consult your content plan. 

See which topics you planned for blog posts, social media updates and/or newsletters. If you 

don’t have a content plan, here’s a pretty handy guide on how to create one for yourself in 4 

strategic steps.  

 

 If needed: Pre-draft blog posts and newsletters.  

Alternatively, feel free to decide to take a break from these things too if you think they will 

hinder you from truly disconnecting from your work.  

 

 Manage new client expectations. 

If you can’t finish new projects before you leave, don’t take them on but refer them to others. 

Alternatively, talk to your prospective client about postponing it until after your vacation. 

 

 

 

http://www.melinda.ninja/
http://www.melinda.ninja/afreelancerslife/2016/2/26/how-to-create-a-content-plan-for-your-business
http://www.melinda.ninja/afreelancerslife/2016/2/26/how-to-create-a-content-plan-for-your-business
http://www.melinda.ninja/afreelancerslife/2016/2/26/how-to-create-a-content-plan-for-your-business


 

© Melinda Borzsak-Schramm / www.melinda.ninja 

1 week prior 

 
 Schedule social media updates. 

Buffer is a great tool for this! 

 

 Put things on hold. 

No one ever finishes everything that’s on their list. It’s a myth. Be okay with putting things on 

hold for a week or two. 

 

 If needed: Turn on an auto-response for your email address. 

Even if you do want to check your emails from time to time it doesn’t hurt to have an 

automated response telling people that it might take you longer than normally to get back to 

them. 

 

 Prepare your desk and to-do-list for your return. 

Don’t leave yourself hanging either – prepare everything your post-vacation brain should be 

thinking of once you’re back. 

 

 Ease back into it. 

Make sure you have at least one day buffer between when you return from your vacation and 

when you will be accessible to clients. 

 

 

During your vacation 

 
 Relax! 

You deserve it. 
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