
Holiday Production Schedule Update 

Dear Team, 

As we approach the holiday season, we have outlined the production schedule to ensure a smooth 

workflow during this busy period. Please find the details below: 

Production Schedule 

• Week 1 (December 1-7): Finalize Inventory and Supplies 

• Week 2 (December 8-14): Begin Production of Holiday Items 

• Week 3 (December 15-21): Quality Control and Adjustments 

• Week 4 (December 22-28): Pack and Ship Products 

• Week 5 (December 29-January 4): Review and Debrief 

Please ensure all tasks are completed on time to accommodate our customer's needs effectively. 

If you have any questions or require assistance, feel free to reach out. 

Thank you for your hard work and dedication! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


