Vacation / OOO Checklist & Coverage Plan Template
Purpose: The purpose of this document is to ensure that the team is fully prepared when we have an extended time off request. Similar to if someone needed to leave children or pets at home over an extended vacation, this template will help you walk through common items that might be helpful for the team to have while you are out of the office.
Checklist
· Have you submitted your time off request in Rippling?
· Has the time off request been processed?
· Have you added an Out of Office block on your calendar?
· Have you reviewed your calendar to ensure that meetings are cancelled, rescheduled, or going to be handled by another team member?
· For team members who work closely with clients:
· Have you communicated your time off to the client?
· If you are not a project manager, please check in with them to see if they would like to convey your time off on your behalf.
· Do they know who their point of contact is while you are OOO?
· Do they know the best method of contacting the team?
· This will typically be Basecamp, but please note if there are specific considerations.
· Are there expected deliverables or any specific expectations in place while you are OOO?
· Is the team aware of those deliverables and any deadlines?
· One Week Prior to Time Off:
· Have you posted a reminder to Teams or to your manager regarding your upcoming time off?
· Have you checked your calendar to confirm if any meetings need to be cancelled or rescheduled?
· Have you created a coverage plan / list of tasks that will need to be completed while you are OOO?
· Have you reviewed the list with your manager?
· Have you communicated to team members taking on any of your tasks the details about the task?
· Has the coverage plan / list of tasks been shared with Operations?
· Day Prior to Time Off:
· Have you set up your out of office replies in Teams and Outlook?
· Have you reviewed your coverage plan / task list to confirm that there is enough detail?
· Have you checked in with the team members covering your tasks to see if they have any questions?
· Have you updated all your time logs prior to logging off?
Coverage Plan Template
The template below is to provide some general guidance in terms of what information would be helpful for the team to have regarding any tasks that need to be handled while you are out of the office. This will typically include any recurring tasks or expectations in place that must still occur rather than one-off tasks. If needed, you can always adjust this list to fit your role.
Please copy and paste the following list, and fill out as much information as possible:
Task Name / Meeting Name:
· Cadence (Daily / Weekly / Once every two weeks / etc.):
· Description / Notes / Details:
· Person Responsible for Task Completion (One point person):

Examples:
Task Name / Meeting Name: Project Status Update Meeting with ABC
· Cadence (Daily / Weekly / Once every two weeks / etc.): Once every two weeks
· Description / Notes / Details:
· I have already notified the client that I will be OOO next week and will not be attending the meeting.
· We will not cancel the meeting. TEAM MEMBER NAME will be attending the meeting to review the previous sprint’s progress and go over the team’s outstanding questions.
· TEAM MEMBER NAME will also post the meeting recording and notes to Basecamp after the meeting.
· Person Responsible for Task Completion: TEAM MEMBER NAME

Task Name / Meeting Name: Office Hours Scheduling
· Cadence (Daily / Weekly / Once every two weeks / etc.): As needed
· Description / Notes / Details:
· TEAM MEMBER NAME will be keeping an eye on the Office Hours channel.
· They will either schedule the office hours or follow up with the relevant team member to ensure it is scheduled.
· Person Responsible for Task Completion: TEAM MEMBER NAME
Project Update Template
The template below is to provide some general guidance in terms of what project-specific information would be helpful for the team members on the project. If needed, you can always adjust this list to fit your role.
Please copy and paste the following list, and fill out as much information as possible:
Project Name:
· Current Issues / Call outs that you are aware of:
· Status of your current and/or incomplete work:
· Expectations or Deliverables:

Example:
Project Name: ABC
· Current Issues / Call outs that you are aware of:
· Still pending credentials for payment provider.
· Bug with user registration where email confirmation is not sending.
· Status of your current and/or incomplete work:
· I have completed all of the styling tickets in the sprint.
· I was unable to get to the email customizations as I had some unexpected work come up for project DEF.
· This is not a huge issue yet as we are still working on identifying why emails are not sending for ABC.
· Expectations or Deliverables:
· I typically record a demo for the project manager at the end of the sprint.
· I will return from my time off at the start of the new sprint and am expecting to be able to record the demo when I return.
· My manager is aware and I’ve also talked to the other developers on the project. TEAM MEMBER NAME has said they can help with the demo if something comes up.
