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Welcome!

End-of-year and Holiday business gifts are an effective tool for building engagement with your 
customers, clients, employees and business partners. And the process can also be a lot of fun, when 
you take the time to prepare before you jump in to the details. 

So congratulations to you for taking a few minutes to skim over this 2020 Holiday Business Gift 
Toolkit. It’s chock-full of helpful advice, useful worksheets, tools and links to make the corporate gift 
process easy and worry-free for you. 

Feel free to contact us at any point – we’d be delighted to help you with your business gifting needs. 
But regardless of whom you choose, we’re delighted to share this handy guide with you. 

Wishing you a joyful holiday season,

The KNACKSHOPS.COM Team
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Of course it’s tempting to start the business gift process by looking at gorgeous products – that’s the fun part! 
But spending some time reflecting before you shop will result in better business gifts and save you a lot of 
time in the long run. 

Dig Beneath the Surface
If you dig beneath the surface of “we always do” or “I was put in charge of this” you’ll almost always discover 
a more specific—and useful—reason buried below. Perhaps it’s to thank business partners for contributing to 
your company’s success. Or to encourage corporate clients to re-enroll for another year. Or to build employee 
engagement by celebrating the company’s collective accomplishments.

Taking a moment to reflect on the message you’re trying to convey with your corporate gifts is the first step to 
successful business gifting. And it makes everything else clearer and easier for you down the road.

No two Companies or Recipients are Alike
Keep in mind that you may have more than one type of gift recipient and therefore more than one gift purpose. 
We’ve added some of the most common gift purposes in the worksheet below in case they happen to apply to 
you, but we’ve also left room for you to create your own, because no two companies—and often no two years 
within a company—are exactly alike. 

PREPARATION PHASE: IDENTIFY YOUR GIFT PURPOSE
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As humans, we’re naturally programmed to remember stories.  That’s why the most impactful business gifts – 
the ones that build lasting relationships – are ones that have a memorable story attached. And the best stories 
are ones that reflect your brand values because they come from a place of authenticity. 

Make a List of Your Brand Values
So before you start shopping, take a moment to write down your brand values, both aesthetically and ethically.

Brand Aesthetic: 
     •  How would you describe your brand aesthetic: Modern? Traditional? Playful? 
     •  What brand elements do people associate with your company: Bright? Graphical? Muted? 

Company Values & Ethos:
     •  What does your company care about: Sustainability? Giving back to the community? Locally-made?
     •  What values do people use to describe your company: Multigenerational family business? Female-led? 
         Entrepreneurial?

Here’s another helpful checklist to get you started. Start by checking off any that apply from our list, then after 
your mind is warmed up, add your own.  

PREPARATION PHASE: TAKE STOCK OF COMPANY VALUES
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They say timing is everything, and that’s certainly true for business gifts. Here’s another truth: it’s NEVER too 
early to begin planning your holiday business gifts. It’s certainly true that the earlier you begin planning, the 
more options you’ll have and the better pricing you’ll receive.

2020 Holiday Gift Shipping Window 
2020 is a somewhat tricky year for timing your business gift arrival window:  
     •  While not the shortest it could ever be, the period between Thanksgiving and Christmas this year is still 
         fairly short, just 28 days. 

So what does that mean for sending business gifts?

Consider the Week Before Thanksgiving 
While generally customers like their business gifts to arrive the week following Thanksgiving, this year you 
should consider the week before Thanksgiving a great window for corporate gifts. This will make it among the 
first gifts to arrive, which the primacy-latency principle indicates will cause recipients to remember it. Plus, it’s 
before any post-Thanksgiving overindulgence guilt kicks in, so office gifts of holiday treats will still be eagerly 
devoured in the breakroom. 

January Delivery Works, Too
January is also an excellent time for business gifts to arrive. There’s that primacy-latency factor again, but 
there’s another psychological factor in play as well: business gifts arriving in January implicitly say “we look 
forward to the coming year with you”, where gifts in December tend to signify gratitude for what’s come be-
fore. Especially this year, when business gifts will be landing fast and furious during the short season between 
Thanksgiving and Christmas, January is an especially good choice for your business gifts to arrive. 

What to Avoid
Try to time your gifts to avoid the short week before Thanksgiving, the 7 days prior to Christmas and the two 
weeks between Christmas and January 5th. Too many people take time away with their families during these 
periods and your gift might end up sitting on a porch or desk for over a week until your recipient returns. 

THE BEST DELIVERY WINDOWS FOR HOLIDAY 2020 BUSINESS GIFTS

PREPARATION PHASE: CONSIDER YOUR TIMING
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LISTENING-TO-TALKING RATIO 
The first thing to look for is whether they listen more than they talk. Are they asking the right questions? Are 
they asking questions at all vs. trying to sell you on a quick solution? Do they make time for you? The types of 
questions they ask you and the order in which they ask them will tell you a lot about their priorities. 

SERVICE ORIENTATION
You’re the customer.  Even if you’ve waited until the 11th hour and now you need the impossible to happen 
yesterday, you deserve good service. Good service doesn’t always mean that the impossible will happen 
yesterday. But it does mean that the company will put all of their professional wisdom and capabilities to bear 
to get as close as possible to what you want. They’ll communicate frequently and clearly. And if they can’t give 
you what you need, they’ll help you find it elsewhere. 

FLEXIBILITY
Make sure their capabilities match your needs. If you like exactly what they’re showing in their catalog or on 
their site and are ready to place an order, then your needs are simple. But if you were hoping to make some 
changes or create something special – either in product or packaging – make a point of asking about their 
capabilities early in the process. There’s nothing more frustrating than wasting more time than necessary on a 
solution that won’t meet your needs.

PACKAGING & PRESENTATION
Great packaging says that you care. It should reflect the quality and thoughtfulness that you put into its selec-
tion. A great strategy is to order a small gift from each of the vendors you’re considering before you get serious 
with any of them – perhaps before they even know you’re considering them – to experience their unboxing 
firsthand. 

Gifts should be an experience. The process of opening your package is no less important than the gift items 
themselves.

ASSORTMENT
In today’s rich ecommerce environment you will undoubtedly be able to find suitable gift items from multiple 
vendors – so here are some points to consider:
     •  Merchant relationships. Do they know and share the values and stories behind the merchants they 
         carry? Are they in a position to pair you with merchants who reflect your own values?
     •  Uniqueness. Are you looking to give something “tried and true” from well-known brands or something 
         that might be new to your recipients? 
     •  Quality. It’s always a better strategy to send a single item that’s the absolutely best example of its type 
         than to send 3 or 4 lower-quality items because “it looks like more.”
     •  Guarantee. Who’s responsible if something goes wrong? If something arrives damaged, will your gift 
         recipient have a good experience contacting the vendor? 

PRICE
Naturally, you’ll need to make sure the vendor can accomplish your gifting needs within your budget. Ask if 
they have any special promotions. You’ll have the best luck if you start the process early, but there’s no harm in 
asking. If you’re unsure about what’s expected and appropriate to spend on different types of gifts, this handy 
“What To Spend On Business Gifts” calculator provides helpful information by type of recipient, occasion and 
company seniority.

BEYOND HOLIDAY
Consider your year-round gifting needs aside from holiday. Is this a company you’d like to work with long term? 
Think of your gifting company as a partner and choose one you want to keep around for a number of years.

RESEARCH PHASE: HOW TO EVALUATE GIFT VENDORS
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RESEARCH PHASE: EVALUATE MULTIPLE VENDORS WORKSHEET
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CHECK YOUR LIST TWICE 
With gift and vendor selection behind you, now you’re ready to start making a list of who’s been naughty and 
who’s been nice…wait, that’s someone else’s job! Your job is to make a recipient gift list that’s 1) inclusive and 
2) accurate. Easier said than done!

Start Early & Cross-Check
In an ideal world your CRM will easily produce a comprehensive list of gift recipients, none of whom have 
moved locations since the last time you sent them something. All of the addresses in your CRM will already 
have been checked against the USPS database to make sure they’re valid and deliverable. 

Since that’s not likely to be the case, once again, starting early helps. Here are some tips:
     •  Don’t wait until the last minute to get your list together. The recipient list is the single most likely cause 
         of your gifts arriving late – or worse, your gifts being sent to an incorrect address, then returned to 
         sender, then reshipped again only to arrive weeks after you intended. 
     •  Have multiple sets of eyes review the recipient list. It’s easy to forget someone, even someone obvious, 
         because your brain automatically assumes they’re on the list. And ask the person who knows them the 
         best to make sure their names are spelled correctly: it is Johnson or Johnston? Katherine or Catherine? 
         Darin or Davin? Nothing says “they don’t really care about me” than getting your name wrong. 

MAKE SURE YOUR GIFTS ARE DELIVERABLE
All of your careful planning is for naught if your addresses prove undeliverable. Verifying that your recipient 
address are valid is the least fun part of the process, but critical to do for a professional gifting program.

Step 1: Standardize
First, you will want to do what’s called “standardizing” your addresses. Standardization will fix spelling errors, 
correct abbreviations, and fix capitalization to put addresses in a form that delivery services recognize. 

Step 2: Verify
Once you’ve put them in the correct format, the next step is to verify them against the USPS (or other delivery 
service) database to ensure that the service actually delivers to that address.

The good news is that help is available from multiple sources, including:
     •  Your gift vendor. Most modern gift vendors validate their shipping addresses before sending. 
     •  Free and for-fee online services are readily available for this purpose. Here are just a few:
 -  https://www.usps.com/nationalpremieraccounts/manageprocessandaddress.htm 
 -  https://www.ups.com/address_validator/search?loc=en_US
 -  https://smartystreets.com/articles/standardization-and-validation

NOW IT’S TIME TO SHOP
Finally, the fun part! Be sure to leverage any customization, personalization, wrapping and shipping options 
your vendor has to offer. As gifting experts, they’ll help you make sure that your gifts are exquisitely curated to 
bring joy to your clients, employees and business partners.

IMPLEMENTATION PHASE: FINISHING TOUCHES
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WRITE A THOUGHTFUL GIFT MESSAGE

You’re so close to the finish line now! Writing an effective gift message is easy when you’ve done #1 (Identify 
Your Purpose) and #2 (Take Stock Of Your Values.) A good gift message has the following five simple charac-
teristics:
     1.  It identifies the recipient by name
     2.  It is specific about why they’re receiving a gift from you
     3.  It explains why they’re receiving this specific gift from you
     4.  It makes a promise toward the future
     5.  It uses the gift occasion itself as the sign-off

PUT YOUR BRAND WHERE IT BELONGS
As a general rule of thumb, your company logo belongs 
on the packaging and stationery elements of the gift, 
including name tags, gift messages and other included 
paper materials. 

Skip the Branded Swag
While there was a time when company-branded items 
felt inclusive or special, those days have passed. In fact, 
only 35% of business gifts sent in 2018 included a 
company-branded item. So a gift of a company-logoed 
cutting knife or coffee mug is definitely going to posi-
tion your company on the trailing edge of current gifting 
trends.

Why the rapid shift in the use of branded gifts? Three main reasons:
     1.  As a culture, we’ve been trained to recognize company-branded items as marketing collateral, not gifts. 
     2.  Only 15% of business gift recipients say that gifts with logos on them make them feel special. In fact, 
          company-logos items were the least preferred type of gift in the 2019 Business Gift Strategy Report. 
     3.  And finally, company-branded items have a short shelf life, with many being discarded within just days 
         after being received.

Don’t get us wrong: there’s an enormous market for company-branded goods and always will be. There’s a 
place for branded gifts in trade shows, company meetings and many more occasions. But in general, items you 
truly intend as a gift should not come baring your logo unless they’re consumable, such as packaged foods. 

Your Vendor Can Help – Here’s What to ask For
     •  Find out where and how the vendor can incorporate your logo into the packaging and materials 
         accompanying the gift. 
     •  If communicating company messages is an important component of your gift purpose, ask about 
         opportunities to include additional materials in the box or gift card. 
     •  Find out what file types your vendor accepts and submit them with plenty of time to spare.
     •  Ask for a proof or example before your gifts are sent. You definitely want your company logo to be at its 
       clearest and most dazzling best when it sits in the place of honor on your gift stationery. 

For more information about branding and other business gifting insights, 
check out the 2019-2020 Business Gift Strategy Report.

IMPLEMENTATION PHASE: FINISHING TOUCHES


