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222 Club Support Inc. Peak Season IT Readiness Checklist

Club Name:

Peak Season Dates: to

Date Prepared:

Version;

Phase 1: Pre-Season Preparation (4-5 weeks prior)

A. Infrastructure & Hardware:

Network Capacity Review:

O Assess current ISP bandwidth adequacy for an anticipated load. Upgrade if necessary.

O Test internal network speed and identify bottlenecks (switches, routers).

Wi-Fi Coverage & Performance:

O Conduct a Wi-Fi site survey in high-traffic areas (clubhouse, pool, fitness center, dining,
and relevant outdoor areas).

O Optimize Access Point placement and configuration. Add APs if needed.

O Review/update Wi-Fi login/access procedures for members/guests.

Server Health Checks:

O Check server hardware status (disk health, RAM, CPU utilization, temperature).

O Verify sufficient disk space on all servers (OS, database, application).

O Apply necessary OS and firmware updates/patches (schedule during off-hours).

Point of Sale (POS) Systems:

O Inspect all POS terminals, tablets, printers, scanners, and payment devices (card readers).

O Test the functionality of each device (transactions, printing, scanning).

O Clean devices (screens, printers, card readers).

O Ensure sufficient backup/spare POS hardware is available and configured.

Workstations & Peripherals:

O  Check key staff workstations (Front Desk, Admin, Pro Shop, F&B) for performance.

O Test essential peripherals (printers, scanners).

O Ensure adequate supplies (toner, paper, check-in cards).

Power & Environment:

O  Test UPS (Uninterruptible Power Supply) units for servers and critical hardware. Replace
batteries if needed.

O  Verify server room cooling/environmental monitoring is functional.

O  Confirm backup generator readiness (if applicable).
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B. Software & Systems:

Membership Management System:

O Apply necessary software updates/patches.

O Verify database integrity and performance. Optimize if needed.

POS Software:

O Apply necessary software updates/patches.

O Test integration with inventory and membership systems.
Booking/Reservation Systems (Tee Times, Courts, Classes, Dining):

O Verify booking rules, availability, and pricing accuracy.

O Apply necessary software updates/patches.

Communication Systems:

U Test email systems (internal and member broadcast).

O Verify the functionality of any SMS or mobile app notification systems.
Licensing:

O Confirm all critical software licenses are current and cover anticipated usage levels.

C. Security & Data Protection:

Backup Verification:

O Confirm automated backups are running successfully for all critical systems (data, servers).
O Perform test restores of key data to ensure backup integrity.

O Verify off-site/cloud backup storage and procedures.

Security Updates & Patching:

O  Ensure all OS, Apps, firewalls, and anti-virus software are fully patched and updated.
Vulnerability Assessment:

O Conduct internal/external vulnerability scans (consider engaging a third party).

0 Remediate critical vulnerabilities identified.

Access Control Review:

O Review user accounts and permissions across all systems.

O Enforce strong password policies. Review multi-factor authentication (MFA) usage.
PCI Compliance (if applicable):

O Review current PCl DSS compliance status.

O Ensure payment devices and software meet requirements.

Physical Security:

O Verify server room access controls.

O Check the functionality of security cameras covering IT assets and POS locations.
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D. Staffing & Procedures:

Staff Training:

O Conduct refresher training for existing staff on key systems (POS, Check-in, Booking).
O Provide thorough training for new/seasonal staff.

O Review IT support procedures and escalation paths with all staff.
Documentation:

O Update system documentation, network diagrams, and contact lists.

U Ensure disaster recovery and incident response plans are current and accessible.
Support Plan:

O  Confirm IT support availability (internal/external) during peak hours/weekends.
O Review vendor support contracts and contact information.

O  Prepare communication templates for system outages/issues.

Phase 2: During Peak Season

A. Daily Checks:

O System Monitoring: Review performance (Network, Server, Application response times).

O Backup Verification: Confirm successful completion of nightly backups.

O Check-in / Access Control: Verify systems are operational before opening.

O POS Readiness: Confirm terminals and payment devices are online and functional.

O Key Services: Spot-check booking systems and website member portal access.

B. Ongoing Monitoring & Response:

Q Performance Monitoring: Continuously monitor key systems for slowdowns or errors,

especially during peak transaction times.

Network Traffic Analysis: Watch bandwidth utilization and Wi-Fi performance.

Security Log Review: Monitor firewall, server, and application logs for suspicious activity.

Incident Response: Respond promptly to any reported IT issues using defined

procedures. Track incidents and resolutions.

O Communication: Keep management and relevant staff informed of any ongoing IT
issues or planned brief maintenance.

C. Proactive Maintenance:

O Scheduled Reboots: Perform planned reboots of specific systems (e.g., POS terminals)
during off-hours if necessary for stability.

O Apply necessary OS and firmware updates/patches (schedule during off-hours).

() iy

1-844-760-8324 clubsupportinc.com



2 Club Support Inc. Peak Season IT Readiness Checklist

Phase 3: Post-Season Review (within 4 weeks after)

Performance Data Analysis:

O Review monitoring data collected during peak season. Identify bottlenecks, peak loads,
and system limitations.

Incident Review:

O Analyze all IT incidents that occurred. Document root causes, response times, and
resolutions.

System Feedback:

O Gather feedback from staff (Front Desk, F&B, Pro Shop, etc.) on system performance,
usability, and issues encountered.

O Review any member feedback related to IT systems (Wi-Fi, website, booking).

Backup & Security Review:

O Audit backup logs and perform random test restores.

O Review security logs and incident reports for lessons learned.

Documentation Updates:

O Update all documentation based on changes made or lessons leared.

Budget & Planning:

O Develop recommendations and budget proposals for necessary upgrades, replacements,
or new systems based on peak season performance and feedback. Plan for next year.

Vendor Review:

O Assess the performance of key IT vendors (ISP, software providers, support).

Notes/Follow-up Actions:

Sign Off:
Tech Responsible/IT Lead: Date:
General Manager/Operations: Date:
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