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	Organizing for Success in a Home Office	

	



Organize and stay connected


Research phone apps to make virtual work easier (i.e. Genius Scan for ease in scanning and sending documents)


Develop an organizational system that works for you.  Get comfortable with electronic files and save paper.  


Create a conventional naming system for your electronic files for ease in locating later.


Use virtual tools to “see” your colleagues throughout the day.  (For example: Zoom, Trello, Slack)


Utilize your phone to connect on a more personal level than email or texts. 


Keep it professional


Work time is for work.  


Utilize breaks for personal tasks.


Keep personal distractions (kids, pets, etc.) separated from formal virtual meetings and phone calls. 


Follow a close-out ritual


Close out your to-do list, noting what you accomplished and list priorities for tomorrow.


Put your computer away or close your office door. 


Have a plan for what you are going to do when you are finished with work. 


Change into your “home clothes”


Having an ergonomic (efficient and safe) arrangement of your chair, desk/table, computer, keyboard, mouse and phone can keep you working more productively and prevent repetitive injuries. 


Create an ergonomic setup



Create distance between work and free time


Set a work schedule


Use a spare room as an office if you can.


If that’s not possible, create an “office” corner or work from a co-working space.


Try not to do work in areas where you normally do fun stuff in your free time.


Change work locations once in a while.  But avoid the couch or your bed.  


Establish your start, end and break times for the day and stick to them.  It’s easy to work too much from home since the work is always there. 


Leave personal tasks to your break times or outside of work hours.


Establish a routine, to get your day started on the right foot.  


It’s okay to be comfortable in a home office but get out of your pajamas and put on something you feel productive in. 


Create morning and evening routines


Set ground rules with your family


As remote workers, your “commute” is often only a couple of steps from bedroom to office.  There’s no travel time to signal to the brain that work is beginning or ending. That means it can sometimes be hard to get into work mode for the day and out of it at the end of the day.





Establish care for your children


Develop a schedule for your pets, such as a short walk every 3 hours so you both can stretch your legs.


Notify family and friends of your work hours. 


Use a Do Not Disturb sign on your door when on virtual meetings or phone calls. 
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