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Home Alone
Creating a home sweet home office.



You're doing the home office thing, huh? No more clenched teeth commutes or
annoying cube-mates for you. Now you can a stroll down the hall to work in a
t-shirt and jeans to an office set up just for you. It's a really sweet deal – if you
do your home office right. And it's not that complicated.

A home office is your own work kingdom. In other words, you are responsible
for creating a place where you can do your best work. So make it efficient and
effective – for you. If that means a laptop instead of a desktop, cool. Head set
or speakers – you choose. A rug for your dog Barkley next to your desk? Do it.
Whatever makes your work easier, faster, better.

Just follow these 6 steps to home office nirvana.

oneFind your (separate) happy place
You need a quiet place to concentrate, make phone calls, read, etc. So that corner
of the kitchen or the dining room table some people use when they're stuck at
home with a sick child, that's not a real office! It's too cramped, too noisy, and
too close to the refrigerator. Unless you're planning to gain twenty pounds during
your first year working from home, and cut your productivity thirty percent, avoid
those places. Find space that separates you from kids, TV, and the general
buzz of home life.

twoSupersize me
Back at the office, things like files and office supplies, a copier and printer, etc.,
were housed outside your personal work area. Now, they all reside in your
home office. You need enough space for your technology, and a worksurface
with room to spread out your work without having to pile stuff on the floor. As a
great Zen master once said (or maybe it was an experienced home office worker;
same thing), "Nobody ever wishes for a smaller home office." Plan accordingly.

What tools and equipment are going to best support you, your work style and
the kind of tasks you need to accomplish while there? Your list may include:

Computer Web Cam Copier/Printer Charging Devices

Phone iPod Desk Lamp Paper Management

Arrange for plenty of juice. Phones may be wireless, but most technology tools
are drawn to power outlets like celebrities are attracted to cameras. More outlets
means fewer cords to trip over and decreases the chance of overload.

Also ask yourself a few more important questions:

• Will you need space for employees, or for meetings with clients, visitors, et al?
• What files and other work materials will you need to store?
• Do you really need a ficus tree that's bigger than you are?

sweet home
Make the switch from cubeville to a sweet home office in six easy steps.

BFF
Like any important relationship,

the one between your chair,

worksurface, and computer

needs careful attention. This

is where you will spend jillions

of hours and where most of

your work will get done. Try

this: sit at your computer,

hands on the keyboard.

Forearms should be level

or a bit above the keyboard,

thighs parallel to the floor, feet

flat. Monitor at eye level or a

bit below. Back fairly straight

and well supported. Feeling

the love? Good. This could be

the start of beautiful friendship.

Who: Writer
Key tool: Laptop
Needs: A space of their own



threeFab 4 furniture pieces
Minimum home office requirements: desk, chair, file and light.

Desk Deeper worksurfaces provide more legroom below, and more room on
top for working (and propping up your feet). A mobile table or file makes a
handy, just-in-time extra worksurface. Consider an adjustable height worksurface
so you can work standing up, on a stool, or sitting down. Being able to move
around and change positions gives you more energy and healthier posture,
plus a kinship with renowned stand-up workers such as da Vinci, Churchill,
Hemingway, and nightclub comics everywhere.

Chair The wrong one invites a sore back and neck, fatigue, and numb butt.
The right one is like winning the lottery: it supports you for long periods and
makes you a very happy camper. Choose a chair with good lumbar support, a
back that locks, seat height you can change, arms that adjust to make desk and
computer work more comfortable, and enough seat depth to provide support for
your upper legs.

• Will they let you try the chair in your office
for a week before buying? (they should)

• What kind of warranty does the chair maker give you?

File Maxing out storage by going vertical, mobile, and digital. Vertical storage
keeps materials, books, office supplies, etc. off the desk. A mobile file can do
dual duty, storing stuff, and providing additional reference space. It can also hide
under the worksurface when not needed. Finally, going digital can help the most:
if you can store things electronically, what paper files do you really need? Once
people switch to the convenience of digital storage, they rarely return to paper.

Light Most home offices are poorly lit. Get a good task light for reading and
other close work. Make sure you have good overall illumination for computer
work and other tasks. If you don't have a window, invest in full-spectrum bulbs
or LED lights that simulate daylight and help keep Mr. Grumpy away.

fourTame technology
Using a home computer for business runs the risk of someone deleting
work files, or a personal email with a virus ruining an important document.
Use dedicated office equipment. Separate phone and data lines for the home
office delineate work from home life. Use an external hard drive for routine data
backups; no one wants to hear that you lost a file and don't have a backup copy.

Perhaps the two most important words about technology: surge protectors.
Power surges can pass through not only electrical circuits, but also cable,
phone, and satellite hook-ups. Get surge protectors and use them. A surge
suppressor installed at your home electrical service panel will protect your
office equipment and the rest of the tech at home, too.

Who: Architect
Key tool: Inspirational view
Needs: More worksurface

Will a home office
make my butt look big?
It depends. The body is designed

to move, not sit or stand in any

one posture for long. Movement

is part of wellness, so establish a

routine of stretches and exercises

(see the U.S. Dept. of Health &

Human Services' exercises and

stretches) and make a habit of

moving throughout the day. You'll

help avoid repetitive stress injuries,

chronic back and neck pain, and

developing junk in the trunk.



fiveBe controlling
Besides quitting time, there are three things you want to control in your home
office: temperature, light, and power. Make sure you can easily control the
temperature in your office; being too hot or cold quickly affects your productivity.
Get as much daylight as you can, but position your monitor to avoid glare that
causes fatigue and headaches. And be green – use a motion detector or just
remember to turn off the lights and power at quitting time.

sixSecurity is more than a blanket
A home office is basically an infrastructure for getting company business done
in a different location. Which means securing company information will most
likely be your responsibility. Basic loss prevention is easy: use passwords,
install a lock on your office door, use a lockable file. Encrypt your portable drive
in case it falls into the wrong hands while you're chatting up that attractive
customer at Starbucks.

Remember: you are your own IT department now. Sooner or later, your computer
will crash, or a file will get corrupted (causing his mother no end of grief).
Backups are cheap, but vital, insurance. Avoid public computers in libraries and
web cafes; they're favorite targets for hackers. Shred documents before
recycling them. Secure information means you'll sleep easier.

Visit the cube-bound
Working in a home office is a great gig. But you're alone: there are no colleagues
to ask questions or bounce ideas around with. So stay connected with coworkers
back in cubeville, the boss, and other key contacts. If nothing else, it's a great
chance to tell them how much you enjoy your sweet home office.

Sources: Gallup Annual work and Education survey, August 24, 2007; Numbers, by David Boyle &
Anita Roddick, Chelsea Green Publishing, September 2004; RandomActs of Factness, by Erin Barrett
and Jack Mingo, Conari Press, 2005; www.money.aol.com; www.coffee-statistics.com; "Defiant
doughnut survives diet trends," by Shawn Sell, USA Today, March 10, 2005; Krispy Kreme Nutritional
Facts, www.krispykreme.com/nutri.html; "10 most dangerous foods to eat while driving," by Mark
Caro, Chicago Tribune, July 21, 2009

Who: Video Editor
Key tool: Sunscreen
Needs: Surge Protectors

Who: Appraiser
Key tools: Camera and Clip Board
Needs: Organizational Worktools

Who: Lawyer
Key tool: Furniture Polish
Needs: Work to do



Save money while you make your home office
more environmentally sustainable. Who couldn't
go for that? Here are ten ways to save while
going green:

• Switch to CFLs in all lights. Better yet, use more
efficient LED lighting.

• Even better, maximize your use of natural light
and use less electrical lighting.

• Use one multifunction machine for
scan/copy/print: one device instead of three.

• If you're still using a CRT monitor, for heaven's
sake, why? An LCD uses less electricity, has
far better resolution, and frees up enough
space for your entire coffee mug collection.

• Switch off power strips when you leave the
office at night or for several hours: charging
bricks use electricity even when the device
they power is turned off.

• Download software instead of buying it on disk;
it's usually cheaper and you won't add to the
1 billion disks tossed annually.

• Shop for furniture that's made from recycled
materials, and that's easy to re-use, repair,
and eventually recycle.

• Reuse packing materials. Adopt a strategy of
"what comes in, goes out."

• If you're remodeling or building a home office,
avoid off-gassing products that can make you
sick. Use low- and no-VOC paints and other
green products.

• Use the sleep mode on your computer to
reduce energy use by 60%.

For more ways to go green, check out:

http://planetgreen.discovery.com/go-green/
green-work/green-work-tips.html

or http://www.thegreenguide.com

Marginally Important Home Office Statistics
• Travel time (one way) of the average American

commute: 24.3 minutes
• Travel time of the average American home

office commute: 28 seconds (add 9 seconds
if carrying coffee and donut)

• Number of cups of coffee Americans consume
every second: 4,848

• Favorite coffee of home brewers (according to
an AOL users poll): Folger's

• Percentage of Americans who add sweetener
to their coffee: 27%

• Total doughnuts consumed annually in the
U.S.: 10 billion

• Most popular doughnut at Krispy Kreme:
Original Glazed

• Number of calories in one: 200
• Amount of total fat in one: 12 grams
• Second best reason to eat doughnuts at home:

they're the 8th dangerous food to eat while driving
• Date of annual National Doughnut Day: June 5

• Number of Americans who claim to have been
abducted by aliens: 3.7 million

• Number of confirmed home office workers
abductions by aliens (during normal business
hours): 0

go
Go Green, Save Green
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Work. Make it a moving experience.™




