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INTRODUCTION



Setting up your home office thoughtfully and with a modicum of advance planning is the way to avoid the downsides and maximize the benefits of working from home.


Chances are you have everything you need to work from your home or apartment. The big challenge is carving out the ideal workspace. The perfect home office combines comfort and efficiency, inspires productivity, and adds to—rather than detracts from—the home environment. A great home office design achieves balance and helps the worker do the same.


Home and office, relaxation and work: these can seem like daunting and sometimes competing goals, but this book can help you achieve them. Whether you’re a customer service representative who does most of your work on a computer, an editor who works mostly with physical printouts, or a lawyer who goes about the bulk of your business on the phone or by way of video, this book contains all the information you need to create a comfortable, customized workspace that fosters creativity and productivity. Use the information here to create a home office that does everything you need it to do, in exactly the ways you need to accommodate your work.


Start with the three key considerations every good home office covers—efficiency, comfort, and separation. Efficiency ensures you get your work done as quickly and easily as possible. Comfort combines ergonomic features and fixtures that make the physical workspace not only tolerable, but pleasant throughout the workday. Separation is one of the biggest issues in setting up a home office. It means developing a space that doesn’t interfere with other activities in the home and vice versa, so that you can effectively step away from the home office when your workday comes to an end. Get it right and you’ll still enjoy your home as a place you can comfortably live, socialize, relax, and even forget about work. Separation is also important in other ways. If your workspace is too integrated into the home, then noise, family members’ activities, and even pets may intrude on the workspace and your productivity time.
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Home office spacing has to balance accessibility and unrestricted movement. In this relatively small whole-room workspace, the placement of the desk allows for comfortable movement behind it and plenty of room in front for visitors and meetings.
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As this highly efficient and quite handsome office proves, a backyard utility space can provide an excellent place for your home office.





Correctly integrating any home office is more complicated than it might first appear. Beyond the obvious concerns of the proper equipment, a place to sit, and the right amount of storage for whatever you use and create in the process of what you do, there are a lot other considerations, which we’ll cover in this book.


First things first, though. You’ll start by figuring out the perfect landing spot for your new work area. Once you’ve


chosen that spot, you’ll develop the the layout and choose the furniture and equipment that will make your work possible. You’ll deal with extending any necessary services to the workspace and getting your technology up and running. Finally, you’ll work on getting the look and feel of the space just right, so that it is a pleasing place in which to spend long hours making a living.


This can all seem a little overwhelming. Don’t worry. This book has your back. Start by taking a breath and turning the page, because the rest of this book will lead you step by step through the process. Save yourself some time by making notes as you read, or just mark pages that apply to your particular work situation. Follow the process laid out in these chapters, and one thing’s for sure: creating your home office will be as enjoyable as it is rewarding.





HOME OFFICE
INSPIRATION GALLERY



From small to large, technologically advanced to basic, and private to busy, home offices aren’t one size fits all. In the rest of the book, you’ll learn how to think about your particular home office needs and make the best decisions for your design. But start here and return for inspiration and ideas as needed.
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Thoughtfully picking furniture, such as the black chairs in this home office that match the paint and décor of the room, is one key way to ensure the home office doesn’t stick out like a sore thumb.
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Positioning is everything in a home office. Here, the computer monitor is placed so that the large window exposure doesn’t create glare on the screen. Gauzy curtains diffuse the light so there are no hot spots in the worker’s field of view.
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Personalizing a home office is a way to make yourself more comfortable at work and is one of the big benefits of a home-based workspace. The key is striking a balance between inspiring and distracting.
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When choosing a location for your home office, keep in mind that easy access to outdoor areas is a fantastic feature and a great way to refresh and refocus with regular fresh-air breaks.
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A well-appointed home office in a modern backyard shed makes best use of the available space and utilities, including a relaxed meeting area for interacting with clients and colleagues and a dedicated workspace with the desk as a centerpiece. The style is streamlined, organized, and visually appealing.







[image: Illustration]


Small, awkward rooms or spaces in the home can be ideal for a home office because they may not be suitable for any other purpose and are often out of the main traffic flow of the home.
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If clients are an integral part of your work, your home office design will need to walk a line between informal and formal, between comfort and image. The balance is maintained in this small whole-room workspace.
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In space-challenged homes, you may need to be creative and flexible in your search for office space. Under-stair areas are often worth exploiting. If you can minimize your working environment and storage needs, this can be the perfect location for a compact home workspace.
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Wireless technology allows for clean, streamlined home office setups like this one. Professionals can work on laptops that go with them on the road and easily connect to the printer when at home—without a tangle of cords.
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An adjustable task light is indispensible in a home office that is carved out of a larger space because the vast majority of larger spaces aren’t sufficiently lit for focused desk work. An extendable-arm desk lamp serves the purpose handily.
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A kitchen alcove such as this one can be an excellent landing spot for a home office, as long as your business can handle the hustle and bustle of an active area of the house.
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The best way to integrate a home office into a guest bedroom is to replace the bed with a sleeper sofa, as has been done here.
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Small, out-of-the-way spaces are natural choices for home offices because the office won’t disrupt traffic flow through the larger room—and vice versa.
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Attics are some of the best locations for home offices and work that requires focus, quiet, and concentration. The attic-based office is a great way to ensure work stays “at” work and home life stays home.
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One of the wonderful things about taking over an entire room for a home office is that it allows the home-based professional to design a stunning space that does not necessarily need to be tied to, or blended with, the home’s interior design.








CHAPTER 1



CHOOSING A LOCATION FOR YOUR HOME OFFICE



Just as with real estate, location is everything in creating your ideal home office. Put your workspace in the wrong place and you’ll detract from the look, feel, and enjoyment of the overall home. Just as bad, the wrong landing space will make your work harder to do rather than easier. Start with a simple stroll through the house. Look at the space from a work perspective—specifically, through the lens of what you do for a living. The best potential sites for your home office are sure to jump out at you. As you consider different sites, ask yourself the questions on the following pages. The answers will lead you to just the right location for your job and the way you work.
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For people who don’t have the space to dedicate an entire room to a home office, a good location may be within a larger living or family room, like this unobtrusive example. You have to consider your specific work needs to decide if such a placement will work for you.






THINGS TO CONSIDER



Here is the at-a-glance list of the questions you need to ask yourself at the very beginning of your home office planning journey. We’ll examine each one in more detail in the following pages to get you thinking, and each topic is covered more extensively throughout the course of the book.


• How much space will you need?


• How will the traffic flow work?


• What will be the visual impact?


• Will you be comfortable in the area for hours on end?


• Is it quiet?


• Do you need space for visitors?


• Are the services where you need them to be?


• Does the space need to serve multiple purposes?


How much space will you need?


Let’s face it: try though you might, you will never fit 10 pounds into a 5-pound bag. You’ll need to look at your potential spaces with common sense. If you’re a draftsman who requires both a small work desk and a larger drafting table, the limited and narrow dead space at the end of a hallway is not going to cut it as a workspace. Most types of work, however, are fairly adaptable to available space. Visualize your work and the tasks you do to determine the amount of space you’ll need.
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The size of a desktop can be a matter of preference. A 5-footwide work surface is the norm in office buildings, but you may be able to comfortably fit your work onto a much smaller desktop. Compare these two workers: one doesn’t work long hours and can stay contained to a small table end with her laptop; the other needs to spread out many papers and tools for her work.





How will the traffic flow work?


Think about the ways in which other people in the house—including guests—interact with the space. What about pets? Will traffic flow represent a disruption, or is it a non-issue for you? Before dedicating a space to your office, you may want to test the traffic flow in that space for a couple of days while working from a laptop. If the traffic in and out of the area proves distracting, look for ways to reduce the movement through that area or mark that space as less than ideal and test another area.


What will be the visual impact?


Do it right, and the home office will blend with your home’s interior design or even add to the look you’ve established. However, in certain places—especially where the home office must be integrated into an existing room—there is a risk that the workspace will stick out like a sore thumb. A poorly thought-out home office can flat-out ruin the look and feel of a room. That risk is even greater in smaller, more cluttered rooms.
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This simple and compact home office is placed in a corner of the living room out of necessity, but it is still out of the way of traffic flow and takes advantage of the natural light and pleasant color scheme of the existing room.





Will you be comfortable in the area for hours on end?


This is a hard question to answer, but it is important to think about. Is the space you’re considering using for a home office a space you unconsciously avoid? Can you easily change whatever it is you might not like about the room? Are you easily distracted, and will the view from the home office or proximity to other activities, such as kids playing, disrupt your work process?


Is it quiet?


Noise isn’t just a matter of your own comfort and concentration, it’s also about the professionalism you project. A dog barking constantly in the background, or the sound of a washer and dryer running, isn’t going to project a polished image on a phone call or videoconference. See more info on soundproofing on here.
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If your work requires quiet focus and little interaction with clients or colleagues, an isolated alcove such as this may be the ideal, quiet, out-of-the-way spot for your home office.
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This room is set up not only for utility, but also to create a welcoming environment for the many clients that visit. Visitors have ample room to spread out when sitting in the comfortable, modern chairs.





Do you need space for visitors?


What type of visitor will you have—colleagues, clients, consultants, or vendors? This will determine not only how much extra space you need, but also how formal the space needs to be. You want to make any guests comfortable and create the illusion of a dedicated workspace rather than an overly casual home environment. Even if your business is fairly informal, you’ll want a clean, well-lit, and comfortable space to meet with clients. In general, any work that requires regular meetings with individuals who may be responsible for writing you a check calls for a dedicated space. If your work requires collaborating with colleagues, the bar for accommodating those individuals is not as high as it is for clients. Working with colleagues at a dining room table may suit your purposes just fine. However, you may need to add certain equipment to your home office, like a large brainstorming table or whiteboard.


Are the services where you need them to be?


If you’ve lived in your space for any period of time, there is no doubt you quickly learned its technology hot spots and dead zones. A few tech essentials (see here) can help boost the reach of your Wi-Fi or make the most of fewer outlets, but when setting up a permanent home office, now is the time to consider investing in other ways of getting services you need where you need them (see here).


Does the space need to serve multiple purposes?


If you will need to use the space in which your home office is located during off-hours for family activities, socializing, or even just your own down time, you need to take those uses into consideration. A divider that screens off a work area, or a setup where all work materials can be concealed on nights and weekends, is ideal for home offices placed in large rooms, like a living room or kitchen, or in the corner of a master bedroom. Where the work area is part of a guest bedroom, the space should still look welcoming and the work furniture should blend with the other furnishings to create an eye-pleasing sense of calm.
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When your home office also serves as a guest bedroom, improve your visitor’s stay by keeping the business side of the room largely hidden. This office balances homey touches with office essentials in pleasing way.






HOME OFFICE ROOM OPTIONS



In theory, a home office can be set up in any room in the house. In practice, there is usually one room that is the most natural landing spot. Finding the perfect location is about balancing the space available in any room, how much (and how) it’s used by other family members, and the particulars of the work you do. There are six general options, each of which we’ll explore further in the remainder of this chapter. You can place your office within an existing room that already has another function; you can convert a closet into an office; you can utilize a transition space instead of a room; you can dedicate an entire room to your office; you can renovate a utility space; or you can use an outbuilding to house your office.


Existing Rooms


Carving a workspace out of an existing room is one of the most common ways to create a home office. In fact, many people have already done this to one degree or another in order to have a dedicated work area for paperwork and tasks such as paying bills. However, if you’re going to spend eight to ten hours a day there, you have to be more intentional and thoughtful about how you achieve a balance and a pleasant shared space.




[image: Illustration]


This nook at the rear of a spare room provides a good space for someone with minimal work needs. Ample curtains and blinds ensure that the lighting is controllable.
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Kitchen-based home offices work best for professionals who don’t need full-service offices. Someone like a real estate agent or salesperson—who can regularly count on being out of the office—will find the space appealing. This home workspace is kept out of the main traffic flow of kitchen business.





Kitchen


Kitchens are utilitarian spaces; unless yours is the lucky exception, most kitchens are pushed for space. That means that kitchen-based home offices inevitably must be compact and limited. These are options for individuals whose work life is mostly digital and who don’t need abundant storage, or professionals such as real estate agents who will be away from the office for a good deal of their workday. The upside to a kitchen workspace is that you can take over nearby cabinets for hidden storage that blends seamlessly with the rest of the room.


The challenge of integrating a home office into a kitchen can be summed up in one word: blending. Because kitchens have so many surfaces, finishes, and appliances, the look is already busy. Adding a contrasting workspace isn’t a good idea and will tend to look jarring. Plan on concealing storage and using innovative cabinet features such as pullout shelves to hide electronics, files, and supplies. When looking at a kitchen as a home for your home office, consider the following options.


Nook it. Alcoves and nooks are natural home office spaces because they are out of the main traffic flow of what is usually the most hectic room in the house. You’ll still need to visually complement the rest of the room, but separation is easier to maintain. This is essential in busy kitchens where you may need to work while someone else is cooking dinner, for example.


Go vertical. Ideally, whatever space you choose has unused wall area on which you can hang a corkboard, whiteboard, or magnetic strip for putting up important reminders, notes, sketches, or ideas. If you’re placing the home office under a kitchen window, you’ll need to plan where things you’d normally hang will go. Keep in mind that you may need to assert to the family that the board is for your work use only—if members of the family try to co-opt your board for to-do lists and family calendars, you may need to place a new, separate board for family use somewhere else the kitchen.


Containerize. Space is at a premium in most kitchens. A great way to make use of whatever space is available without detracting from the kitchen’s design is to store office supplies and general work items in containers. Decorative bins or boxes that match the kitchen’s color scheme are ideal to accommodate the range of materials you might need to keep on hand for your work, from paper supplies to coiled computer cords.
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Family members (furry or otherwise) will have easy access to a kitchen workspace, so if you don’t mind the distractions, a kitchen workspace could work for you.
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A dedicated board on the wall in front of your workspace can maximize the utility of a small area.
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Cabinet manufacturers have developed many nifty options for the home office worker, such as this one with a pullout printer shelf and a supplies tray to hold paper and printer supplies. It’s even designed with a hidden outlet for the power cord.





Retrofit. Chances are that regardless of what your job is, you’ll likely need to co-opt nearby kitchen cabinets for storage. Unfortunately, kitchen cabinets are not designed to store office supplies and equipment that should be kept out of sight. Take heart; it’s easy to change up the interior of most kitchen cabinets with the range of aftermarket add-ons available through suppliers nationwide. From slide-out printer shelves to hinged under-counter keyboard trays to pocketed drawer inserts, you can usually find exactly what you need to customize the cabinets for the type of work you do.
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