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Organizing a Home Office 

It’s important to have your home office squared away so that you can make an easy 
transition from home life to work life and vice versa so there is not too much spillover 
between the two within your home. 

Location, location, location 
Your first question concerning a home office should be—where should it go? Naturally, 
the layout of your home’s space will drive an answer to where is the most appropriate 
area.  

I already have an answer for the worst area: your bedroom. Do not impose on the 
space that should be your haven. Your bedroom should be a place that is peaceful, 
calm, and intimate. When you put a desk there, you risk compromising its importance. 

Group like materials 
Working from home can mean a serious clutter problem. The key is to determine how 
you work and what physical environment is required. Regardless of size, a desk can 
become cluttered fast. Your plan should be to keep your desk and shelves organized 
with like materials.  

Examples: keep all binders together, computer and phone electronics stashed away for 
easy access, and office supplies. This exercise not only helps to figure out how much 
space each category requires but shows determines the excess and outdated 
equipment that can be jettisoned. 
 
Easy filing system 
One study put the cost to a corporation of recovering a lost file at $120 in lost time and 
reproduction. The best file systems are color-coded—humans tend to recognize visual 
cues faster than written labels. Try colored labels and clear folders. 
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Office mobility 
Almost any piece of home office furniture is improved by wheels. While it’s obvious to 
have a wheeled chair, consider a wheeled file cabinet that can be pulled out (from 
under a desk or in a closet) while working and then pushed back at the close of 
business.  

Creative use of space 
Limited space requires creativity. Try out different ways to keep your workplace 
equipment and needs within that space. Find a way around clutter by placing things 
above and behind other things: An area over your desk can be used for files; the back of 
a door might be useful for storage. 

Convenient workspace 
Be less concerned with looks and more with convenience and use. Avoid rolltop desks 
or office armoires since furniture that closes allows for disorganization. While you may 
rely heavily on computer and phone, you will need space for writing. The wide desk 
can offer a way to organize papers while still keeping everything in view.  

Back-up your eFiles 
An overwhelming number of professionals lose computer data. I recommend that you 
invest in a backup system, either on the cloud. You may want to consider an external 
hard drive for your computer.  

I hope these tips are helpful. Please call me with any questions you 
have about this content or your real estate investment. 
Kathy  | 765.426.0227 or at Klafuse@shook.com 
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