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Your home office - center of productivity 
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Getting organized is habit-forming 
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Tips to organize your important files 

Organizing your home office is a great New Year's resolution, one that can help you complete 
household business more quickly, set yourself up for tax time more efficiently, and generally leave 
you feeling less stressed.   
If you're unsure just where to begin your organizing effort, use these tips: 
Start by making a list of the tasks you wish to complete in your home office. Ask: 

 What household tasks will I be doing? 

 What family tasks will I be doing?  

 What tasks from my work outside the home will I be doing? 
Once you've made a list of those tasks, make a second list of the furniture, equipment, and 
supplies you need to complete your tasks. All of these items should be located in the space you're 
using as your office, not scattered all over in other rooms.  Before purchasing anything new for your 
office, gather together the equipment and supplies from around your home that should "live" in the 
office.  You'll be able to see better what you already have and what you might need. 
 
Don't forget lighting! The quality and brightness of your office lighting can make a huge difference in 
your productivity.  You may want to choose several lights for key areas in your office space, 
wherever you need to focus your attention or read for long periods of time.  Find help with home 
office lighting here. 
 
Consider your list a source of inspiration as well. For example, don't let the lack of a conventional 
desk stop you from having the office you need. A sturdy flat-panel door placed on two two-drawer 
file cabinets makes a wonderful desk and workspace to get you started. 
 
And, if you haven't identified a space in your home for your office yet, making these lists can help 
you locate just the right place that will accommodate the furniture, equipment, and supplies you 
need.  Try this resource for help identifying the right space for your home office. 
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