Tiiu Kai Garrett — Special Report for readers of TSMBB

21 Sure-Fire Ways to
Take Charge of Your
Own Work Space &
Become More
Organized, Efficient,
and Inspired in Your
Home Office

By Tiiu Kai Garrett

As a business man or woman, you know that working for yourself is
no picnic. You may find yourself working harder for yourself than you
ever did for a boss.

But you probably find the rewards of self-fulfillment and self-esteem
more than compensate for the extra hours you put in.

While working as a solopreneur can be lonely at times — not to
mention stressful — there ARE ways to combat these issues; many of
these CAN be avoided or minimized.

Fatigue, a feeling of isolation, and an overwhelming sense of
disorganization are just some examples of the stressors that can be
eliminated simply and quickly with a little effort and planning.

This report highlights the 21 top ways to do just that.

Based on an interview conducted with an entrepreneur who worked
for herself since 2002, this special report will enlighten you on how
to bring some much-needed order and calm into a sometimes
chaotic and inefficient office.

Krista Jones — writer, co-founder/publisher of Copy Protégé, and co-

founder/owner of Your Outer Purpose, sat down with me recently to
share some of her best practices in the hopes that you, too, can turn
your home office into a haven of efficiency.
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First on her list is something that might come as a
1 surprise to you. A handheld digital recorder. No
matter the actual business, important
conversations take place over the telephone every day.
After making sure to get verbal permission to do so,
Krista likes to record it so that she can concentrate on,
and participate in, the conversation — not on getting

every word down on paper.

2 obvious, hands-free reason of convenience. Most
business people conduct much of their day-to-day

conversations over the phone, and therefore it’s a must

for her.
3 recordings that will be sold or shared with others,
a corded phone works best for this purpose. The
quality of the actual recording is generally better, and so
a corded phone makes the list, even if it has wireless
extension phones, which are a must for the convenience
of moving about while talking shop.
4 house while you work, a laptop with wireless
internet capability is something to consider if you
like to sit outside and work, or even just another room

for the change in scenery.
5 which is a good chair. Of course ergonomics are of
the utmost importance when you spend 8 hours a

day in it, not to mention comfort.

6 artificial, strong light without shadows is
important. If you are a rightie, it should come

from the left, ideally. And of course, the opposite is true

for a leftie.

7 professional comfort zone. A comfortable reading
chair or a recliner would be ideal for most home

offices for the non-desk work. Plants and pictures add to

a peaceful ambience.
8 sound of a fountain might be something to
consider, without being disruptive. Krista also
recommends a small CD player or MP3 right at your
desk. Even if you're the type of person who needs
complete quiet in order to concentrate on details,
there’s always plenty of work that comes with any job
during which you can listen to music or even stream the
news.

Similarly, a speakerphone is on her list, for the

If your business is suited toward making audio

And speaking of the ease of moving around the

Some real basics make this must-have list, one of

Good lighting also should be a priority. Natural or

Your office should be synonymous with a

If you like some background noise, the soothing
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A strong recommendation of hers is keeping your
9 desk clutter-free. While you’ll want to keep your
most-referenced books nearby on an adjacent
bookcase, keeping your desktop clean and clear of
paperwork is conducive to a clear mind. This alone goes a
long way toward encouraging creativity and productivity.
1 O Most-often-used files should be organized near
the front of your files; information used just
once or twice a year can be put in a less accessible place.
Label your files with names that will make sense to you
not just today, but a year from now.
1 1 depend on your computer for work. Whether
you choose an external hard drive (think really
big pin drive) or simply use CDs as your backup, it’s
essential to do so regularly and often. Daily is not too
often unless you don’t mind redoing that amount of
work. And if you depend on that computer for your
livelihood, then NO ONE should have access to it other

than you. No children, no spouse, no one, period. One
simple wrong keystroke could devastate you or your

business.
1 2 lights, plan for the next day’s work. It’s
incredible how much time you save by
beginning your day ready to go — instead of figuring out
where you left off and what needs to be done first. Use
a paper planner or a spreadsheet — whatever works
best for you — but make sure to do it. If you’re not in
the habit now and wonder if it will really be worth it,
challenge yourself to doing so for a month. You’ll be
surprised at how much more work you’ll get done - and
how little time you’ll waste - by taking this additional

step.
1 3 project, that is. Krista suggests that if you're

new at your job, or trying to figure out how
long something in particular takes for billing purposes,
then by all means log. Or if you’re not sure how
productive you are, of course tracking your hours and
minutes spent at each task makes sense. It’s a personal
call. She still logs as needed, but for the most part, not
so much anymore — but did so for years.

Keep your files organized the way you work.

A reliable backup system is not an option if you

Daily, before shutting off the computer and

To log or not to log... hours spent on each
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Get yourself a good accountant. Be methodical
1 4 and fastidious about keeping business records,
whether you use a green ledger sheet or keep
track on a computer. Take advice from your accountant
and follow it. Keep up with receipts and expenses
monthly at the outside. Did you know that if you barter
services with someone else it’s still a taxable expense?
This is just one example of how you should avail
yourself of your professional accountant’s expertise.
1 5 isolated at times. Maybe your only contact
during the day is with the under-five set. Or
maybe you’re just a bit more social than working for
yourself lends itself to be. If that’s the case, or even if
it’s not, join an appropriate professional association and
get involved. Go to their meetings if possible and make
contacts within the group. It not only enhances your

professional reputation and provides a valuable
resource to your business, it also helps you keep in

touch with live adults.
1 6 others, they might resent finding your work
things in every room of the house. But if you
do find yourself working in several rooms, consolidate
and return everything to the office when you leave that
room for the day. And whether or not you live with
someone else, never bring your work into the bedroom
if you can help it. Let that area be a place for your body
AND your mind to be put to rest at night.
1 7 family, the same holds true for your work
hours. Keep them professional. Close up shop
at 5 or 6 pm as a rule. Try to maintain family time in the
evenings. And avoid working on weekends as much as
possible. Okay, | can hear you laughing out loud. Krista
freely admits there will be plenty of times when
working past 6:00 or on the weekend is a necessity. But
try to keep those times to a minimum, making them the

exception rather than the rule. Your family will
appreciate it, and on a conscious or subconscious level,

so will you.
1 8 strongly advised. It just makes sense. If you
hate to work out, perhaps do it three times a
week and on the other two days, take the dog for a long
walk of a mile or more. Mix it up. Don’t get stuck into a
routine or you’ll get bored. If you know of another
solopreneur nearby, plan a walking date a couple times
a week.

Network. Many solopreneurs — not all — feel

Keep your office IN your office. If you live with

Speaking of respecting the needs of your

Working out if you sit at a desk all day is

Whatever it takes, your body and brain both need
exercise - beyond lifting a pencil and pressing some
keys on the computer. If your job entails creativity, try
to work out and do that kind of work when you're
freshest — soon after beginning your day. Other types
of work that don’t require the same amount of brain
power can be done later in the day or even in front of
the TV or with music playing. Plan your day
accordingly. If your young children return home from
school at 3 pm, obviously only the most routine of
tasks should be left to that time of day when they’re

running around the house.
1 9 quietly, or journal each day. Take 20-30
minutes a day to quiet your body and mind,
emptying it of external thoughts. It’s amazing how
investing a half-hour a day doing this will actually give
you a high return on that investment. Like many
others who spend part of every day in quiet time, you
may just find yourself more productive and in a better
place head-wise than if you hadn’t. Once again, if this
sounds foreign to you and maybe unnecessary, she
challenges you to try it for four weeks and experience
the difference it can make in your professional life.
20 to finish your project a few days early so that
you can review it one last time — refreshed

and renewed — before turning it in. As simple as this
one sounds, it will go far in reducing stress.
2 1 you’re stuck on something and it’s late at
night, let it go. Watch a game on TV or read a
(non-work-related) book. Take a night off. Soak in the
tub. But get away from the problem and get
refreshed. Often the answer will come to you that way
when you’re sleeping, aren’t thinking about it, or are
least stressed. Learn how YOUR individual body and

mind work and play into those strengths and good
habits.

Krista strongly urges you to meditate, sit

Build extra time into your deadlines and plan

Last but not least, learn about yourself. If
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Krista Joness a freelance copywriter
and co-founder of Your Outer Purpose
and Copy Protégé-two business
endeavors that enhance awareness,
creativity, imagination, purpose,
success, and intuition.

Krista is the co-editor of two free e-
letters—On Purpose
(www.YourOQuterPurpose.com) and
CopyProtégé
(www.copyprotege.com).
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While there are so many other things that can be done to maximize
efficiency and inspire you to be the most professional you can be,
these suggestions from Krista Jones provide the framework for that.

You'll probably find that over the years, tweaking this or that to suit
your own style and preferences will simply improve your office and
work habits.

Krista’s own system of success didn’t happen overnight; in fact, it's a
work in progress. She listens to her body and gleans information from
experts and other professionals, sometimes incorporating their best
practices into her own.

On Krista’s and my behalf, | wish you every success in building and
running your business. | hope that you find joy not only in the end
result, but all along the way.

| hope that these suggestions will be a jumping off point for you to
develop the habits that will truly bring you an organized and inspired
work space at home.

Best Wishes!

Tiiu Kai Garrett

About the Authors:

Krista Joness a freelance copywriter and co-founder of Your Outer
Purposend Copy Protégétwo business endeavors that enhance
awareness, creativity, imagination, purpose, success, and intuition.

Her entrepreneurial and corporate experience, combined with her
spiritual outlook, allow her to connect with people from many walks
of life. She believes individuals who develop spiritually, consciously
and intuitively, can achieve a profound sense of meaning and purpose
in their lives.

Since 2002, Krista has worked as a freelance copywriter, internet
publisher, and business coach. Her specialty is in researching and
writing about personal development and spirituality. She knew the
moment she received her first assignment with a major publisher of
spiritual audio programs in 2003 that incorporating spirituality into
her entrepreneurial lifestyle was the only option for her.


http://www.yourouterpurpose.com/
http://www.copyprotege.com/

Tiiu Kai Garrett z Special Report for readers of TSMBB

About the Authors: (continued)

Krista is the co-editor of two free e-letters—On Purpose
(www.YourQuterPurpose.com) and CopyProtégé
(www.copyprotege.com). On Purposerovides real-life strategies for
creating a life that supports your purpose, passion, purpose, and
freedom. Copy Protéginspires, informs, and challenges aspiring
copywriters to succeed as freelancers faster.

In 2003, Krista won American Writers & Artists’ $10,000 Challengfr a
direct mail campaign she wrote for their basic copywriting program.
She was also featured in the August 2005 issue of Monthly Copywriting
Geniudfor a sales promotion she created for Nightingale-Conant
featuring a cutting-edge sound frequency audio system.

Krista has also formed three other companies: a personal development
business, an environmental firm, and a pet-sitting business.

She has undergraduate and graduate degrees in Environmental Health
and Environmental Science and worked in that field for 18 years before
turning to writing. In her last environmental job, Krista served as
Deputy Program Manager for a $328 million contract with the
Environmental Protection Agency.

Tiiu Kai Garretis a freelance writer who has written promotions for
the consumer markets - from nutraceuticals to jewelry. Visit her
website at www.TiiuKaiCreative.com for more details on her
copywriting services.

She is the author of a monthly ezine, The 5 Minute Bulletin Body
which dedicates its content to the needs of solopreneurs — as well as
aspiring ones.

Look for the launch of her website coming later this month at
www.The5MinuteBulletinBoard.com for everything related to the
person who chooses to work from home. This home office site will
motivate you to fulfill your dream and finally make the leap to
solopreneurship. Its purpose is to inspire, enlighten, and empower you
to work for yourself with tools and tips to help make the road easier
and more enjoyable.

And for those who already work from home - for yourselves - there are
some pointers which you might find useful, as well. From furniture to
phone systems and pretty much everything in between, the site at
www.The5MinuteBulletinBoard.com can help.
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