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Many people today have home-offices. They may own their own business and run their business out of their home. They may 
have a job that allows them to telecommute from home. Either way, home-based businesses are growing at a high rate, and 
people need to know some of the basics about setting up a home-office. 

Before you start your business in your home office, there are a few things you need to know about setting it up and 
equipping it. You want your home office to operate efficiently and effectively. The following two pointers are very basic, but 
people sometimes forget them. A home office can be just as productive as an office in a high-rise building, but it must be set 
up and equipped correctly. 
 
How to Organize Your Home Office 
 
The way you set up your home office can determine the success of your business. Your home office must be well-organized 
and efficient. You must keep your work area clean, well-organized, uncluttered, and professional. Your work area must be 
arranged so that it will encourage your productivity. Your work area must make a good impression when you deal with 
customers, clients, employees, and suppliers. 
 
Your work area must be functional and completely separated from the rest of your home. Treat your home-office as if it were 
miles away from the rest of the house. You should be able to perform all your business responsibilities without interruptions 
by other residents in your home and without disrupting the other residents in your home. Your work area should only be 
used by you for your business responsibilities, and everyone in your home should understand that no personal activities 
should be performed in your work area. If you have to handle a personal issue with other residents of your home, do it 
another part of your home, not in your office. 
 
If you have a problem keeping your work area well-defined and separated from the personal areas of your home, you may 
have to put up walls or partitions to physically separate your work area. Each person with an office in your home also needs 
a distinct, functional area established for only their use as their work area. For example, my husband and I both work in my 
home-based business. We each have our own separate offices with separate equipment in two different rooms at opposite 
ends of the house. We always do business in our offices, and everything else happens outside the offices. 
 
How to Furnish and Equip Your Home Office 
 
Most people who start a home-based business are concerned about the cost of the equipment they will need. As a general 
rule, any equipment you buy should be expected to increase your profits, efficiency, or productivity. Many people already 
own many of the items that they will need in their office, and you can use personal office equipment and furniture in your 
home office. Record this as a transfer of ownership for bookkeeping and tax purposes. To record this transfer, you must 
calculate the market value of the item at the time you transfer it to your business. You need the original purchase receipts to 
show the original cost, and you can reduce the value for tax purposes by whatever depreciation rate the IRS allows.  
 
If you need to purchase some items, you can save money by buying used furniture and equipment. Check the yellow pages, 
the classified section of your newspaper, and the internet. Also, some office furniture stores have used items for sale. You 
can find good bargains in used items. You can also save start-up money by leasing some office equipment. If your business 
is strapped for start-up cash, consider leasing large items. Whichever way you decide to buy your equipment and furniture, 
be sure that your home office is fully equipped and furnished so that you are prepared to perform all of the responsibilities 
required to do your best job. 
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Comments 
Posted by: Cynthia  
Another note in saving money on office equipment:  Sometimes you will find small auctions in your area; old equipment is sold in hopes of getting 
back some of the investments/revenue in times of need.  This happens when businesses close, downsize to relocate, decide to outsource certain 
departments to save money, or expand upgrading their operations with new equipment.   
 
I managed to find a very basic older model fax machine for under fifty dollars; they also had copiers, computers, filing cabinets and other items that 
went for relatively little money.  When another can be purchased, the old one can be kept as backup in case the new one needs servicing, 
given/sold to another person, or donated to non-profit or community organizations who would not have access easily otherwise. 
 
When it simply isn't in the budget to buy equipment, check your local area for a mail/shipping center.  We have a few locally.  As part of their 
service they have copiers (color and black and white), passport photo and notary services, binding, and fax services (sending and receiving) on top 
of the shipping/receiving/packing/mailingoptions.   
 
Some of the major office supply chain stores have some of these options as well. 

Posted by: Jo Ann Joy  
Those are very good points.  Thank you for stating them. 

    HOME JOB SEEKER LOGIN POST RESUME SEARCH ADMINISTRATIVE JOBS

Page 1 of 2Career Article - Two Basic Pointers for Setting-Up Your Home-Office - AdministrativeJobs.com

1/21/2010http://www.administrativejobs.com/articles/two-basic-pointers-for-setting-up-your-home-office-202-article....



 

 

Ads by Google

 

Now Hiring 2010 Postal Service Jobs No Experience Necessary. Start Now! 
www.PostalExamOffice.com

70% of these jobs are never posted. ExecuNet helps you get to them! 
www.ExecuNet.com

Search For Companies Hiring Locally. Apply Today For Interviews 
Hiring.ClassifiedAds.com

Locate local job openings. Apply for available positions. 
www.jobslocally.org/JobSearch

 

Leave a comment 
Please complete the form below to submit a comment on this article. A valid email address is required to submit a comment 
though it will not be displayed on the site.  
 

Name (required):  

E-Mail (required):  

Website:  

Comments: 

 

Enter Code:   

Submit Comment

Email | Add Comment | Read Comments Post Article 

 

Job Seekers  
Search Jobs  
Post Resume  
Continuing Education  
Career Resources  
Career Advice  
Career Articles  
Job Seeker F.A.Q.  
Online Business Administration 
Schools  
   

Employers  
Create Account  
Post Jobs 
Search Resumes  
Current Specials  
Applicant Tracking  
Employer F.A.Q.

Site Tools  
Terms of Service  
Privacy Policy  
RSS/XML and Yahoo! Job 
Feeds  
Contact Us  

The Beyond.com Network  
About Beyond.com  
Beyond.com Network  
Administrative Channel  
Partner with Beyond.com  
Get a Job Board  

A BEYOND.COM CAREER COMMUNITY

US Postal Service Jobs 

Find $150k+ Jobs 

Part Time Jobs Hiring 

Local Jobs 

© Copyright 2001-2010 Beyond.com, Inc.

Page 2 of 2Career Article - Two Basic Pointers for Setting-Up Your Home-Office - AdministrativeJobs.com

1/21/2010http://www.administrativejobs.com/articles/two-basic-pointers-for-setting-up-your-home-office-202-article....


