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Your business will require that you have several specific facilities each for a different purpose. These
may be part of a couple of rooms or extend into several rooms. You can begin planning your office
by writing down all of the tasks you will perform and then grouping them into work areas.

Administration - You will need to have a place that is quiet where you will answer the telephone,
schedule appontments and do bookkeeping. This may be set up in a cornor of your client office or a
separate room. A desk would be helpful, especially one with drawers to hold supplies. You might
decide to use a laptop computer rather than a desktop model so that you can take it with you. If you
have staff, you will need a separate room for that person and, even if it is very small, it can be set up
in an organized and efficient manner.

Reception - You might need an area for clients to wait for their appointment times. This, however,
can be arranged creatively. For example, | leave fifteen minutes between appointments so that there
isn't much need for anyone to wait. Should someone come early for an appointment, however, they
can wait in my multi-purpose room. For years, | didn't have a reception area and just made clients
aware of this, asking them to arrive right on time. In the evenings, clients wait in their vehicles until
their appointment times when | unlock the building's outside door for them.

Client Office - You will likely spend most of your day in this room and it therefore should be pleasing
and comfortable. Instead of chairs, for example, | have two beautiful loveseats. The lighting is low
and there is soft music. Most clients are very impressed and immediately state how relaxing the
room feels. Use your personality and practicality to develop a client office that is attractive and
useful. For exsample, | have a telephone with hands-free option so that we can case conference
with other professionals if necessary. Afghans offer a degree of comfort for those who feel cold when
they are sitting and a big basket of stickers brings smiles to the faces of child clients.

Conference and Family office - A large round table is a good asset for those who do testing,
mediation or family work. | have one that has leaves to exxtend its size. Four chairs are usually
enough but | also have a couple of extras that can be pulled up to the table for larger groups.

Library - Most professionals have many books, professional magaizines and other items that could
fit nicely in an organized fashion in bookshelves which could be installed in any room. Allow for
expansion when you place them.

Storage - Files need to be locked in order to be confidential. Where you place the cabinets will, of
course, depend on your available space. It is extremely important that you have a great deal of
expansion as files must be kept for many years, depending on the regulations of your professional
body. You will also need storage room for supplies, computer paper and ink, as well as other
documents that are important to your business. Because | am also an author, | rented a separate
office in the same building where | can store books, shipping materials and other important
equipment.

Bathroom and Lunch Room Facilities - You might share a bathroom with others in your building
and perhaps be able to use your client or administration space in order to have your lunch or coffee
breaks. A small bar fridge and microwave oven are wonderful assets and will allow you to save
money by staying in the office rather than going out to restaurants for food and beverages.

Be creative when you set up the space. For example, | have a very small administrative office, a

client office and a multi-purpose room that has my library, filing cabinets, fridge, microwave, storage
cabinets and round table set. We can use this office for storage, breaks, groups or study.
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Remember to enjoy yourself as you set up the place in which you will be having wonderful
adventures.
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