
CHEAT SHEET: How to Hold the Conversation about Work and 
           Your Workspace with Your Family

1. Family first. Your family needs to know they come first in this equation. Make 
 sure you remind them, “You are the most important people in my life.”

2. Show mutual respect. You respect family time and require that your family 
 respects your work time. “Together, we can make this work.”

3. Make promises you can keep. If you say you’re going to stop working at 5:00 
 p.m. and won’t start again until the kiddos are in bed, do that. If you need to  
 work on Saturdays but make a commitment to not work on Monday nights during  
 softball practice, keep your word. “I promise not to bring my phone to the table  
 during meals. That’s my commitment to you — to give you my full attention during  
 those times.” Say it. Mean it. Do it.

4. Manage expectations. Make it clear what you can and cannot do and when you 
 cannot do it. “Mommy can’t play with you until after lunch time. Enjoy your lunch,  
 and when you’re done, we can play for a little while.”

5. Ask for input. You can’t unilaterally set all the rules in this new situation. What 
 does your partner need? What do your kids need? You’re pretty much at the  
 mercy of what your baby needs, but we’ll tackle childcare in Chapter 6. “What’s  
 important to you? When do you need me to be available?”

6. Look for happy compromises. Not every compromise will make everyone 
 happy, but as you give in a little and your family gives in a little, you can find  
 workable solutions, so in the end you create a way to run a business in your  
 home. “I’m willing to stop work at 5:00 p.m. if you can do your homework as  
 soon as you get home, so we can all have dinner together.”

Yes, we did it, too. We had the talk with our families.

CHEAT SHEET: The 3 Ps of a Suitable “Office Space”

Permanence. Ideally, you want to look for a permanent spot, one that does not have 
to be packed up and squirreled away each day.

Productivity. Your space may be small, but it has to have the items you need to 
maximize your productivity. You will need some basic office supplies, but beyond 
that, you might also need specific tools that apply to your chosen business. And don’t 
forget to fulfill your emotional needs as well. Maybe you need an open window to 
keep your energy level high and your mind clear. Or a door that you can close to 
signal to everyone that you are, indeed, working.

Personalization. You need a work spot that allows you to put your personal stamp 
firmly on it. When you look at your space — that corner of your family room or that 
guest room you just converted — it has to give you comfort and be right for you. It 
must be a place where you can accomplish your best work.
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Cheat sheet: space-saving tips for Creating a Productive Workspace
1. Go vertical. Consider a multitiered computer desk that could house your computer,
 printer, and/or fax all in one spot. A bookcase or shelves could also store many  
 of the business books and items you use on a regular basis.
2. Consider a multipurpose filing cabinet. A cabinet on wheels can be 
 moved easily from one area to another, can store many of your files, and can also 
 provide an additional flat working surface if you need one to spread out your  
 work materials.
3. Get organized. Take advantage of the multiple organizational tools on the 
 market to manage the clutter on your desk space, instead of stacking paper and  
 peppering office supplies all over your work area. Think bins, holders, trays,  
 and boxes.
4. Convert a closet. With a little construction and some creativity, you can put a 
 desk or table in a closet, build in some shelves, roll in a filing cabinet, and voilà!  
 Not only do you have a workspace, but it’s one that you can hide at a moment’s  
 notice when company arrives.
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Cheat sheet: how to Work with Your Virtual assistant

1. Decide your communication preferences. What works best for you? E-mail, 
 phone, even text messaging? And how often do you want to communicate with  
 your VA? Once a week or once a day or as often as needed?

2. Choose the tools you want to use. Depending on what you need help with, your 
 VA may be able to take hours of work off your plate. But you need to know how  
 to work together. For example, will the work take place in your e-mail account or  
 an e-newsletter service or blog publishing tool? If they help you keep track of  
 tasks, what system will you use? Producteev, Cohuman, Remember The Milk, or a  
 simple shared document in Google Docs are just some of the handy  
 collaboration tools you can use with your VA. If they are managing your schedule,  
 do you use Google Calendars or some other calendaring system to which you  
 can give them access?

3. set a schedule. Will they be working for you every day or just every Monday? 
 Budgeting for some scheduled work time but also some “I need help right now”  
 time helps cover both predictable and unplanned needs.

4. set deadlines. You both need to be aware of the expectations for each project 
 and when you need them done. Do you expect work to be completed in 24 hours  
 or by the end of the week? Be clear about deadlines so neither of you is  
 frustrated or disappointed.

5. allow a grace period for you and your Va to get to know each other. No 
 working relationship gels overnight. It will take some time for you to let go of  
 some of the reins and delegate, and it will take time for your new VA to get a feel  
 for your work style.


