The Foundation of Any Office
It doesn’t matter where you decide to put your office; there are some foundation items that every office needs.  Every business is a little different and there may be some things that you’ll need that others might not and vice-versa, but here’s a list of what I consider to be the foundation of any office.

The Office Furniture and Office Supplies.
Rosalind Resnick in an article published on Entrepreneur.com, says, “Depending on how fancy you want to get, you can spend anywhere from a few hundred to a few thousand dollars to equip yourself with a desk, chair and file cabinet.  Try Staples and IKEA for affordably priced furniture that won’t fall apart.  And don’t be afraid to splurge on a comfortable chair!  You’re going to be spending a lot of time there, and the extra money you spend now will save you hours of back pain later.”
· Desk (I work in a cubicle, but my home office desk is a built in counter-top with built in drawers and shelves.  What works for you is all that’s important.  Functionality, comfort and personal aesthetic appeal.)
· Chair (When I purchased my most recent desk chair, I sat in every chair there was at Office Max.  Remember that the most expensive chair may or may not be the most comfortable chair for you.  The chair I choose was not anywhere near the most expensive, but it gave me the lower-back support that I like.  Don’t be afraid to sit on a dozen or more chairs to pick the one that’s best for you.)

· Filing Cabinet 
· Desk Light
· Calculator

· Pens, Pencils, Pen/Pencil Holder, Paperclips, Sticky-Notes (A personal addiction), Legal Pads, Stapler and Scissors.
The Multifunction Machine.

You may or may not need this machine, but if you expect to receive a lot of faxes or make photo copies, etc, this might be a machine you’ll want to consider.  Ms. Resnick says, “For $250-$500, you can buy a machine that acts as a fax machine, copier and printer.  Most machines offer automatic document feeder, scanner and the ability to print out digital photos in color.  Machines like these typically run at print speeds of up to 12 pages per minute in black and white and 10 pages per minute in color.”

· The Multifunction Machine? (This might be a nice addition to your office, but with a printer, scanner and the right software you may be able to get by without it.)
Communication with the Outside World.

I mentioned earlier that a cell phone might be a great way to go.  Here is what Ms. Resnick has to say, “Today’s top-of-the-line cordless phones start at less than $200, offering home offices the same full-duplex clarity as a corporate boardroom with a microphone optimized for hands-free, one-to-one phone conversations.  For example, the Polycom SoundPoint Pro Desktop Conference Phone lets you hold three-way audioconferences right from your desk, allowing callers to speak when they want without the clipped sentences and one-way conversations typical of most speakerphones.”

· The Telephone (I use a two-line cordless phone in my home office and really like it, but as I said before, in my office “at the office” I don’t ever use a phone for business communication.)
The Computer, etc…

For less than a $1000, you can get a PC that will take care of just about anything you would ever need to do.  Purchase the computer that you would like that fits your budget, but you don’t need to spend $2-3000 for a computer.   Don’t get carried away with all the techno-babble that you’ll hear as you’re deciding what you want.  The computer you already own is probably good enough.

· Computer (Make sure you consider your budget.)
· Monitor (This is where I would spend a little more.  If you’re going to be looking at the screen for several hours each day, make sure you have a monitor that is comfortable for your eyes.  Stick with the major brands and get the best monitor you can that fits your budget.  I spend all day writing on a flat screen Samsung SyncMaster 930B and experience no eye-fatigue at the end of the day.)
· Printer? (The multifunction machine might work here.)
· Scanner? (The multifunction machine might work here.)
· Copier? (The multifunction machine might work here.)
Software.

There are a number of software products out there that will help any business work more efficiently.  From word processing to the software you’ll need for tax preparation here are a couple of software products that you might want to consider.  For general office needs, you’ll be a better judge of the products that you’ll like best and for all the tax preparation software you’ll need Universal Accounting has all the answers.
· Tax Preparation Software

· Word Processor

· Spread Sheet

· Calendar

· Web Browser

· E-mail

· Media Player

· Image Viewer

Hopefully this list will help you as you make considerations for your office.  
