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A practical checklist to ensure a successful transition to remote work by avoiding common pitfalls.

Checklist Items:

1. Create a Dedicated Workspace
Set up an ergonomic workspace that minimizes distractions. Ensure your chair and desk are
comfortable and suitable for long working hours.
Reference Section: Mistake 1: Treating Your Home Workspace as an Afterthought

2. Improve Lighting Conditions
Use natural light or balanced task lighting to reduce eye strain and fatigue during video calls.
Reference Section: Mistake 1: Treating Your Home Workspace as an Afterthought

3. Enhance Audio Quality
Invest in a good headset or implement basic noise control measures to improve the quality of
meetings and focus.
Reference Section: Mistake 1: Treating Your Home Workspace as an Afterthought

4. Maintain Open Lines of Communication
Regularly update your team on your work progress. Avoid silence to prevent misunderstandings and
perceived disengagement.
Reference Section: Mistake 2: Under-communicating with Your Team

5. Establish a Structured Routine
Design a remote work schedule that clearly defines start and end times, as well as breaks, to
maintain productivity.
Reference Section: Mistake 3: Keeping Office Hours Without Designing a Remote Routine

6. Set Clear Boundaries
Differentiate your work times from personal time by setting boundaries to prevent burnout.
Reference Section: Mistake 4: Ignoring Boundaries Between Work and Personal Time

7. Limit Work Tools to Essential Ones
Avoid using too many tools and establish a clear workflow to enhance productivity and reduce
confusion.
Reference Section: Mistake 5: Using Too Many Tools Without a Clear Workflow

8. Focus on Results and Visibility
Shift from being busy to delivering real output. Ensure regular updates on your work to promote
visibility and trust.
Reference Section: Mistake 6: Focusing on Output but Forgetting Visibility
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