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Tips for Organizing Your LNC Office for Greater Productivity 

Do you have a New Year’s Resolution that you will be more organized or 
productive? Greater productivity is achieved when you do not spend minutes 
trying to find something. This is Pat Iyer with Iyer’s Insights.  

If you listed to Lori Rochino talk about organization and getting rid of excess, 
you realize her concepts also apply to organizing and decluttering your work 
environment. 

If you’re a busy person and you’re trying to fit legal nurse consulting into your 
routine, then you need a place to work. 

That means you’ll need a home office. And while this might seem like an 
unnecessary investment or one thing that is going to take over your home, the 
reality is that a great home office will make you more productive and is 
therefore a great investment. Not only that, but it will make you feel better 
working when you’re at home and you may even find you end up looking 
forward to it! 

No more spreading all over the dining room table! 

So, with that in mind, just how do you go about creating a great home office to 
work in? What are the key things that make a home office great to begin with? 

Comfort 

One of the most important ways to boost your productivity is to ensure you’re 
comfortable. When you’re not comfortable, your attention will be stolen by that 
fact and you’ll find it hard to ignore the pain digging into your back and to 
instead focus on the work. 

To overcome this then, you should invest in a good desk chair. More 
importantly though, you also need to ensure that the desk chair is at the right 
height for your desk. I also recommend getting an orthopaedic cushion to 
remove pressure from your coccyx and to provide lumbar support and a cushion 
behind your back. 

If you are short like I am, it is great to have a cushion or footrest for your feet.  

My first desk was a board placed over 2 two-drawer filing cabinets. Now I have 
2 monitors hooked up to my laptop’s docking station, and more substantial 
desks in my homes.  

Environment 



Make sure you create an environment that you want to spend time in and that is 
conducive to greater productivity. Some lighting can help to put you in a more 
productive mindset, while some pictures of things you find inspiring can help to 
make the office feel warmer. I almost always have music playing when I work.   

Before I continue with the show, I’ll take a minute to share a resource that will 
make it even easier to create solid business systems and environments.  

I have a lot of tips in my 2017 book, How to 
Manage Your Legal Nurse Consulting 
Business: Top Tips for Success.  
 
You’ve gotten your legal nurse consulting 
business started, you’ve gotten clients, and you 
want to sustain your success. Business 
development and client management are 
intertwined. Both are necessary for a stable 
business. In this book I tackle how to control 
your money and your goals, to subdue the evil 
twins of perfectionism and procrastination, and 
to get more done through outsourcing. You can 
reach a stressed-out state as a business owner. 
I share tips for managing your stress and 
health. 

Ready to hire an employee? I added a chapter on the process of interviewing 
and hiring. 

The second part of the book shares tools and techniques for deepening your 
relationships with your clients. You will discover how to win over and retain 
the clients you want and recognize those who are too much trouble. Mastering 
negotiation, business communication and conflict are essential. I show you 
how. This is the book to use to build a stable foundation for your business. 

Get your copy at http://LNC.tips/Creatingseries and get a 25% discount by 
using the code Listened in the coupon box during check out. Let’s return to the 
show. 

Organize your space for greater productivity 

Notebooks when learning 
I learn best when I am listening and taking notes. The act of writing information 



down helps it stick. And with an increasingly crowded mind, I find I cannot 
retain all the great ideas people share with me.  

I buy both small notebooks in an assortment of colors and peel off file labels. I 
devote a notebook to a specific course I am taking or conference I am attending. 
The notebook slips into my purse. I keep all the notes in that book. One 
notebook can accommodate notes for several conferences or courses. I place the 
peel off label on the cover of the book and write the content on the label. For 
example, the label might say “NSA Winter 2018” for the winter conference of 
the National Speakers Association. 

After doing that for several years, I found I had a pile of these notebooks on my 
book shelves and no clear idea where to find notes for specific content. One day 
last year I created a table in Word with 3 easy columns:  

 color of the notebook,  
 content in the notebook, and  
 location of the notebook.  

My master index of notebooks enables me to more easily locate the content I am 
seeking. 

If you have shelves that have a great deal of space between them, figure out 
how to use a plastic box laid on its side to create more usable space between 
shelves. Your local office supply store has multiple solutions for organizing 
your space. 

I must confess, I love to organize and do so when I need to give my mind a rest 
or the clutter overwhelms me.  

Case files 

You can waste a lot of time trying to find files on your hard drive. Enjoy greater 
productivity by using a consistent way to name and organize files. Here is the 
system that worked well in my LNC business. 

Color coding 

Use color coding to improve the ability to quickly locate files. For example, you 
might assign one color to cases you do for the plaintiff and a different color for 
cases you do for the defense. You might assign one color to cases you do as an 
expert witness and another color to cases you do as a consultant.  

Case naming system 



Or you can go completely paperless and scan all documents you receive and 
eliminate the physical folder step. Whether you handle paper or go paperless, 
you need a way to identify each case.  

Each case had three data elements my staff and I used: the last name of the first 
partner in the law firm, the last name of our client and the last name of the 
plaintiff.  

Suppose Tyler Reeves Esq. of Garnet, Reeves and Garrity sent you the case 
involving plaintiff Frieda Deener. 

The physical file my staff created would be called Garnet/Reeves/Deener. They 
wrote that name on the file tab. The files were in our filing cabinet in 
alphabetical order based on the first name on the file. This clustered all the 
cases that came from one law firm. In this system, all the Garnet, Reeves and 
Garrity files would be together.  

And the files on our hard drive were also organized in the same manner. This is 
crucial. 

My hard drive had a folder called Attorneys. Within that folder were additional 
folders:  
Attorneys A-B, Attorneys C-D, Attorneys E-F and so on. I broke this system 
down to 2 letters because it was easier to narrow the search.  

The letters referred to the first data point, that of the last name of the first 
partner in the firm. Where would I file reports and correspondence related to the 
Garnet, Reeves and Garrity firm? You guessed it - in a folder called Attorneys 
G-H.  

The next step is to create a folder called Garnet, Reeves and Garrity.  

Inside that would be a folder for Tyler Reeves.  

Inside Tyler Reeves’ folder there would be a folder for Frieda Deener. Each of 
Tyler’s cases would have their own folders.  

This type of system saves you so much time searching for information and leads 
to greater productivity. 

Be sure to get your copy of How to Manage Your LNC Business – go to 
http://LNC.tips/creatingseries to order your book.  



I’d love to talk to you about your LNC business and to see if we’d be a good fit 
to work together in a mentoring relationship. Request a call with me to find out 
at http://LNC.tips/gethelp and let’s talk. 

Check out the webinars, teleseminars, courses and books at 
http://legalnursebusiness.com. Expand your LNC skills with our resources. 

Explore coaching with Pat Iyer at http://LNCAcademy.com to get more clients, 
make more money and avoid expensive mistakes. 

Invest in the monthly webinars at http://LNCCEU.com for 2 webinars each 
month designed to deepen your knowledge and skills. 

 


