
READY TO WORK 
ON THE GO? 

CHECKLIST FOR YOUR MOBILE OFFICE
To ensure you can begin your tasks feeling relaxed and perfectly prepared when working from anywhere,  
it’s worth doing a quick check beforehand. Use our list as a practical overview and make sure you have everything 
you need for productive and secure working.

Technology and hardware
	F Laptop including charging cable
	F Smartphone including charger
	F Power bank
	F Headphones (ideally noise-cancelling)
	F Mouse
	F Compact keyboard (if needed)
	F USB-C and HDMI adapters
	F Presenter (if needed)

Mobile setup and equipment
	F Desk-sharing bag or workspace bag
	F Laptop case with stand function
	F Bag organiser
	F Roll-up writing mat
	F Notebook
	F Diary / planner
	F Pens

Digital security and access
	F VPN access active and functioning
	F Secure passwords readily available (e.g., stored in a password manager)
	F Two-factor authentication fully set up
	F Devices updated with the latest software and system versions
	F Important files available offline or cloud access checked
	F Relevant contacts stored in the address book
	F (Automatic) screen lock enabled

Physical security and protection
	F Privacy screen
	F Fully closable bag
	F Luggage tags with contact details attached to devices in case of loss

Legal matters, agreements and organisation
	F Availability within the team clearly agreed
	F Calendar checked for meetings and calls
	F Insurance cover for mobile locations clarified (e.g., commute, co-working space)
	F Company policies on mobile working observed
	F Expenses and receipts pre-sorted digitally and physically

Personal essentials
	F Water bottle
	F Reading or computer glasses
	F Snacks
	F Hygiene wipes or hand sanitiser
	F Travel first-aid kit


