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INTRODUCTION

This manual is addressed to the workers and 
managers in an office.

The purpose of the manual is to allow people 
who work in offices? to create a new, and 
better environment for themselves.

In order to do it, please follow the 
instructions by answering certain simple 
quest ions.

We will then install a new type of furniture 
which will satisfy your needs as closely as 
possib1e.
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GENERAL BACKGROUND

The general nature of the type of environment 
ue hope to create for you, is described in the 
draft report pattern language for office 
furniture.

A copy of this draft pattern language is 
B.Vai 1 ab 1 e for you to 1 ook at.
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PROCEDURE

The procedure loe shall ask you to follou.i, 
consists of six separate layout manuals, each 
one addresses to a particular individual or 
group of individuals.

It starts from the layout of the office 
space, as a whole, down to the layout and 
furnishing of the individual workplace.

The sections of the manual are? the followings

GENERAL LAYOUT OF THE WHOLE OFFICE SPACE 
WITH COMMON FACILITIES.
(to the directors of all departments).

I.

LAYOUT OF INDIVIDUAL DEPARTMENT.
(to the managers of all groups of each 
department).

II.

LAYOUT OF INDIVIDUAL GROUPSPACE. 
(to al1individualsof the group).

III.

LAYOUT OF INDIVIDUAL WORKSPACE, 
(to each individual separately).

IV,

CLOSE ARRANGEMENT OF THE GROUPSPACE AND 
MAKE IT WHOLE.
(to ,the manager of each group).

V.

CLOSE ARRANGEMENT OF THE DEPARTMENT, 
(to the director of each department).

VI.

The whole proce?dure is nieant to be quick, fun, 
and effective. We do not want you to spend 
rriore than half an hour on conipleting each one 
of the first four sections of the layout, and 
twenty minutes for the last two.

After you have inade the necessary choices, we 
shall draw a sketch design of the whole thing 
which is generated by your decisions. When 
you approve it, we shall start to build it 
for you.
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SECTION 1

GENERAL LAYOUT OF THE WHOLE OFFICE SPACE 
WITH COMMON FACILITIES,



r m

6

The first part of the layout process refers 
to the layout of the uihole office, as a 
ULihole.
process is to define the following three 
t h j. n g s!

The aim of this part of the layout

(a). The overall physical structure of
the office space.

(b) . The type and location of the common 
facilities of the whole office.

(c) . The number and location of each 
department of the office.

This part of the layout process will be 
completed by the directors of all the 
departments of the office.

Office space consists of common space and 
work units.

CoiTiiTion space is being shared by all people 
working in an office, and guests.

Work units contain work space and common 
space, shared by people belonging to each 
un i t.

The part of the procedure you are holding 
deals with the layout of the common space. 
You also need to allocate the work space 
a m D n g t h e w o r k u nits.

In the next part of thos? procedure you will do 
t h e 1 ai y o u t o f a c h w o r k u nit.

The procedure of laying out the common space 
consi Bt of ten stejps s

STEP 1. CHOOSE THE COHHON SPACES,

STEP 2. CHOOSE THE TWO HAJOR CENTERS,

STEP 3. LOCATE THE SPINE OF THE OFFICE. .

STEP 4, LOCATE THE TWO MAJOR CENTERS.

STEP 5, CREATE TWO GROUPS OF COMMON SPACES,

STEP 6. LOCATE THE TWO GROUPS OF COMMON 
SPACES.

STEP 7, ALLOCATE WORKSPACE TO WORK UNITS.

STEP 8. DEFINE BOUNDARIES.
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STEP 9, CLOSE THE ARRANGEMENT„

STEP 10. CHOOSE FURNITURE FOR COMMON SPACE, 
WITH DIMENSIONS.

w
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STEP ONES CHOOSE THE COMMON SPACES^

The fol lolu-iing list contains various spaces 
of which the coiTimon space can be made.

Define how iTiay of each kind you want in your 
office. There is only one requireiTient s you 
must include one Reception in your list of 
c o m rn o n s p a c e s.

-Lounge

-~Ki tchen

- S i 11 i n g R o o m s

Library

-Conference Rooms for meetings between units., 
or rrieetings with guests.

“Special Technical Facilities (small photo 
lab, special copying machines, long-term 
storage of supplies).

“Small sitting alcoves for one to three 
persons, rrieant for a short break or 
conversation, formed at the periphery of 
bigger centers.

“Corridors

-Telephone alcoves, with some privacy, mainly 
for guests.

“Auditorium

-Ceremonies Room

—Ar chives

••-Gyirinasium
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STEP two: choose THE TWO MAJOR CENTERS

Of the spaces chosen at the previous step, 
choose? tujo, which will be the major centers 
of the common space.

These centers should be distinct from each 
other, and from all the other centers.

In order for you to define the distinct 
character of each one, consider:
“Is it cesntrally located?
“Does it have view to the outside?
“What is the scale of its sise?

Write down all the above information in your 
1 ist.

Now, you are going to define the area which 
each major center will occupy.

Do this, according to the following rule:

-calculate the 3(3"/. of the total office area? 
this will be the total common space area.

-now, calculate the 30"/. of the total common 
space area: this will be the total area of 
the; two major centers together.

Share this are?a between thoe two major 
centers.

Finally, define the area that Reception will 
occupy.
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STEP THREES LOCATE THE SPINE OF THE OFFICE

Think of the common space as a continuous 
sequence of centers.

That is, all the centers on your list are 
connected one to another, in a formation 
Luhich resembles a spine.

Draw a dotted line indicating the spine of 
the office? start at the entrance and finish 
at a destination poin t»

Finally, place the Reception at the entrance.
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STEP FOURS LOCATE THE TWO MAJOR CENTERS

Place one of the two major centers at the 
destination of the spine,.

Of the two, choose the one which best fits 
there, according to the specific qualities 
you ascribed to the centers at step two..

Mow, you are going to place the second of the 
major ce?nters.

This center should be located closer to the 
Reception.

A distance of about one third the length of 
the? spine from the Re?ce?ption se?ems to work 
best. If there is a Junction on the spine, 
close to this position, use it to locate? the 
center.

Pay attention to keeping the area of the 
centers you draw, ac:cording to the sizes you 
have? decided at step two.

Ren-ie?mber: the two major centers should 
preferably have different configurations.
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STEP FIVE" CREATE TWO GROUPS OF COMMON SPACES

Go back to the list of corrimon spaces you have 
created. Of the centers listed here, you have 
already placed the Reception and the tuo 
Major centers.

Nou.1, create two groups of the remaining 
centers.

“The first group will contain the centers 
making the part of the spine bsUrween the 
Reception and the major center closer to it.

“The second group will contain the centers 
making the part of the spine between the two 
maijor centers.

Calculate the area each center occupies.

Remesmber, the area to be allocarted to all the 
remaining centers is the total common space 
area, minus the area that Reception occupies, 
minus the area of the two major centers.
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STEP SIXs LOCATE THE TWO GROUPS OF COMMON
SPACE

Place, one by one, all the centers contained 
in the two groups you created at the previous 
stepM

“Place the centers of one group first, then 
all the centers belonging to the other group.

While placing them, pay attention as to 
actually make the spine out of these centers.
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STEP SEVENS ALLOCATE WORKSPACE TO WORK UNITS

The general layout of the common space is 
done« The remaining office area must be 
allocated to the work units™

FIRSTS Decide the work units.

Each work unit will have a well defino^d space 
of its own and direct access from the common 
space.

In defining the work unit, you should include 
the number of people who belong to each unit, 
as well as the appro;; i mate siize of the space 
required for each unit. The average of 140 
sq. ft. per person can be used for the 
definition of the size of e^ach unit.

Two important issues to pay attention to in 
laying out t he units s
-possible connections between two or more 
units;
—desirable, or not desirable connection of 
units to certain centers cjf the common space.

Draw roughly the place that each unit 
will occupy. Provide for access from 
every unit to the spine. In order to 
do so, you may need to use corridors; 
as a rule, use short corridors rather' 
than long ones, and maxke them smaller 
thz^n any you used for the spine.

SECOND s

In order to accomodate all the units 
so that they are accessible from the 
spine, you might have to slightly 
change the position or the 
configuration of some of the 
centering.

NOTE s
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STEF" EIGHTS DEFTEME BOUNDARIES

The general layout of the whole office space 
is done. At this step you must go back and 
define the nature of each boundary of the 
plan, according to the following codes

-A DOUBLE SOLID LINES 
boundary, at least 757, enclosed, with small 
openings (thick wall)„

it indicates a solid

This type of e?nclosure is always the boundary 
of the units..

-•A SINGLE SOLID LINES it indicates a solid 
boLindary, at least 507. enc 1 osed < th ick wall).

-A DOTTED LINES it indicates a transparent 
b o u n d a r y, e n c 1 o s e d b y 25 7. a t t h e m o s t.

All three types of enclosure's can be used as 
boundaries to the corniTion space centers.

Draw a rough sketch of the boundaries.

Modifications will probably occur in the two 
following steps.
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STEP MINES CLOSE THE ARRANGEMENT

Check for any necessatry adjustment in the 
layout of the common space and the work
Lin i t s..

This can includes correction of the e:-;act 
position cind the size of some centers, bettozr 
arrangement of their access, more harmonious 
d is;tr i but i ott of sma 11, auk i 1 i ary cen ters.

■h..
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STEP TENS CHOOSE FURNITURE FOR COMMON SPACE, 
WITH DIMENSIONS

t h e f u r n :i. t u r e n e a d e d f o r t h e
as well as the elements 

to define the boundaries must be chosen.

At this step 
common space centers,

1

The furniture elements will be selected among 
t h c! s e c o n t a i n e d i n t h e following 1 i s t.

Each of the items can be manufactured in any 
size and shape you want.

It is very important that you think about the 
best arrangement of the furniture in each 
center, in order to choose the right items of 
furniture in the right dimensions.
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THE ITEMS OF FURNITURE

Thick wall 
Bui It-ins 
Archway 
Doorway 
Arcade 
Columns 
Low wall 
Platform 
Flat ceiling
DomE?d or vaulted ceiling 
F'loor with patterns 
F r i e z e 
Curtains
Eoexrds/project ion 
Lights 
A1 cove
Water/coffee fountain 
Maiilbo;-;es 
Interior opening 
Sliding door 
Opening door 
Conference table 
L o u n g e t a ta 1 e / b e n c h e s 
Sofa
Armchair
Ejeat
Footstool 
Kitchen counter 
Bookcase 
Eltraight chair

■
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SECTION II

LAYOUT OF THE INDIVIDUAL DEPARTMENT
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The BBCond part of the procoBss is adressed to 
the layout of the individual department, 
aims at definin<3 the following two things:

The workspace; for each individual 
group of the department.

The common areas of the department 
to be shared by all groups.

It

(a) .

( b) .

This part of the layout process will be 
completed by the managers of all groups of 
t h e; d e p a r t rri e n t.

It includes the following steps:

DEFINE THE WORKGROUPS OF THE DEPART- 
HENT.

STEP 1:

DEFINE THE COMMON SPACE WHICH IS TO 
EE SHARED BY ALL GROUPS OF THE 
DEPARTMENT.

STEP 2:

CALCULATE THE SQUARE FOOTAGE 
ASSIGNED TO EACH INDIVIDUAL GROUP- 
SPACE, AND TO THE COMMON AREAS.

STEP 3:

DEFINE THE CENTER OF GRAVITY OF EACH 
SPACE IN THE DEPARTMENT: BOTH OF THE 
INDIVIDUAL GROUPSPACES AND THE 
COMMON AREAS.

STEP 4:

DEFINE THE SPACE FOR EACH INDIVIDUAL 
GROUP, AND FOR THE COMMON AREAS.

STEP 5:

DEFINE THE ACCESS TO EACH GROUPSPACE 
AND TO EACH COMMON AREA.

STEP 6:

DEFINE THE DEGREE OF SEPARATION 
BETWEEN THE GROUPSPACES.

STEP 7:
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STEP 15 DEFINE THE WORKGROUPS OF THE DEPART- 
MIEWf..

In this step we want you to decide the best 
wor kin g gr ou ps.

We as5Lirne hev'e v that each wor k i ng group will, 
when we are finished, have a rather well 
defined space of its own! its own territory.

To some de-jgree, the space of each workgroup 
will be surrounded by a boundary, which 
provides some acoustic and visual priva.cy„ It 
does not mean that eaich group will be in a 
totally isolated room. The precise degree of 
enclosure and separation between groups, will 
be decided in step 7'.

At this point, we should like you to DEF“INE 
THE NUMBER OF WORKGROUPS IN YOUR DEPARTMENT, 
AS WELL AS THE NUMBER OF PEOPLE WHO BELONG TO 
EACH SMALL WORK GROUP.

You should bear in mind that empirical 
research has shown that a workgroup functions 
more effectively when the number of people 
working in it is not la\rger than 12 ????
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DEFINE THE COMMON SPACE WHICH IS TO 
EE SHARED BY ALL GROUPS OF THE 
DEPARTMENT.

STEP 2:

In this stage, we want you to identify the 
nature of common group areas you would like to 
have; these areais will be shared by all groups 
of your department.

These would be areas where anyone can work, or 
w h ere a n y one c a n r e 1 ax, o r w h ere rn e e tin g s w i 11 
take place.

The; common group areas should occupy about 15“/. 
to 20% of the total available space.

The common areas will include a reception 
area, if neccessary? otherwise, an entrance 
area into the department..

We should like you to define the followings
The basic functions of the common group(a) .

areas. 
( b) . The number of separate spaces they will
occupy.
( c).
which is important

Anything special about their character
f o r e X a m pie, d a y1ig h t, 

sun, access, special facilities, water etc.
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STEP 3s CALCULATE THE SQUARE FOOTAGE
ASSIGNED TO EACH INDIVIDUAL GROUP- 
SPACE, AND TO THE COHMON AREAS,,!

At this step you should do some arithmetic to 
calculate the number of square footage 
occupied by each individual workgroup and by 
t he common spaces„

On the over£\ll, 
about 15'/; 
of the depiartment, 
reception area and circulation space, 
the group spaces mill occupy 85“/. of the 
total.

t h 03 c o m m o n spaces will o c c u p y 
20/1 of the total aval liable area 

This will include the
All

First of all, make a rough sketch of your 
department with the basic dimensions, and 
calculate the total aro.3a.

On the basis of this, calculate the 15% of 
the total, to be given to common spaces, 
you have more than one conirriQn space, 
distribute the available aro3a accordingly.

If

Now calculate the approx i max te size of the 
space that each small group will occupy, 
nurriber 120 sq.ft, per person, as an average, 
will help you to define roughly the size of 
each small work group space.

The

__SO.FT.
....SQ.FT.
__SQ.FT.
__SQ.FT,
..__SQ„ FT. 
__SQ.FT.

AREA OF DEPARTMENT (A.D.)
COMMON AREAS 
GROUP 1<# OF PEOPLE x 120sq,ft.}__ 
GROUP 2 
GROUP 3 
GROUP 4

{15% X (A.D)>

■L
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DEFINE THE LOCATION OF EACH Sf^ACE IN 
THE DEPARTMENTS BOTH OF THE GROUP- 
SPACES AND THECOMMON AREAS.,

STEP 45

At this step me should like you to define 
roughly luhere each space of the department 
mill be located? both each small mork group 
and the common spaces, 
of the layout process.; since it mill define 
t h e o V e r a 11 s p a t i a 1 o r g a n c a t i o n o f y o u r 
department,

This is a crucial step

It is extemely important to lay out the mork 
group spaces mith the follaming thing in 
min d 5 t he mor k group mhich functions as t he 
heart of your operation should be located in 
a central position? it should be the center 
—geometrically, as me 11 as functionally — 
of your mhole department.

In case the space allocated to your depart
ment has natural light, try to locate the 
groups in such a may so that each one gets 
direct advantage of it.

The common space of the department, depending 
on its particular character and function, 
might need to be located on a guiet or a busy 
spot, or a sunny place, or a place uiith 
plenty of light. Try to provide for these.

Homever, regardless of these particular 
requirements, mhen locating the major common 
space, think of it as a potential node of 
intensity. Even if it is intented to be used 
as an enclosed space, place it in an area 
that could develop net to it the most 
important node in the circulation realm of 
t h e; d e p a r t rn n t 
moving into it.

a point of meeting mhile

Norn, make a simple and rough sketch of the 
depa\r tment. 
the entrance into it. 
previous points, do the follomings

Make sure that you have located 
Considering a11
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I^4DICATE WITH THE SIGN OF A SMALL CIRCLE 
THE CENTER OF GRAVITY OF THE LOCATION OF 
EACH WORK GROUP.

1.

INDICATE WITH THE SIGN OF THE HEART THE 
CENTER OF GRAVITY OF THE COMMON SPACE.

2,

INDICATE WITH THE SIGN OF A DIAMOND THE 
INTENSITY NODE NEXT TO THE COMMON SPACE.

3.

INDICATE WITH THE SIGN OF AN ARROW THE 
CENTER OF GRAVITY OF THE RECEPTION OR 
ENTRANCE AREA.

4.

While doing this bear in mind the difference
You could indicate this, byin group sizes, 

variation in the diameter of the circle.
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STEP 5s DEFINE THE SHAPE OF EACH INDIVIDUAL 
GF?OUP SPACE, AND OF THE COMMON 
SPACES.

At this point, you know both the size and the 
rough location of each group space and of the

It is time, nou), to definecomiTion spaces,.
PF?ECISELY the shape and location of each
space.

The sketch you have made on the previous 
step, indicates the centers of cente?rs of 
gravity of each space, 
sketch, DEFINE PRECISELY THE SHAPE OF EACH OF 
THE FOLLOWING SPACES:

Now, on the same

EACH INDIVIDUAL GROUP SPACE.
THE COMMON SPACE,
THE INTENSITY NODE NEXT TO THE COMMON 
SPACE.
THE RECEPTION OR ENTRANCE AREA,

1.
2.
3.

4,

Shape each space around its center of 
gravity.

Make the shape of each group space as simple 
as possible. It could be either one rectangle 
or a combination of two rectangles, of which 
one is considerably larger than the other.

In order to finalize the exact configuration 
of each space you will need to go through a 
recursive process of space adjustments and

calculations, so that each group spacesize
has the area it needs, and it has the shape 
that will accomodate properly its needs.

While doing this. Just pay attention to the 
shapes of individual spaces and to the 
spatial organization of the whole, 
worry about access to each space, at this 
point. Make sure that each space has a simple 
and good shape, so that it is felt as a 
cen ter.

Do not
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DEEFINE THE ACCESS TO EACH SROUPSPACE 
AMD TO EACH COMMON AREA.

STEP 6s

In this step we want you to define the 
circulation into the depar tmen t, as we11 as 
the access into each group space.

F'irst of all? connect with a spacious 
corridor the reception or entrance area 
( w h a t e V e r y o u h a v e c h o s e n ) w i t h t h e i n t e n s i t y 
node next to the common space? providing 
access to the adjacent group spaces ,

In case there are group spaces still not 
accessible, connect the intensity node with 
the most remote group splice with a corridor? 
considerably narrower than thoa previous one.

All other group spaces should be connected to 
this corridor.

indicate the approximate location of theNow?
entrance into each group.
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STEIP 7: DEFINE THE DEGiF^EE OF SEPARATION 
BETWEEN THE GROUPSPACES.,

At this laist step, we want you to determine 
t he dBgree of connec t i □ n an d sepa\r'at i an 
between groups.

In order to do it, you must use the layout 
sFfetch that you already have, and then 
indicate the nature of each boundary of the 
plan, according to the following codes

A DOUBLE SOLID LINE? it indicates a thick and 
solid boundary, which is about 757. enclosed? 
like a thick wall with built-in furniture 
-—counters, cabinets, drawers, with small 
openings, and so on,,,...

A SINGLE SOLID LINE: it indicates a solid 
boundary again, with more openings however, 
which is about 507, 6?nclosed? like a wall with 
large doorways, or sliding doors? or a series 
of thick columns with walls and/or solid 
furniture pieces built in the openings 
least half of them, and so on,,.,..

at

A DOTTED LINE: it indicates a boundary that 
incJuces connect ion more than se?parat ion 
between adjacent spaces, about 257. enclosed? 
1 i ke a ser i es of co 1 umns w i t h 1 ow wa 11 s i n 
between, or a wall trellis, or a wall which 
is partly defined by drapes or shades, or a 
series of low cabinets and so on...,

You shall now try to depict the physicaxl 
character of the boundaries you have 
envisioned, in a rough layout sketch, 
indicating meijor doorways, openings, columns. 
? ? ? ? ?Do not spend t i ine to make t h i ngs 
perfect? it is almost certain that 
rn o cJ i f i c a t ions a n d a d J i.i s t rn e n t s w i 11 o c c: l.i r 
after you have completed the following steps.
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SECTION III

LAYOUT OF INDIVIDUAL GROUPBPACE,
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The third part of the process refers to 
layout of each individual group space., 
purpose of this part is to define the 
following s

The

(a) n The size and location of each 
individual workplace within the group.

(b) .. The major center of each
groupspace.

This part of the layout process will be 
c o m p1e t e d wit h t h e co11e c tive in vo1vemen t o f 
all individualsof the group.

It includes the following steps!

SIZE AND LOCATION OF INDIVIDUAL 
WORKPLACES IN THE GROUP.

STEP .1 !

DEFINITION OF HAIM CENTER FOR EACH 
WORKGROUP.

STEP 2!

STEP 3s CHARACTER ON ENCLOSURE BETWEEN 
INDIVIDUAL WORKPLACES.
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STEP IS SIZE AND LOCATION OF" INDIVIDUAL
WORKPLACES

With i n t F i e r o u. g h bound a r y p o 5 i t i C3 n s a f t h e 
individual group spaces you have chosen, 
nou) luant each person to choose his ujorkplace,.

uje

T h r e e t h i n g s a r e i m p o r t a n t a b o u t t h e 
workplace.

1. SIZE.

It has to be the right size. You must decide, 
together with your manager, how inuch space you 
can be a 11 oted, in square f eet „

Of course, each workgroup must have a total 
working area which is about right. We assume 
that that decision has already been rriade. 
Within the area for your workgroup, each of 
you must now have a workable amount of space.

As a rule of thumb, you should assume that the 
areas of your individual workspaces, should 
add up to about 607. ?????of the total area 
devoted to youv" group.

2. ORIENTATION

You must decide which way you want to face.
You cannot be sure about the position you have 
chosen, until you know how you are going to 
sit there, or work there.
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DEFINITION OF THE MAIN CENTER FOR 
EACH WORKING GROUP

STEP 2:

You know riDU-i, where each individual is going 
to work, and roughly how much total space is' 
given to each one«

Now, you must do the most important things 
Fix the main group center for each working 
group.

Almost every working group needs some kind of 
center. It may be something big cind 
elaborate, if the people in the group work 
together a great deal of the time.

But even if the members of a group spend most 
of their time working individually, still 
some kind of place may be needed for working 
together.

It may be no more than a table.

In an extreme case, it might even be the desk 
of one of the people in the group, and the 
others gather round it whenever they work 
together. But even in this case, it should be 
clear where the main center of the group is, 
and what its character is.

This center is the thing which holds the 
group together.

Now, make a rough sketch of each individual 
working group space and indicate the location 
and size of its main center, as we;ll as of 
what it consists of.
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STEP 3s CHARACTER ON ENCLOSURE BETWEEN 
INDIVIDUAL WORKPLACES„

We? nouj have a general layout of the grouf^ 
space, uith all the individual u.iorkplaces.

At this third step, uje want you to decide how 
open or how enclosed you want your individual 
workplace to be,. Already the boundaries of the 
group work space have contributed to the 
enclosure of your individual workplace. 
However, you might need rriore privacy, more 
separation be?tween you and your neighbor. This 
has to be a light form of enclosure that won’t 
disrupt the unity of the group as a whole? it 
will have to allow more for connection than 
inducing separation.

might be a low wall, or a trellis wall, or 
some furniture, or columns, or curtains or 
movable shades....or a combination of these, 
or finally sorriething else that you might have 
in mind.

It

In order to do it, you must use the layout 
sketch that you already have, and then 
indicate the nature of each boundary of the 
P1 an.
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SECTION IV.

LAYOUT OF INDIVIDUAL. WORKSPACE
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GENERAL

At this point you know the location, size and 
shape of your individual workplace, as well 
as its approximate extent of enclosure, which 
defines the axmount of separation between you 
and your neighbors.

procE^dure will he?Ip you to lay out theThis
interior of your individual workspace, a\nd to 
choose the neccessary furniture and enclosure 
e 1 e? iTi e n t s w h i c h will d e f i n e p r e c i s e 1 y t h e
boundaries of your individual workplace.

The procedure consists of the following ten 
steeps s

STEP is DEFINE THE HAJOR CENTER OF YOUR 
INDIVIDUAL WORKPLACE„

STEP 25 DEFINE YOUR PRIMARY WORK SURFACE.

STEP 35 DEFINE YOUR SITTING POSITION.

STEP 45 DEFINE SECONDARY WORK SURFACES.

STEP 55 SPECIFY ENCLOSURE ELEMENTS.

STEP 65 SPECIFY AUXILIARY FURNITURE PIECES.

STEP 75 DEFINE SECONDARY CENTER IN YOUR 
INDIVIDUAL WORKSPACE„

STEP 85 SPECIFY THE LIGHTING OF YOUR 
INDIVIDUAL WORKSPACE.

STEP 95 COMPLETE AND EMBELLISH THE LAYOUT OF 
YOUR WORKSPACE.

STEP 105 GIVE DIMENSIONS OF ALL ENCLOSURE 
ELEMENTS AND PIECES OF FURNITURE.

The fallowing layout steps; have^ to be 
carp?fully completed one? after the? other, BY 
YOU INDIVIDUALLY. However, while doing this;, 
you should take into consideration all layout
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decisions regarding the group space, and the 
adjacent individual workplaces, already laid 
out, since some of these decisions might have 
an impact on the layout of your space,.

If any of the steps of the process secerns to 
be irrelevant to your particular needs and 
type of work. Just skip it, and proceed to 
t h e f o11owin g one.

Before starting on the process, PREPARE AM 
OUTLINE SKETCH of your individual workspace. 
It should be made on sci^Ie with actual 
dimensions and it should also indicate the 
following"
(a) all sourses of natural light
(b) the position of entering into it
(c) the desirable degree of enclosure, as it 
has already been decided in the previous step 
in relationship to the other people of your 
group.
(d) the beginnings of spaces adjacent to 
yours, if already laid out.



36

DEFINE THE MAJOR CENTER OF YOUR 
IMDIVI DUAL WO RK PI..A CE „

STEP 1s

Each individual ujorkplace has its major 
center of ufork? it is the area in which the 
individual performs his primary working 
tasks..

The major center occupies between 60"v-100% of 
the individual workarea, depending on the 
ty pe of wor k an d t he s i ze of t he ar ea..

The major center of the individual workarea 
is primarily defined in physical means by the 
pierces of furniture which £ire rriostly 
associated with the major task the individual 
performs.

Now? DEFINE on the sketch you have already 
made the approximate location and size of the 
major center of your workspace, 
position that will allow this place to 
function effectively as the center of 
a c t i V i t y o f y o u r w o r k .

Choose a
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DEFINE YOUR PRIMARY WORK SURFACE.STEP 25

Your primary work surface is the focal point 
of the area you have defined in the previous 
step.

It can be a desk, or a working table or a 
computer table, and so on... depending on the 
type of your work.

THEREFORE, CHOOSE from the following list of 
elements the piece of furniture which will 
rri o s 11 y a c c o mi o d a\ t e y o u r p r i m a r y n e e d s

DESK WITH BACK —a partly enclosed desk, 
withshelves and drawers at the back of the 
desk section.

1,

like a table, with drawersDESK —a top,2.
be? low.

3. TABLE —a table convenient for work.

.4. LAYOUT TABLE ---ai larger, deeper and 
higher table, with shelves above or below

COMPUTER TABLE -—a top with a deep back 
to enclose the? computer and provide for 
shelves on both sides, 
thick wall.

5.

Possib1y, bui1t-in a

T h 03n, PLACE it within y our i n d i v i dua 1 wor k"" 
place so that it takes advantage of the 
existing natural light and in a way that it 
will potentially create a whole working area 
around it.

Now, UPDATE your sketch with the exact 
position of your primary work surface.
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STEP 3s DEFINE YOUR SITTING POSITION.

DEF'INE your sitting position in a way that 
will provide you the desirable amount of 
privacy and enclosure, while working.

Bear in rriind that the best sitting position 
is the one that gives somebody the 
possibility to see at a distance, and, at the 
same time, allows him to see other people 
working close to him.

Now, CHOOSE your seat from the following list 
of items,

1. DESK CHAIR ---a rolling chair with 
adjustable back.

CHAIR WITH ARMS —a comfortable chair 
with arms.
2.

STOOL —a slightly sloping highstool, for 
eKtrememe comfort and back posture.
3.

and PLACE it on the sketch.
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STEP 4s DEFINE SECONDARY WORK SURFACES.,

Quite often it is neccessary to provide your 
uorkplace with more than one working surfaces 
depending on the kind of work you, ars doing. 
For e?;:ample.j although you spend most of the 
time working on a computer table, you might 
need another table or desk ne>;t to it, to 
support and facilitate your work, and so on...

Therefore, CHOOSE from the following list of 
items the pieces of furniture to function as 
your secondary work surface/s„

1. COMPUTER TABLE <as described before)

LAYOUT TABLE (as described before)2.

3. WORKING TABLE (as described before)

BUILT-IN WORKING COUNTER —a counter top 
built-in a thick wall.
4,

Now, PLACE on the sketch the additional work 
surface/s in relationship to your major work 
surface. They could be placed next to it, or 
behind your seat.
equally and easily accessible from your 
seating position. Arrange them so that your 
workspace is physically defined by these 
p i e c e s o f f u r n i t u r e.
working you should feel being at the center 
of a !i.iorkpl£'.ce„

All of them should be

Whi1e sitting and
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STEP 5: SPECIFY ENCLOSURE ELENENTS.

At this point you i^lready knoijj the rough 
amount of enclosure in your workplace, 
have already thought in the previous steps to 
what extent the enclosure surfaces are solid 
boLin dar i es — like t h i c k wa 11 s with bu i 11 - i n 
elements----
open with interior window and openings, or to 
what extent they induce more connection than 
separation with adjacent places -—like a 
series of colun'ms, a low wall, a trellis wall 
and so on, or to what extent it is completely 
open.

You

or to what extent they are partly

Certainly, t h e b o u n d a ries o f y our wor k p1a ce 
consist of a coiTibinat ion of these elerrients? 
some of its boundaries will be more solid 
than others, as to enhance privacy and 
e^n closure and some others will be more 
transparent and open as to induce 
connectedness with other co-workers.

The boundaries which de^fine your marjor ccenter 
of work will most likeily be made of thick 
wa11s with bui11-in elements as to provide 
for easily accessible storage and shelving 
areas.

Bear in mind that it is the physical 
definition of the boundaries will consolidate 
y o u r w o r k s p a c e.

Now, SPECIFY the enclosure eleoments for each 
boundary of your workspace? SEIPARATELY, 
starting f r o m t h e b o u t'i d a r i e s a d J a c e n t t o t h e 
miajor center of your workspace, aulready 
defined by the primary and secondary work- 
sur f aces.
characteristics of the boundaries, so that 
they support effectively your work, and of 
t heir fee 1 i n g o f s o 1 i d i t y a n d h a r n 'l o n y a s a 
continuous enclosure.

Think both of the functional

Consider one after the other the boundaries 
of your workspace, and try to imagine how 
open or solid you need each one of them to 
be, as well as which ones of the following 
enclosure elements will be most appropriate 
for the kind of enclosure you need to 
achieve.
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CHOOSE from thes f ol loujing list of enclosure 
elements:

SOLID THICK WALL PANELS ---A thick 
e n c I o s u r e t.u i t h built •i n s h e 1 v e s, d r a lu e r s „ « »
1 „

THICK WALL PANEL WITH BUILT-IN SHELVES 
—a set of shelves built into a thick wall.
2.

THICK WALL PANEL WITH BUILT-IN DRAWERS 
-■—a chest of drawers built into a thick wall.
3.

THICK WALL PANEL WITH BUILT-IN CUPBOARDS 
—a set of shelved cupboards built into a 
thick wall.

4.

THICK WALL PANEL WITH BUILT-IN CUPBOARD 
CHEST --a tall chest with drawers and 
cornpartments built into a thick wall.

5.

6. THICK WALL PANEL WITH BUILT-IN CATALOG 
COUNTER —a counte^r with slopping top and 
shelves below.

THICK WALL PANEL WITH BUILT-IN FILES -...a
filing cabinet built into a thick wall.
7.

THICK WALL PANEL WITH INTERIOR OPENING 
a wall D p e ti i n g la e t ween w o r k p 1 a c e s.

8.

THICK WALL PANEL WITH INTERIOR WINDOW..-an
o p e n i n g o r s 1 i d i n g w i n d o w, b e t uj e e n w o r l-c p 1 a c. e s 
with glazed or solid panels.

9.

10. THICK WALL PANEL WITH SLIDING DOOR 
s1idin g door, sing1e or dou b1e, wit h win dow.

-a

11. SMALL COMPARTMENTS —a series of small 
c o m p a r t rn e n t s w i t h d o o r s, h i g h o n t h e w all.

12. LOW WALL .. -a platform thick wall.

13. COLUMNS WITH BEAM —Simple columns, stiff 
and fairly thick, connected with beam.

V

-a low wall with14. LOW WALL WITH COLUMNS 
c o1um n s arising out o f it„
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15. TRELLIS WALL —a wall with thin bracing.

16. CURTAINS ....a curtain-like enclosure? on a
wall opening or in between columns.

A combination of built-ins in each thick wall 
panel is a 1 so avai 1 ata 1 e F*lease specify.

You should MAKE A LIST of the enclosure 
elements for eaurh boundary of your workspace 
SEPARATELY.

You should? also? INDICATE the e;-;act position 
of each enclosure element in the? sketch of 
your workspace.
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SF^ECIFY AUXILIARY F-URWITUflE PIECES.STEP 6s

Depending on the type of your' ujork you might 
need some other smaller pieces of free 
standing furniture, to support your tasks.•J

Some of these pieces are on casters to be 
placed next to or uhder your desk or working 
table.
solid wall, behind your seat, or against a 
low wall, or as an element bertween you arnd 
your co-workers.

The others are to be placed against a

CHOOSE from the following list of iternss

SMALL SIDE ROLLING TABLE —a side movable 
table, for auxiliary uses.
1.

2, SMALL ROLLING CABINET —a thing like a 
tool cabinet with drawers, that goes below a 
desk or taUDle.

BOOKCASE —a wall cabinet with shelves.3.

F-ILLING CABINET —a long and narrow 
cabinet with filing drawers.
4.

COUNTER WITH DRAWERS AND/OR SHELVES —a 
counter top with shelves and/or drawers 
underneath.

5.

PIN UP BOARD ....a wall board, made of soft
rn a t e r i a 1 s, a p p i" o p i" i a t e f p r p i n n i n g u p paper.
6 u

Now, POSITION them on your sketch, so as to 
support your work and to enhance, at the same 
time, the enclosure feeling in the major 
center of your work.
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STEP 7s DEFINE SECONDARY CENTER IN YOUR 
INDIyIDUAL WO RKSPACE„

At this point of the process you haive 
completed the major layout of your primary 

You might have chosen to allotsoor k p 1 a ce.
the u.ihole of your individual workspace to the 
primary center of your work.

However.; in a lot of cases, depending on the
and thesize of your i ndiv'i dua 1 worksp&\ce 

type of your work, you might need another 
place within the boundaries of your 
individuail workspace —a social area— in 
order to hold discussions and work meetings
with others.

think of the social area as the
It is an

In that case,
secondary center of your workspace, 
area considerably smaller than the primary
center of work, about 207. to 40?/„ of the 
total £\rea.

DEFINE the area of the secondary center on 
Most probably it will be the 

area of your individual office left after the 
definition of the primary center of work.
Give to it as a good shape as that of the

You might need to

your sketch.

primary CEm ter of wor k. 
adjust slightly thoa primary CEjnter —but only

a s t o a c c o m o d a t e i t.SLIGHTLY”

CHOOSE from the following list of items the 
pieces of furniture neccessary to accomodate 
these kind of me;etingss
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ROUND TABLE —a small table for 2 to 31,
peoF>le.

CHAIRS WITH ARMSCas described previously)2„

3„ WHITEBOARD a polished white board for 
drawing and writing with magic markers.

k

BLACKBOARD —a real slate blackboard for 
d r a w i n g a n d w r i t i n g „
4.

SEAT CHEST •—a seat with hinged seat 
portions, and storage underneath,,
5.

6. SEAT —a long bench with cushions.

ARMCHAIR—a really comfortable chair.7,

8, LOW CONVERS-A riON TABLE

SMALL SOFA “---a comfortable upholstered 
c o u c h w i t h p i 11 o w s,
9,

Now, POSITION then'! on the sketch as to create 
a comfortable t h D u g h s m a 11, m e e t i n g c o f - n e r-.9



«l . t-

•46

STEF> 8s SPECIFY THE LIGHTING OF YOUR 
IMDIVI DUAL. WORKS PACE

Now that you have defined the layout of your 
whole individual workplace and you have 
specified all enclosure elements, you 
concentrate on the lighting of your entire 
workspace„

The lighting should not be homogenious 
through out your space,, The areas of the 
primary and secondary shou1d be enhanced with 
pools of light,,
to pay attention to the overall level of 
ambience light in the space.

At the same time, you have

At this point of the process you should 
concentrates only on fixed lighting on thes 
ce i ling an d wa 1 ]. s.

First of all, DEFINE the places on the wall 
and ce^iling where lighting is neccessary. It 
is crucial that there will be a nia.Jor pool of 
light in your primary center of work.

CHOOSE from the following list of items, and 
specify their exact position on the sketch.

CEILING LIGHTS —flat light panel let 
into the ceiling.
1.

2. LONG HANGING LIGHTS —long light in 
splayed shade, for intense; work area.

3. SMALL COVE LIGHTS --wall lights for 
indirect and ambience lighting, squarish in 
s h a pe.

LONG AND THIN COVE LIGHTS —the same as 
before, but different in shape and sise.
4.
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STEP PS COMPLETE AND EMBELLISH THE LAYOUT OF 
YOUR WORKSPACE,

At this point of the layout process you have 
to cornsider the arrangtsrnent in your 
individual ujorkpla>.ce AS A WHOLE, There might 
be things you halve to adjust as to reach a 
perfect fit and continuous fabric of spacer in
your spaice.

there might small things you would needOr,
to aidd as to create 3. really comfortable
feeling and personal character in your space.

First of all, make all neccessary small 
aidjustments as to reach a really satisfactory 
level of continuity in your workspaice.

Then, consider if any of the following items 
of aiccessories might be useful to you.

1 „ FOOTREST

CURTAINS ■—a curtain-like enclosure, on a 
wall opening or in between columns.
2.,

DESK LIGHTS —table or desk movable3,
1ights.

MAILBOX CABINET —an open cabinet with 
i n d i V i dua 1 ma i 1 boes,
4,

5, PILLOWS

6, WASTEBASKET

FRIEZE WITH PATTERNS —a wide board that 
goe?s around the wall, below the ceiling, with 
or n amen t s or pa i n t ed de cor• a t i on s on i t „

7,
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(EilVE DIMENSIONS TO ALL ENCLOSURE 
ELEMENTS AND FTCECES OF- F-URN ITU RE „

STEF"* 101:

, Each one of the enclosure elements and each 
one of the items of free--standing fuy'niture 
has been laid out in direct relationship to 
your individual needs and to the
particularities of your individual space„ 
Therefore, their production cannot be based 
on modules- Modular pieces cannot achieve 
the degree of fit and continuity that you 
haVe es t a b1is h e d on your 1ay ou t-

Therefore, at this point, that you know 
everything about your individual workspace, 
you need to SPECIFY CAREFULLY THE DIMENSIONS 
of the items you have chosen-

Go back to your sketch that indicaites all 
items of enclosure and furniture and write 
all neccessary dimensions on it-
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SECTION V..

CLOSE AF^RAMGENEMT OF THE GROUF^SPACE AND 
MAKE IT WHOLE.
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This part of the layout process refers again 
to the groupspace. After each individuail has 
comp 1 eted the 1 ayout of h is oixin wor'kp 1 acre, 
therG^ is a need to look back at the group- 
spaxce, as a whole, and check things that need 
a d J us t men t or repair, or t h i n g s t hi a t ar e 
Bti11 missing in order to comp1ete the 
arrangement and furnishing of the groups pace.. 
They might small things, but certa\inly 
important for the coherent feeling of the 
whole.

This part of the layout process is to be 
complected by the manager of thee group..

It includes the following stepss

STEP 1s COMPLETE THE LAYOUT OF THE GROUP- 
SPACE, AS A WHOLE..

step 22 SPECIFY ENCLOSURE ELEMENTS AND 
FURNITURE ITEMS STILL NEEDED FOR 
COMPLETING THE ARRANGEMENT OF THE 
GROUPSPACE.

STEP 32 SPECIFY DIMENSIONS FOR ANY 
ADDITIONAL ITEM..



51

COMPLETE THE LAYOUT OF THE GROUP- 
SPACE, AS A WHOLE.

STEP is

At this sta\ge everything is almost complete 
in the group space, 
workplace and an arrangement of furniture in 
it, fit to his needs.
group have a common workplace together.

Each person has a

And the members of the

The only possible problem now, is a little 
roughness at the edges. In an ideal 
arrangement, the boundary, the doorways 
common storage space around the edge, the 
common table, the barriers, and boundariesi, 
aill work together smoothly to create a 
harmonious whole.

t he

Thus what you have done in the previous steps 
may need some finishing touches, some final 
adjustment, to create this kind of harmonious 
"smoothness" in the whole.

The mainager of the group could complete this 
BtepI or the members of the workgroup cou1d
get together to make a common decision about 
t his. The nec cess airy dj us; t merits a^nd 
a\dditional elements won’t be e;-;tens;ive --they 
will refer to elements of enclosure of the 
small group work space as a whole, which haive 
not been considered by the individuals, like 
doorways, ceiling, floor, frieze,....

In the sketch of the groupspaace that you 
a\lready haive rriake the neccess;ary adjustments.
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SPECIFY ENCLOSURE ELEMENTS AND 
FURNITURE ITEMS STILL NEEDED FOR 
COMPLETING THE ARRANGEMENT OF THE 
GROUPSPACE.

STEP 22

At this point wg; would you like to make 
definite decisions about two thingss

The enclosure and completeness of the 
group space as a whole.
1 „

Certainly the layout, furnishing and 
def i n i t i on of enc 1 osl,ire e 1 ernen ts of t I'le 
individual workplaces have contributed to the 
to the definition and enclosure of thoa 
groupspace as a whole.

Howe?ver, there are things that refer 
specifically to the grc!up space as a whole, 
and therefore, they have to be considered at 
this point,

So, DEFINE WHICH ONES OF THE FOLLOWING 
ELEMENTS are needed in addition in order to 
complete the layout and enclosure of the 
comimon spaces of the group, and to tie axil 
the individual workplaces into one continuous 
space,
1, DOORWAY,
2, FLOOR WITH PATTERNS (for the whole group
space/,

FLAT CEILING {for the whole group space),
{for common areas).

3,
4. CEILING LIGHTS 

WALL LIGHTS 
FRIEZE,
ANY ADDITIONAL PIECES OF FURNITURE { for

{ for c o rn m o n a r w a s ) ,5,
6,
7,
the common areas),
8, ANY ADDITIONAL THICK WALL PANELS {for the 
c o m rn on areas).

Finally, make a sketch of the small group 
work area, that shows the arrangement of the 
a d d i t i o n a 1 f u r n i t u r e a n d e n c 1 o s u r e e 1 e m e n t s, 
Again, don’t worry too much about making the 
a r r a n g e m e n t p e r f e c t,
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STEP 3; SPECIFY DIMENSIONS FOR ANY 
ADDITIONAL ITEhL

F’ 1 e a s e, s p 0 c i f y d i rn e n s i a n s for all a d d i t i o n a I 
elements you have ordered in the previous 
stepv with reference to the skostch you have 
already made.
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SECTION yi.

CLOSE ARRANGEMENT OF THE DEPARTMENT.

I
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This is the last part of thej layout process? 
it adresses the completion of the department, 
as the previous one adresses the completion 
of the individual group space, 
make sure that all common spaces have been 
laid out and furnished .

It ULiants to

It consists of the folloujing steps, mhich 
mill be completed by the director of each 
department„

COMPLETE THE LAYOUT OF THE DEPART
MENT, AS A WHOLE.

STEP 1s

CHOOSE FUFINITURE FOR THE COMMON 
SPACES OF THE DEPARTMENT.

STEP 2s

SPECIFY ENCLOSURE ELEMENTS, STILL 
NEEDED, FOR COMPLETING THE 
ARRANGEMENT OF THE DEPARTMENT, AS A 
WHOLE,

STEP 3s

STEP AS SPECIFY DIMENSIONS FOR ALL 
ADDITIONAL ITEMS.
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STEP 1s COMPLETE THE LAYOUT OF THE DEPART
MENT, AS A WHOLE.,

At this stage everything is atlmost conipiete';, 
Eiivery group space has been laid out and 
furnished.

T h e o n 1 y P o s s i b 1 e p r o b 1 e m n o u), i s a 1 i 111 e 
roucjhness at the edges of the department as a 
ujhole?, and in its common areais, shared by aill 
groups.

Thus ujhat you have done in the previous lay
out sections may need some finishing touches^ 
soiTie f ina 1 adJustmen t, to crete t h i s k i nd of 
harmonious "smoothness" in the whole.

In the sketch of the department, you alreaudy 
h a V e, indicate a 11 a d j l.i s t m e n t s and a. d d i t i o n s.

Again, don't worry too much about making the 
arrangement perfect.
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choose: f7jf?n:i:ture f-or the common 
SF’ACES of the DEPARTMENT.

STEP 2;

In this stage? we want you to choose the 
e1ements of furniture which wi11 be needed to 
make the COMMON GROUP SPACES of the department 
pleasaint«

I n o r d e r t o d o i t, m a k e y o u r c h o i c b s f r o m t h e 
list of available elements -—in section IV„

The number of relevant pieces of furniture 
will tend to be fair1y small.
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SPECIFY ENCLOSURE ELEMENTS, STILL 
NEEDED, FOR COMPLETING THE 
ARRANGEMENT OF THE DEPARTMENT 
WHOLE»

STEP 3s

AS A,

*
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STEF^ 41! SF^ECIFY DIMENSIONS FOR ALL 
ADDITIONAL ITEMS.


