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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 wovrk in offices, to oreate a news and
hetter environment for themselves.

In order to do ity please follow the
instructions by answering certain simple
cuest Ions.

We will then install a new type of furniture
which will satisfy youwr needs as closely as
possible.
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GERNERAL PACKGROUND

The general natuwre of the twpe of envivonment
we hope to oreate Ffor youy is descoribed in the
draft report pattern languags for office
furniture,

& copy of this draft pattern language is
available for you to look at.



FROCEDURE

The procedure we shall ask youw to follow,
consists of six separate lagout manuals, sach
one addresses to a particular individual or
group of individuals.

It starts from the lavout of the office
mpace, as a whole, down to the layout and
Ffurnishing of the individual workplace.

The sections of the manual are the following:

I GENERAL LAYOUT OF THE WHOLE OFFICE SPA&CE
WITH COMMON FACILITIES.
{to the divectors of all departments).

IE: LAYOUT OF INDIVIDUAL DEPARTHMENT.
{to the managers of all groups of each
department).

ITIT. LAYOUT OF INDIVIDUAL GROUPSPACE.
{to allindividualsof the group).

IV. LAYOUT OF INDIVIDUAL WORKSPACE.
{to each individual separatelyl.

Ve CLOSE ARRANGEMENT OF THE GROUPSPACE AND
MaRE IT WHOLE.
{to the managey of each group).

VI. CLOSE ARRANGEMENT OF THE DEPARTHMENT.
{to the director of each department).

The whole procedure is meant to be gquick, fun,
and eéffective. We do not want you to spend
more than half an hour on completing each one
of the first four sections of the lawout, and
twenty minutes for the last two.

After wou have made the necessary choices. we
shall draw a sketch design of the whole thing
which is generated by vouwr decisions. When

you approve ity we shall start to build it
for ol



GENERAL

BECTION 1

LAYOUT OF THE WHOLE OFFICE SPACE
WITH COMMON FACILITIES.



The fivset part of the layout process refers
to o the layout of the whole office, as a
while. The aim of this part of the layout
process is to define the following three
things:

{a). The overall phusical structuwrs of
the office space.

{h)., The tupe and location of the common
facilities of the whole office.

(). The number and location of sach
department of the office.
This part of the layout process will be
completed by the dirvectors of all the

departments of the office.

OFf Fice space consists of common space and
work units.

Commeon space is being shared by all peopls
working in an office. and guessts.

Work units contain work space and Common
space, shared by people belonging to each
ER TS

The part of the procedure you are holding
deals with the layout of the common sSpace.
You also need to allocate the work space

among the work units.

In the next part of the procedure you will do
the layout of sach work unit.

The procedure of laving out the common sSpace
consist of ten stepsi

STERP 1. CHOOSE THE COMMON SPACES.

STERP 2. CHOOSBE THE TWO MAJOR CENTERS.

STEP 3. LOCATE THE SPINE ﬁF THE OFFICE.
STEP 4. LOCATE THE TWO MAJOR CENTERS.

STEP 5. CREATE TWO GROUPS OF COMMON SPACED.

STEP &. LOCATE THE TWO GROUPS OF COMMON
SRP&CES.

STEP 7. ALLOCATE WORKSPACE TO WORK UNITS.

STEF 8. DEFINE BOUNDARIES.



STEP 9. CLOSE THE ARRANGEMEMNT.

STEP 1@. CHOOSE FURNITURE FOR COMMON SPACE,
WITH DIMENSTONE.



STER ONE: CHOOBE THE COMMON SPACES.

The follolwing list contains various spac
of which the common space can be made.

Define how may of each kind you want in youwr
office. There is only one regquiremsnti youw
must include one Reception in woure list of
COMMOT B

LT e
=it ohen
~Sitting Rooms
wlLd b sy

~{onference Rooms for meetings betwesen unilts,
or meetings with guests.

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

~Emall sitting alcoves for one to tThree
persons, meant for a short break o
conversationy, formed at the periphery of
bigger centers.

= Corr il dors

~Telephong alcoves, with some privacy., mainly
for gussts.

=&t tov dum
=Geremonies Room
@ chives

= CILHTITT @8 L LU
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STEP TWO: CHOOSE THE TWO MAJOR CENTERS

OF the spaces chosen at the previous step.
choose twoy, which will be the major centers
of  The Common Spaces.,

These centers showld be distinct from each
othery and from all the other centers.

In order for ygou to define the distinct
character of each oney consider:

—-Tg it centrally located?

~Does it have view to the outside?
—~What is the scale of its size?

Write down all the above information in gour
list.

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

Do this: according to the following ruled

—calouwlate the 30% of the total office areayd
this will he the total common SPACE aréa.

-nowy calcoulate the 38% of the total common
aspace areat this will bhe the total area of
the two major centers together.

Share this area between the two major

centers,

Finallyy, define the area that Recepltion will
CoCLPY .



STEP THREE: LOCATE THE SPINE OF THE OFFICE

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

That is, all the centers on gouwr list are
connected one to another, in a formation
which resembles a sping.

Uraw a dotted line indicating the spine of

the office; start at the entrance and finish
at a destination point.

Finalluy place the Reception at the entrance.
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STER FOURY LOCATE THE TWO MAJOR CERMTERS

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

OFf the two, choose the one which best fits
therey, accovding to the specific gqualities
you ascribed to the centers at step two.

Mow.: you are going to place the second of the
major centers.

This center should be located closer to the
Fecaspt ion.

& distance of about one third the length of
the spine from the Reception sesms to work
bewat, IF there i & Junction on the spine,
close to this positions, uses it to locate the
ceEnher .,

FPay attention to keeping the area of the
centers wou draws according to the sizses you
have decided at step two.

Remsmber i the two major centers should
preferably have different configurations.
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STEP FIVE: CREATE TWO GROUPS OF COMMON SPACES

Gy back to the list of common spaces Jgou have
created, OF the centers listed here, you have
alveady placed the Reception and the two
Major centers.

Mows oreate two groups of the remaining

centers.,

~The first grous will contain the centers
making the part of the spine betwesen thes
Reception and the major center closer to it.

=The second group will contain the centers
making the part of the spine betwsen the two
major centers.,

Caloulate the area each center occuplies.

FHemember, the area to be allocated to all the
remaining centers is the total common space
area, minus the area that Recepltion ocoupies,
minus the area of the two major centers,
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STERP SIX: LOCATE THE TWD GROUPS OF COMMON
SP&CE

Place, one by oney, all the centers contained
in the two groups you oreated at the previous
shem.

—-Place the centers of one group firsts then

all the centers belonging to the other group.

While placing themy pay attention as to
actually make the spine out of these centers,
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STEP SEVEN: allLOCATE WORKEPACE TO WORK UNITS

The gensral layout of the common space 1s
dons. The remaining office area must bDe
allocated to the work units.

FIRST: Decide the work units.

Fach work unit will have a well definsd space
af its own and dirvect access from the common
5,

In defining the work units, youw should include
the number of people who belong to each unit,
as well as the approximate size of the space
reaquiraed for each unit. The average of 14
zmo. Ft. per person can be used for the
definition of the size of each unit.

Two important issuess to pay attention to in
Taving out the unitss

—possible connections between two or move
un i b

—~desirable, or not desirable connection of
units to certain centers of the common space.

SECOND: Draw rowghly the place that sach unit
will occupy. Provide for access from
every unit to the spine. In order to
do soy, you may need to use corridors)
as a ruley use short corridors cather
than long ones, and make them smaller
than any o used for the spine.

NOTE: In orvder to accomodate all the units
so that they are accessible from the
spings, yow might have to slightly
shange the position or the
configuration of some of the
centering.
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STEP EIGHT: DEFINE BOUNDARIES

The gensral lavowt of the whole office space
is done. At this step you must go back and
define the nature of each boundarwy of thes
plany according to the following codes

-& DOURLE SOLID LINE: it indicates a solid
boundary, at least 75% enclosed, with small
cEpenings (thick walld.

This type of esnclosure iz always the boundary
of the units.

-& BINGLE S80OLID LINE: it indicates a solid
boundarys at least 580% enclosed (thick walld.

~& DOTTED LLIMNE: it indicates a transparent
boundard, enclosed by 25% at the most.

A1l tThres tupes of enclosures can be used as
boundaries to the common space centers.
Dhraw a rough sketch of the boundaries.

Modifications will probably ococur in the two
following steps.
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STEP NINE: CLOSE THE ARRANGEMENT

necessary adjustment in the

)
pace and the work

Check for any
layout of the common

unid b,

can include! corrvection of the exact
some centers, beltlter
¢ more harmoniol
centers.,

gition and the size of
arrangemsnt of their acces:
steibution of smally, auwxiliary

s



STEP TEN: CHOOSE FURNITURE FOR COMMON SPACE,
WITH DIMENSIONS

At this step, Tthe furniture needed for the
common space centers, as well as the elemnsnts
to define the boundaries must be chosen.

The furniture elements will be selected among
those containesd in the following list.

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

Tt is very important that you think about the
hest arrangement of the furniture in each
centery in order to choose the right items of
furniture in the right dimensions.
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THE ITEME 0F FURNITURE

Thick wall

Puilt—ins

A by

Doorway

Sy e e

Columns

L.ow wall

Flatform

Flat ceiling

Domed or vaulted ceiling
Floor with patterns
Fo d e

Curtains
Poards/projection
Lights

Sl cove

Water/coffese fountain
Mailboxes

Interior opening
Sliding doow

Opening door
Conference tabls
Loungs table/benches
Sofa

Srmehadle

Seatl

Footstool

Kitochen counter
Bookoases

Straight chair






The second part of the process s adressed to
the layout of the individual department. It
aims at defining the following two thingss
(el The workspace for esach individual
group of the department.
(Bl The common areas of the depsartment
to he sharved by all groups.

This part of the layout process will be
completed by the managers of all groups of
the department.

Tt includes the following steps?

STEP 1: DEFINE THE WORKGROURS OF THE DEPART-
MERNT .

STER 2@ DEFINE THE COMMON SPACE WHICH I8 TO
BE SHARED BY ALL GROUPES OF THE
DEPARTMENT .

STEP 3: CALCULATE THE SGQUARE FOOTAGE
ASSIGNED TO EACH INDIVIDUAL GROUP-
SPACE. AND TO THE COMMON AREAS.

STEP 4: DEFINE THE CEMTER OF GRAVITY OF EACH
SPACE IN THE DEPARTMENT: BOTH OF THE
INDIVIDUAL GROUPSPACES AND THE
COMMON AREAS.

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

STER

L
28

STEP é&:  DEFINE THE ACCESS TO EACH GROUPEPACE
AND TO EACH COMMON AREA.

4

DEFINE THE DEGREE OF SEPARATION
BETWEEN THE GROUPEPACES.

STEP



STEP 1:  DEFIME THE WORRKGROUPS OF THE DEPART-
MENT .

In this step we want you to decide the best
working groups.

We assume heve, that each working gvoup will,
when we ave finishedy, have a rather well
defined space of its ownd its own tervitord.

T smome degese, the space of sach workgeoup
will be suvrounded by a boundaryy which
provides some acoustic and visual privacy. It
goss not mean that each group will be in &
totally isclated voom. The precise degres of
enclosure and separation between groups, will

-y

be decided in step 7.

At this pointy we shouwld like vou to DEFINE
THE NUMBER OF WORKGROUPS IN YOUR DEPARTMERNT,
A8 WELL AS THE NUMBER OF PEOPLE WHO BELONG TO
E&ACH SHMaAlLL WORK GROUP.

Youw should besy in mind that empirical
vaessarch has shown that a workgrowup functions
movre e@ffectively when the number of people
working in it is not larger than 12 7777



STEP 2@ DEFINE THE COMMON SPACE WHICH IS5 TO
BE SHARED BY ALL GROUPS OF THE
DEPARTHMENT .

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

These would be areas where anyons can work, or
where anyone can relaxy or where mestings will
take place.

The common group areas should ococupy about 15%
o RAY of the total available space.

The common areas will include a reception
areay, 1f neccessaryd otherwise, an entrance
area into the department..

We should like you to define the followings
(@l The hasic functions of the common group
AV EAE.

{hXs The number of separate spaces they will
CHECUPY W

() agnything special about their character
which is important —— for example, daglight,
sun, access, special facilities, water elto.



s e

STERP 3:  CaALCULATE THE SOUARE FOOTAGE
ASSTENED TO EACH INMDIVIDUAL GROUP-
SPaACE. AND TO THE COMMON AREAS.

At this step wou should do some arithmetic to
calculate the number of sguare footage
gocupiad by sach individual workgroup and by
the COmmom SPaces.

O the overall, the common spaces will oooupy
about 15% - Z268%Y of the total availlable area
of the department. This will include the
reception area and civoulation space. A1l
the group spaces will occoupy 85% of the
total.

Fivaet of ally make a rowgh sketch of gour
department with the basic dimesnsions. and
caloulate the total area.

On the basis of this, calculate the 15% of
the total, to be given to common Spaoss, 1 8
ol have move than one Commor  Spsoey
distribute the available avea accordingly.

Mow caloulate the approdimate size of the
space that sach small group will ocoocupy. Thie
niumber 120 sg. Fo., per person, &85 an average.
will help you to define roughly the size of
@ach small work group Space.

ARES OF DEPARTMENT (A.D.) SRS, =1 IO o
COMMON AREAD (15% » (AJDD} RS - 11 ) i
GROUP 1{# OF PEOPLE » 120sa.ft.} . . .50.FT.
GROUP 2 SRR -1 P4
GROUP 3 SRR - ¢ 8 o
GROUP S BQ.FT.

® @ nononnowa

o

® B 8w EBn e



.,
(13

DEFINE THE LOCATION OF EACH SPACE IN
THE DEPARTHMENT: POTH OF THE GROUP-
SPACES AND THECOMMON AREASZ.

STER

At this step we should like wuouw to define
roughly where sach space of the deparitment
will be locateds; both each small work group
andd the common SPacaes. This is a orucial step
of the layout process, since it will define
the overall spatial organzation of your
department.

Tt is extemely important to law out the work
group spaces with the following thing in
mindd: the work group which functions as the
heart of your operation should be located in
a central positiont it should be the center
—egeometricallyy, as well as functionally --
of youwr whole department.

In case the space allocated to your depart-
ment has natural lights try to locate the
groups in such a way so that sach one gets
direct advantage of it.

The common space of the department, depending
on its particular character and function,
might nesd to be located on a quiet or a busy
spaty or a sunny place, or a place with
plenty of light., Try to provide for these.

Howsver, regardless of these particular
raeguiremsnts, when locating the majoy common
space, think of it as a potential node of
intensity. Even 1if it iz intented to be used
as an enclosed space, place it in an area
that could develop next to it the most
important node in the civculation realm of
the depactment - a point of meeting while
moving into it.

Mows, make a simple and rough sketch of the
clepar-tment. Make sure that you have located
the entrance into it. Considering all
pravious pointss do the followings
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1. INDICATE WITH THE SIaM OF & SMALL CIRCLE
THE CENTER OF GRAVITY OF THE LOCATION OF
EaCH WORK GROUP,

2 THMDTCATE WITH THE SI6M OF THE HEART THE
CEMTER OF GRAVITY OF THE COMMON SPACE.

o8 IMDICATE WITH THE SIGN OF A DIAMOND THE
INTENSITY NMODE NEXT TO THE COMMOM SPACE.

o INDICATE WITH THE SITGHN OF AN ARROW THE
CENTER OF GRaAVITY OF THE RECEPTION OR
ENTRANCE AREA.

While doing this bear in mind the difference
in group sizes, You could indicate this. by
variation in the diameter of the cirvols.
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STERP 5@ DEFINE THE SHAPE OF EACH INDIVIDUAL
GROUP SPACE, AND OF THE COMMON
SPACES.

&t this point, you know both the size and the
vough location of sach group space and of the
COCHTHTIT SRS e, It is time, nows to define
FHECTSFLY the shape and location of sach

wprE e,

The sketch yow have made on the pravious
step, indicates the centers of centers of
gravity of esach space. Nows on the same
shetohy, DEFINE PRECISELY THE SHAPE OF EaACH OF
THE FOLLOWING SPACES:S

1.  EACH INDIVIDUAL GROUP SPACE.

2. THE COMMON SPACE.

3. THE INTENSITY NODE NEXT TO THE COMMON
SPACE.

4.  THE RECEPTION OR EMTRANCE AREA.

oy

Shape esach space around its center o
gravity.

Make the shape of sach group space as simple

as possible. It could be either one rectangle
oy a combination of two rectangles, of which

one is considerably lavger than the olther.

In order to finalize the exact configuration
of each space you will need to go throuwagh &
recursive process of space adjustments and
size calculations, so that each group space
has the area it needs, and it has the shape
that will accomodate properly its nesds.

While doing this, Just pay attention to the
shapes of individual spaces and to the
spatial organization of the whole. Do not
worry about acoes to each space, at this
point. Make sure that each space has a simple
and good shapey, so that it is felt as a
center.

p=3



STEP &3 DEFINE THE ACCEBE TO EACH GROUPEPACE
AND TO EACH COMMON AREA.

In this step we want you to define the
circulation into the department, as well as
the ascoess into each group SpaceE.

Fivaet of ally commect with a spacious
corridor the reception o entrance area
{whatever you have chosen) with the intensity
rode next to the common spaces providing
access to the adiacent group Spaces .

In case there are group spaces still not

accessible, connect the intensity node with
the most remote group space with & coreidor,
considerably navvowsr than the previous one.

All other group spaces should be connected to
this corridor.

Nows indicate the approdimate location of the
sntrance into sach 9voup.
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STEP 78 DEFINE THE DEGREE OF SEPARATION
BETWEEN THE GROUPSPACED.

At this last stepy, we want uvow o determine
the degree of connection and separaltion
betwuesn groups.

In order to do ity you must use the laygout
skhotoch that you already havey, and then
indicate the nature of each boundary of the
plans according to the following codes

A& DOURLE SOLID LINE: it indicates a thick and
solid boundarys which is about 75% enclosed;
like a thick wall with built—in furnitures

~~~~~~ counters, cabinets, dreawses, wilth small
CPenings. and S50 0N e e ..

A& SINGLE SoLID LINE: it indicates a solid
bhoundary again:s with more openings howsver,
which is about 58% enclosed; like a wall with
large doorwads, or sliding doors. or a series
af thick columns with walls and/or solid
furniture pieces built in the openings —— at
least half of them: and S0 OMNecen e

A DOTTED LIME: it indicates a boundarw that
induces connection more than sepavation
betwesn adjacent spaces, about 257 enclosed;
like a series of columns with low walls in
hetweenys or a wall trellisy or a wall which
is partly defined by drapes or shadess or a
~ies of low cabinets, and S50 ONe e« e

GE

You shall now try to depict the physical
character of the boundaries gou have
srnvisionsd, in & rvough layout sketoh,
indicating major doorways, OPENINgs,
PR 0o not spend time to make things
perfecty it is almost cervtain that
modifications and adijustments will oocour
after youw have completed the following steps.

ol umTis .,



SECTION TIT

LAYOUT OF INDIVIDUAL GROUPSPACE.



The thivd part of the process vefTers o
layout of each individual group space. The
purpose of this part is to define the
followings

{a)., The sire and location of =ach
individual workplace within the garoup.

{hy.e The major center of sach

AT CILLR P CTER .

This part of the layoult process will be
completed with the collective involvemsnt of
all individualsof the group.

It includes the following stepss

STEP (1% SIZE AND LOCATION OF INDIVIDUAL
WORKPLACES IN THE GROUP.

STEP 2@ DEFINITION OF MAIWN CENTER FOR EACH
WORKGROUP.,

STERP 35 CHARACTER ON ENCLOSURE RETWEEN
INDIVIDUAL WORKPLACES.



STEP 1: SIZE AND LOCATION OF INDIVIDUAL
WORKPLACES

Within the rvough boundary positions of tThe
individual group spaces dou have chosen, we
now want =ach person to choose his workplacs.

Three things are important about the
workplace.

1o BIZE.

tooley
Lt

It has to be the right size. You must de
together with your managey, how much
can be alloted, in square feel.

OF course, each workgroup must have a tota
working area which is about right. We assume
that that decision has alveady been made.
Within the area for vour workgroup, each of
you must now have a workable amount of space.

rule aof thumby, gou should assums that the
s of youwe individual workspaces, should
add up to about &% 777770f the total area
devoted to youwr group.

Be DRIENTATION

You must decids which way wow want to face.
You cannot be sure about the position you have
choseny, until youw know how you are going to
it theres, or work there.
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STEE =& DEFIMITION OF THE MAIN CENTER FOR
EACH WORKING GROUP

You know nows where each individual is going
o work, and roughly how much total space 1s
given to sach one.

Mow. you must do the most important thing?
Fiw the main group center for sach working
YL .

Slmost every working group needs some kind of
centar, It mau be something big and
@laborate, if the people in the group work
together a great deal of the time.

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

It may be no more than a table.

In an sxtrems case, it might even be the desk
af one of the peaople in the group, and the
others gather vound it whenever they work
together. Put even in this case, it should be
clear where the main center of the group isy
and what its character is.

This center is the thing which holds the
group together.

Mow, make a vough sketoch of each individual
working group space and indicate the location
and size of its main centery, as well as of
what it consists of.



Ar o CHARACTER ON ENCLOBURE BETWEEN
ITHDIVIDUAL WORK

riow have a general lavout of the grous

with all the individual workplace

At this thivd step, we want you to decidse h
i 1 o how enclo you want your individual
be. Already the bhoundaries of the
Ak space have contributed to the

of youwr individual workplace.

vyt might nesd more PprivAacys more

ion hetween you and ygour neighbor. This
bhe a light form of enclosure that won’t
disrupt the unity of the group a wholed it
will have to allow more for connection than
inducing separation.

to

Tt miaght be a low wally, or a trellis wall, or
some furnitures or columns, or curtains or
movable shades....or a combination of the
cr finally something else that you might have
in mind.

In order to do ity wou must :
eteh that youw already havey, and
natuwre of sach boundary
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BECTION IV.

LAYOUT OF ITMDIVIDUAL WORKEPACE



y
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GiEME AL

At this point youw know the location, size and
smhape of gour individual workplace, as well
as its approdimate extent of enclosure, which
defines the amount of separation betwssn ygou
and uour neighbors.

This procedure will help vou to lawy out the
interior of yowr individual workspace, and to
choose the neccessary furniture and enclosurs
elements which will define precisely the
boundaries of vgouwr individual wvorkplace.

The procedure consists of the following ten

ol i

STEP 1%  DEFINME THE MaAJOR CENTER OF YOUR
ITRDIVIDUAL WORKPLACE.

STERP Z:  DEFIMNE YOUR PRIMARY WORK SURFACE.
STEP 3: DEFINE YOUR SITTING POSITION.

STER 4@ DEFINE SECONDARY WORK SURFACES.
STEP 5@ GSPECIFY ENCLOSURE ELEMENTS.

STER &5 SPECIFY AUXILIARY FURNITURE PIECES.

STERP 7@ DEFINE SECONDARY CENTER IN YOUR
INDIVIDUAL WORKEPACE.

BTEP 8@  SPECIFY THE LIGHTING OF YOUR
THDIVIDUAL WORKEPACE.

BTEP 2@ COMPLETE AND EMBELLISH THE LAYOUT OF
YOUR WORKESPACE.

STEF 188 GIVE DIMENSIONS OF ALL ENCLOBURE
ELEMENTS AND PIECES OF FURNITURE.

The following layout steps have to be
carefully completed one after the other, BY
YOU ITNDIVIDUALLY. Howevers while doing this,
you should take into consideration all lagout
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regarding the group spacsy and the
) individual workplaces, already laid
outs since some of these decisions miaht have
an impact on the layout of your space.

T+ any of the steps of the process seems to
e irrelevant to gowr particular neseds and
type of work, Just skip it. :
the following one.

Fefore starting on the process, PREPARE AN
GUTLLINE SKETCH of wour individual workspace.
Tt should be made on scale with actual
dimsnsions and it should also indicate The
followingd

{a) all sowrses of natweal liaght

{h) the position of entering into it

() the desirable degree of enclosure, as it
has already been decided in the previous step
in relationship to the other people of your
VIR W

(cdy the beginnings of spaces adjacent to
yours, 1if already laid out.




STEP 1:& DEFINE THE MAJOR CENTER OF YOUR
ITRDIVIDUAL WORKPLACE.

Fach individual workplace has its major
center of workd it is the area in which the
individual performs his primary working

tasks.

The major center occupilies beltwsen &B%-100% of
the individual workarea, depending on the
tupe of work and the size of the area.

The major center of the individual workarea
is primarily defined in physical means by the
pieces of furnitwre which are mostly
associated with the major task the individual
pree F oy mes .

Mows DEFINE on the sketoh you have already :
made the approdimate location and size of the
ma oy center of your workspasos. Choose a
position that will allow this place to
function effectively as the center of
activity of your work.



STEP i DEFINE YOUR PRIMARY WORK SURFACE.

Your primary work surface is the focal point
of the ares wouw have defined in the previous
sl e,

It can be a desk, or a working table or a
computer table, and 80 On...depending on the
tupe of your work.

THEREFORE, CHOOSE from the following list of
@lements the piece of furniture which will
mostly accomodate youry primary needs.

1w DESK WITH BACK —— a partly enclosed deshk,y
withshelves and drawers at the back of the

desk section.

e DESK ——a topy like a tables, with drawers
el ow.

24 TAHRLE ——a table convenient for work.

iy LAYOUT TAPLE ——a larger. déesper and
Migher table, with shelves above or below

iz COMPUTER TABLE ——a top with a desp back
to enclose the computer and provide for
shaelves on bobth sides. Possiblyy built—in a
thick wall.

Theny, PLACE it within gour individual work-
place so that it takes advantage of the
@risting natural light and in a way that it
will potentially oreate a whole working area
avound it.

Mows UPDATE yowr sketch with the exact
position of yowr primary work surface.



SBTEP 33 DEFINE YOUR SITTING POSITION.

DEFIME your sitting position in & way that
will provide youw the desirable amount of
privacy and enclosurey while working.

Pear in mind that the best sitting position
is the one that gives somebody the
possibility to see at a distancey andy, at the
mame tTimss allows him to ses other people
working close to him.

Nows CHOOSE yowr seat from the following list
of items,

L DESK CHAIR w- a rolling chair with
adjustable bhack.

Feo CHATR WITH ARME --a comfortable chaire
with arms.

A, BTOOL —-a slightly sloping highstool, for
extremems comfort and back posture.

and PLACE it on the sketch.



STEP 431 DEFINE SECOMDARY WORK SURFACES.

OQuite often it is neccessary to provide your
workplace with more than one working surfaces
depending on the kind of work youw are doing.
For example, although you spend most of the
time working on a computer table.s you might
nesd anather table or desk next to ity to
support and facilitate wour work, and S0 on..

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

119 COMPUTER TARLE {as described beforel

s LayouT TaBRilE {as described before)

e, WORKING TAPLE (as descoribed bhefore)

i

4, PUILT-IN WORKIMNG COUNTER -—a counter top
built—in a thick wall.

Mows PLACE on the sketcoch the additional work
surface/s in relationship to your major work
sy T e, ey could be placed nest to it. or
bahind your seat. A1l of them should bhes
eoual ly and esasily accessible from gour
sgating position. Arrange them so that your
workspace is phusically defined by these
pisoss of furnd bure. While sitting and
working you should feel being at the center
of s workplace.
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STEF S5:  SPECIFY ENCLOSURE ELEMENTS.

&t this point you already know the rowgh
amcunt of encloswee in your workplace. hgw1n!
Frave alveady thought in the previous steps to
what sxtent the enclosure surfaces arve solid
houndaries ——-like thick walls with built-in
glaments--  or to what extent thesy are partly
peen with interior window and openings. or to
what extent they induce more connection Than
separvation with adjacent places ——like a

s ies of columns, a low wall, a trellis wall
and =0 ony or to what extent it is completely
CIEIERTY

Certainly, the boundaries of yowr workplace
consist of a combination of these slemsnts)
some of its boundaries will be more solid
than others, as to enhance privacy and
enclosure, and some others will be more
transparent and opesn as to induce
connectedness with obther co-workers.

The boundaries which define youwr major cenbar
of work will most likely be made of thick
walls with built—in elements as to provide
for sasily accessible storage and shelving
AYE A .

Peasr in mind that it is the physical
definition of the boundaries will consolidate

Wonye workepa s,

Mows SPECIFY the enclosure elements for each
boundary of youwr workspace SEPARATELY,
starting from the bhoundaries adjacent to the
mador center of your workspace, already
defined by the primary and secondary work-
s T ares., Think both of the functional
characteristics of the boundaries. so that
they support effectively wyour work, and o
their feeling of solidity and harmonyg 88 a
continuous enclosure.

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
bey as well as which ones of the following
enclosure elements will be most appropriate
for the kind of enclosure you need to
achisve.
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CHOOSE from the following list of enclosdre

s’ B
X

el ements

;i SOLID THICK WaLL PANELS - A thick
srocloswre with budlt—in shelves, (Prawers.. ..

o THICK Wall, PANEL WITH BUILT-IN SHELWVES
e mat of shelves built into & thick

b0 THICK Wall PAMEL WITH BUILT-IN DRAWERS
ey chest of deawers built dnto a thick wall.

oy THICK WALL PANEL WITH BUILT-IN CUPRLARDES
e mat of shelved cupbeoards built into a

thick wall.

THICK WALL PAMEL WITH RPUILT-IN CUPRBGARD
CHEST s tall chest with drawers and
partments bullt dnto a thick wall.

& THICK Wall PARNEL WITH BUILT-IN CATALOG
COUNTER ——a counter with slopping top and
sholves bhelow.

T THICK WALL PANEL WITH BUILT-IN FILES -——a
Filing cabinet built into a thick wall,

8. THICK WALL PANMEL WITH INTERIOR OPENIMG
ez 1l opening bhetween workplaces.

9 THICK Wall PANEL WITH INTERIOR WINDOW--—an
cEpening or liding windows betwesn workplaoss
with glared or solid panels.

1@, THICK WALL PAMEL WITH SLIDING DOOR - - &
zliding doory single or doubles, with windouw.

11. SMaLL COMPARTMENTS ——a seriss of small
compartments with doors, high on the wall.

12 LOoW Wall., —-a platform thick wall.

13, COLUMNGS WITH RBEaM -~ Simple columns, stiff
arnd Fairly thick, conmected with beam.

14, Lok Wall, WITH COLUMNS ~—a low wall with
columns ardising ouwt of it.



H2
15. TRELLIS WALL ——a wall with thin bracing.

1&. CURTAINS ~—a curtain—-like enclosures, on a
wall opening or in betwusen columns.

A combination of built—ins in each thick wall

panel is also availlabls. Flease speclfy.

Yo should MASKE & LLIBT of the enclosues
elements For each boundary of your workspace
SEPARATELY .

You shoulds also, INDICATE the exact position
of each enclosure element in the sketch of
WY Wt ks s ace.



BTEF &8 SPECIFY aUXTLIARY FURNITURE PIECES.

Depending on the type of vour work yow might
{1 mome other smaller pisces of free
standing furniturs, to support youwre tashks.

ar working

d against a

Some of these pl@ces A98 OnN
d next to or uhder your
kN le. The others are to be pl
sonlid wally be youy seaty or against a
low walls or : element bhetwesn youw and
Yoy co-workers,

from the following list of items?d

1 & SMALL SIDE ROLLIMNG TARLE ——a side movable
table, for auxiliary uses.

aMall. ROLLING CARINET thing like a
tonl cabinet with dreawsrs, thet goes below a

desk or table.

ek

: RPOOKCA a wall cabinet with shelves.

L FILLING CARIMNET ——a long and navrouw
cabinet with filing drawers.

SURNTER WITH DRAWERS AND/OR SHELVE
o with shelves and/or deawsrs
urnderneath.

& PIN UP BOARD a wall board, made
materials, appropriate for pinning up

Mowy POSITION them on wvowre sketoh,
support your work and to enhanos, at
timey, the enclosure feeling in the major

center of your work.




STEP 7: DEFINE SECONDARY CENTER IN YOUR
INDIVIDUAL WORKEPACE.

At this point of the process you have
completed the major layowt of vour primary
workplace. You might have chosen to allote
the whole of your individual workspace to the
primary center of your work.

Howesver, in a lot of cases, depending on the
size of wouwr individual workspace and the
tupe of wouwr work, you might need another
place within the boundaries of ygour
individual workspace ——a social arsa-— in
order to hold discussions and work mestings
with others.

In that case, think of the social area as the
secondary center of youwr workspace. It is an
area considerably smaller than the primary
center of works about Z20% to 48% of the

total ares.

DEFINE the area of the secondary center on
oy sketoh. Most probably it will be the
area of your individual office left after the
definition of the primary center of work.
five to it as a good shape as that of the
primary center of work. Yo might need to
adjust slightly the primary center ——but only
Sl TEHTEY —— as to acocomodate it

CHOOSE from the following list of items the
pieces of furniturs neccessary to accomodate
these kind of meetings:




1a ROUND TARLE ——a small table for 2 to 3
peoplea,

PR CHAIRS WITH ARMS({as described previously)

e WHITEROARD ——a polished white board for
chrawing and writing with magic markers.

iy BLLACKRBOARD - a real slate blackboard for
chrawing and writing.

B SEAT CHEST =——a seat with hinged seat
portions:. and storage undevrneath.

& SESAT - ~a long bench with cushions.
Fi ARMCHATIR ——a really comfortable chair.
8. LOW CONVERESTION TARLE

?. SMall 80FA ——a comfortable upholstered
couch with pillows.

Mowe POSTITION them on the sketoch as to oreate
a comfortable, though smally mesting corner.
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STERP g8: SPECIFY THE LIGHTING OF YOUR
ITMNDRIVIDUAL WORKEPACE.

Mow that gou have defined the lagout of your
whole individual workplace and you have
mpeol Fied all encloswre elements, you
concentrate on the lighting of your entire
W b S e,

The lighting showld not be homooenious
through oult your space. The arsas of the
primard and secondary should be enhanced with
poals af light. At the same timsy yow have
o opay attention to the overall level of
ambience light in the space.

At this point of the process you should
concentrate only on fixed lighting on the
cedling and walls.,

First of ally DEFINE the places on the wall
and ceiling where lighting is neccoessard. It
is crucial that there will be a major pool of

Light in yowe primary center of work.

CHOOSBE from the following list of items, and
gpecify their exact position on the sketch.

1l e CEILING LIGHTS ——flat light panel let
into the ceililing.

e LONG HANGING LIGHTS ——long light in
splaved shade, for intense work area.

e SMaLL. COVE LLIGHTS ——wall lights for
indirect and ambience lighting,y sqauarish in
shape.,

L LONG AND THIN COVE LIGHTS - the samse as
beforey but different in shape and size.



.
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STEP 93 COMPLETE AND EMBELLISH THE LAYOUT OF
YOUR WORKSPACE.

At this point of the layoul process gou have
to consider the arvangemsnt in wour
individual workplace 458 & WHOLE. There miaght
e things youw have to adjust as to reach a
perfect Fit and continuous fabric of space in
LI SRS .

Ory there might small things wou would need
to add as to create a really comfortable
feeling and personal character in 4ouwr Space.

Firvaet of ally make all neccessary small
adjustments as to reach a really satisfactory

level of continuity in your workspace.

Then, consider if any of the following items
of accessories might be useful to gou.

1. FOOTREST

B CURTAING -~ a curtain-like enclosure, on a
wall opening o in betwesn columms.

> DESK LIGHTS ~—table or desk movable

lights.

&4, MATLEBOY CARINET ——an open cabinst with
individual maillboxes.

o PILLOWS
& WaASTERASKET
Ta FRIEZE WITH PATTERNS - a wide bhoard that

goes around the wally below the ceilings with
grnaments or painted decorations on it.
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STEP 18: GIVE DIMENSIC T ALL ENMCLODURE
ELEMENTS AND PIECES OF FURNITURE.

Fach one of the enclosure elements and sach
one of the items of fres-standing furniture
has been laid out in divect relationship to
your individual needs and to the
particularities of your individual space.
Therefore, their prodo
oy e e, Modular pieces cannot achisve
the degres of Ffit and continuity that ygou
have established on vour lawoul.

Fion cannolt be bhase

Therefore, at this points that you know
sverything about your individual workspacs,
wou need to SPECIFY CAREFULLY THE DIMERNSIONS
of the items wow have chosen.

Ao back to ygour sketoch that indicates all
items of enclosuwre and furniture and weite
all necossang dimensions on it.
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SECTION M.

CLLOSE ARRANGEMENT OF THE GROUPSPACE AND
MARE IT WHOLE.



>

5@

T Wi
2t the

Fing

e a wholes and ohs
adjustment or repailry or thing
(0w 1 I 1 s S
and furni
thi

is to be
of the group.

This
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the following steps

1o COMPLETE THE LAYOUT OF THE GROUP-

SPaCE, AR A WHOLE.

i FECTFY ENCLOSURE ELEMENTES AND
JRMITURE 5 OBTILL NE 4
COMPLETING THE ARRANGEP
STER 38 TONS FOR ANY
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STER 13 COMPLETE THE LAYOUT OF THE GROUP-
SRPACE, AL & WHOLE.

At this stage everuthing is almost complete
in the group SPpECE. Each person has a
workplace and an avvangement of furniture in
ity Fit to his needs. And the membsvs of the
growe have a common workplace toogsther.

The only possible prablem nows is a little
roughness at the edges. In an ideal
arrangementy the boundary, the doorways. the
common storage space around the edge, the
common tables, the bavrigrs, and boundaries
all work together smoothly to oresate a
harmonious whole.

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

The manageyr of the group could complete this
tep: or the members of the workgroup could
get together to make a common decision about
this, The necoessary adiustments and
additional s2lements wont bhe extensive ——lthey
will refer to elements of enclosure of the
amall group work space as a wholey, which have
not been considered by the individuals, like
doorwaysy ceiling, floory friezes ...

o

In the sketch of the groupspace thalt you
dy have make the necoessary adiustments.
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STEP 2: SPECIFY ENCLOSURE
FURNMITURE ITEMS &
THE

At this point we would yow like to make
definite decisions aboult two things?

(| The enclosure and completensss of the

gy o space as oa whole.

Certainly the lauvout, furnishing and
definition of enclosure elements of the
individual workplaces have 4
to the definition and enclc
groupspacse as a whole.,

to the

are things that refer
as a whole,

considersd at

Howsvery  The
gpeacd i Tlyu to the group spacs
and therefores they have to

this point.

) NME WHICH ONES OF THE FOLLOWING
MTS are needed in addition in order to
mplete the layout and snclosure  of the
ommon spaces of the groups and to tie all
individual workplac into one continuous

o

RASY .
WITH PATTERNS {(for the whole group

AR ) .

LN CEILING LIGHTS
g Wall, LIGHTS (foy common arwuas
Le FRIEZE:

7.  ANY ADDITIONAL PIECES OF FURNITURE { for
the common areas!.

. ANY ADDITIONAL THICK Wall PANE

COHTIMCHT @ EaE T .

S {for the

Fuamalluy malke the small gvoup

wor ks ares, YT AT wnt of the
additional furniture and enclosure e pE Tl
Again, don’t worry too much about making the

arrangement perfect.
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A% SPECIFY DIMEMBIONEG FOR AMY
ADDITIONAL ITEM.

apacify dimensions for all additional
elemsnts wuou have orderved in the previous

sy wilth reference to the sketoh yow have
alveady made.




SECTION VI.

CLOSE ARRANGEMENT OF THE DEPARTHMENT.
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This is the last parct of the lawvoul process)
it achees the completion of the department,
as the previouws one adresses the completion
of the individual group sSpace. It wants to
make surs that all common spaces have been
laid out and furnished .

Tt consiste of the following steps, which
will be completed by the dirvector of sach
department .

STEP 13 COMPLETE THE LAYOUT OF THE DEPART-
MENT, AE & WHOLE.

STEP Z& CHOOSE FURNITURE FOR THE COMMON
SPACES OF THE DEPARTHMERNT.

STEP 3: SPECIFY ENCLOSURE ELEMENTS, STILL
MEEDED, FOR COMPLETING THE
ARRANGEMENT OF THE DEPARTMENT, AL A
WHOLE.

STEP 4@ SPECIFY DIMENSIONS FOR ALl
ADDITIONAL ITEMS.
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STEP 13  COMPLETE THE LAYOUT OF THE DEPART-
MENT, AS & WHOLE,

At this stage everything is almost complete.
Every group space has been laid out and

Ffurnished.

The only possible problem now, @ Little
roughness at the edges of the department as a
wholey and in its common areas, shared by all

LRV OILLERE

Thus what youw have done in the previous lay-—
oult sections may need some Finishing touches,
sams Final adijustment, to coresate this kind of
harmonious "smoothness” in the whole.

In the sketch of the department, wou already
haves indicate all adjustments and additions.

Againe don’t worry too much about making the
arrangsmsnt perfeot. |



f
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BTERP Z:  CHOOBE FURNITURE FOR THE COMMON
SPaCES OF THE DEPARTHMENT.

Im this stage, we want wou to choose the
elements of furniture which will be needed to
make the COMMON GROUP SPACES of the department
pleasant.

In order to do ity make your choices from the
list of available elements ——in section IV.

The number of relevant pieces of furniturs
will tend to be faivly small.



SPECIFY ENCLOBURE ELEMENTS, STILL
NEEDED, FOR COMPLETING THE
ARRANGEMENT OF THE DEFARTHMENT, AB
WHOLE .




F DIFENSTONS
TTEMS,

FOR

AlL.



