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Furniture Planning Guide
THE BUILDING
If you are moving into a new space, consider these things before you sign a lease. 
· Does the space allow for present and future requirements?
· Does the building management require LEED Certification?
· Does the existing lighting fit your requirements?
· Consider the ceilings and floors as they provide the best sound deadening performance.
· Do the heating and air conditioning vents come from the ceiling, walls or floors?  This can have an impact on the flexibility of your furniture layout.
· Is there a sufficient space for reception and customer waiting?
· Are there enough bathrooms?
· Does the building management provide flexible hours of access or after hours by-appointment-only?
· Will your landlord allow you to obtain furniture through their Tenant Improvement negotiation?  Don’t be afraid to ask!
· Is there a proper balance of open space and hard offices?
SPACE, AESTHETHICS, FUNCTION
· Break down your company into categories. Executive-Admin-Finance etc.
· Consider the general needs of each category in terms of space, esthetics, and function. The last thing you want to do is exhaust your budget and then learn that there are still needs to be met.
Such things to consider are:
· Does the public ever view the area?  
· How much privacy is required to keep delicate information secure, both sound and sight?  
· Do multiple shifts require flexibility in the furniture layout? 
· What persons share hard documents or communications frequently?  
· Does the person meet with others at their space?  
· If your company is experiencing growth, what flexibilities are needed in your furniture?
· During the initial planning of cubicles for example, you should use varied size panels and components that will allow you to have flexibility in the future.
· You should use a product that has been sold in the market for a long time.  This means that you will most likely be able to add additional matching furniture as you grow.
· Your furniture should be strong enough to be disassembled and reassembled over and over.  The cost to reconfigure should be considered both in dollars and the down time to accomplish the reconfiguration.
SELECTION OF FURNITURE
· There is a lot to choose from out there.  Remember that all of your furniture need not come from a single catalog.  The office that works for an accountant does not necessarily work for an engineer.  Form, Fit and Function are not universal.
· Your vendor should recommend furniture based on specific needs.
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