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OFFICE & SUPPORT SPACE GUIDELINES OVERVIEW

We intend to opƟ mize our current and future offi  ce space to ensure that, as an insƟ tuƟ on, we use these im
portant physical resources eff ecƟ vely to align with the insƟ tuƟ on’s mission and prioriƟ es.  The offi  ce & support 
space guidelines were developed to help the University of Chicago Medicine (UCM), Biological Sciences Division 
(BSD), and Pritzker School of Medicine (PSOM) achieve the following goals:

1. Provide guidelines for square footage of private, shared, and workstaƟ on offi  ces.
2. Standardize layouts and confi guraƟ ons of each offi  ce/workstaƟ on type, according to established size 

increments.
3. Standardize the chassis and components of private offi  ce and workstaƟ on furniture.
4. Standardize laminate, fabric, and color opƟ ons available to users.
5. Establish and maintain vendor inventory of “quickship” furniture stock.
6. Reduce costs of typical furniture.
7. Reduce overall delivery Ɵ me for furniture orders.
8. Reduce staff  Ɵ me in dealing with furniture requests.
9. Provide addiƟ onal onsite parƟ cipaƟ on from vendor/s (force mulƟ plier).
10. Establish and maintain a webbased user interface for quick selecƟ on and cost esƟ maƟ on of standard 

furniture confi guraƟ ons and opƟ ons.

The Offi  ce & Support Space Guidelines apply to all ‘backofhouse’ offi  ces within UCM, BSD, & PSOM, with the 
following excepƟ ons having their own guidelines for laminates, fabrics, and colors (see Appendix 2):

• Knapp Center for Biomedical Discovery (KCBD)
• Comer Children’s Hospital
• Center for Care and Discovery (CCD)

When planning new construcƟ on or renovaƟ ons, all units should refer to the guidelines herein to ensure greater 
consistency across departmental units and alignment with generally accepted industry standards.  UCM, BSD, 
PSOM, and FaciliƟ es Design and ConstrucƟ on (FD&C) will refer to this document when working with units and 
architects during the design phase of all new construcƟ on or renovaƟ ons.  It is against policy for units to contract 
with vendors directly for offi  ce space and furniture services.  All units must submit a project request at this link: 
Intake Form

ExcepƟ ons to the guidelines require the approval of the Offi  ce of the Dean and should be directed to sdeblaze@
bsd.uchicago.edu.

The offi  ce & support space guidelines meet or exceed current applicable state and federal standards for acces
sible design as well as the University of Chicago’s Offi  ce Guidelines (see Appendix 1).

SPACEPERPERSON RECOMMENDATIONS

The following tables show the recommended assignable square feet for a person by posiƟ on type.  These guide
lines are not a guarantee that an employee or affi  liate of the University will receive a specifi c offi  ce type or 
amount of square feet, but rather defi nes the maximum net assignable square feet (NASF) a person in a specifi c 
role should occupy.  Net assignable square feet is defi ned as the area of a building suitable for occupancy mea
sured from the interior walls, including closets and secondary corridors within assignable space.  This excludes 
main corridors, bathrooms, and other nonassignable space.  The NASF for a typical private offi  ce is outlined in 
the example below.
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NASF Outlines for Typical Private Offi  ce and WorkstaƟ on

 Types of Room Occupants

Guideline 
NASF
per Person 

BIG TEN 
Comparison
Range Space Type Layout ID

EXECUTIVES
1 Dean / President 400 200400 Private Offi  ce P Custom
2 CSuite / Vice President 240 200400 Private Offi  ce P P240
3 Department Chair 230 190350 Private Offi  ce P ~P240
4 Associate & Assistant Dean / SecƟ on Chief 135160 150350 Private Offi  ce P P160, P135

BASIC / CLINICAL / ACADEMIC
5 Faculty, Tenure Track 100135 110150 Private Offi  ce P P135, P125, P100
6 Faculty, NonTenure Track (e.g. Lecturer) 80100 72150 Private Offi  ce P P100, P80

Shared Offi  ce S S200/2, S160/2
WorkstaƟ on W W80

7 Faculty, Emeritus (AcƟ ve) 60100 30140 Private Offi  ce P P100, P80
Shared Offi  ce S S200/2, S160/2, S135/2, S125/2
WorkstaƟ on W W100, W80, W60

SQUARE FOOTAGE RANGES

The square footage ranges are provided to accommodate the varying programmaƟ c needs of these posiƟ ons 
across the University.  For example, a unit may assign an offi  ce on the smaller end of the square footage 
range to a person who is more likely to spend Ɵ me working in a research lab than in an offi  ce.  Conversely, 
a person may be assigned an offi  ce on the upper end of the range to accommodate frequent meeƟ ngs with 
mulƟ ple individuals.

APPLYING THE GUIDELINES IN SHARED SPACES

The recommended square footages of shared spaces specify the total amount of offi  ce space that should be 
dedicated to any one person.  They do not necessarily indicate the actual size of the offi  ce or workspace.  For 
example, a department should designate a cumulaƟ ve 120240 square feet for (4) temporary employees (30
60 square feet per person); this space may or may not accommodate all (4) persons simultaneously.

The following spaceperperson recommendaƟ ons are based on recent construcƟ on projects at the University 
of Chicago, space guidelines at peer insƟ tuƟ ons, space guidelines from nonpeer higher educaƟ on insƟ tuƟ ons, 
and the private sector.  They were developed in collaboraƟ on with UCM FaciliƟ es Design and ConstrucƟ on, and 
various administraƟ ve and academic units.  The guidelines include furniture layout references which relate to 
recommended NSF guidelines.
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8 Faculty, Emeritus (InAcƟ ve) 3060 30140 Shared Offi  ce S S120/2
WorkstaƟ on W W60, W30

9 VisƟ ng Faculty / Fellow, Lecturer I & II /
Research Assoc. / VisiƟ ng Scholar

80 72150 Shared Offi  ce S S160/2
WorkstaƟ on W W80

10 ExecuƟ ve Administrator / SecƟ on Chief 80100 100220 Private Offi  ce P P100, P80
11 Staff , Professional (FullTime) 60100 72140 Private Offi  ce P P100, P80 

Shared Offi  ce S S200/2, S160/2, S135/2, S125/2
12 Staff , Professional (PartTime) 80 6080 Shared Offi  ce S S160/2

WorkstaƟ on W W80
13 Clinical Associate / Advance PracƟ ce Nurse 

(APN)
60 6080 Shared Offi  ce S S135/2, S125/2

WorkstaƟ on W W60, W30
14 Graduate EducaƟ on Administrator 4060 60100 Shared Offi  ce S S125/2

WorkstaƟ on W W60, W30
15 Staff , AdministraƟ ve Support (FullTime) 60100 60140 Shared Offi  ce S S200/2, S160/2, S135/2, S125/2

WorkstaƟ on W W100, W80, W60
16 Staff , AdministraƟ ve Support (PartTime) 6080 6080 Shared Offi  ce S S160/2, S120/2

WorkstaƟ on W W80, W60
17 Graduate Student Instructor 2560 2590 Shared Offi  ce S S135/2, S135/4, S125/2, S125/4

WorkstaƟ on W W60, W30, W25
18 Graduate Student Research Assistant 2560 2560 Shared Offi  ce S S135/2, S135/4, S125/2, S125/4

WorkstaƟ on W W60, W30, W25
MANAGEMENT / PROFESSIONAL / SUPPORT
19 Director 100160 100200 Private Offi  ce P P160, P135, P125, P100
20 Associate / Assistant Director 60135 65165 Private Offi  ce P P135, P125, P100, P80, P60
21 Manager 80135 50150 Private Offi  ce P P135, P125, P100, P80

Shared Offi  ce S S200/2, S160/2, S135/2, S125/2
WorkstaƟ on W W100, W80, W60

22 Staff , Professional (FullTime) 60100 50150 Private Offi  ce P P100, P80
Shared Offi  ce S S200/2, S160/2, S135/2, S125/2

23 Staff , Professional (PartTime) 80 Shared Offi  ce S S160/2
WorkstaƟ on W W80

24 Staff , AdministraƟ ve Support (FullTime) 60100 50150 Shared Offi  ce S S200/2, S160/2, S135/2, S125/2
WorkstaƟ on W W100, W80, W60

25 Staff , AdministraƟ ve Support (PartTime) 60 2090 WorkstaƟ on W W60
26 Temporary or Student Staff 2560 2090 WorkstaƟ on W W60, W30, W25

Notes:
1) The types of room occupants listed do not refl ect offi  cial UC job Ɵ tles or classifi caƟ ons.  They are listed strictly for the purpose of 

showing the relaƟ onship between role, space type, and net assignable square feet (NASF).  The informaƟ on is only to be used when 
making offi  ce space related decisions.

2) PartƟ me denotes the room occupant is 50% FT.
3) P = Private,  S = Shared,  W = WorkstaƟ on  (Example:  S200/2 is a shared offi  ce that is 200 SF with two occupants)
4) See table below for esƟ mated costs of furniture packages.
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Layout
Reference

NASF
per Person 

Furniture
Package

Est. Cost of
Furn. Pkg.

PRIVATE OFFICES

P240 240.0

P160 160.0

P135 135.0 ⑦A $5,896.45

⑥A $5,572.17

P125 125.0 ⑦A $5,896.45

⑥A $5,572.17

P100 100.0 ⑤A $4,924.82

P80 80.0 ⑤A $4,924.82

SHARED OFFICES

S200/2 100.0 2 x ⑤A $9,849.64

S160/2 80.0 2 x ④A $7,153.76

S135/2 67.5 2 x ③A $6,681.86

S125/2 62.5 2 x ③A $6,681.86

S135/4 33.8 4 x ①A $8,547.92

S125/4 31.3 4 x ①A $8,547.92

WORKPLACES

W120 120.0 ⑦B $7,946.19

⑥B $7,402.90

W100 100.0 ⑤B $6,534.12

W80 80.0 ⑤B $6,534.12

W60 60.0 ④B $4,956.28

③B $4,168.57

W30 30.0 ②B $2,630.66

W25 25.0 ①B $2,150.29

Notes:
1) EsƟ mated cost refl ects GPO contract pricing for BSD, dated July 2022.
2) Costs include task chair, wall strips, installaƟ on, and est. design fee.  Costs exclude power, data, 

equipment, addiƟ onal parƟƟ on panels, moving costs, removal costs, and overƟ me installaƟ on.  For 
a BSD budget calculator, see website at  hƩ ps://custom.interiorinvestments.com/uofcbsd/.

3) Layouts are provided below to give a general sense to the designer and occupant.  They are subject 
to change and require skilled interpretaƟ on under remodel condiƟ ons.  AddiƟ onal or alternaƟ ve 
layouts may be developed in the future.

4) The current standard offi  ce furniture is based upon the HermanMiller AcƟ on Offi  ce system.
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• 24x48 Worksurface
• 24x72 Worksurface
• 30x72 Peninsula Worksur

face with HLeg
• Corner Wedge Worksurface
• HLeg
• (1) 30”W Flipper Door Unit
• (2) 36”W Flipper Door 

Units
• 36”W Task Light
• 36”W Tool Rail with Paper 

Management
• 30”W Tack Board
• 36”W Tack Board

• 24x72 Worksurface
• 30x72 Peninsula Worksur

face with HLeg
• Corner Wedge Worksurface
• FEP Worksurface Support 

Panel
• (1) 30”W HalfHeight Shelf
• (2) 36”W HalfHeight 

Shelves
• (1) 30”W Flipper Door Unit
• (2) 36”W Flipper Door 

Units
• 36”W Task Light
• 36”W Tool Rail with Paper 

• BBF Pedestal
• 48”x48” PanelHung Mark

erboard
• 67”H Panels
• Mirra 2 Task Chair
• (2) Aside Guest Chairs

Choice of (1) of the following:
• 5H/30W Bookcase
• 5H/30W Lateral File

• 24x48 Worksurface
• 24x72 Worksurface
• 30x72 Peninsula Worksur

face with HLeg
• Corner Wedge Worksurface
• FEP Worksurface Support 

Panel
• HLeg
• (1) 30”W HalfHeight Shelf
• (2) 36”W HalfHeight 

Shelves
• (1) 30”W Flipper Door Unit
• (2) 36”W Flipper Door 

Units

• 36”W Task Light
• 36”W Tool Rail with Paper 

Management
• 30”W Tack Board
• 36”W Tack Board
• BBF Pedestal
• 48”x48” WallHung Marker

board
• Mirra 2 Task Chair
• (2) Aside Guest Chairs

Choice of (1) of the following:
• 5H/30W Bookcase
• 5H/30W Lateral File

Management
• 30”W Tack Board
• 36”W Tack Board
• BBF Pedestal
• 48”x48” WallHung Marker

board
• Mirra 2 Task Chair
• (2) Aside Guest Chairs

Choice of (1) of the following:
• 5H/30W Bookcase
• 5H/30W Lateral File

Package 6A
(Wall Hung)

Package 7B
(Panel Hung)

Package 7A
(Wall Hung)

5
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• 24x96 Worksurface
• 24x48 Worksurface
• (2) FEP Worksurface Sup

port Panels
• (1) 24”W Flipper Door Unit
• (2) 36”W Flipper Door 

Units
• 36”W Task Light
• 36”W Tool Rail with Paper 

Management
• 24”W Tack Board
• 36”W Tack Board
• BBF Pedestal
• 67”H Panels

• 24x96 Worksurface
• 24x48 Worksurface
• (2) FEP Worksurface Sup

port Panels
• (1) HLeg
• (1) 24”W HalfHeight Shelf
• (2) 36”W HalfHeight 

Shelves
• (1) 24”W Flipper Door Unit
• (2) 36”W Flipper Door 

Units
• 36”W Task Light
• 36”W Tool Rail with Paper 

Management

Package 6B
(Panel Hung)

• 24x72 Worksurface
• 30x72 Peninsula Worksur

face with HLeg
• Corner Wedge Worksurface
• (1) 30”W Flipper Door Unit
• (2) 36”W Flipper Door 

Units
• 36”W Task Light
• 36”W Tool Rail with Paper 

Management
• 30”W Tack Board
• 36”W Tack Board
• BBF Pedestal
• 48”x48” PanelHung Mark

erboard
• 67”H Panels
• Mirra 2 Task Chair
• (2) Aside Guest Chairs

Choice of (1) of the following:
• 5H/30W Bookcase
• 5H/30W Lateral File

Package 5A
(Wall Hung)

• 24”W Tack Board
• 36”W Tack Board
• BBF Pedestal
• Mirra 2 Task Chair
• Aside Guest Chair

Choice of (1) of the following:
• 5H/30W Bookcase
• 5H/30W Lateral File

Package 5B
(Panel Hung)

• Mirra 2 Task Chair
• Aside Guest Chair

Choice of (1) of the following:
• 5H/30W Bookcase
• 5H/30W Lateral File
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• 24x72 Worksurface
• FEP Worksurface Support Panel
• (2) 36”W Flipper Door Units
• 36”W Task Light
• 36”W Tool Rail with Paper Management
• 36”W Tack Board
• BBF Pedestal
• 67”H Panels
• Mirra 2 Task Chair
• Aside Guest Chair

• 24x72 Worksurface
• FEP Worksurface Support Panel
• (2) 36”W Flipper Door Units
• 36”W Task Light
• 36”W Tool Rail with Paper Management
• 36”W Tack Board
• BBF Pedestal
• 67”H Panels
• Mirra 2 Task Chair
• Aside Guest Chair

• 24x72 Worksurface
• 24x48 Worksurface
• (2) FEP Worksurface Sup

port Panels
• (2) 36”W Flipper Door 

Units
• 36”W Task Light
• 36”W Tool Rail with Paper 

Management
• 36”W Tack Board
• 67”H Panels
• Mirra 2 Task Chair

Package 4A
(Wall Hung)

Package 4B
(Panel Hung)

• 24x72 Worksurface
• 24x48 Worksurface
• (2) FEP Worksurface Sup

port Panels
• (1) HLeg
• (2) 36”W HalfHeight 

Shelves
• (2) 36”W Flipper Door 

Units
• 36”W Task Light
• 36”W Tool Rail with Paper 

Management

•  6”W Tack Board
• BBF Pedestal
• Mirra 2 Task Chair

Choice of (1) of the following:
• Aside Guest Chair
• 2H/30W Bookcase
• 2H/30W Lateral File

Choice of (1) of the following:
• Aside Guest Chair
• 2H/30W Bookcase
• 2H/30W Lateral File

Package 3A
(Wall Hung)

Package 3B
(Panel Hung)
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Package 2A
(Wall Hung)

Package 2B
(Panel Hung)

Package 1A
(Wall Hung)

Package 1B
(Panel Hung)

• 24x54 Worksurface
• 30”W Tack Board
• BBF Pedestal
• 47”H Panels
• Mirra 2 Task Chair

• 24x54 Worksurface
• 24”W HalfHeight Shelf
• 30”W HalfHeight Shelf
• 24”W Flipper Door Unit
• 30”W Flipper Door Unit
• 30”W Task Light
• 24”W Tool Rail with Paper Management
• 30”W Tack Board
• BBF Pedestal
• 67”Hx24”W Divider Panel (AƩ ached to Wall)
• Mirra 2 Task Chair

•  4x42 Worksurface
• 42”W Tack Board
• 47”H Panels
• Mirra 2 Task Chair

• 24x42 Worksurface
• 42”W HalfHeight Shelf
• 42”W Flipper Door Unit
• 42”W Task Light
• 42”W Tack Board
• 67”Hx24”W Divider Panel (AƩ ached to Wall)
• Mirra 2 Task Chair

8
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PRIVATE OFFICES

Private offi  ces are necessary for many posiƟ ons at the University.  The size of the offi  ce varies depending on 
the type of work and the need to meet with individuals or groups frequently and in a private seƫ  ng.  These 
spaces should be able to accommodate a desk, fi les, bookshelf, and space to meet with an addiƟ onal one to 
four people.

The following posiƟ ons would, in most cases, require private offi  ces:

ExecuƟ ve Academic AdministraƟ ve
Dean / President Faculty, Tenure Track Director
CSuite / Vice President Faculty, NonTenure Track Assoc./Assist. Director
Department Chair Faculty, Emeritus (AcƟ ve) Manager
Assoc./Assist. Dean ExecuƟ ve Admin. / SecƟ on Chief Staff , Professional (FullTime)
SecƟ on Chief Staff , Professional (FullTime)

Some posiƟ ons in a unit or department may require private offi  ce space, while a person with similar duƟ es 
in another unit or department may not.  The following posiƟ ons should be allocated private offi  ce space on a 
casebycase basis:

Academic AdministraƟ ve
Faculty, NonTenure Track Manager
Faculty, Emeritus (AcƟ ve) Staff , Professional (FullTime)
Staff , Professional (FullTime)

Private Offi  ce  135 SF (1 Occupant)

P135 Typical Layout P135 Typical Layout

Furniture Packages: ⑥A, ⑦A

• with walls & door.

9
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Private Offi  ce  100 SF (1 Occupant)

P100 Typical Layout P100 Typical Layout

Furniture Packages: ⑤A

Private Offi  ce  80 SF (1 Occupant)

P100 Typical Layout P100 Typical Layout

Furniture Packages: ⑤A

• with walls & door.

• with walls & door.
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SHARED OFFICES AND WORKSTATIONS

Shared offi  ces, workstaƟ ons, and open workspaces are an effi  cient use of offi  ce space.  Shared offi  ces should 
be assigned to individuals who require a certain amount of privacy or reduced noise levels.  WorkstaƟ ons 
and open workspaces are parƟ cularly spaceeffi  cient, fl exible, and can accommodate addiƟ onal guests as 
needed.

The following posiƟ ons would, in most cases, be assigned a shared offi  ce, workstaƟ on or open workspace:

Academic AdministraƟ ve
Faculty, Emeritus (InAcƟ ve) Staff , Professional (Full & PartTime)
Faculty, VisiƟ ng & ConsulƟ ng Staff , Admin. Support (Full & PartTime)
Fellow Temporary or Student Staff 
Lecturer I & II
Research Associate
VisiƟ ng Scholar
Staff , Admin. Support (Full & PartTime)
Graduate Student Instructor
Graduate Student Research Assistant

Shared Offi  ce  160 SF (2 Occupants)

S160/2 Typical Layout S160/2 Typical Layout

Furniture Packages: ④A

• with walls & door.

11
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Shared Offi  ce  135 SF (2 Occupants)
Furniture Packages: ③A

S135/2 Typical Layout S135/2 Typical Layout

Shared Offi  ce  135 SF (3 Occupants)
Furniture Packages: ②A

S135/3 Typical Layout S135/3 Typical Layout

• with walls & door.

• with walls & door.

Shared Offi  ce  135 SF (4 Occupants)
Furniture Packages: ①A

S135/4 Typical Layout S135/4 Typical Layout

• with walls & door.

12
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WorkstaƟ on  120 SF (1 Occupant)
Furniture Packages: ⑥B, ⑦B

• with panels, no door.

W120 Typical Layout W120 Typical Layout

WorkstaƟ on  100 SF (1 Occupant)
Furniture Packages: ⑤B

• with panels, no door.

WorkstaƟ on  80 SF (1 Occupants)
Furniture Packages: ⑤B

• with panels, no door.

W100 Typical Layout W100 Typical Layout

13
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WorkstaƟ on  60 SF (1 Occupant)
Furniture Packages: ④B

• with panels, no door.

W60 Typical Layout

WorkstaƟ on  30 SF & 25 SF (MulƟ Occupant Clusters)
Furniture Packages: ② & ①

• with panels, no door.

W30 Typical Layout W25 Typical Layout

SPECIAL CIRCUMSTANCES

MulƟ ple Offi  ces
Assignment of mulƟ ple offi  ces for faculty and staff  is strongly discouraged, unless there is a true and demon
strated need.  Faculty with joint appointments or a chair who has retained his/her faculty offi  ce might be an 
excepƟ on provided they are not located within the same building as the primary offi  ce.  A secondary offi  ce 
can be shared or private; however, it should be smaller than the primary offi  ce.  A size of 80 to <120 square 
feet is recommended.  All decisions related to mulƟ ple offi  ces should be made on a casebycase basis.

Use of Unoccupied Offi  ces
One signifi cant way to reduce the shortage of offi  ce space is to ensure that all offi  ces are occupied through
out the year.  When offi  ces are leŌ  unoccupied for signifi cant periods of Ɵ me, such as during sabbaƟ cals or 
other leaves, units and departments should use these spaces to alleviate any pressing space needs.

Emeritus Faculty Offi  ces
Emeritus faculty may be provided shared offi  ces if space is available within a unit, as long as they remain en
gaged in unit acƟ viƟ es.  The shared offi  ces are intended to allow an individual to maintain contact with their 
unit, discipline, and colleagues.  An emeritus faculty member acƟ vely engaged in teaching or research may 
retain a private offi  ce at the discreƟ on of the unit, if space is available.
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SUPPORT SPACE

Because of basic occupant density issues concerning the creaƟ on of mulƟ ple offi  ces within the same region 
of a building, certain ameniƟ es may be aff orded within offi  ce projects that create offi  ce groupings or suite 
environments.  Such support spaces may include kitcheneƩ es and printer staƟ ons and will be determined 
and approved on a casebycase basis while taking into account the quanƟ ty of grouped offi  ces and the near
est exisƟ ng shared ameniƟ es within the building.  For this purpose there is a standard module for each sup
port space as outlined below.  Adjustments to these modules may occur based on sitespecifi c condiƟ ons.

See link to folder of applicable BSD offi  ce standards:    Standards

KitcheneƩ e  ~4080 SF (MulƟ ple Offi  ce Spaces) • with accessible sink & storage.

Printer StaƟ on  ~30 SF (MulƟ ple Offi  ce Spaces) • with upper storage & fl oor copier space.

• Printer staƟ ons can accommodate a desktop printer by uƟ lizing a 
worksurface, as shown.

• A fl oor printer may be accommodated by having no worksurface.  
However, a fl oor printer may be furnished with an adjacent work
surface, if space allows.

• Printer staƟ ons will have the same laminates, fabrics, and colors 
as the BSD standard offi  ce workstaƟ on.

• There are (4) standard kitcheneƩ e types for BSD projects.  They 
are predominantly driven by accessibility requirements for sink 
approach, reach range, and shelf space.
• K1  Width = 4’8” to 5’8” (range)
• K2  Width = 5’9” (min.)
• K3  Width = 9’3.5” (min.)
• K4  Width = 10’5” (min.)
• K4D  Width = 10’5” (min.)

• KitcheneƩ e types may be mirrored in plan/elevaƟ on to accommo
date exisƟ ng condiƟ ons.

• For large kitcheneƩ es serving a high volume of occupants, a 
grease trap may be located below the accessible reach range 
within the lower cabinet adjacent to the sink.

• Appliances are not included in the project budget.
• For component specifi caƟ ons see link to folder:  Standards
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K1 K2

K3 Summary of KitcheneƩ e Types

K1
• Sideapproach sink.
• Fridge to side.
• Width = 4’8” to 5’8” (range).
• Upper storage = 9.3 SF (12”)
• Lower storage = 9.3 SF (22.5”)

K2
• Frontapproach sink.
• Fridge to side.
• Width = 5’9” (min.).
• Upper storage = 11.4 SF (12”)
• Lower storage = 11.4 SF (22.5”)

K3
• Sideapproach sink.
• Undercounter fridge.
• Width = 9’3.5” (min.).
• Upper storage = 18.6 SF (12”)
• Lower storage = 18.6 SF (22.5”)
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K4

K4D

Summary of KitcheneƩ e Types

K4
• Frontapproach sink.
• Undercounter fridge.
• Width = 10’5” (min.).
• Upper storage = 20.7 SF (12”)
• Lower storage = 20.7 SF (22.5”)

K4D
• Frontapproach sink.
• Undercounter dishwasher.
• Fridge to side.
• Width = 10’5” (min.).
• Upper storage = 20.7 SF (12”)
• Lower storage = 20.7 SF (22.5”)

Typical SecƟ ons
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LAMINATES, FABRICS & COLORS

Because offi  ce environments are considered to be ‘backofhouse’, they do not require the variaƟ on in color 
and material that public environments employ to enliven, integrate, and brand the ‘frontofhouse’ spaces.  
With the excepƟ on of those buildings having their own guidelines for laminates, fabrics, and colors (see Ap
pendix 2), the following standards apply to all private offi  ces, offi  ce workstaƟ ons, and printer staƟ ons.

See link to folder of applicable BSD Offi  ce Standards:    Standards

Laminate:  Honey Maple (LM) Structure:  Medium Tone (MT)

Panel Fabric:  Grasscloth Pampas Tack Board:  Grasscloth Taro (2I08)

Typical Private Offi  ce ⑦A Typical WorkstaƟ on ④A

18



UNIVERSITY OF CHICAGO (UCM, BSD, PSOM) – OFFICE & SUPPORT SPACE GUIDELINES

Revision 07.20.2021 19

SEATING, FILING, STORAGE, BOOKCASES, TABLES & ACCESSORIES

Other furniture items within the offi  ce environment are standardized to match the workstaƟ on packages.  
With the excepƟ on of those buildings having their own guidelines (see Appendix 2), the following standards 
apply to all private offi  ces and offi  ce workstaƟ ons.

Task Chair:  HM Mirra 2

Seat: LaƟ tude Graphite

Frame:  Graphite
Side Chair (Stack):  HM Aside

Seat & Back: Twist Sepia

Frame:  Metalic Silver

Standard File Cabinets Standard Bookcases Standard Storage Cabinets

Choice of 5H Storage

Choice of Including a
WallHung Markerboard

Choice of WorkstaƟ on
Tack Board or Tool Rail
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Carpet Tile
Interface
Primary SƟ tch 102415
SaƟ n Accent
20”x20”

Luxury Vinyl Tile (LVT)
Shaw
Mindset 4124V
Collaborate 24111
12”x24”

Interior Paint
Sherwin Williams
Eggshell
SW 7558
Medici Ivory

Window Shade
MechoSystems
ThermoVeil 0900
0911
Porcelain

20

POWER, DATA, THERMOSTATS & PHONES

In new construcƟ on projects one (1) quadruplex power outlet will be provided on each wall, with addiƟ onal 
per code requirement, and one (1) duplex data outlet will be provided for each offi  ce workstaƟ on.  In con
strucƟ on projects which encompass more than two (2) adjacent offi  ces, one (1) thermostat will be provided 
per every three (3) offi  ces.  Offi  ce support spaces such as conference rooms and break rooms will have 
individually controlled thermostats.  Thermostats are controlled remotely by Plant and are not visible in the 
room.  Offi  ce phones are included in the users’ phone service agreement.  Conference phones are to be user
provided either directly through IT Services or through an A/V package with MuƟ Media Services.

2Drawer File Cabinets with Top

5Drawer File Cabinet

Everywhere Tables

Everywhere Round Table
Honey Maple Top

PAINT, CARPET & OTHER ROOM FINISHES

As with furniture, the room and fi xture fi nishes of ‘backofhouse’ environments have been standardized to 
meet the insƟ tuƟ on’s mission and prioriƟ es.  The standards for all private offi  ces and offi  ce workstaƟ ons may 
be found within the following schedule.

Luxury Vinyl Tile (LVT)
Novalis
AVAMRGE
Haze SN010
9.84” x 39.37” Plank

Use in labs, heavy equipment areas, 
and heavyuse corridors.

Use in classrooms, lowimpact areas, 
lowuse corridors, and areas requir
ing match to exisƟ ng BBT.

Use in offi  ces and suites. Use for all walls.  Limited accent 
colors available.

Use in all areas.  Blackout shades 
available.
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“QUICK SHIP” PROCESS

The guidelines herein have been tailored to meet vendor “quick ship” requirements which substanƟ ally 
decrease the Ɵ me and cost of furniture procurement for the insƟ tuƟ on.  All offi  ces and workstaƟ ons must 
adhere to the specifi ed furniture packages and the established opƟ ons for laminate, fabric, and color.  Any 
deviaƟ on from the guidelines will trigger cost increases, scheduling delays, and coordinaƟ on dispariƟ es, and 
must gain departmental and execuƟ ve approval.  Under such circumstances, consult your project manager 
for guidance.  The diagram below delineates the addiƟ onal commitment required for the selecƟ on of non
standard furniture confi guraƟ ons and/or material fi nishes in comparison to the recommended “quick ship” 
process.

QuesƟ ons regarding the current guidelines should be directed to sdeblaze@bsd.uchicago.edu.

WEBBASED USER INTERFACE

Occupants of offi  ces and workstaƟ ons that are approved and scheduled for installaƟ on of furniture may view 
the detailed confi guraƟ ons and opƟ ons available to them by going to the vendor website:  Offi  ce Furniture 
Website
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APPENDIX 1

University Offi  ce Guidelines

2. Minimum Offi  ce Size Guidelines (hƩ p://d3qi0qp55mx5f5.cloudfront.net/faciliƟ es/pdfs/fs2/FS2_4D1_Minimum_Offi  ce_Size_
Guidelines_07012016.pdf)  If inconsistencies exist between this secƟ on and the URL, the guidelines in the URL prevail.

2.1 Principles for offi  ce planning & design in new construcƟ on & alteraƟ ons

The University of Chicago seeks to provide an environment conducive to learning, teaching, working, and conducƟ ng research 
that values the diversity of its community. As such, the fundamental principles for offi  ce renovaƟ on and construcƟ on are guided 
by Universal Design, which supports the creaƟ on of spaces that are inherently accessible to people both with and without dis
abiliƟ es.

1. Each enclosed offi  ce space shall be designed to accommodate an occupant and one guest who use standard wheelchairs.

2. Required maneuvering clearances shall be provided at all room entrances and exits.

3. Minimum unobstructed 60” diameter turning circle or 60” x 60” tturn space is required. The turning space may extend 
under furniture if required knee clearances are provided or if the furniture is movable.

4. Minimum 36” wide unobstructed accessible paths shall be provided within the space for occupants and visitors. *

5. Minimum 80” ceiling height and headroom clearance shall be provided.

6. Fixed furniture and equipment shall be provided in compliance with reach ranges and knee clearances.

7. Minimum clearances shall be provided for an arrangement of furniture appropriate to the assigned space use.

8. All minimum clearances and dimensions shall be clear and unobstructed, and shall allow for convenƟ onal tolerances and 
variances in construcƟ on and manufacturing.

9. Examples of layouts for single occupant offi  ces, double occupant offi  ces, and open offi  ces that conform to these principles 
are provided. Examples assume a standard work surface depth of 17”25”.
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*  In pracƟ ce the UCM/BSD standards permit the reducƟ on of path width to 32 inches min. along a 2 Ō . max. 
distance, as specifi ed in the Department of JusƟ ce’s 2010 ADA Standards for Accessible Design §403.5.1.
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APPENDIX 2

Buildings and areas having their own guidelines for laminates, fabrics, and colors:

Comer Children’s Hospital (A87)   Please consult FD&C planning group.
Center for Care and Discovery (A95)   Please consult FD&C planning group.
Duchossois Center for Advanced Medicine (DCAM) (A75)   Please consult FD&C planning group.
Mitchell Hospital (A71)   Please consult FD&C planning group.
Supply Chain   Please consult FD&C planning group.

Knapp Center for Biomedical Discovery (KCBD) (A98)

PlasƟ c Laminate (for work surface 
& fl ipper door)
HermanMiller
AcƟ on Offi  ce System
White (91)

Furniture Paint
HermanMiller
AcƟ on Offi  ce System
Folkstone Grey (8Q)

Tackboard Fabric
HermanMiller
AcƟ on Offi  ce System
Silkworm Jasmine

Panel Fabric
HermanMiller
AcƟ on Offi  ce System
Cord Bamboo (5104)



UNIVERSITY OF CHICAGO (UCM, BSD, PSOM) – OFFICE & SUPPORT SPACE GUIDELINES

Revision 07.20.2021

This revision contains the following changes from the previous revision:
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