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ject is a very broad one and little can be said in this
paper beyond the barest details. Our standard prac-
tice on the subject covers some six hundred typewrit-
ten pages.

1. LIGHTING

Av Artificial light. Clerical work requires from five
to ten foot-candles of evenly diffused light on the work-
ing surface, and the elimination of all glare. This is
best obtained by the use of totally indirect lighting, al-
though it is claimed by some lighting experts that there
is a psychological value in permitting the clerk to#ee
the source of the light. We doubt the validity of this
claim but are willing to compromise, provided at least
ninety per cent of the light is indirect. This prevents
glare. Individual desk lights should not be permitted.

B. Dd3light. Direct sunlight shining through a Yyin-
dow causes a great deal of glare and discomfort. In
cases where there is much cjiscomfort from this source,
we recommend Diffusilite Blinds, a venetian blind hav-
ing an enameled upper surface which reflects the sun-
light upon the ceiling and eliminates glare by giving
proper diffusion of the light.

2. HEAT AND VENTILATION

Most offices located in office buildings have little con-
trol over this problem. The heat is usually obtained
from steam radiators and the ventilation from the win-
dows. The best practice is to combine the heating and
ventilation with a forced draft system, heating or cool-
ing the air at its original source. Small offices may
correct their ventilation by the use of interior ventila-
tors of the Garner type.

3. NOISE REDUCTION

The problem of noise in a large office is a serious
one. A noisy office is a fatiging one and results in
nervous strain, which is entirely unnecessary. Noise
is caused by the reverberations of the initial sound.
Sound waves are reflected by hard surfaces and ab-
sorbed by soft ones.. Most offices have hard surfaced
walls and ceilings which absorb but little of the sound
and reflect most of it. Professor Sabin of Harvard
discovered that a ceiling of hair felt covered with
white muslin would absorb fifty-seven per cent of the
sound waves coming into contact with it. We have found
that the use of this sound-absorbing felt makes a quiet
office and greatly improves working conditions.

, There is a sound-absorbing stone which can be used
jor architectural effects.

\

Vol. VII, No. 1

4 PROPER ROUTING

The proper flow of work from one clerk to another
n an office is a subject that is rarely given the attention
it deserves. The office should be planned with this
thought in mind. Those who must have access to ctis-
tomers or visitors should be placed where that is pos-
sible with the least annoyance to those who must con-
centrate upon their work. The relation of one depart-
ment to another must be carefully considered. The
relation of workers within a department must also be
considered.

5 SCIENTIFIC ARRANGEMENT IN THE BANK

Qur first problem in the bank was to scientifically
arrange the new premises. A brief outline of how this
was done will be of interest.

Departmental surveys were made similar to the fol-
lowing standardized form:

REPORT OF SURVEY

.................. December 2nd, 1920.
1. Functions
(a) Analysis of customers’ accounts.
(b) Miscellaneous reports covering carnings, ex-
penses, etc.
(¢) Maintenance of budget.

2. Location
At present located on third floor, which is entirely
suitable.
It is recommended that this department be placed on
the third floor of the new building.

3. Space
The present area is not sufficient. Tt is suggested that
from 35% to 50% more space be allowed this de-
partment in the new building.

4. Equipment
Present equipment is not sufficient. One more sec-
tion for book-case and ‘stationery cabinet is re-
quired in addition to the exchange of one single
pedestal flat desk for a small desk now in usc.

5. Personnel

Mr .o , one assistant, one stenographer and
dne clerk. Work in arrears; requires additional
clerk; request has been made and approved.

Relation i .
Directly under Assistant Cashier, Mr. .......... , and
not related to any other department. i

7. Material Received X
General correspondence, analysis forms and reports;
.can be reccived and qlellvercd by messenger.

&  Communication
Present telephone service criticised. Almost all calls
are internal. Only external, outside of personal
ones, are a few in connection with Club activities.
9. Expansion
If additional space recommended under paragraph
three is supplied, it will be sufficient for the re-
quirements of this department.

. down securely, so thdt the plan may be moved about,
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Ceeseeel has no suggestions that effect his StOOd. 0‘? end, or.- otherwise handled as is necessary.
szritg%t;lagre;vorllc at the present time, but has made It is ‘Gur practice to allow space for future expansion
eral suggestions. i I .y Loy
Comme?t. 1T suggest that a bstudy be made. of the ea;:h department and indicate it exactly by duplicat-
varlous reports prepared by this department. It ing the templets, usin, ee i
l?i ppsstlbée that some of these reports can be . ety € green as stated above,
elimmated.

11. Forms

Three sets of forms used by the Analysis Department
have been secured. )

7. PLANNING THE PLAN

Before beginning on the final plan as outlined above,
there is, of course, a great deal to be done in studying
the information obtained on the departmental surveys.
Lists of furniture must be prepared, estimates of the
amount of space required for. each department made
from the space formerly occupied by the desks used
in those departments, alphabetical lists of persons, and
) forth. It is unnecessary to go into all of the pre-
lnnm;ry planning work required, but it is stifficient to
Next a floor ofan i . - say that 'the amount of this work is usually far reater
ized apon 5 o alfe ’ 5;/1:1?35;0 :C;ltle:}‘;"z :;’12; zza“galj' than tAhe client has imagined. Many things are tﬁought
ized. symbols are et 10 mreve rea.din e an afl - of which ordinarily are forgotten until the last moment.
Bach piece of fumpture 1 apne . ingto ei’aac tssz;l;]epiz The data reql..lired fo.r the analysis of the requirements
its exact present location. Whenever necessary for tf;: tl;eei;allk i auestion covered bundreds of ppewrit
purposes of analysis, the flow of work js indicated on pages
this ‘drawing, From this tracing lithoprints are made. 8 DETERMINING STANDARDS TO BE FOLLOWED
Our reasons for using lithoprints instead of blueprints
are as follows:

1. Blueprints shrink and dimensions are never cor-
rect. Lithoprints do not shrink.

2. Lithoprints may be obtained on any kind of
paper in black lines,

Three copies of the lithoprints are made; (1) on

white drawing paper; (2) on green cardboard; (3) on

heavy brown drafting paper. These are afterwards

used for cutting templets,

A lithoprint drawing of the new floor plan (without
desks or other furniture) is then mounted with thumb
tacks on a cork board, and templets are pinned in
place with small glass headed pins in the exact loca-’
tion desired. Here a standard color scheme is used as
follows :

1. White templets indicate present furniture re-

It will be readily understood that such a survey will
yield a heavy by-product in ideas for the elimination
of wasted energy. It is difficult to refrain from mak-
ing such corrections at the moment. Careful note is

taken, however, of all such opportunities for saving
for future use.

6. MAKING THE FLOOR PLAN

A new office gives an excellent chance to deter-
mine upon standards for desks, tables and other pieces
of equipment. With space at $6 a foot, as it is on
lower Broadway, the size of a desk is an extremely im-
port.ant item. It was proved that for practically all
clerical operations a desk 6o” x 30"- was ample, while
ff)r a large number of operations, 48”x 30” was suffi-
clent. It was decided to limit all desks to the first
dimension; those larger were to be junked in the
interests of economy of space. Let us see what this
amounts to. First; the average desk is about 30 inches

another 30 inches, making a total five feet in length.
Every foot saved on a desk, therefore, means a minj-
mum saving of five feet of working space. At $6 a
foot this is an annual saving of $30 or ten per cent

- . interest on $300. But this is not the only saving, for
. ) " if desks are placed in row. h in I
2. Green templets indicate expansion spac . o ont e n large
4 e al- i ’
e % offices, an odd-sized desk may not only waste space

of its own, but compel the planner to allow additional
waste space on all other desks of smaller sizes in the
same row. We have seen instances' of the waste of
100 square feet in this manner! More than one hun-
dreds desks and tables were junked as being over-
The use sized and not otherwise standard. This was not waste,
templets  but actual economy, as will be shown later. ’

As was previously stated, all metal equipment behind

3. Yellow templets indicate new furniture to be

purchased.

The use of templets enables one to move them about
easily,. trying many tentative plans until an arrange-
ment 1s made that meets the approval of all.
of cork-board backing enables one to pin the
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