The D&R Office Works
Space Planning Guide

Creating Workspaces That Work for You




INntroduction

Thoughtful space planning lays the
foundation for a successful, functional
workplace. Whether you're refreshing a
single department or redesigning an
entire floor, this guide will walk you
through the key considerations to ensure
your office space supports productivity,
wellbeing, and long-term growth.

D&R Office Works brings over 35
years of experience in helping
organizations plan and furnish
workspaces that align with their
goals. This guide is designed to
give you a head start on your
project, before we even step in.




Define Your Goals

Before measuring a single wall, it's essential to
understand your workplace objectives:

° Are you prioritizing collaboration or privacy?

° Do you need to accommodate hybrid work or
flexible seating?

° Is staff wellbeing and ergonomics a key concern?

° What's your timeline and available budget?

Clear goals help drive efficient planning and smarter
furniture selections.



STEP 2

Understand Your Space

Take stock of your current environment and ask:

° How many employees will this space serve
today and in the near future?

° Where are your high-traffic zones?

° What storage needs do you have (now and
anticipated)?

° Are there fixed elements (windows, doors,
structural columns) that must be worked around?

A scaled floor plan is essential. Our team uses detailed
site measurements and layout software to visualize and
optimize every square foot.




STEP 3

Consider Workflow and
Adjacencies

Space should support how your team works.
Consider:

Who needs access to shared Should departments be Are there opportunities to
resources (printers, storage, grouped by function or split enhance wayfinding or
conference rooms)? for noise reduction? traffic flow?

We help map out logical adjacencies and transitions
to create an efficient layout that reflects your daily
operations.



STEP 4

Plan for Furniture That
Supports Your People

Furniture is not one-size-fits-all.
We recommend evaluating the listed areas to
best accommodate your team.

We offer tailored product recommendations to
meet performance, comfort, and aesthetic
needs.

WORKSTATIONS

Adjustable-height desks, ergonomic
chairs, tech integration

PRIVATE OFFICES

Modular solutions for flexibility and
reconfiguration

COLLABORATION AREAS

Soft seating, whiteboards, acoustic panels

BREAKROOMS & COMMONS

Durable furnishings that foster connection

RECEPTION & CLIENT SPACES

Design-forward elements that reflect
your brand




STEP 5

Think Long-Term

Design for what's now—and what's next.
° Will this layout support future headcount increases?
e  Are furnishings reconfigurable as needs evolve?
° Are materials durable and easy to maintain?

We always factor in flexibility and scalability so your space
can grow with your organization.




Working with
D&R Officeworks

In-house space planning
expertise

Custom design
recommendations tailored
to your organization

End-to-end project
management—from layout
to final install

Access to top commercial
furniture brands

Full warranty support and
post-project follow-up
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Ready to get started?

Let's create a space that reflects your culture and supports your
goals. Schedule a complimentary consultation with our
workspace specialists today.

626-454-4660
dandrofficeworks.com



