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SCOP& OF PKCX̂ KAM 

This program concerns the activities that determine the organization 

and planning of the corporate headquarters of Furr*s Incorporated. There

fore only those activities and functional relationships that occur in the 

general offices are discussed and the work of the employees described, 

iixternal activities (stores, warehouses) are only discussed only in their 

relationship to internal activities. 
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I INTRODUCTION 



The name of Furr's has long been synonymous with quality groceries 

and other non-food items which are sold in today's supermarkets and 

Family Centers. Furr's, Inc., is one of the leaders of the retail and 

wholesale grocery business in the Southwest. The company is dedicated to 

serving the people of West iexas. New Mexico, and Arizona. 

A BRIEF HISIORY OF FUKK'S, INC. 

ihe history of Furr's, Inc. can be traced back to the if;.irkland Mer

cantile Company of Kirkland, Texas. Mr. CW. Furr established this business 

in 1904. His business continued to grow and as his sons got old enough, 

he introduced them to the grocery business. 

In 1923 Mr. Furr moved his business to Amarillo, Texas where his son 

Roy took over a large part of the grocery operation. C.W. Furr bought out 

the M-SYSiEMS SiOREb in 1929. £his chain had nine stores with three in 

Lubbock and the rest in surrounding towns. Roy Furr took over the helm 

of these stores, iheir name was changed to Furr Food Stores and Lubbock 

served as the headquarters of this group of stores. 

The next major change came in September 1943 when seven stores in 

El Paso were purchased and added to the chain. 

in 1946, the name of this group of stores was changed to C.W. Furr's 

Stores Coiq>any. Later the name was changed to Furr's Super Markets, Inc., 

but in 1930 the name was changed to Furr's, Incorporated, the name it bears 

today. 

In January 1937, Furr's, Inc. of Lubbock assumed operation of the 

group of Furr's stores which was headquartered in Amarillo and was actually 



a completely separate company. 

By 1937, Furr*s, Inc., (of Lubbock) had opened stores in many towns 

in West Texas and Eastern New Mexico. During the year 1937, stores that 

had been opened in Fort Worth, Texas and Wichita Falls, Texas were sold. 

Furr's started opening stores in Colorado in 1938 and eventually had 12 

stores in Colorado, but had sold them all by 1969. 

Furr's kept expanding its operation in Texas and New Mexico and by 

1968 had 64 stores. Furr's started a chain of Convenience stores - Handy 

Huts - in 1969 and presently they number 18. Furr's acquired 4 stores in 

Phoenix in 1971 and has built 4 more since that time. 

At present Furr's has 72 stores and Family Centers, 18 convenience 

stores £md continues to grow. Furr's has come a long way since the Kirk-

land Mercantile Con^any with its few en^loyees. Today Furr's employees 

thousands of people and is responsible for much of the growth and develop

ment of West Texas and Eastern New Mexico. 

CURRENT STATE OF FURR'S 

The corporate headquarters and general offices of Furr's, Inc. is 

located in Lubbock. Also in Lubbock is Furr's Distribution Center which 

houses the grocery, produce, drug, frozen food, and general merchandise 

warehouses. These warehouses supply all of Furr's stores. Division 

offices are located in Amarillo, El Paso, Midland, Albuquerque, and Phoenix. 

FITIURE OF FURR'S. INCORPORATED - GOALS 

The Board of Directors of the coiq>any intends to carry on in the 

tradition of growth that the Coiq)any has experienced in the past. The goals 

of the Coiq>any are: (1) to experience controlled growth and, (2) to make 



a profit for the stockholders of the Company. 

Controlled growth is the outcome of careful planning and analysis 

of all aspects of the grocery business. A business must grow or it fades 

and dies. Controlled growth provides a more stable base for expansion. 

Another reason a company such as Furr's must grow is to create new jobs 

to promote those employees who make a career out of working for the Company 

The main purpose and guiding concept of any company under the free 

enterprise system is to make a profit for the owners - in this case stock

holders of the Company. Furr's intends to earn a profit as it has done in 

the past. 

3 3 



LSSiuNCE STATEMENT 

presently the General Offices in Lubbock has outgrown the building 

in which it is located. This particular building has served the company as 

office space and warehouse space for over 40 years. The Board of Directors 

has decided to build a new building to serve as the corporate headquarters 

and house the generaT offices. Another reason for building a new building 

is that more space will be needed as Furr's closes some of its field offices 

and move the work to the Lubbock Office. 

The Board of Directors want the new building to be an expression and 

symbol of the Company. Just as Furr's has created a clean, fresh atmosphere 

in its stores, the Board wants the new headquarters to reflect the integrity 

of business in the Southwest. The new building should show the heritage, 

culture, climate and environment of the great Southwest. 
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CHAIRMAN - BOARD OF DIRECTORS 

This position indicates that the person who holds it has an extensive 

knowledge of the grocery business and that those who elected him to the 

position have a great respect for his wisdom. The Chairman is usually 

one who has served the company faithfully for many years. The Chairman 

may not have much to do with the day-to-day operation of the Company, but 

he conducts board meetings and does much public relations work. The Chair

man is often a promoter who lays the groundwork for new programs and projects 

of the company. 

DLSIGN REQUIREMENTS 

private office 

extra seating 

full time secretary 

20 linear feet of file storage 

extra seating 



OFFICE OF THE PRESIDENT 

The President of the Coiiq;>any serves as a coordinator of the various 

conqponents of the conqpany. He strives to bring unity to the operation 

of the company. He formulates policies and procedures as necessary-

One important aspect of his work is that of public relations. The Presi

dent supervises the work of the Senior Vice-President, Executive Vice-

President, the Vice-President in charge of Retail Operation and the Con

troller. 

DESIGN REQUIREMENTS 

private office 

extra seating - small conference area 

10 linear feet file storage 

full time secretary 

20 linear feet of file storage 

extra seating 



OFFICE OF SENIOR VICE-PRESIDENT/SECRETARY-TREASURER 

The Senior Vice-President serves mainly as liasian between the com

pany and attorneys in legal matters. In his role as Secretary-Treasurer 

he does handle such matters as loans and investments. 

DESIGN REQUIREMENTS 

private office 

extra seating 

60 linear feet of file storage 

full time secretary 

20 linear feet of file storage 

extra seating 

8 



OFFICE OF EXECUTIVE VICi:.-PRESIDENT in charge of WHOLESALr. and SERVICE 

The principle responsibility of the Vice-President in charge of 

Wholesale Operation and Services is to oversee the management and operation 

of all services that support Furr's Super Markets and Family Centers. 

These services include the distribution center and these departments of 

Furr's, Inc.: pruchasing, personnel, advertising, loss prevention (security), 

real estate, and planning and engineering. The distribution center con

sists of the warehouses and truck terminal. (The distribution center, 

and the planning and engineering and check and credit offices are not 

located in the same building as the General Offices.) The Vice-President 

works equally close with all departments under him. The Vice-President 

is responsible to the President of the Company. 

DESIGN REQUIREMENTS 

private office 

extra seating 

full time secretary 

20 linear feet of file storage 

extra seating 



OFFICE OF VICE-PRESIDENT in charge of RETAIL OPERATION 

The main task of the Vice-President in charge of Retail Operation 

is to generate sai^s. He works with the merchandising directors to formu

late programs, policies, and practices for stores to follow in order to 

generate sales. He also supervises th« work of division managers and divi

sion merchandising directors. The Vice-President is responsible to the 

President of the Company. 

DESIGN REQUIREMEN^TS 

private office 

extra seating 

full time secretary 

20 linear feet of file storage 

extra seating 

10 



VlCi:.-̂ t<i:.SlL>LNTS 

The designation of Vice-President is given to several men in the 

company who work in administrative capacity. The designation means that they 

are members of the Board of Directors and serve as an officer of-the com

pany in addition to their regular duties. This designation is given to 

men who have provided outstanding service and have worked faithfully for 

the company for many years. 

11 



CONTROLLER (OFFICE MANAGER) 

The Controller serves two functions. He supervises all accounting 

functions and he serves as the office manager. The controller reports 

to the President of the Con^any and he works with the Senior Vice-President 

in his capacity as Secretary-Treasurer. 

1. Accounting Functions 

The controller supervises the work of the different parts of the 

accounting department. (Refer to the section as the Accounting department 

for information as its operation). Some of his duties as controller are: 

a. sets policies that determine how vendors get paid 

b. investigates and handles special problems with vendor accounts, 

bank accounts, expenses, etc. 

c. handles financial business with banks 

d. supervises work of payroll department 

e. serves as controller of the Company's outside interest. 

2* Office ̂ iAnager 

The controller also serves as the office manager. Some of his duties 

in this area are: 

a. approves all applicants for hiring 

b. approves raises and promotions 

c. makes sure all clerks and secretaries are doing their work 

efficiently 

d. strives to make the office operate as smoothly, efficiently, 

and economically as possible. 

12 



DESIGN REQUIREMENTS 

private office 

extra seating 

40 linear feet of file storage 

full time secretary 

extra seating 

30 linear feet of file storage 

13 



DEPARTMENTS 

RETAIL OPERATION 
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MERCHANDISING DIRECTORS 

All merchandise sold in Furr's Supermarkets and Family Centers is 

grouped into one of the following catagories: grocery, meat, produce, 

drug, and general merchandise. In the Family Centers, general merchandise 

also includes soft goods, sporting goods, cameras, and jewelry. There is 

one merchandising director for each of these departments - grocery, meat, 

drug, produce, and general merchandise. These merchandising directors 

have jurisdiction over their respective departments in all 72 stores. There 

is one pharmacy director for stores with pharmacies, there is one deli

catessen/bakery director for stores with delicatessens or bakeries and one 

director of merchandising for the Family Centers. 

Merchandising directors are responsible for making the major decisions 

and determining the programs involving the merchandising of items. Merchan

dising is the process of selling a product. This includes pricing, place

ment of the item in the store, special promotion or sales and anything else 

that makes a product sell. 

Merchandising directors are directly responsible to the Vice President 

in charge of Retail Operations. Working under the merchandising directors 

are division merchandisiiig directors who are responsible for their respective 

departments in a given division (group of stores). Produce merchandising 

directors also supervises the produce buyers who are located at the ware

house and the meat merchandising directors supervises the meat buyers. The 

merchandising directors also work together as a group to coordinate the 

actions of the differnt departments to produce consistency and uniformity 

in the operation of the stores. 

IS 



The work of the merchandising directors requires that they visit the 

stores froquiently. Six Merchandising Directors will have office space in 

the General offices. 

DESIGN REQUIREMENTS 

semi-private off ice for each merchandising director 

10 linear feet of file storage 

part time secretary 

:tor. ' 
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DIVISION MANAGERS 

All of Furr's 72 supermarkets and Family Centers are placed into 

one of seven divisions. Furr's chain of convenience stores - Handy Huts -

comprise one division. The divisions are: 

NO. 1 - LUBBOCK*ABIL£NE 

NO. 2 - WEST TEXAS - EASTERN NEW MEXICO 

NO. 3 - PERMIAN BASIN 

NO. 4 - ALBUQUERQUE 

NO. 3 - AMARILLO 

NO. 6 - EL PASO 

NO. 7 - HANDY HUTS 

NO. 8 - PHOENIX 

Over each division is a division manager. He oversees the day to day 

operation x>f the store in his division. The work of each division manager 

varies slightly as the approach to operating a store and product merchan

dising varies with the geographic location of the store. Stores are grouped 

in divisions partly because of this. 

Division managers work under the direction of the Vice-President in 

charge of Retail Operation and the merchandising directors. Working with 

the division managers are the division merchandising directors. Store 

managers (of individual stores) and store department managers are under 

the direction of the divison managers. 

The work of the division managers requires that they visit the stores 

in their division frequently. There are only three division managers with 

offices at the general offices in Lubbock. The division managers of divi-

17 



sions 3, 4, 3, 6, and 8 have their offices in principle cities in their 

division. 

DESIGN REQUIREMENTS 

semi-private office for each division manager 

10 linear feet of file storage 

part time secretary 

13 



DIVISION MERCHANDISING DIRECTORS 

There is a division merchandising director for each department in 

each division. Their work is similar to that of the merchandising directors 

but tliey just have jurisdiction in their own division. They are respon-

ible for product merchandising in their department. 

Division merctuuidising directors work under the merchandising director 

of their department, and supervise the department manager in each store 

in his division* 

Division merchandising directors must visit the stores in their divi

sion frequently. The Division merchandising director for only two (1 and 2) 

divisions are located in the general offices. The division merchandising 

director for five (3, 4, 3, 6, 8) divisions are in the same office as the 

division manager (see section on division manager). The Handy Hut division 

does not have division merchandising directors. 

DESIGN REQUIREMEN'TS 

semi-private office for division merchandising directors 

10 linear feet of file storage 

part time secretary 

19 



PROGRAM SCHEDULING 

The job of the program scheduling department is to increase the effi

ciency of operation of each grocery store. By observing the operation 

of each store they determine how much time is required for a certain job 

to be done correctly, according to the standards of the con^any. This 

allows each store manager to schedule the work at the store so it is done 

efficiently and up to the standards of the company. This results in a 

smoother operation of the store and makes it even more attractive to the 

customer. 

The staff of this department spends much time doing actual in-store 

observation. They work closely with merchandising directors and store 

managers. They report directly to the Vice-President in charge of Retail 

Operation. 

DESIGN REQUIREMENTS 

private office for 3 staff members 

tach board space 

extra seating 

30 linear feet of file storage 

?Q 
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PURCHASING DEPARTMENT 

11am Purchasing department is responsible for buying merchandise that 

is sold in all of Furr's supermarkets and Family Centers. Most of the mer

chandise sold in the stores is shipped to the distribution center in Lubbock 

and then shipped to individual stores as it is ordered. The remaining 

merchandise is delivered directly to the store. This kind of merchandise 

includes bakery items, dairy products, some meat products, soft drinks, 

snack foods, tobacco products, and magazines. (The purchasing department 

does not handle the purchasing of these products as they are purchased by 

each store manager.) 

A director of purchasing supervises this department. He coordinates 

buying practices and policies, arranges special purchases, arranges terms 

with vendors and worKs with the director of grocery merchandising. He re

ports to the Vice-president in charge of Wholesale and Services. 

The buyers work in the gerneral offices with the exception of the meat 

buyers who work at the packing plant and produce buyers who work at the 

produce warehouse. Buyers consult with salesmen, consult with warehouse 

as to inventory status, and initiate purchase orders for processing. Buyers 

must rely on past experience when buying merchandise for the Con^any. 

The time of year decermines what sells and what must be bought. What sells 

in one store may not sell in another. These causes and effects change con

stantly. So the buyer must rely on extensive knowledge of the past to help 

him purchase the right merchandise in the right quantities. There are two 

grocery buyers,one general merchandise buyer, and one drug buyer in the 

general offices. 

22 



Five clerks are needed to handle the routine paperwork of the pur

chasing department. This work includes, general correspondence, filing 

claims as damaged merchandise and as invoice shortages and overages, pre

paring purchase orders for keypunch, and mailing purchase orders printed 

by data processing. 

DESIGN REQUIREMENTS 

private office for director 

extra seating 

10 linear feet of file storage 

full time secretary for director 

10 linear feet of file storage 

semi-private office space for four buyers 

extra seating 

10 linear feet of file storage 

work space for five clerks 

work tables 

40 linear feet of file storage 



ACCOUNTING 

The Accounting department monitors the flow of money and merchandise 

throughout the entire company. It keeps accurate and extensive records 

of all internal and extelrnal transactions. 

This department falls under the supervision of the Controller (refer 

to the section on Controller). He is assisted by the Assistant Office 

Manager. The assistant office manager is responsible for the daily routine 

activity of the various accounting departments. He takes data from sub

sidiary journals (those kept by each department) and sees that it is en

ter edf into, the company ledgers acouvateiy. He also works with the data pro

cessing department to keep accounting programs as current and efficient as 

possible. 

The work done by the accounting department can be placed into one of 

the following areas: accounts payables, accounts receivables, expenses, 

store reports, bank accounts, and accounting keypunch. 

1. Accounts Payables 

This area of the accounting department manages the accounts of com

panies (caJLled vendors) from which Furr's buys merchandise to sell in its 

stores. Accounts payables processes both wholesale and retail invoices 

and sets them up for payment. A wholesale invoice covers merchandise 

shipped directly to the warehouse by a vendor. Retail invoices cover mer

chandise delivered directly to the individual store by a vendor. (Refer 

to the special section on document flow between the accounting, purchasing, 

and data processing departments for details.) This area also checks the 

accuracy bi accounting keypunch and researches accounts in regards to 

24 



unpaid and incorrectly paid invoices. 

2. Accounts Receivables 

This area handlos all matters involving money owed by a vendor due 

to damaged or shorted merchandise. Accounts receivables also handles all 

state and federal welfare programs, food stamps, gift certificates, and 

charge accounts. 

3. Expenses 

The expenses area of accounting handles all business regarding expenses. 

Expenses are any service a product used to operate the stores (not sold 

for profit). Expenses include utility bills, rent, travel expenses, main-

taince and supplies. 

4. Store Reports 

The grocery stores are required to send in weekly reports giving a 

complete breakdown of sales, expenditures, bank deposits, and other acti

vities. This information is con^iled, processed, and put in journals 

which show the performance of the store in all areas. 

3. Bank Accounts 

This area audits the financial activity of all stores. Each store 

has an account in a bank in the city in which it is located. These banks 

send monthly statements to the general offices showing the financial activi

ties of each store. 

6. Accounting Keypunch 

Accounting keypunch does all the keypunch work for the accounting 

department. It takes raw data and puts into proper form for use by data 

processing. 

23 



DESIGN REQUIREMENTS 

private office for assistant office manager 

20 linear feet of file storage 

extra seating 

full time secretary for assistant office manager 

30 linear feet of file storage 

accounts payables 

semi-private work space for accounts payables coordinates 

20 linear feet of file storage 

semi-private work space for 10 accounts payables clerks 

220 linear feet of file storage 

100 linear feet of shelf storage for journals, etc. 

30 linear feet of cabinet storage for cancelled checks and 

remittance advices 

accounts receivables 

semi-private work space for four clerks 

100 linear feet of file storage 

30 linear feet of shelf storage for journals, etc. 

expenses 

semi-pri»vate work space for two clerks 

30 linear feet of file storage 

store reports 

semi-private work space for three clerks 

30 linear feet of file storage 

bank accounts 

26 



semi-private work space for bank accounts clerk 

accounting keypunch 

private work space for four keypunch operators 

30 linear feet of file storage 

30 linear feet of storage for diskette and data card storage 

2 - IBM #3742 keypunch machines 

1 - IBM #129 keypunch machines 

(refer to section on data processing equipment for 

specifications.) 

27 



AUDITING 

The auditing of the company books and records is done by an outside 

firm of accountants. Auditing is done every six weeks at the close of 

every period of operation and periodically as needed. The auditors must 

have access to all company records concerning the operation of the stores, 

the distribution center, and the General offices. They examine conq}any 

records to make sure all transactions are carried out according to proper 

procedure. 

The auditors are assisted by the Secretary-Treasurer, Controller, 

Assistant office manager and President of the Company. 

DESIGN REQUIREMENTS 

private work space for four auditors 

consider access to records 

INVENTORY 

At the close of every period, a crew comes in to tally inventory 

sheets sent in by all stores. This work takes several days. 

DESIGN REQUIREMENTS 

work space for an inventory crew of four 

28 



DATA PROCESSING 

The Data Processing department is the most important department of 

Furr's, Inc. This is because it does so much work for all other depart

ments and enables them to do their work. All departments, stores and the 

warehouse depend upon data processing to such an extent that their operation 

can be severely curtailed when the coiq)Uter is not working. It is impera

tive that the data processing department operates as smoothly and efficiently 

as possible and the computer operates flawlessly. 

Two basic activities take place in data processing. The first is 

data preparation. All data must be keypunched on to a diskette or cards 

before it can be processed. The second activity is actual data processing. 

Data taken from cards or diskettes is used in more than 300 different 

prograna. 

1. Data Preparation 

Data Preparation accepts and collects raw data from all departments, 

the wareiwuse and stores. This data might be in the form of warehouse 

purchase orders (purchasing), store reports (stores), bank statement re

cords (accounting), and so on. Data Preparation also takes store orders 

(merchandise to be shipped to it from warehouse) with an electronic order 

polling machine that utilizes the telephone system to pull data from a 

unit at each store. The data |Mra|iared by data preparation is keypunched 

onto diskette or cards. 

The director of data preparation supervises the work of the keypunch 

operators. He %7orks under the head of the data processing department 

and works closely with the co8q>uter room staff and store managers (in 

29 



connection with electronic order polling equipment). 

2. Data Processing 

This section of data processing department takes raw data prepared 

by data preparation and utilizes it in programs performed by the coiq>uter 

system. The printout prepared by the computer is distributed to the appro

priate department. Activities that take place in this section include 

card sorting, changing tapes and disks on the tape and disk drives, changing 

paper in the printer, collating cards, printing machine punched cards, 

and monitoring the operation of the con^uter system. 

The director of data processing works under the direction of the 

head of the Data Processing department. He also supervises the work of 

two programmers and the four operators that are required to operate each 

computer system. 

TYPES OF JOBS HANDLED BY DATA PROCESSING 

Three types of jobs are processed by data processing. These jobs 

and examples of each are: 

1. ACCOUNTING 

checks and remittance advices 

journals and ledgers 

outstanding invoice listings 

paid invoice listings 

store reports 

bank statements 

debit/credit memos 

30 



2. INVENTORY 

stock status reports 

inventory (warehouse) 

order processing (store) 

purchase order processing 

price book update 

shelf labels 

3. PAYROLL 

paychecks 

W-2 forms 

check journals 

wage and salary records 

deduction records 

tax records 

many kinds of records required by Federal Government 

These three kinds of jobs are handled by both data preparation and 

data processing. 

The data processing department is iiq>ortant to the flow of purchase 

order, wholesale invoices, and retail invoices. Refer to the special 

section on document flow between accounting, purchasing, and data pro

cessing for details. 

DESIGN REQUIREMENTS 

private office for data processing department director 

20 linear feet of file storage 

31 



extra seating 

Data preparation 

private office for data preparation supervisor 

30 linear feet of shelf storage for order polling units 

20 linear feet file storage 

work space for 10 keypunch operators 

work tables 

card racks 

3 - IBM #3742 keypunch machines 

1 - IBM #129 keypunch machine 

1 - #911 Electronic Labs, Inc. order polling unit 

1 - #2711 Electronic Labs, Inc. order polling unit (refer 

to section on data processing equipment for specifi

cations) 

Data processing 

private office for data processing supervisor 

20 linear feet of file storage 

10 lihekr feet of shelf storage for IBM publications 

private office for conq>uter programmer 

20 linear feet of file storage 

10 linear feet of shelf storage for IBM and reference 

manuals 

Cos^uter room 

2 - IBM 360/MODEL 40 coiq;>uter systems each system consists 

of the following coiiq)onents: 
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- #2040 processing unit 

- #2804 storage control 

- #2821 control unit 

- #1403 printer 

- #2340 card reader/punch 

- #2401 tape drive 

- #2314 disk drive 

- #2312 disk drive 

2 - #2313 disk drive 

also the following IBM equipment: 

- #3747 data converter 

- #88 card collator 

- #83 card sorter 

- #332 interpolator 

• IBM document viewer 

- IBM document rack 

[refer to section on data processing equipment for 

specifications of the above listed equipment) 

30 linear feet of tape storage 

100 linear feet of shelf storage for disk packs 

300 square feet for paper and card storage 

storage space for supplies 

1 - decollating machine 
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PERSONNEL DEPARTMENT 

The personnel department handles all business matters involving the 

eiqployees of Purr's, Inc. The department endeavors to treat eiq>loyees 

fairly and provide the con^any with consistency in the performance of its 

enq>loyees« 

The personnel director deals mainly with labor relations matters. 

His staff handles the rest of the work load. Some of these activities are; 

taking applications 

interviewing prospective eiqployees 

counseling eiiq}loyees 

record keeping and updating 

The personnel department hires people to work in the Gereral Offices, 

distribution center, and the Lubbock stores. The managers of out-of-town 

stores hire their own employees. Record keeping is a large part of the 

work. Types of records kept are: 

personal information on employees 

employee's performance 

experience 

promotions & raises 

transfers 

records required by Federal Government 

DESIGN REQUIREMENTb 

private office for director 

extra seating 

34 



10 linear feet of file storage 

shelf storage for memuals and books 

semi-private space for assistant director 

shelf storage 

one secretary - work space 

extra seating 

20 linear feet of file storage 

2 desks - work space 

110 linear feet of file storage 

40 linear feet of card storage 

private space for interviewing applicants 

separate outside entrance is highly desireable 
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PAYROLL 

The Payroll department prepares the payroll for the company and main

tains records on earnings of all employees. 

Time cards are sent in by the distribution center and each store. 

payroll calculates the hours worked by each employee and keypunches this 

information onto diskettes. The computer in Data Processing takes this 

information and puts it into a program which prepares and prints a check 

for each employee. This program calculates pay and subtracts all necessary 

deductions. This information is printed and bound into journals, providing 

the payroll department extensive records of an employee's earnings. Pay

roll department prpares W-2 forms for all employees who worked for the 

company in the tax period. 

The Controller supervises the operation of the department. 

DESIGN REQUIREMENTS 

private office for 1 director and 3 clerks 

1 - IBM #129 keypunch machine 

2 - IBM #3742 keypunch machines 

(refer to section on data processing equipment for speci

fications) 

80 linear feet of file storage 

80 linear feet of card storage 

shelf storage for diskettes, journals, government publications 

storage space for records that must be kept permanently 
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INSURANCE 

The insurance office handles all matters dealing with the coapany's 

group insurance coverage, which covers all Furr employees. This office 

processes papers on new employees, processes claims, awards payments for 

claims, counsels eo^loyees in regards to insurance matters. 

DESIGN REQUIREMENTS 

private office for 1 director 

30 linear feet of file storage 

24 linear feet of file card storage 

extra seating 
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DEPARTMENT OF LOSS PREVENTION 

The department of loss prevention has the responsibility of main

taining the security of the company. This department endeavors to pro

tect the company from any type of loss. This is especially difficult in 

a company like Furr's that has many places of business spread over such a 

large geographical area. Any type of loss - money, merchandise, confidential 

information - is costly and must be kept to a minimum. 

The most obvious types of loss are those of theft of money or mer

chandise from stores, trucks or the warehouse. Other types of loss are: 

loss of money, merchandise or papers due to fire, loss due to falsification 

of records, invoices and delivery receipts, damaged merchandise and inter

ference from external sources. 

The director of loss prevention iniates programs to minimize loss. 

He has an assistant. 

DESIGN REQUIREMENTS 

private office space for director 

extra seating 

10 linear feet of file storage 

shelf storage 

private office space for assistant director 

extra seating 

10 linear feet of file storage 

shelf storage 

full time secretary to serve both director and assistant 
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ADVERTISING 

The work of the Advertising department falls into the realm of public 

relations. Not only does the department conduct advertising campaigns to 

inform the public of grocery prices, specials, and services, but also uses 

all mass media to promote the image of Furr's, Inc. 

The department most closely with the merchandising directors who de

termine prices and items to be advertised. The department then developes 

advertising campaigns for broadcast media and layouts for printed media. 

The department also works with the division managers in preparing adver

tising canqpaigns because product merchandising is approached differently 

in each geographic area. Therefore canqiaigns must be tailored to the mar

keting approach of a particular division. 

The staff of the department prepares the campaign keeps billing re

cords and pulls tear sheets for storage, (a tear sheet is a copy of an 

ad actually printed in a newspaper.) 

DESIGN REQUIREMENTS 

private office for director 

shelf storage 

extra seating 

one full time secretary 

extra seating 

10 linear feet of file storage 

work space for one clerk 

10 linear feet ^f file storage 
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work space for 3 layout designers 

each with drafting table 

70 linear feet of file storage 

shelf and cabinet storage for supplies, advertising books, 

mailout cartons 

duplicating machine 

tackboard space 

work table 

space for a process camera 

adjacent dark room 
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REAL ESTATE 

The Real Estate department of Furr's, Inc. handles all of the Com

pany's real estate transactions and manages all of its real estate holdings. 

This includes selecting and purchasing land for new stores and shopping 

centers, leasing store space, and leasing company owned property to other 

groups. 

The real estate director works under the supervision of the Vice-

President in charge of Wholesale and Services. 

DESIGN REQUIREMENTS 

private office for the real estate director 

10 linear feet of fiel storage 

extra seating 

storage for blueprints and drawings 

full time secretary 

10 linear feet of file storage 
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LOBBY 

The lobby is the first interior space encountered by anyone entering 

the building. This room serves as a waiting space for salesmen who come 

to see buyers and anyone else who comes on business. 

The lobby is a transitional space joining outside and the work spaces 

on the inside. It should reflect the image of Furr's. The lobby should 

ba a warm, cheerful space. 

The lobby should ba located near the buying office as most people 

waiting in the lobby go there. It is inq>ortant that a noise barrier be 

utilized to keep the noise from entering surrounding areas. Provisions 

should be made that salesoien and visitors cannot wander into the private 

spaces in the building. Restrooms should be located near by. 

DESIGN REQUIREMENTS 

space should be designed to accomodate 40 people, seated with tables 

for magazines* 

small work area for salesmen who wish to work while waiting 
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RECEPTIONIST 

Ihe receptionist plays an important role in the operation of the 

company. She is the first person with whom one has contact when calling 

or coming into Furr's General Offices. She is responsible for that first 

in^ression that one has of the company. It is important for her to be

lieve in the company and enjoy her work. She must be friendly, courteous, 

and be knowledgeable of the company. 

The receptionist also acts as the switchboard operator. Some of her 

duties are: 

answering and forwarding all incoming calls 

answering and forwarding interoffice calls 

take messages for personnel without secretaries 

set up long distance and conference calls 

direct people to all offices in building 

register salesmen for appointments 

page salesmen for their appointments with buyers 

announce visitors 

handle emergency calls 

answer calls at the emergency weather phone 

sign receipts for special deliveries and packages 

keep records on pay telephone calls 

report phone problems to phone company 

DESIGN REQUIREMENTS 

desk for receptionist 
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Bell Telephone desk top switchboard unit 

12 linear feet of storage for phone books 

must be located adjacent to lobby and front entrance 

46 



CONFERENCE ROOM 

The conference room is a private space that is used for board meet

ings, conferences, and presentations. The room should be accoustically 

isolated and capable of accomodating any type of presentation. 

DESIGN REQUIREMENTS 

private room to accomodate 23 people seated 

accoustically isolated 
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MAIL ROOM 

All mail received and sent by the con^any passes through the mail 

room. Incoming mail is delivered by the Post Office and is sorted into 

mailboxes or delivered to individual offices by the attendant. Outgoing 

main Is taken to the mailroom where the attendant meters or stands it and 

seals it. Then the mail is sorted, bundled and sacked for mailing. The 

mail imist be delivered to the Post Office. 

A Western Union TWX machine is to be located in this room also. The 

attendant receives all incoming transmissions and sends all outgoing trans

missions. 

Noise control is an inqjortant aspect in the design of this room. 

Postage machines are very noisy and so is the TWX machine. Noise made by 

this equipment should be kept at a minimum and prevented from being trans

mitted to the rest of the building. 

DESIGN REQUIREMENTS 

desk for attendant 

1 - Pitney-Bowes #433 postage machine equipped with a Pitney-Bowes 

RF->3 postage meter 

1 - Pitney-Bowes #3700 postage scale 

1 - Pitney-Bowes #S-120 postage scale 

1 - Western union TUX machine 

(see accompanying graphic material for specifications) 

tack space for mailing instructions and P.O. memos 

counter space for equipment 

48 



work space for handling mail 

space for 30 mailboxes 

storage space for supplies such as envelopes, rubber bands, postage 

machine supplies. Post Office manuals, mail sacks, TWX supplies 
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PITNEY-BOWES #4351 
POSTAGE MACHINE 
EQUIPED WITH P-B #RF-3 
POSTAGE METER 
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POSTAGE SCALE 
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WESTERN UNION TWX 
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PAPER HANDLING 

Space is to be planned and designated for paper handling activities. 

In this space will be placed two duplicating machines and a detaching 

machine. A detaching machine is used to separate computer printout paper 

of more than one thickness into single thicknesses, to separate printout 

into single sheets and to trim printout paper. These machines are operated 

by many different people. A central location for this space is desirable 

and noise control is important aspect of its design. 

DESIGN REQUIREMENTS 

space for at least 1 - XEROX 7000 copier 

space for 1 - Moore Business Forms detaching machine 

storage for 100 reams of letter size paper 

storage for 100 reams of legal size paper 

storage for duplicating machine supplies 

work space for collating, etc. 

paper cutter 

(see accompanying graphic material for specifications) 
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XEROX 7000 
DUPLICATING MACHINE 
HEIGHT 56" 

-r 

L 

MOORE BUSINESS FORMS 
DETACHING MACHINE 
HEIGHT 3lV' 

ALL - % INCH - 1 FOOT 

DUPLICATION DETACHING 



CAFETERIA 

A small cafeteria is required to serve as a breakroom for the office 

employees, AS the new offices will be located distant from eating places, 

many employees will eat lunch here. The cafeteria will offer coffee, soft 

drinks, snack foods, vending machine, serv^c sandwiches and soups. The 

cafeteria will not offer cooked dishes. 

DESIGN REQUIREMENTS 

space for attendant/cashier and register 

seating for 30 people 

space for the following equipment: 

2 vending machines 

1 cigarette machine 

sink 

hot plates 

coffee maker 

refrigerator/freezer 

ice machine 

soft drink mixing dispenser 

display cabinet (for pastries) 

dish racks 

dish washer 

food warmer 

access to outside is desirable for deliveries and service 
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SUPPLIES STORAGE 

Above and beyond supplies storage requirements listed in each section, 

space should be planned for storing office supplies that are purchased in 

large quantities. Supplies to be stored include: company stationery and 

envelopes, file folders, staples, pre-printed forms, pens, pencils, and 

such like. The amount of space needed for supplies storage is 400 square 

feet. 

RECORDS STORAGE 

Above and beyond record storage requirements listed in each section, 

space should be planned for storing records that must be kept for several 

years. Payroll records must be kept permanently and since these records 

require much space, thought should be given to putting them on microfilm. 

All other records must be kept for five years before being destroyed. 

Types of records stored are tax records, company reports, journals, ex

pense receipts, register and store reports, bank statements, wholesale 

invoices, retail batches, purchase orders, debit/credit memos, cancelled 

checks, and remittance advices. 

Records shoud be stored so that they are readily accessible. 

STORAGE REQUlRCMi:.iNib - FOR 1 YEAR 

500 linear feet of file storage is requiredfor wholesale, retail, 

and expense records 

100 linear feet of storage space (drawers) for cancelled checks and 

remittance advices. 

200 linear feet of storage space (shelf) for journals, ledger^, 

price books, outstanding lists and various bound records 
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REST ROOMS 

Restrooms shall be provided for each sex. They will serve both em

ployees and visitors. They will be designed according to code restrictions 

and their placement should take into consideration the location of the 

employees who use them. 

PARKING 

Parking facilities are needed for 200 automobiles. These facilities 

will be used by visitors and salesmen as well as office employees. Parking 

facilities should be planned as to permit easy expansion. 

JANITOR'S CLOSLT 

A janitor's closet shall be provided. Janitorial work is done by a 

crew that is employed by a janitor service. Four janitors make up the 

crew which works at night. The janitor's closet will have a janitor's 

sink, storage space for their equipment and storage space for all toilet 

supplies. 

PHONE LQUlPjytiUNi RUU î 

A room must be provided to house the telephone equipment. The equip

ment is owned and serviced by the telephone company. A separate room is 

required for this equipment because it must be kept clean and because it 

is very noisy. 

MECHANICAL ROOM 

A mechanical room is required to house all mechanical equipment. 

Equipment housed in this room are water heaters and conditioner, air 

handlers and conditioners, and electrical power panels. Sound control is 

important in this room. 
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WEATHER PHONfc 

At least five locations around the building shall be selected for 

placement of emergency weather phones. These phones are direct lines to 

the National Weather Service. Whenever a severe weather watch or warning 

is issued, these phones ring automatically and taped weather bulletins are 

played. Upon completion of the bulletin, Furr's stores must be notified 

to take all precautions to provide for the safety of Furr's Customers. 

Scattered placement of these phones will make them more readily accesible 

to night personnel. 

SECURITY WATCH STATIONS 

At least five locations, scattered throughout the building shall be 

selected for placement of keys that activate the watchman's clock. These 

keys should be so placed as to require the watchman to walk through or passed 

all parts of the building. The watchman's job is to be alert for possible 

break-ins, fires, and persons not allowed in the building. 

55 



. ' - • « 

GENERAL REQUIREMENTS 

FOR 

COMPUTER ROOM DESIGN 

56 



LAYOUT 

1. Space should be designated for storage of tapes, cards, disk packs, 

printed matter, paper, and supplies used daily. 

2. Space should be planned for card and record files, worktables, storage 

cabinets, and desks. 

3. The layout of the computer conq>onents should take into consideration 

functional relationships between data processing and other departments, 

(flow of paper, cards and diskettes) 

4. The CPU or other control consols should not be placed where there is 

heavy traffic. 

3. There should be visual access between a control unit and its associated 

imput or output units. 

2 

6. Light levels over 50 foot candles (540 lumens/m ) should be avoided 

in areas where display devices are used. 

7. Convience outlets must be available for testing equipment, soldering 

irons, etc., that might be used by an engineering working on a unit. 
FLOOR CONSTRUCTION 

Two types of floor systems can be used with computing equipment. 

These two types of floors are free-access raised floor and a raceway 

floor. These floors can be built of steel, aluminum, or fire retardant 

wood. These two types of floor systems are illustrated. 

A raised floor is preferred due to the following reasons: 

1. allows layout changes with minimum reconstruction cost 

2. permits space underneath floor to be used to supply air to 

equipment 
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RACEWAY FLOOR: 
COVERS REMOVABLt. 

FREE-ACCESS FLOOR: 
PEDESTAL SUPPORTED PANELS 
PANELS REMOVABLE 

FRE£-ACC£.SS FLOOR: 
SUBFRAMING SUPPORTED PANELS 
PANLLS REMOVABLE 

FLOOR SYSTEMS FOR COMPUTER ROOM USE 



3. protects interconnecting cables better 

The weight of each unit in the computer system is given on its speci

fication page. The weight of each unit is used to calculate floor loads, 

the floor system used in the computer room must support these loads. 

IBM recommends the following in regards to floor design: 

1. To reduce electric shock and static discharge problems, no metal 

should be exposed to the walking surface when a metalic raised 

floor is used. 

2. Raised floor height should be at least 12" high. 

3. When a raised floor panel is cut to allow passage of cables, 

additional support may be needed to amintain the structural 

integrity of the panel. 

4. Sharp edges on all floor cutouts where cables and hoses pass 

through. 

ACCOUSTICAL TREATMENT 

The computer room should be designed to reduce as much noise as possible. 

Reduced noise levels provide for more efficient and comfortable operation 

of the conqputer room. The noise level of the room is determined by the num

ber and location of sources and the reflective and absoptive qualities of 

all surfaces in the room. The following ideas should be considered when 

designing and laying out the coo^uter room: 

1. As much free space as can be allowed should be provided around 

noiser units, as farther apart the units are the less the overall 

noise level will be. 

2. Whenever possible less noisy machines should be placed between 

58 



noisy ones. 

3. Units should be placed so that the operator does not work be

tween two noisy units constantly. 

4. Mechanical equipment should be installed correctly to reduce 

any noise the might contribute. 

5. Absorptive materials should be used as walls and ceilings and 

on floors when possible. 

6. The computer room should be isolated from noise emanating from 

adjacent areas. 

LIGHTING 

A minimum illumination fo 50 footcandlesmeasured at 30" above the 

floor should be used in the coiiq>uter room. Direct sunlight should be a-

voided because of low levels of light necessary for observing console in

dicator lamps and because it may cause units which employ light sensing 

to malfunction. 

Lights should not be powered from the same panel as the coiq;>uter. 

AIR CONDITIONING 

Con^uter system components are internally cooled by fans which intake 

air at the bottom of the unit and exhaust it at the top. The amount of 

heat produced by each unit is given in the specifications section. The 

following factors saould be considered in calculating heating and cooling 

loads: 

machine heat dissipation 

personnel 

latent heat 
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fresh air induction 

infiltration of heat through floors, walls, ceilings and any 

penetrations 

glass wall area 

possible reheat 

A separate air conditioning system should be used for the con^uter 

room. It should not be powered from the panel that serves the computer. 

Due to heat dissipation of the computer, it is necessary for the air condi

tioning system to have a year-round cooling cycle. 

TEMPERATURE AND HUMIDITY DISIGN CRITERIA 

The air conditioning system should maintain the air in the computer 

room at 75 F and 50% relative humidity. This is a comfortable temperature 

for working and is 15 F below the maximum operating temperature of the 

computer. The computer must be shut down when operating temperature reaches 

90^ F, and this 15 F allowance increase chances of repairing the air condi< 

tioning system before having to shut the computer down. Maximum relative 

humidity allowed for operation of the computer in 80%. 

AIR FILTRATION 

Air entering the computer room must be filtered by a high-efficiency 

filter. There are cwo types of air filtering devices that can be used. 

A mechanical air filter can be used if it is rated at a minimum of 20% 

efficiency by the Bureau of Standards discoloration test using atmospheric 

dust. An electrostatic plate filter can be used if it is rated at a mini

mum of 85% efficiency in the same test. 

POWER REQUIREMENTS 
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The computer system can operate on either a 208V or 230V, 3-phase, 

3-wire, 4-conductor, 60-HZ supply. The line-to-line, steady-state voltage 

must be maintained within plus 10% or a minus 8% of the normal rated voltage. 

The line frequency mustbe maintained at 60HZ plus or minus ̂ HZ. 

To maintain maximum system reliability, the power panel serving the 

computer should serve no other circuits. 

FIRE PREVENTION CONSIDERATIONS 

The following points should be considered in designing the coiiq>uter 

room: 

1. Walls, ceilings, and floors should be made of non-combustible 

or fire retardant materials. 

2. An early-warning fire detection system which could actuate an 

audible alarm should be installed. 

3. Carbon dioxide fire extinguishers should be available for use 

in emergencies 

4. If a water sprinkling system is required by local codes, a pre-

actlon system should be used. 

5. Any data stored In teh computer room should be stored in fire 

proof cabinets. 

Material In this section taken from IBM System/360 Installation Manual. 
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DATA PROCESSING EQUIPMENT SPECIFICATIONS 

All data preparation and processing will be done on equipment made 

by International Business Machines (IBM). Order polling will be done 

on equipment made by Electronic Labs, Inc. The following pages show all 

information needed for designing the layout of the equipment In the com

puter room. This Information Includes dimensions, clearances, weight and 

heat output of each unit as needed. 
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IBM #2040 
PKuCi:,SSlNG bNiT 
HEIGHT 6Q" 
CONSOLL HEIGHT 29" 

WEIGHT 1500 LBS 
1 0 , 0 0 0 BTU/HR 

IBM #2821 
CONTROL UNIT 
HEIGHT 60" 
WEIGHT 1000 LBS 
7000 BTU/HR 

IBM #2540 
CARD READER/PUNCH 
HEIGHT 47" 
WEIGHT 1050 LBS 
3000 BTU/HR 

r 

U \i 

I II 
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IBM #1403 
PRINTER 
HEIGHT 5 9 V 
WEIGHT 825 LBS 
4 , 5 0 0 BTU/HR 

A L L — U INCH = 1 FOOT 

DATA PROCESSING EQUIPMENT I B M 
SPECIFICATIONS SPACE R E Q U I R E M E N T S 
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IBM #2804 
TAPE STORAGE CO r̂rROL 
HEIGHT 60" 
WEIGHT' 1000 LBS 
7000 BTU/HR 

.4 

IBM #2401 
TAPL DRIVE 
HEIGHT 67" 
WEIGHT 800 LBS 
3500 BTU/HR 

-i.uŝs OF 3 
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BANK OF 6 

DATA PROCESSING EQUIPMENT I B M 



IBM #2314 
DISK S-TORAi . CONTROL 
HEIGHT 60" 
'.itlGdl 1000 LBS 
7000 BTU/HR 

IBM # 2312 
DISK DRIVE (SINGLE) 
HEIGHT 60 " 
WEIGHT 500 LBS 
3500 BTU/HR 

IBM #2313 
DISK DRIVE (DOUBLE) 
HEIGHT 60" 
WEIGHT 1200 LBS 
7000 dTU/HR 

L 

# 2 3 1 4 , 
f f23 l2 , 
# 2 3 1 3 , 

JUXTAPOSED 
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IBM #3747 
DATA CONVERTER 
HEIGHT 38" 
WEIGHT 400 LBS 
1000 BTU/HR 

- I 

-r 

u 

r-
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IBM #88 
CARD COLLATOR 
HEIGHT 45" 

1 
IBM #83 
CARD SORTER 
HEIGHT 4 7 V 

r-
IBM #552 
INTERPOLLATOR 
HEIGHT 49" 

I 

IBM 
DOCUMENT VIEWER 
HEIGHT 55" 

1 
IBM 
DOCUMENT STORAGE 
HEIGHT 47" 

i-

DATA P R O C E S S I N G E Q U I P M E N T I B M 
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IBM #3742 
KEYPUNCH - DISKETTE 
HEIGHT 3 2 V 

IBM #129 
KEYPUNCH - CARD 
HJÎ IGHT 38" 

KEYBOARD HEIGHT 29" 

ID 
1 

1 

ELECTRONIC LABS 
#2711 
ELECTRONIC ORDER POLLING UNIT 
HEIGHT 28" 

I 

ID 
J 

ELECTRONIC LABS 
#911 
i-LiiCTRONIC ORDER POLLING UNIT 
HEIGHT 46" 

DATA P R O C E S S I N G E Q U I P M E N T I B M 



DOCUMENT FLOW 
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The purchasing, accounting, and data processing departments are 

closely related bacause of the flow of documents among them. The tree 

documents that make up the bulk of this flow are purchase orders, whole

sale invoices and retail Invoices. There is a set procedure for handling 

these documents that is determined by the accounting system used by Furr's, 

Inc. As a rule, most of these documents are processed routinely, but 

sometimes there Is a problem with a document and it must be taken care of 

individually. 

Flow charts that show the routine flow of these documents follow, 

along with a detailed discussion of each. 

PURCHASE ORDERS 

Refer to purchase order flow chart 

1. Purchasing 

salesman makes offer, buyer rejects or accepts 

if buyer accepts: 

he gives handwritten order to salesman 

no prices or terms indicated on order 

clerk prepares order for data processing 

salesman sends his copy to his company 

2. Data Processing 

purchase order Is keypunched 

computer prints original and three copies onto correct forms 

conq)uter fills in prices and terms 

purchase orders are returned to purchasing 

3. purchasing 
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PURCHASING 

DATA PROCESSING 

PURCHASING 

WAREHOUSE 

PURCHASING 

ACCOUNTING 

PURCHASING 

8 ACCOUNTING 

DOCUMENT FLOW PURCHASE ORDERS 



clerks file one copy of purchase order for their records 

original Is mailed to company 

2 copies sent to warehouse 

4. Warehouse 

purchase order Is kept here so they know what to expect 

when merchandise arrives. It Is checked against purchase order 

and discrepancies are noted 

purchase order then becomes a receiving record 

purchase orders are sent back to purchasing along with attached 

shipping papers 

5. Purchasing 

record is make of arrival of merchandise 

warehouse inventory is updated 

purchase order with attached Is sent to accounting 

6. Accounting 

purchase order is matched with corresponding Invoice that was 

mailed to Furr's 

checked for discrepancies 

Invoice Is written up, set up to be paid 

if there is a discrepancy, the Invoice Is tagged for claim 

purcliase order with attached Invoice and shipping papers are 

returned to purchasing 

7. Purchasing 

Invoice Is used to update price books 

If Invoice is OK, it is returned to accounting 
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if there Is discrepancy between Invoice and purchase order, 

claim is prepared and Invoice Is detained until cleared, 

then it is returned to accounting 

8. Accounting 

Invoices with purchase order and shipping papers attached is 

filed in the wholesale files by company name 

WHOLESALE INVOICE 

refer to wholesale Invoice flow chart 

1. Mailroom 

Invoice for merchandise is mailed to Furr's, and Is received 

In the mailroom 

2. Purchasing 

Invoices are checked for prices 

Invoices are stamped with receiving date for discount purposes 

Invoices are sent to accounting 

3. Accounting 

invoices are matched with corresponding purchase order and 

shipping papers 

Invoices are written up In batches and set up for payment 

Invoices are sent to accounting keypunch 

4. Accounting keypunch 

data from Invoices Is keypunched onto diskettes 

Invoices are returned to accounting 

diskettes are taken to data processing 

5. Accounting 
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batch proof, listing data keypunched by accounting keypunch 

operators is checked for accuracy 

if invoice is OK, it is set up to be paid 

Invoices are returned to purchasing 

6. Purchasing 

Invoices are used to update price book 

If Invoice Is OK, It Is returned to accounting 

if invoice has a discrepancy, a claim is prepared, invoice is 

detained until cleared, then returned to accounting to 

be filed 

7. Accounting 

Invoices are filed in wholesale files by company name 

RETAIL INVOICES 

There are two types of retail invoices, both of which originate in 

the Individual stores. The store manager has a limited buying power and 

one type of Invoice covers this merchandise. The other type of invoice 

is that which covers parlshable Items that are delivered to the store 

daily, such as bakery Items, snack foods, soft drinks, meat products, etc. 

Refer to the retail Invoice flow chart. 

1. Store 

Invoices are collected 2 times a week written up on a receiving 

sheet and stapled together (this is called a batch) 

batches are sent to accounting department at General Offices 

2. Accounting 

individual Invoices are extended and totaled 
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receiving sheets are extended and totaled 

batch number Is assigned 

batches are sent to accounting keypunch 

3. Accounting keypunch 

data from receiving sheets Is keypunched onto diskettes 

batches are returned to accounting 

diskettes are sent to data processing 

4. Accounting 

batch proof prepared by data processing is checked for accuracy 

corrections make as necessary 

receiving sheet Is removed from batch 

batches and receiving sheet are filed separately, by store 

and department, in retail files 
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A pleasant working environment Is necessary for the efficient opera

tion of an office. Some advantages of a pleasant surroundings are: fewer 

errors, less work force turnover, higher work output, esthetic satisfac

tion, higher morale, fewer absences, less fatigue. The environmental 

factors that must be examined and designed for are light, color, sound, 

and air characteristic. 

LIGHT 

There are three characteristics of light that must be considered 

In the design of the office environment. These characteristics are quan

tity, brightness, and diffusion. 

1. Quantity 

Light Is measured in foot candles, a unit which Is defined as the 

amount of direct light one foot distant from an ordinary candle. The 

following table gives the recommended values of illumination for different 

types of activities and proper levels of Illumination for them. 

FC Activity 

200 detailed drafting and designing 

150 difficult seeing tasks such as auditing, accounting, 

machine operation 

100 ordinary seeing tasks such as general office work, cor

respondence, work In active file rooms, mall rooms 

30 casual seeing tasks such Inactive file rooms, corridors, 

reception, service areas 

2. Brightness 

Brightness Is determined by the amount of light reflected from ob-
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jects or building surfaces. This Is the effective light for seeing. 

The ratio of light a surface reflects divided by the amount of light It 

receives Is the reflectance value of that surface. The finish of the sur

face, its color and type of material determine Its reflectance value. 

The eye sees best when objects In Its cone of vision are of approxi

mately the same brightness. This keeps the pupils of the eyes from ex

panding and contracting continually thus reducing eye fatigue. 

Recommended reflectance values for office work are as follows: 

Surface Reflectance 

ceiling 82-90 

wall 43-55 

floor 22-38 

desk top 28-42 

machines 28-42 

3. Diffusion 

Light from the source of Illumination should be diffused. Light 

that Is not diffused causes glare and sharp shadow, which cause eye 

fatigue. Light should not be uniform, but should cause low contrast. 

COLOR 

Color not only beautifies but also Imporves the condition under which 

work Is done. Color cannot be used without careful planning because 

It effects human emotions, senses, and thought processes. 

Color Effect 

yellows, oranges, reds encourage warmth and cheer 

blue, violet, dark green restraint, calmness 
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buff, blege. Ivory moderately stimulating 

pale violets, and blues depressing 

Suggestions for use of color: 

1. General office space - ceilings should be white, walls faced by em

ployees In soft cool colors. One or more walls may be in warm colors 

and all colors should harmonize. 

2. Conference areas - Light colors are perferable. Some carefully 

placed strong colors are usually necessary to stimulate participants. 

3. Reception areas - Neutral colors are best. Sharp contrasts should 

be avoided, but vivid colors are appropriate. 

4. Corridors - Light colors are usually needed because of the lack 

of daylight. 

Color Influences the apparent size and proportions of a surface. 

This Is due to the reflecting and contracting light effect brought about 

by the different colors. Dark colors seem to make an area larger, light 

colors seem to make an area smaller. These effects should be considered 

In choosing color schemes for all spaces. 

SOUND CONDITIONING 

A noisy office Is seldom an efficient one. Noise Is unpleasant, 

distracting, and costly. Noise makes It difficult to use the telephone 

and produce good work. One may ten5>orarlly be unaware of Its effects, 

but over a period of time, one becomes excessively fatigued by noise. 

Some ways to reduce noise levels In work areas are: 

Isolate machinery from office space 

use pads under typewriters and calculators 
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use materials designed for accoustic control 

carpets 

accoustic celling materials 

curtains 

accoustic wall coverings 

AIR CONDITIONING 

There are three characteristics of air which must be maintained to 

provide comfortable working conditions. These are temperature, humidity 

o o 
and freshness. For most people a tenqperature range of 72 F to 78 F 

is comfortable for sedentary work. A relative humidity of 40% to 50% 

Is not only comfortable but also reduces the effect of static electricity. 

The air conditioning system should draw fresh air from outside Into the 

building and exhaust stale air from Inside the building. 
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LOCATION AiND Ô N̂ERShiP 

ihe site for Furr's new corporate headquarters is located in extreme 

southwest Lubbock, Texas, at the intersection of South Loop 289 and south 

Quaker Avenue. The legal description of the property is: ABSTRACT 1036, 

SURVEY 10, BLOCK E 2. The property is owned by Furr's, Incorporated. 

ZONING 

Currently this property has a zoning designation of C-2 under the 

old zoning ordinances of the city of Lubbock. Furr's, Inc. will have 

this zoning designation changed to C-2 under the new zoning ordinances 

so that the company will not be bound by zoning regulations of the old 

zoning ordinances. The restrictions that apply to a C-2 designation un

der the new zoning ordinance are as follows: 

1. a minimum setback of 10' must be observed 

2. additional 2* of setback for each foot of height beyond 24'. 

DtuLi) RESTRICTIONS 

There are no deed restrictions on the property. 

UTILITIi:.S 

1. Water and Sewer 

a 10" water main and a 6" sewer line buried 10' deep in an east/ 

west direction on 74th Street which forms the southern boundary of the 

site. Connections can be made at any point. The city will service any

thing if a 20' easement is granted. 

2. electricity 

Southwestern Public Service Company owns a powerline as indicated 

on the site plan. A 20' easement has been granted. The line is rated 
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at 69kv capacity with a l2kv underbuild line. Service connections can 

be made at any point on this line. 

3. Gas 

pioneer Natural Gas Company has placed a 3" has line on the south 

side of 74th Street. Connections can be made at any point. There is no 

charge for a meter placed on 74th Street. If a line runs to the building, 

an easement or dedication of at least 20' in width is required, if the gas 

company is to provide service. The first 150* of this line is installed 

free of charge. The cost of the remaining distance is calculated on a 

per foot basis. The gas meter at the building must be readily accessible. 

The gas pressure on the building side of the meter is 6-8 ounces. 
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BUILDING CODE 

REQUIREMENTS 
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Buildings built in the city of Lubbock are governed by the Uniform 

Building Code, 1973 edition, as amended by the Lubbock City Council. The 

city, through its appointed representative, retains the right to enforce 

all provisions of the Code. 

CLASSIFICATION OF BUILDING 

The building to be built is a single occupancy building and is given 

a Group F, Division 2 rating by the U.B.C. The building is to be built 

of Type I Construction because of the amount of floor area required by 

the client. Height and floor area are unlimited. The structural frame 

shall be considered to be the columns, girders, beams, trusses, and 

spandrels having direct connections to the columns and all other members 

which are essential to the stability of the building as a whole. The 

members of the floor or roof panels which have no connection to the columns 

shall be considered secondary menbers and not part of the structural 

frame. 

FIRE RESISTANCE OF BUILDING COMPONENTS 

Building components shall be of fire-resistive construction as follows; 

structural frame 3 hour fire-resistive const. 

exterior walls 4 hour fire-resistive const. 

permanent partitions 1 hour fire-resistive const. 

floors 2 hour fire-resistive const. 

roof 2 hour fIre-reslstlve const. 

Fixed partitions may be constructed of non-combustible materials, 

fIre-retardant treated wood, one-hour fIre-reslstlve construction, or 

wood panels up to three-fourths the height of the room. 
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Folding, portable, or moving partitions need not have a fire resistive 

rating providing they do not block exits, do not establish an exit cor

ridor, and their location Is restricted. They shall be limited to mate

rials having a flame-spread classification of I. 

WEATHER PROTECTION 

All weather exposed surfaces shall have a weather resistive barrier 

to protect the interior wall covering. Exterior openings exposed to the 

weather shall be flashed in such a manner as to make them weather proof. 

All parapets shall be provided with coping of suitable materials. 

PARAPETS 

Parapets shall have same degree of fire resistance required for the 

wall upon which are erected. The height of the parapet must be at least 

30" above the roof surface they intersect. Where the roof slopes toward 

a parapet at greater than a slope of 2:12, the parapet shall extend to 

the same height as any portionof the roof that is within the distance 

where protection of wall openings is required. 

PROJECTIONS 

Cornices, architectural appendages, eave overhangs, and similar 

projections extending beyond the floor area shall be of non-combustible 

materials. Such projections need not be protected for fire resistance. 

TOILET FACILITIES 

Toilet facilities shall be provided for both sexes. Toilet r< 

floors shall have a hard, smooth, nonabsorbent surface that extend! 

Toilet facilities shall be provided for both sexes. Toilet room 

Is up

ward onto walls at least 5 inches. Walls within water closet compartments 

and walls within 2 feet of the front and sides of urinals shall be similarly 
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finished to a height of 4 feet. Except for structural elements, the mate

rials used In such walls shall be of a type which is not adversely affect

ed by moisture. 

All water closet rooms shall be provided with an exterior window at 

least 3 square feet In area, fully openable; or a vertical duct not less 

thsui 100 inches square In area for the first toilet facility, with an ad

ditional 50 square Inches for each additional toilet facility. A mech

anically operated exhaust system, which is connected to the light switch, 

capable of providing^ a complete change of air every 15 minutes may be used 

Instead. Such a system shall be vented to the outside air, and, at the 

point of discharge shall be at least 5 feet from any openable window. 

(Refer to graphic information for toilet facilities specifications) 

Where mirrors are provided at least one shall be installed so that 

the bottom of the mirror is within 40 Inches of the floor. Where towel 

and disposal fixtures are provided, at least one shall be within 40 inches 

of the floor. 

WATER FOUNTAINS AND PUBLIC TELEPHONES 

Where water fountains are provided, at least one shall have a spout 

within 33 Inches of the floor and shall have up-front, hand operated 

controls, ^hen fountains are located In alcoves, the alcove must be at 

least 32 Inches wide. 

Where public telephones are provided, at least one shall be Installed 

so that the headset, dial and coin receiver are within 48 Inches of the 

floor. Unobstructed access within 12 Inches of the telephone shall be 

provided. Such access shall not be less than 32 Inches In width and depth, 
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structural elements 

The structural elements of a Type I buildingshall be of steel, iron, 

concrete, or masonry. Walls and permanent partitions shall be of non-

combustible flre-reslstive construction, except that permanent, non-

bearing partitions of one-hour and two-hour resistive construction may 

have fire retardant treated wood within the assembly- All structural 

members and exterior walls shall comply with the fire-resistance require

ments specified earlier. 

Stairs and Stair Platforms 

Stairs and stair platforms shall be constructed of reinforced con

crete, iron, or steel with treads and risers of concrete, iron, or steel. 

Hard, non-combustible materials may be used for the finishing of such 

treads. 

Exits Facilities 

The building to be built shall have at least 2 exits. The total 

width of exits in feet shall not be less than the total occupant load 

served divided by 50. Such width of exits shall be divided equally among 

the separate exits. The maximum exit width from any story of a building 

shall be maintained. 

If only 2 exits are required, they shall be placed a distance apart 

equal to not less than one half the length of the maximum overall diagonal 

dimension of the area or building to be served measured In a straight 

line between exits. Where more than 2 exits are required, they shall be 

arranged a reasonable distance apart. The maximum distance of travel 

from any point to an exterior exit door, horizontal exit, or exit pas-
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sageway shall not exceed 200 feet in a building equipped with an auto

matic fire-extlngulshlng system. Exits from a room may open into an ad

joining room or area provided such adjoining room is accessory to the area 

served and provides a direct means of egress to an exit corridor, exterior 

exit, exit passage way or horizontal exit. 

Exit Doors 

Refer to graphic Information for specifications on exits doors. 

Exit doors shall be so marked that they are readily distinguishable from 

adjacent construction. 

Exit Corridors 

Every corridor serving as a required exit shall measure at least 

44 Inches In width. Corridors shall hava a clear height of 7 feet from 

the lowest projection from the celling. The required width of the cor

ridor shall be unobstructed. 

Walls of corridors serving as required exits shall be of not less 

than one-hour fire-resistive construction and ceilings shall be not less 

than that required/for a.one-hour, fire-resIstive floor or roof system. 

Stairways 

Refer to graphic Information for specifications. 

Ramps 

Refer to graphic Information for specifications. 

Exit Illumination and Indication 

Exits shall be illuminated at anytime the building is occupied with 

light having an Intensity of not less than 1 foot candle at floor level. 

At every required doorway, and wherever otherwise required to clearly 
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indicate the d irect ion of egress , an exit sign with l e t t ers at least 

5 inches high shal l be provided from a l l areas serving the occupant load 

spec i f ied . 

Light and Ventilation 

All portions of the building shall be provided with light and ven

tilation by means of windows or skylights, with an area not less than 

one-eighth of the total floor area, one-half of which shall be openable, 

or shall be provided with artificial light and mechanically operated 

ventilation system. In no case shall less that 2 changes of air per hour 

be provided. 

Fire Extinguishing System 

An automatic fire extinguishing system shall be Installed and main

tained in operable condition. The location fo Fire Department connections 

shall be approved by the Fire Department. The automatic fire extinguish

ing system shall be extended throughout the building. 
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SITE 

(Refer to slides 1 and 2.) 

I chose a new site because the site I programmed was too large and 

was more suitable for a shopping center than it was for an office building. 

I chose the original site because Furr's, Inc., owned the land. About this 

time I learned that Furr's planned to build a shopping center on the north

east corner of the original site and divide the rest of property into 

smaller tracts by extending streets through the property. 

For the new site I chose a 7.4 acre tract immediately south of the 

shopping center site. The new site was easily accessible, was in view of 

the loop and was of a size more in line with the requirements of the project. 

Electricity can be brought onto the site anywhere along the powerline 

on the south side of the site. Gas, water, and sewer lines will be installed 

along the eastern edge of the site, parallel to Quaker Avenue, and can be 

tapped at any point in the lines. 

Zoning will not be changed from that programmed. 
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SAFETY 

providing a safe working environment is one of the goals of Furr's, 

Inc. It is the job of the safety director to see that both safe working 

conditions exist at all of Furr's work location, and that the employees 

know how to do their job safely. 

The safety director is concerned mainly with working conditions out

side the general offices, that is at the stores, warehouse, and the trucks. 

He establishes programs for increasing workers awareness of safety, improving 

working conditions, conducts workshops on safety,safe driving, and inspects 

stores, warehouse, and trucks for unsafe conditions. 

The safety director spends most of his time out of the general offices. 

He reports directly to the Vice President in charge of Wholesale and 

Services. 

DESIGN REQUIREMENTS 

Private office for Safety Director 

10 linear feet of file storage 

extra seating 

full time secretary 

10 linear feet of file storage 

extra seating 



CONCEPT 



simply stated, my concept was to create a place where people would 

want to work. To achieve this space, there were five ideas I wanted to 

incorporate Into the design of the building. 

Natural Light 

I wanted to let natural light into every work space, either directly 

by windows, or indirectly by clerestories, skylights, or other methods. 

Natural light would serve as a balance to the artificial light, enhancing 

colors and visually warming the space. Also, the movement of the sun 

would change the lighting conditions of the room constantly, making the 

space more exciting. 

Exciting Spaces 

I wanted to create an Interior In this building, different from other 

office buildings. The spatial experience would be very Important. I wanted 

to open up the Interior, get rid of hallways and let spaces serve as circulation 

routes. 

I wanted to provide a variety of spatial effects. Variety in the 

elements of size, shape, lighting conditions, and adjacent spaces would 

provide uniqueness to work spaces and make them interesting in themselves. 

Employees would move through changing spatial conditions during the course 

of their work day. 

Establish Friendliness 

Friendliness is one part of Furr's I wanted to preserve. The build 

would encourage this friendliness and warmth. One way to do this would be 



to arrange work spaces so t h a t the employees could see each other instead 

of being divided in to rooms t o work. This would a lso cause a feeling of 

"working toge ther" not j u s t "working for" the company. 

fistablish P o s i t i v e Image With the Public 

The bui lding and s i t e should be designed in such a manner that the 

public would be favorably impressed with F u r r ' s . The c l ien t wants t h e i r 

building to r e f l e c t t he c lean , fresh image they promote in t h e i r s t o r e s . 

Special Features 

The design of t he bui lding should include any extra features that 

would increase t he value of t h i s building as a place to work. Conversation 

areas, views, v i s t a , coffee break and lunch areas are examples of such 

features. These t h i n g s would make people want to work there even more. 

A building designed with these Ideas Incorporated into i t , would be, 

I believe, a p lace where people would want t o work. An exc i t ing , in te res t ing 

building would Increase employee product iv i ty , reduce employee turn over, 

and would serve as a " f r inge benef i t" in i tself^ 
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DESIGN 



SITE 

(Refer to slides 1 and 2 for site plans) 

I placed the building towards the east end of the site. At this 

location It Is readily visible from Loop 289, an important consideration, 

and because of the amount of land needed for parking close to the building. 

The building fronts Quaker Avenue, because it is the most important street 

that passes the site, and also the one most people coming to the building would 

use. 

The visitors parking lot is on the southeast corner of the site just 

off of Quaker Avenue and near the main entrance. This location indicates 

which entry visitors are to use. The reserved parking lot is used by those 

people Involved In Administration, Retail Operations and Service activities. 

It is placed on the north side of the building because these people come and 

go frequently, and from this location it is easy to get on and off of the 

site. Employee parking is located on the south and west sides of the building. 

ILmployee parking was arranged this way to keep it as close to the employee 

entrances as possible. 

The best view off of the site Is to the northeast. The park at the 

west end of the site provides a vista in that direction. Landscaping 

is used to hide the alley and screen off undersireable views of other alleys 

and buildings. 

A park Is placed at the west end of the site. It was designed with 

the idea in mind that the employees could use it for eating a relaxing meal 

during their lunch hour in good weather. Also the conpany could hold 

barbecues in the summer (just as it has a Christmas party in the winter) 
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and could a l s o be used for such purposes by employees of the s to res and 

warehouse and t h e i r f a m i l i e s , on weekends. 



BUILDING 

(refer to slides 3-14) 

The plan of this building was determined by the organization of the 

activities within It. While analyzing the activities that take place in 

the building. It became evident that these activities were semi-private and 

private. This suggested a two floor arrangement as a good way to keep visitors 

out of the private areas, and direct them to the semi-private areas where 

they have business. 

Also the organization of these activities suggested three masses, separated 

by entries. The mass enclosing the Administrative functions was placed at 

a 43 degree angle to Quaker Avenue to exploit the view to the north. I 

felt since Furr's was so important to the growth and development of the city 

of Lubbock, then the officers of the Coiiq>any should be able to see the city. 

These three masses enclose^ a court which serves three purposes. It 

serves to let natural light Into the Interior work spaces. It serves as 

a circulation space for the lower floor. The court also serves to make 

the Interior more exciting as It Is the center of Interest In the building. 

The planting, bright colors, and lighting techniques bring life Into the 

building. 

A clerestory runs around the entire perimeter of the court. It Is 

4 feet high and Is protected by a 4 foot overhang, which keeps direct sun

light out of the court during working hours. The clerestory also gives 

the ceiling (exposed spaceframe) a floating effect. 

In the southwest corner of the court is a skylight. Banners hanging 

from it keep direct sunlight out of the court during working hours, except 
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when the sun is directly overhead during the weeks around June 21st. The 

banners bring color Into the court- The skylight also highlights a grand 

staircase and planting, making this area the focal point of the court. 

Lower Floor 

The Accounting, Data Processing and Purchasing departments needed to 

be on the same level because of the flow of paperwork among them. Since 

most of the visitors coming into the building go to either accounting or 

purchasing It seemed best that they go on the lower floor. Data Processing 

needed to go on the lower floor because the special equipment (conq)Uter 

system) Involved. Personnel was put on the lower floor because of the 

people who come In to fill out job applications. 

Private offices, where required, were placed around the perimeter of 

the building and get natural light from windows. Secretary and clerk work 

areas are placed adjacent to the court and get natural light from it. 

The lobby, cafeteria, mail room, copy center, storage room, rest rooms, 

and mechanical equipment rooms are all placed on the lower floor. An outdoor 

terrace was placed adjacent to the cafeteria, just outside the west enq)loyee 

entrance. The eiqployees could eat out here during lunch, or could sit out 

here during their coffee break on pleasant days. 

A hydreaulic elevator close to the lobby and a grand staircase in the 

southwest part of the court connect the two floors. 

Upper Floor 

The private areas of the building were placed on the upper floor. 
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These areas include Administration, Retail Operations, and Services. 

Administration areas were placed over accounting functions. Retail Operations 

over Data Processing and Services over Purchasing and Personnel. This 

was done primarily because the areas required for these areas corresponded. 

Private offices were placed around the perimeter of the building and 

secretary work areas around the court, just as on the lower floor. Secretary 

work areas are wide enough to provide for circulation also. Bridges connect 

the ends of the main masses, coupletIng circulation paths. In the areas 

between the masses are a conference room, office and fIrestalr, rest rooms, 

and the second of two copy centers. 

Mlndows were recessed for three reasons. They were recessed to keep 

as much direct sunlight as possible from falling on them, thus reducing the 

heat gain problem In the suimner. The recesses also made an Interesting 

shadow pattern on the facade of the building. The recessed windows gave 

the effect of the building being a hollowed out volume Instead of a skin 

wrapped around a frame. 

Some walls are put in at a 45 degree angle. This was done to balance 

the one mass that was turned at a 45 degree angle. 

If Furr's wanted to expand the building. It would be best to add 

another wing, as opposed to adding another floor. Adding another floor 

would kill the scale of the building, while a wing could be added and easily 

integrated Into the existing building. 
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STRUCTURE 

The structural frame rests on concrete footings and foundation wall. 

The lower floor is a 4" concrete slab. 

I chose to build the building of steel columns, beams, and joists. 

Bay sizes are 24' x 30' in the northeast part of the building, 25' x 30' 

in the west part of the building, and 20' x 40' In the south part of the 

building. Bay sizes were chosen to accomodate the activities in the building, 

with as few columns penetrating valuable space as possible. Joists span 

t?hose areas between the masses. The cafeteria is frames with columns, beams, 

and joist. 

A space frame covers the courtyard. It was left exposed on the underside. 
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MATERIALS 

Exterior 

Exterior walls are non-load bearing concrete block and brick. I 

chose brick because It is a low maintenance material and because it helps 

to decrease the massiveness of the building. It is a buff color. Windows 

are glazed with bronze tinted glass and trimmed with bronze aluminum. 

All overhangs are plastered. 

The roof is a poured gypsum deck on metal decking, covered with a 

built up roof. 

Interior 

The brick used on the exterior is brought Inside the building and 

used In the entries and the lobby. Interior partitions are built of steel 

studs with gyp board and plaster on each side. Some Interior partitions 

are painted, others are covered with a vinyl wall covering. 

The court, lobby, entries, and steps are paved with brick. Floors 

in all work spaces are carpeted. The computer room floor is a free access, 

pedestal supported floor system. Thus is the best type of flooring for 

coiq>uter rooms because cables connecting equipment can be laid easily, 

and also because it allows for rearranging equipment and moving cables 

without any construction work. 

Accoustlcal ceilings are in all work areas. The underside of the space 

frame in the court is left exposed. 
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MECHANICAL 

The building is heated by a faced air system. A room is provided 

in the building for housing air handling equipment, and space is designated 

outside for equipment that must go outside. Separate rooms are provided 

to house telephone equipment and electrical panels. The building is 

equipped with a sprinkler system. 
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PRESENTATION 
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LIST OF SLIJLS 

SLIDE DESCRIPTION 
1 TITLE,SMALL SCALE SITE PLAN 
2 SITE PLAN 
3 PLAN-FIRST FLOOR 
4 PLAN-SECOND FLOOR 
5 ELEVATIONS 
6 ELEVAT ION,SECT IONS 
7 PERSPECTIVE-COURT 
8 MODEL-APPROACH FROM LOOP 
9 MODEL-MAIN ENTRANCn. 
10 MODEL-WEST SIDE-EMPLOYEE ENTRANCE 
11 MODEL-VIEW OF COURT THROUGH MAIN ENTRANCE 
12 MODEL-MAIN ENTRANCE 
13 MODEL-AERIAL OF COURT-ROOF REMOVED-FROM EAST 
14 MODEL-AERIAL FROM SOUTH 
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