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PROLOGUE

"The fundamental laws of building found et the basis of
every style of architecture rust be the basis of ours, The
adaptation of the forms and msgnitude of structures to the climate
they are exposed to, and the offices for which they are intended,
teaches us to study our own varied wants in these respects, The
harmony of their ornaments with the neture thet they embellish,
and the institutions from which they sprang, calls on us to do

the like justice to our country, our government, end our feith,"

Greenough
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Montana Hall, the oldest building on our campus, neers the
end of its usefulness as the edministrative center of Montana
Stete College. After many yeers of service, this grand old
building must soon give way to the "growing pains" thet incressed
enrollment have inflicted upon our eampué. And when it is gone
(or et least vacated), there must be enother building erected
to house the sdministretive fecilities of Montens State College.
When that time comes, any previous research concerned with the
edministretive needs of Montana State College will be of some
essistance in formulating & building progrem, For this reason,
I have chosen to do &8 an architectural thesis e new Central
Office~Administration Building for Montena State College.

In 1960, James R, Benson undertook & similar thesis
assignment, Mr, Benson's thesis wes primarily directed toward
en essessment of the future administrative needs at Montenas
State College. To avold repetition, it will be the purpose of
this document to begin where Mr, Benson left off, I intend to
utilize the work he hes done 2 much as possible, to draw upon
its content, to supplément it, end to revise it, From ell of
this it is hoped will emerge a useful and comprehensive building
program,

I propose to present this research in the following mennert
seeeoFirst qUEAP O s esssssssserossnsnatosssosessssvenccsasanss

1« Inquire into whet will be neccessary for the proper

functioning of a structure of this type.

2. Study possible sites to house this structure,



3« Present a program of the future needs of a structure
of this type.
sesseCCONd QUETLErescsssscersassessscssessssscssvrssosnsssssssnnse
4, Present & solution of the building (including ell
drawings, models, etc.,) utilizing all the previous
information,
5« Present a solution of the landscaping releted to the

building.
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Eistory of Montena State Collepe

In 1862 the 1st. Morill Act provided for funds to be used
to support at lesst one college per state, Because Montano was
then still e Territory, it could not be & recipient of these
funds. However, the 2nd. Morill Act, passed August 30, 1890,
mede aveilable an annuael grent of $15,000,00 for each state
college of sgriculture and mechanie arts, This sum of money,
coupled with en additional §15,000.00 made avaeilable by the
Hateh Aet of 1887, to provide for an Experiment Station to be
operated in connection with the state colleges, was & determining
fector in indueing stete leaders to teke steps to create =
university systam.1

After 2 heated discussion in the legisleture, the bill
creating the Agricultural College of Montana and locating it in
Bozeman became & law on Februery 16, 1893,

On April 17, 1893 the Agriculturel College of Montane
opened its doors to an enrollment of 8 studentsiﬁﬁ; & proposed
budget of t48,940.00.2 Classes were carried on in an abandoned
skating rink building owned by Nelson Story and located 2t
the corner of West Main Street and ThirdlAvenub. Courses were
orfe:ad in Agriculture, Domestic Economy, and Applied Science.5

" 'The first President of the college wes A,M, Ryon in 1893,

His term of office lested for only one year, He wes then replaced

¥ Merril C. Burlingame, Montans State Collqgo « A Preliminary
Sketeh (Montena State College, 1943), Pa 17e

2 Joseph Scalabrin, Preliminary Research for an Arts end
Architecture Building (Montana State College, 1962), pe 25,

5 Burlingeme, A Preliminary Sketch, p. 43.




by Reverand James Reid in 1894, Administretion for the college
wes a simple procedure at that time,

"An Executive Board of five members, =2ll residents of
Bozeman, had the initiative in the selection of the president,
faculty, and employees, and in the distribution and expenditure
of the funds, subjeet to the approval of the State Board
of Education, Peter Koch, a member of the Executive Board
and e bank cashier, was the secretary and treasurer of the
Board and of the College. The Board held meetings monthly
in the directors' room of the Bozeman Netional Benk. The
College bills were audited and ordered peid by werrants

drawn by the treasurer. Thﬁ College funds were kept in
the Bozeman Nationsl Benk,"“

Todey, 69 years later, the college has swollen to an enrollment
of nearly 4500 students, and administration is no longer a
"simple procedure." The college now has three major funetionss
resident instruction, research, and extension, Financing for the
college is obteained through béennial legislative appropriations,
federal land grant incomes, special congreseional enactments,
trust funds, student fees, private gifts, and miscellaneous grants,
What began as an agricultural college has now become a
®"university" whose purpose is to give en equal opportunity for
residents of the states to recieve higher education,

History of Montana Hall

When the Reverand James Reid became President of Montana
State College in 1894, the physical plant of the college was still
confined to Nelson Story's abandoned skating rink building near
the downtown area of Bozemen, However, President Reid wes a
very progressive person, and plans were immediately made to move
the college facilities to the recently acquired Capitol Hill
Subdivieion area on the south=west side of the city. This was

<#“§hrlingame, ALFEEliminar§7§§etdh, Pe 1y




a newly developed area, owing its birth to a campaign by the
townspeople for the Capitel, When R.1°“§{VF’ selected as the

seat of the government for the state, the Capitel Hill Subdivision
held rather bleak hopes for e prospéprous future, end it was hastily
sold to the college,

Plans were made for a complex of five buildings to house
the fecilities of the campus, and erchitect J., C, Paulsen of
Helena was commissioned to complete the neccessary drawings,

The five buildinge weres & mein hall, en agriculture building,

e steam plant, a chemistry building, and e drill hall, Tedey only
one of these buildings still stands, the rest having long since
been goﬁe due to fire or age, This building is Main Hall, now
known as Montana Hall,

The cornerstone of Montens Hall wes laid October 21, 1896 - =
gala occesion marked by speeches, perades, and a rainstorm.5
Contained in the new building were the library, the sdministrative
fecilities, the Departments of Art, Business, Domestic Science,
English, Mathematics, Languages, and Mechanical Drawing, aend an
essembly hall, At thet time the President and his secretary
registered the students and there was little need for e Registrar's
Office, Beccuse funds were kept in the local bank, & Business Office
waes also unneccessary.

At thet time the library wes located in the ar;a that is
presently eccu#l‘ﬁ?iby the Registrar's Office, Most of the main
floor was occupied by classrooms, Whet is presently the Office of

the President wes st one time & history classroom, &s was the

"» Burlingeme, A Preliminary Sketch, po 49
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present Married Housing Office, The fourth floor of Montena Hell
contained & "lerge" assembly room for 200 persons. One hundred E
more seats and a wide platform were edded in 1904 by President
Hemilton, During the weekly assembly gatherings, the students
sat in the permanent seats and the faculty sat on chairs on the
platform, The Music Department had practice rooms on both sides
of the assembly room.
Although sweeping changes have been made in the interior
to accommodate the growing needs of the Administration, the
years heve had little effect upon the exterior appearance of
Montana Hall, Its three chimmeys were removed when the Céntral
Heating Plent wes installed, end the small cupola that used te
grace its roof was removed sometime after the turn of the century,
Montana Hall is a beautiful building and stands as a tribute ;

to its architect and to its college.

1
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Generel Conditions

At the present time, the administretive facilities of
Montana State College are housed in Reid Hall and Montane Hall,
(For the purposes of this document, "Montana Hall" refers to
the building proper and its annex.,) A few other administretive
personnel have their offices in other buildings on the campus.
A large number of these administrative offices are closely
related, and their present decentralized nature in meny ways
hes an adverse effect upon an efficient administretion of the
college's business. A Central Office~Administretion Building
for Montane State College would be & great help in facilitating
more efficient and pleasant working conditions for the sdministretive
personnel of the campus,

Physical Conditions

Montena Hall=~

The ma jority of the administrative work of the campus is
carried on in Montana Hall. The following administretive offices
are located in Montena Hell:

1. Office of the President

2, Office of Student VWelfare

3, Office of the Business Manager

4, Office of the Registrer

5. Office of Information

6., Office of Admissions

The genersl conditions of these offices ere cramped, dismal,
end old, with poor ventilation and poor lighting. (See figures 1-4)

Their errangement end reletion to eech other is inefficient end

12




awkward, Montana Hall, built over 65 yeers ego, wes not designed
as & building for administretive use, end its weak structural
condition mekes an extensive remodeling program both hazardous
end unfeasible, It will not be very meny more yeers before the
building must be vacated completely,
Reid Hall~
Reid Hell is a classroom—office building that was completed
in 1959, The following offices are located in Reid Halls
1. Office of the Dean of Faculty end Vice President,
2« Office of the Deen of Education end Director of Summer
Quarter,
3« Office of the Dean of Graduste Division and Endowment
and Research.
4, Office of the Dean of Letters snd Seience,
5. Office of the Dean of Professional Schools,
6., Office of Veteran's Administration snd Continuing
Educetion,
7« Testing eand Counseling Service,
8. Placement Office,
In addition to these offices, Reid Hall elso houses the
following clessroom facilitiess
1. School of Architecture.
2, Depsrtment of Education.
3« Depertment of History snd Philosophy.
4, bopartment of Psychology. v
5« Depertment of Commerce.

6. Department of Modern Lengusges.

13



The edministraetive offices in Reid Hall eare new end
pleasant, end 2t the present time adequetely fulfill the
administrative needs. However, in the near future lMontans State
College will sustein 2 repid rate of growth, Predic%?ﬁﬁiﬁ indicate
that enrollment will almest double by 197Q. Clasaroéﬁ space will
be at a premium, and Reid Hall, unless the administrative offices
are removed, will feel the squeeze of cramped eonditions.

A new Arts and Architecture Building is planned for the
campus, thereby leaving the fourth floor of Reid Hell for
clessroom expensions But this will not be enough. The location
of all administration offices in a Central Office~Administretion
Building would allow nearly the totel west wing of Reid Hall
to be utilized for the future classroom expansion of these
Hepartments,

Psycholorical Conditions

Montene Hall=-

As was mentioned before, Montena Hall was not designed as
an office-edministretion building. Its use as a building of this
type presents several problems, Leck of adequate office space,
lack of storsge and shelve spece, poor lighting and ventiletion,
end the leck of a funectional relationship between the various
offices, all combine to meke working conditions for the personnel
unpleasant and inefficient.

In agdition to the administretive offices, Montane Hell
also conteins the Department of English end the Depertment of
Film and Television Production., Holding classes in the same

building thet hes administrative offices also presents psychological

14




problems, The constant flow of students up end down stairs
during cless brecks is distracting end disquieting., Administrative
personnel find it hard to accomplish their work when they are
continuelly interrupted by bells, voices, and the shuffling
of feet as classes end and begin,

Reid Hall=~

Reid Hall is also an office=-clessroom building and, though
much newer than Montana Hall, is subjeet to the same problems
when clesses are changing, Noise level has a great impeect on
the efficiency end working hebits of office personnel. A
building that is designed for edministrative needs alone would
help alleviate this problem,.

Future Conditions

The future growth of Montana State College must be considered
in an assessment of its edministrative needs,

The projected growth of Montens State College shows an
anticipated enrollment of over 7000 students in ten yoara.6 Records
are not kept of the past growth of the administrative personnel,
so a projection of its future growth is not availeble, However,
it can be safely assumed that administrative growth will somewhat
parallel student growth,

This future growth of the administrative personnel“gill
‘ worsen the existing conditions brought out earlier in this section.
This points up the need for a Central Office-Administration

Building capable of absorbing this future growth.

© Scelabrin, Preliminery Research for an Arts and Architecture
Building, p. 32.
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Unity
Unity among buildings common to 2 certain area is a prerequisite
of good architecture. As Lewis Mumford says in his book Sticks

and Stoness

"A building stands or falls, even as & pure work of
art, by its just relation to the city around it."7

The problem of unity of design among the separate buildings
of the campus is one that plagues nearly all of oﬁr nation's
éollegau. Montana State College is no exception to this problem,
The chaos we find on our campus today can be directly attributed
to the lack of a strong plan for its defolopmont. The character
of Montana State College's physical plant was set in 1896 with the
building of Montana Hall, and this character was closely followed
into the 1920's with such buildings as Herrick Hall, Roberts Hall,
Lewis Hell, end the Steam Plant., Since that time however, a
steady deterioration of unity has marked each new building on
the campus. Today our campus is & conglomeration of building
types that bear little relation to each other.

When a new Central Office-Administration Building is builg:
for Montana State College, it should not be u1£h the intent of’
introducing & new "style" of building on to the campus, This

_hes been done too many times in the past. Rather, the intent
ahaui‘ be to'rccapturo the old procodcntl iqt‘hfﬁuout;na Hall,
Horrigk'ﬁhla'and the others, and to bring.tgﬁﬁgﬁpioeedantu up to
dnt.;-ab 2 ; e :

18



Regionality
Here I would like to quote again from Mr., Mumford's book
Sticks end Stones:

"This ignorence of regional resources is not incompatible
with grand effects, or even on occasion with decently good
erchitecture, But it does not profit by that fine adaptation
to site, that justness of proportion in the size of window
and slope of roof, which is earnest to the erchitect's
mastery of the locel situation,"8
The location of Montana State College presents seversal

conditions that must be considered in the design of its buildings.
The Galatin Valley, with its rugged mounteins, heavy snows, and
brisk mountain climete, presents a proper setting for a regional
building that merges itself into a heppy union with these local
conditions,

Certain buildings on the campus (the Library end the Lewis
end Clark Dormitory in particular) are aesthetic feilures from
this steandpoint of regionality. They fail because they have no
regional roots. They do not become an aesthetic compliment to
the particular region they propose to eﬁhance.

On the other hand, I believe Montana Hall is & successful
building from the stendpoint of rogionality. Its roof forms
strike a pleasant hermony with the rugged mountains, and its
strong wells give a sense of shelter from the cold winds and
8NOW, ;

Here agein I believe a lesson can be learned from Montana

Hall, 1Its success as an example of regional architecture sets a

merk for the erchitects of future buildings on the campus to strive,

8 Mumford, Sticks and Stones, 137-138.
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Materiels

The materials used in a building can establish néither Unity
nor Regionality, but they cen do a great deal to help these
characteristics materialize, In the design of a new Central
Office-Administretion Building for Montena State College, the
selection of materials should be carefully considered, Indigenous
meterials should be used wherewer it is possible,

The exterior moterial for most of the campus buildings is
brick, and to this extent there is e certein similerity. But here
the similarity stops, for & closer inspection shows the brick to
be used in almost ever& conceivable color, texture, and bond, At
this point it would be rather difficult to deeide what type of
brick would be best suited for a building of this type.

Wood hes been successfully used on several of the buildings,

- and because it is indigenous to this region its use should be
strongly considered,

Interior materials should be selected not only for their
keeping with the character of the building, but also for their
durebility, ease of meintenance, and cost, These materials should
strike a mood of restrained gaiety within the building to help
bring about pleasant working conditions for the personnel,
Conelusion

The future buildings of the campus should reveal a merger of
unity, regionality, end good material selection, These points
must be strongly considered in the design of e new Central Office-
Administretion Building. With them foremost in mind, steps can
be teken in the design of this building to recapture the character

that was lost to our campus so meny years &£g0.







Construction Costs

The construction costs of buildingq in a certain area depend
upon the availability of labor end materials, Labor costs in the
Bozeman eree are comparable to other urban areas, but meterial
costs are somewhat higher due to higher shipping costs.

Beceuse the program for this building is epproximate in
aeopi and the materials heve not been selected, it is only possible
at this time to extimete the probable cost of the building. For
this preliminery estimete I have used averagé figures from the
Marshall Valuation Servicl‘gglculgtqg_Hnthqgglfwhich does not

aegrogate the costs of the various materials, The estimate for
tho‘apﬁrbximato cost of the building ia.as followss
1. Type of building - University or College.
?. Use - Offices.
'3, Cost range (per square foot) = $14.93 to $21.45.
.h. Average cost (per square foot) = §18.19;
5. The total area of the building.il 47,634 square feet,
: (This figure is arrived at in the program,)
6. The cost range would then be between §711,000,00 end
$1,050,000,00, ' |
7. The average eost would then be $865,000,00,
8. This cost does not include landscaping or equipment,
Landscaping of the campus buildings is usually done by
the Horticulture Department and would not be included in

the construction contraet., Much of the equipment now in

9 Narghall-Stavenu Cos, Marshall Yaluatgon Service
(Cleveland), p. 15. ;
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use, such as desks, chairs, filing cabinets, etc.,
would be re-used in the new building. New equipment
would be purchesed through the Service Shop as it was
needed.

9« The actual cost will very to a2 certain extent from
this estimete due to chenges mede dpring the preliminary
design stages.b The purpose of thies estimate is to
give the client an indieation of the approximate cost
of the building.

Maihtenance ang Operation

The Mershall Velustion Service estimetes the life expectancy
of 2 building of this type at 60 years, This figure is arbitrarj
and depends to a great extent upon the selection of meterials,
Someé materials have high initial costs and low maintenance costs;
other meterials have low initiel costs and high meintenance costs,
Both initial costs and maintenancé costs ahould‘bo considered in
the selection of matericls, In a space that is subject to
continual heavy’use, materials should be selected for their
durebility end ease of maintenance, On the other hend, materiels
that have a lower durability cen be used in speces that are subject
to light use. i

These points must be kept foremost in mind'during_the
selection of materials for the building,.

Sitpig!‘i'ggment

Grading end filling on the site will depend upon the size

and shepe of the building, However, large cuts and fills are not
enticipated, Naturel landsceping will be utilized as much ee
possible, and new landseaping will probably be confined to areas

around the building.






General

Location=10

Hontena State College is located in Bozeman, Montana,
Bozeman, e city of 15000 population, is located in the Galletin
Valley at the base of the western slope of the Bridger Mounteins,
The city is surrounded on three sides by mountains, Bozeman has
e latitude of 45°42'and & longitude of 111°§'.7 The elevation of
the city is 4900 feet,

Climete=11

The climate of Bozeman is essentially of a mountainous
nature.

The winters are relatively cold and severe., The average
winter temperature is epproximately 25°, with occasional lows of
=359, However, January temperature averages have exceeded 30°, so
mild weather is not unusual, The average annual snowfrll is
30 = 50 inches, with the greatest amount of snow falling between
November and March,

Summers in the Bozeman area are warm and pleasant, Periods
of extremely high temperatures are infrequent, snd uncomfortebly
humid conditions are rere, Extreme tempemtuie conditions are not
continuous and usually lest not more than ten days at a time,
Precipitation falls mostly in the form of ehowers, with some hail.
One-half §f the ennual precipitation falls between May and July.

The prevailing winds are from the north-west.

" U.Se Weather Bureau,

(1941), Pe 217.

11 y,8, Depertment of Agriculture, ngf.. and Man, oo 59,
(\'Iashing‘bon D. C., 1959), 122-123, WE

Climates of the Statot Yearbook

25



il R Precipitation (in.)

e 20.2 =
it 23.2 "
s 27,8 o
o v P 1.73
L e v
dme 373 5;06
July 66.h —
e 1,12
8ept. 55,8 b
Oct. 46,0 ’.4.5
v B o
e A .

dremnl Topoveture §2,9° B
Anmuel Preeipitation 17.62 in.

EIG.5  SUN ANGLES & AVERAGE RAINFALL




KEY

1 Intramral Ares
2 Fieldhouse
3 Paculty Housing
4 Physical Plant
5 Gatton Field
6 Ryon Leb
7 Roberts Hall
8 Student Union Bldg.
9 Math-Physies Bldg.
10 Library
11 Gym
12 Chemistry
13 Research
14 Reid Hall
15 Montana Hall
16 Herrick Hell
17 Agrieulture Bldg.
18 Lewis Hall
19 Hennon Hall
20 Hapner Hall
21 Lewis end Olark Hell .
22 Lengford Hall |
23 gtudent Housing
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Site Considerations

In the cmnidmtinn of various sites for the placement of
e Centrel Office-Administration Building, Mﬁoﬂaﬁm offered
immediate advantages. These were (1) the prﬁm location of
Montena nan end (2) the present lmu.on of mmm Hell, All

'S.tu cansidcred ’wm aithar ton mll ‘at mt centrally

-mugh loutod. The following pngn proun. m_’.mlyais
thess sitess g




Site 1

Ovmership-
State of Montana

Present Use~

Site of Hemilton Hall and faculty parking lot,

Location=-

The site is bounded on the south by Garfield Street, on the
east by Jth. Avenue South, on the north by Denforth Chapel
and open lewn, ond on the west by Montena Hall,

Soil Conditions=-

The soil is composed of 12 = 16 feet of clay on & layer of
grevel, Water can be found at o depth of epproximately
10 = 12 feet,

Physical Features-

1« 5% tree and shrub coveroge,

2., Mostly grass covereds The parking lot on the eacst is
pravel,

3¢ Site of Hamilton Hall and feculty parking lot,

L4, 8light slope towerds the east (see Figure 7).

Surrounding Environment-

The site has & corner location with streets on the south
(Garfield Street), and emst (7th. Avenue South). Accross
‘Garfield Street to the south is the Student Union Building.
Aecross 7th. Avenue South to the east is open park space,
On the west side is Montane Hall, and on the north side of
the site is Danforth Chapel end open lewn, The best view
is to the north, )

Size-

1. Dimensions are 160' X 425',
2, Area = 68000 square feet.

AdVantages—

One advantoge of this site is its very central location,
With its close location to the Library and to the Student
Union Building, a very strong "heart” of the campus could
be developed, The site has such & locatlon as to afford
possibfiities of & mall and focal peint from Eighth Avenue

27



South, the mein artei& of traffic to end from the campus,
Disadvantages~

The prospect of & large structure on this site gives rise
to the possibility of destroying the scale of the pleasant
areas around Danforth Chapel,
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Site ig

Ownership=-

State of ﬁontana
Present Use~-

Site of Montana Hall

Location=~

The site is bounded on the south by Garfield Street, on the
east by Hamilton Hall, on the west by Lewis Hell, and on the
north by open lawn,

Soil Conditions~

The soil ies composed of 12 = 16 feet of cley on & layer of
gravel, Water can be found at & depth of epproximately
10 - 12 feet,

Physical Features-

1. 10% tree and shrub coverage,

2y Mostly grass covered with some sidewelks,

3« Site of Montena Hell,

4, Slight slope in 2ll directions (see Figure 8).

Surrounding Environment-

Only one street borders the site -~ Garfield Street on the
south, Accross Garfield Street is the Library and Reid Hell,
Directly south of the site, but farther back than the Library
and Reid Hall, is the Gymnasium, Lewis Hall is directly to
the west of the site, and Hamilton Hell is directly to the
east, To the north is a large open lawn, The best view is
to the north,

Size=

Yo Dimcniion- are 415' X 165,
2, Area - 68,475 square feet,

Adventages=

This site is also very centrally loceted, Becsuse it is
located at the crest of the hill upon which the whole
campus stands, this site presents possibilities of a
definite focal point end mell, The large open lawn to the
north would help emphasize this,



Disadvantages- ' :

To build on this site presupposes demolishing Montana
Hall, which for sentimentel reasons I emhesitant to subscribe
to.

1
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Site Selection _
I have selected Site #1 for the placement of this building
for the following reesonss
1. Location of the building here would form e triad with
the Student Union Building and the Library, creating a
strong "heert" of the campus,

2, The possibility afforded by this site for a mall and
focal point from Eighth Avenue South is very desirable,

Se Placement of the building on this site would leave
Montena Hall intact, as I believe it should be.

3 -






General

The program for a building of this nature will very from
school to school, The elements of this building are designed
aocording to the needs of the Administration of Montana Stete
College in 1975,

The following program is a result of Mr, Benson's thesis
report of 1960 endmy own research. Much of the date has been
condensed from his program, I have introduced changes end revisions
as their need arose,

It should be mede clear thet this program is generzl in
scope eand is by no means unchangeable, Unforeseen chenges cen
end will develop in the future, and for this reason flexibility
end expension possibilities should be incorporated into the
design of the building,

Before & comprehensive building program cen be undertaken
on a Central Office-Administration Building, it must first be
determined which offices should be ineluded in a building of
this type. Houaing the edministrative facilities of the college
in a eentral building is a feasible undertaking up to & certein
point, but there are some offices that would realize a certain
advantege in locations other than in e central buillding.

The following is & list of the administrative offices
considered in the course of this research for placement in e
Central Office~Administretion Bulldings

1, Office of the President.

2, Office of the Vice President and Dean of Faculty.

3, Office of the Registrar.




4, Office of the Business Menager and Treasurer.

5« Office of Student Welfare.

6. Office of Admissions,

7. Office of Information,

8. Extension Service Offices.

9+ .Experiment Station Offices (Agricultural),

10. Experiment Station Offices (Engineering).

‘11, Office of the Supervising Architect,

12, Office of the Superintendant of the Physical Plant,
13. Offices of the Division Deens,

The mein edministrative offices of the college - that is,
the offices of the President, the Vice President, the Registrar,
the Business Meneger, Student Welfare, Informatioen, ond Admiseions,
would profit from a location within a centrel building., These
~offices and their various brenches make up the largest portion
of the Administretion, end work closely with each other. A cormon
location of these offices in a central building would facilitate
more convenient office interaction and e hettor.adminiatration of
the college's business,

The offices of the Extension Service and the Experiment
Stationi are concerned more with the administration of their
perticular depertments end not with the administration of the
school in general, Because they are not concerned with school
edministration in a broad scope, these offices will not be
included in this building program for & Central Office-Administration
Building.

The offices of the Superintendant of the Physical Plent and



- the Supervising Architect are not closely enough related to the
college administration to mhrit their placement in en office
building of this type. In Qn interview with the Supervising
Architect, it was brought out that the work of these two offices
is not of an administrative nature, and thet their placemeﬁt in a
Central Office~Administration Building would be of little
advantage, :

In his reseerch concerning the sdministrative needs of Montana
State College, Mr, Benson strongly considered placing the division
deans in e building of this type. Here I disagree., The division
deans are ccademic deans, and placing them awaey frém £heir
respective depertments could effect their efficiency. With the
exception of weokly Deans' Council meetings with the Dean of Faculty,
their placement in s building of this type would be of little
advahtage., The division deans are concerned very little with
general cclloge administration, and they’aro not included in this

building programe
- In conclusion, the offices that ere to be pleced in a Central
Office~Administration Building should be those offices that are
concerned with the college's administration on an overall besis and
those ofricec thet work closely together. Offices that are relatively
independent end function better awey from the administrative
nucleus should nn£ be included in e Centrel Office-Administretion
Building.
Functions of Various ices

The following is a brief description of the funetions of
the primery edministrative offices that would be located in a



Central Office-Administration Building for Montane State Colleges'2

Office of the President~

The President is the chief executive officer of the college,
Under hiskjurisdiotion are all phases of the college program -
instruetion, extension, and research, The President's Office works
¢losely with the general faculty and other administrative offices
in ré:-muhung all policies, plene, appointments, end budgetary
metters congerned with the college, :

Office of the Vice President

It is the responsibility of the Vice President to fulfill
‘the requirements of the Office of the President in the absence
of the President, » L

0ffice of the Rigiatrlr~

| All ecedemic records at Montana State College are meintained

in the Office of the Registrar, The services of this office
includes preparing class time schedules; aniigning classrooms;
preparing academic catalogs and clearing other scademic publications
inveolving course and curriculum deseriptions; preparing end
distributing lists and reporte of students rank in class, grades,
and registration reports; checking the credentiels of all
eandidates for degrees; preparing schedules for final examinations;
and keeping records of past degrees that have been conferred,

Office of the Buninise Manager and Treasurer-

This office is directed by the Business Manager end is

responsible for most of the fiscal accounting of Montana State

12 James R, Benson, A Central ice=A stration d

For Montena State College ntena State College, ' - 18,




College. The services of this office includes @ollescting all
student fees and other charges such as rent, room and bosrd in
college~owned housing faecilities; receiving ell income collected
by the departments of Montana State College; cellecting ell loans
edministered by the college; supervising the college budget;
payrolling; and processing all requisitions for meterials and
cleims for payment of institutional expenses. ‘

In the future the Office of the Director of Residence Halls
will become part of this office, and is iﬁcludgd as such in thia‘
program,

Office of Student Welfare-

The Office of Student Welfare includes the following divisionss
the Dean of Students, the Dean of Women, Housing Office, Testing
end Counseling, Placement Office, Student Health Service, Public
Service, International Cooperation, and Co-ordinator of Religious
Activities,

With the exception of the Student Health Service, Internstional
Cooperation, end the Co~ordinator of Religious Activities, all of
these offices will be included in the Central OfficaAMniatution
Building, It is felt that the present location of the aforementioned
offices is setisfactory for their needs,

Office of Admissions=

The Office of Admissions is responsible fors the admission of
new students to the college; preparing and storing college
bulletins; end a great deml of the administrative meil handling.

It is important thet this office have access to the live
records vault. A ;




Office of Information=-

The Office of Information is responsible for public information
and public reletions programs et Montana State College, Ineluded

in the services of this office eres college, extension, and
research publications; news releases for all the divisions;
television end radio services; film and newselip productions;
visual eids; end service work for the Commercial Art and Film
end ‘Zelcvlsion Depertments,

Office Services

Certain basiec services ere required in every office building.
Though by no means complete, the following list attempts to
clerify the functions of some of the office services need in ar
contx€1 Office~Administration Building,

Conference Rooms=

The main funotion of conference rooms is the housing of
work conferences between individual executives representing the
various depertments,

Conference rooms should be iquippod with the following
fecilitiess chalkboard, teckboard, adequete seating, adequate
storage space, end a motion plcture camera and sereen if needed,
S8liding doors that convert one large conference room into two
smaller conference rooms have proved adventageous,

Campus Post Office- A

The campus post office should be incorporated into a building
of this type. The funection of the aree is mainly pickup, sorting,
and delivery, as each major office ha; its own mail preparation
room, The campus post office should be located near the filing




and machine tabulating aress, Placement of this area in relation
to its volume of trafficy with other departments should be e
determining factor. An outside service entrance is needed,

Storage Facilities~ ‘

Several different types of storage should be considered in
e building of this type. In addition to shelve, drawer, and
cebinet space in the individual offices, there must be provisions
made for records storage, active file storage, janator\ial storage,
and office supply storage, :

The storage of records is of minimum importance in terms of
location neer the active working centers of the building.

"Record storage es contrasted with active files, is
usually used for records thet sre referred to occesionally
but not as frequently as active files, Since records are
ususlly movedfrom active to inactive status on & periodie
basis end reference to records in inasctive storage is
comparatively infrequent, accessibility is not a prime

feetor,"13

The storage of records should be in the form of a veult,
es these records ere perishable,

An sctive file storage area, also in the form of a vault,
should be provided for joint use by the Office of the Registrar
end the Office of Admissions.

Janstorisl storage is of primary importense es meintenance
is a*njor office problem and a major office aoﬂ.‘“ Storage of
this type should be located at convenient polnts of use throughout ;

the building, end should previde ective and cleen storage space '

13 Kenneth H, Ripnm.
Plaming (New York, 1960), Pp.

1h Ibide, pe 64,




fors paper towels, tissue, bulbs, oils, soaps, wax, mops, polishers,
end brooms, A service sink should be provided,

The '#finmpply mom(g) should be located as close as
pessible to the departments .that draw most heavily upen the
t‘oruﬁ, papers, ete, stocked there, Lately "serve yourself"
office~supply centers have proven themselves to be advaﬁtagooua
in buildings of this typo.w

Toluphone Services-

Ofﬂco service of this typo should molud‘ hoth e switchboard
gnd & public and private telephone t'uili_tiu. fq_r»e.alll of a
local, campus, or inter-office nature,

- This area will be uu& 3oint1y by the Buiinea‘n Office and the

Office of the Registrar for the processing of student ecards, etc.
This room must be specielly soundproofed _aud separated from the
other offices. Speeial air-conditioning is required, due to
heat generated by the oquipmex?t.t.

Centrel Reproduction Room-

‘A room of this type aveileble to all offices would be
adventageous in thet it would reduce the duplication of specicl
equipment bby each office, This area should be as centrally
located as possible,

l!ﬂuﬂlm«w

Othor office urvic& thet should be ‘considered in & program

15 Mﬂ Pe 65
‘6 m&.. Pe 680 i
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for e Central Office-Administretion Building includes coat room

facilitles, display arees, toilet facilities, water coolers,
coffee facilities, employee lounges, courtyards, ete.

The following program represents the culmination of this
research materieal, :

The general flow disgram (see Figure 9) deals with the
relation of the mejor arees in the building to ouh other,
"rh. specifics of each major office is dealt with npeutoly,
and each has its own flow diagram.(see Figures 10 = 16).
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A, OFFICE OF THE PRESIDENT
Space No. Description Proposed Area No.

Al Reception and Waiting 250 1
Function=Receiving students,
?ncuity and visitors to
meet with the President,
Equipment=-Lounge seating,
receptionist's desk and
chair, display area.
Finish=Good quality.
Ceapacity~One receptionist,
five visitors.

A2 Secretarial Office 250 1
Function=Stenogrephic and
record work of the President's
offices. .
Equipment~Three secretasrial
desks end cheirs, filing
cabinets and miscelleneous
office equipment,
Finish=Simple end durable,
Cepacity~Three secretaries.

A3 Work Aress 240 2
Function-Paperwork, (120 es,)
sorting, mimeographing,
ete, :

Equipment=Two work tebles,
Tiling cebinets, mimeograph
mechine.

Finish-Simple and dursble

AL President's and Assistant's 475 1
Office
Function=-0ffice work,
receiving callers end
visitors.
Equipment=-Two lerge desks
and cEairl, filing cabinets,
' Work table, five occesional
cheirs, miscellaneous equip=
ment.

Finish-Good quality.
Cepecity-Seven persons.

A5 Conference Room 300 1
Function-Meetings with
feculiy, students, and
administrative personnel




g_guiﬁmcntoconference table and
cheirs, lounge chairs,
tackboard, chalkboard, and
coffee fecilities,

Finish-Good quality,

Capacity-20-25 persons.

Aé Office Storage 120
Function-Storage of documents,
papers, and speeches,
Equipment=Small vault,
cebinets, shelves, and
filing cebinets,

Finish=Simple and durable,

A7 Mail Room 100
Function-Preparing meil for
sending, sorting meil,
wrepping packeges,etc.

Equipment-Special equipment,
Finish=8imple and durable,
A8 Toilet Facilities 100
(50 ea.)
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S OFFICE OF THE VICE PRESIDENT AND DEAN OF FACULTY
. Space No, - Description Proposed Ares No,

B1 Secretary-Receptionist Area 175 1
Function=-Stenogrephic and
record work of the office,
and receiving students,
faculty, and visitors to
meet the Vice President,
Equipment-Desk for office
work, receptionist's cheir,
filing cabinets, and 5
occasional chairs,

Finish=Good Quality.
Cepacity~Secretary, receptionist
and five visitors,

B2 Vice President's Office 240 1
Function=0ffice work and
receiving visitors,
Equipment~Lerge desk and
chair, workteble and five
occesional chairs,
Finish=Good quelity.
Capacity-8ix persons.

B3 Office Storege 50 1
* Function=Storage of documents,
pepers and speeches,
Equipment=-Filing cabinets and
shelves,
Finish=-8imple and durable,

B4 Confeerence Room 250 1
Function-Used for meetings
of the Deen's Council snd
for general conferences with
edministretive personnel,
Equipment~Conference teble
end twelve chairs, coffee
facilities, tackboard, chalk-
board, displsy eree,
Finish=Good quality.
Capecity~Ten = twelve persons.

B5 Mail Roem 100 1
Function-Preparing meil
for sending, sorting meil,
wrapping packages, etce
Equipment= Special equipment.
Finish—= Simple and durable,




B6 Toilet Facilities 100 2
(50 ee.)
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C. OFFICE OF THE REGISTRAR

Space No, Description Proposed Area No,

c1 Records Office 2500 1
Function-Processing of
records, end & grest deal
of peper work end filing,
Eﬁuigment-Seeretarial desks,
chairs, filing cebinets, five
teller windows with cabinet
space underneath,

Finish=Simple and durable,
aapacigxf pPersons,

c2 Registrar's Office 250 1
Function~0ffice work and
receiving cellers and
visitors,
Equipment=One laerge desk
and cheir, filing cabinet,
worktable and three
occasional echairs,
Finish=Good quelity
Cepecity~Four persons.

c3 Assistent Registrar's Office 200 1
Punction-0ffice work and
receiving edllers and
visitors,
Equipment~One lorge desk
and cheir, filing cebinets,
worktable, end two occesionel
cheirs.
Finish=Good Quality.
Capacity-Three persons.

fride - Statistitien's Office 200 1
Function=Working area for
computing statistics, projections,

e etec,
3 Equipment=One desk end cheir,
- Terge workteble, shelve

space, adding mechines, etc,
Finish-8imple and dursble,

Cepecity-Two persohs,
c5 Mimeograph Room 150 1

Function=Reproduction
of records, etec,

51




Equipment-Worktzbles, cabinets,
shelves, paper storesge,
mimeograph machine,
Finish-Simple end dursble,
aapacitl- pPersons,

c6 Photosteting Roem 150 1
Function-Reproduction of
trenscripts, records, etec,
Equipment-Photostat machine,
ai?&, worktebles, etc,
Finish-Simple end dureble,
Cepacity~ persons,

c7 Records Room Vault 150 i
Funetion=Active storege of
all records, card, files,etc,
Equipment=-Walk in type veault
with fiiing cebinets and
shelve spece,
Finish=Simple and durable,

08 Storege Area 200 1
Function=Storsge of forms,
peper and generel office
supplies,
uivment=8helves, cabinets
and filing cebinets, workteble,
Pinish=8imple and dureble,

c9 Proof Reading Rooms 160 2
Function=Proof reading (80 ea.)

area for checking, end
proof resding reports,

and proof reading copied
metter,

Equipment~Workteble and

two oﬁaira, drefting stools,
Finish=8imple and dureble
aumcitz-l‘wo persons,

c10 Meil Room 100 1
Punction-Preparing mail for
sending, sorting meil, wrepping
peckeges, ete,
Equipment=Special equipment,
___F%_r_g_ig_ mple end dureble,

c11 Toilet Facilities 100 2
(50 ee.)
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D. OFFICE OF THE BUSINESS MANAGER AND TREASURER
Space No, Description Proposed Area No,

D1 General Office Area 1800 1
Function-Aree for peyrolling,
cleims and disbursement,
cashiers and endowment and
research business,
Equipment=Thirteen desks and
chairs, filing cabinets and
general office equipment,
Finish=-Simple and durable,
Eagacitx-thirtoen persons.

D2 Business Manager's Secretery=-Receptionist
Function=~Stenogrephic 200 1
work end receiving visitors
for the Business Maneger
and his assistents,

Equipment=One secreterial
desk end chair, displaey
eree and four occesional
chairs,

Finish=-Good quelity.
Capacity~Five persons,

D3 Business Menager's Office 250 1
. Function=-Work spece,
b storage space, receiving
i visitors end callers,
Equipment-Lerge desk end
chair, shelves, four
occasionel chairs, genersl
office equipment,
Finish-Good quality.
Cepacity-Five persons,

D4 Secretariel Areas 450
Function=Stenographic (150 ea.)
end office work for
the Assistent Business
Managers and Director of

Endowment end Research,

: Equipment=-One secretariel desk

and chair, filing cebinets,

three occasionel chairs,

Finish=Simple end dureble,

; AR08

Capecity-Two persons,




D5 Assistant Business Mansger's 200 2
Offices (150 ea,)
Function=To assist in the
work of the Business
Meneger,
Equipment~Lerge desk and
chair, three occasional
cheirs,
Finish~Good quality.
Eagacitx-Four persons,

D6 Office of Director of Endowment 150 1
and Research
4 Function-Office work end
- receiving visitors,
L Eguigment-barge desk end
cheir, filing cabinets,
three occasional cheirs,
Finish~Good quelity.

Capacity=Four persons.

D7 Conference Room 300 1
Function~York conferences
between Business Menager
end his staff, also
eveileble to auditors,
Equipment-Conference table
and eight cheirs, displey

i _ aree, chalkboerd, teckboerd,

E coffee fecilities,

b Finish=Good quality.

E Cepacity-Eizht persons.

D8 Storage Area 300 1
Function~Storage for records,
. and meterisl supplye.
L Equipment=Shelves, filing
equipment, worktables, etc.
Finish=8imple and dureble,

D9 Vault : 150 1
Funection=Walk in type
fecilities for storsge
of valueble papers and
documents, cah, reckdpts,
etce
Equipment~Money chest,
filing cebinets, shelves,

ete,
Finieh-Dureble,

5




D10 Office of Director of Residence 340
Halls end Assistcnt (170 ee.)
Function=Work spsce =nd
receiving callers and
visitors.
Equipment-Large desk and
oﬁair, workteble, four
occesionel cheirs, shelves,
Finish~Good quality.
Cepecity-Five persons,

D11 Secretery Area for Director 350

of Residence Hells end Assistsnt
Function=Stenographic end
records work end receiving
visitors., Storage area
included,
Equipment~Coct closet for six
persons, secreteriel desk
end cheir, two worktebles,
filing cabinet, four occasional
cheirs, end shelves,
Fingsh=Good quality.
Capecity~Five persons.

D12 Meil Room 100
Function-Prepsring meil for
sending, sorting meil,
wrapping peckages, etc,
Equipment-Special equipment.
Finish=Simple #nd durable,

D13 Toilet Fecilities 100
(50 ea.)
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E. OFFICE OF STUDENT WELFARE
Space No, Description Proposed Aree No.
E1 Deen of Students Office 225 1

Function~Office work end
receiving visitors,
Equipment~Larce desk end
cheir, filing cebinets,
storage, five occasional
cheirs,

Finish~Good quality.

aagacitx-Si X persons,

E2 Dean of Women's Office 150 1
Function-Of'fice work %
and receiving visitorse
Equi pment=Large desk and
chair, filing cebinets,
storage, five occasional
chairs.
Finish-Good quality.

aazacitz-—m.x persons,

E3 Assistant Dean of Women 240 2
end Assistant Deen of Student (120 ee,)
Offices

Function=To =ssist in the
office work of the Dean and

to receive visitors,

b : Equipment=Lerge desk end

L chaeir, filing ecahinets,
three occasionel chairs,
Finish-Good quelity,
Cepacity=Four persons.

E E4 Receptionist Area 300 1
8 Function=To receive
visitors for entire

division of Student

Welfare, Seating space

for visitors to the Dean of
Students, Deen of Women, and
their essistants,
Equipment-Stand up type
receptionist desk end chair,
coet closet, ten occasional
cheirs.

Finish=Good quelity.
Capacity-Eleven persons,




E5 Secretarial Area 300
Function=Stenogroaphic end (150 ee,)
records work of the Dean's
end theékr cssistantes offices,
and work space,
Equipment-Secreterial desk
end cheir, workteble, filing
cabinets, two occasionel
che 1:‘8.

Finish=Simple end dursble,
Capecity-Three persons,

E6 Conference Room 300
Function-Meetings between
the Deans and students,
faculty, and administretive
personnel,
Eguipment~Conference teble
end twenty cheirs, chelkboard,
teckboerd, coffee facilities,
display aree,
Finish=Good quelity.
Cepecity~Twenty persons,

E7 Office of Women's Housing 180
Function=-0ffice work end
receiving visitors, Handling
all forms ond documents
perteining to women's housing,
EquipmentBesk end chair, filing
cabinets, three occasionel cheirs,
Finish~Good quality.

Gagacitx-?our persons,

E8 fice of Men's Housing 180
Function~Office work end
receiving visitors., Handling
a2ll forms and documents perteining
to men's housing.
Equipment-Desk and cheir, filing
cabinet, three occasicnel chairs,
Finish=-Good quality.
Capecity~Four persons.

E9 Office of Merried Housing 180
Function=0ffice work end
receiving visitors, Hendling
ell forms end documents per=-
taining to married housing,
Equipment-Desk and chzir,
filing cebinets, three
occasional chairs,
Finish=Good quelity.
Cepacity~Four persons.




E10 Off-Cempus Housing Office b
Function-Office work end
receiving visitors, Placing
students in off=-cempus
housing, men's petitions to
live off campus, etc.
Equipment~Desk end chrir,
filing cabinsts, two occesional
cheirs,

Finish-flood quality.
Capecity-Three persons,

3 EN Secretarial Areas 500
E Function-Stenographic end

records work for the housing
offices and receiving visitors,
Equipment~Four secretariesl

desks end cheirs, four bulletin
boerds, filing cebinets, ten

‘ occesional cheirs,

4 Finish-Simple end dureble,

3 : Uagacigx-Fourteen people,

E12 Office of Director of Plszcement 300
Bureau
Function-Office work end
receiving visitors, Storece
area included.
Equipment-One desk end cheir,
filing cabinets, four occasional
chairs,
Finish-Good queality.

Capacity~-Five persons,

E13 Offices of Assistent Directors of 300
Plecement Bureau (150 ee,)
Function~0f'fice work &nd
receiving vigitors,
Equirment~One desk and
chair, filing cabinets,
two occasionel cheirs,
Finish-Good qualitye.
Oagaezterhree persons,

Et4 Reception end Weiting Area 400
: Function~Receiving snd waiting

7 aree for students snd compeny
representative,

Eguipment-Lerge desk end cheir,
telephone booths, well shelves,
displey ereas, reading tebles,
coffee fecilities, bulletin

boerds, ten lounge chairs,




Finish=Good quality
Cepacity~Eleven persons,

E15 Clerical end Work Area 1000

Plecement
Function=Stenograrhic and
records work of the office,
Worl: spece included,
Equipment~Four desks end
cheirs, filing cebinets,
worktables, four occasionsl
cheirs,
_Finish-Simple and durable,

aRacigy*Five persons,

E16 Classroom 1000
Function=Group meetings
of students put on by
company representetives,
Equipment-Tablet erm sents,
lecture stend, chelkboard,
tackboard, portable projection
equipment,
Finish-8imple end dureble,

Cagcoitz =100 persons.

E17 Lerge Interview Rooms 2280
Function-For use by (190 ea.)

company representetives

to interview students.

(size 12' x 16')

Equipment=Two small tebles,
Tour chairs, two smell bulletin
boerds, timing system,

folding soundproof curtein,
Finish=Simple &nd dureble,
Capecity=Four persons.

E18 Smell Interview Roome 1000
Function-For use by (50 ee.)

compeny representatives
to interview atudents.
(size 6' x 8')
Equipment=Smell teble

and two chairs, smell
bulletin boerd, timing
system,

Finish~Simple end dureble,

Capecity~Two persons.




E19 Office of Director of Testing 250
end Counseling

Function-Office work and

receiving visitors,

Equipment~Lerge desk end

chair, shelf ares, five

occasionel chairs,

Finish=Good quality,

Cepacity-Six persons,

E20 Steff Offices for Gounseling 430
Function=To aid in the €150 een.)

counseling work load of
the Director,
Equinrment-One desk =nd
chair, two occasional
chairs,

Finish-Simrle and dureble,

Capecity~-Three persons.

‘E21 Secretery-Receptionist Area 350
Function=Stenogrephic and
records work of the Testing
and Counseling Office, &nd
receiving visitors., Storege
included,

Equipment~Three secretarizl
desks #nd cheirs, shelf =res,
five occasional chairs, :
Finish=Good quality,
Capecity-Eight persons.,

E22 Lebratory ; 350
Function-For processing
and anelyzing students by
compeny representatives,
Equipment-Specieslized
equipment,
Finish-Simnle and durable
Cepacity=- persons,

E23 fice of Director Continuing 180
Educetion and Veteran's Administration.

Function=-Office work end
receiving visitors.
Equipment~Large desk &nd
chair, filing ecebinets,
three occasicnal chairs,
Finish=Good quality.

aagecitszour persons.




E24 Secretsrial-Receptionist Area 200
Function=Stenogrephic end
records work of office, end
receiving visitors,
uipment=Two secreterisl desks
end cheirs, filing cebinets,
three occasional cheirs,
bulletin boerd.
Finish~Simple end duresble
Cepacity-Five persons,

E25 Conference Room 250
Function=Conferences of
edministrative personnel
and students, Also for use
by discussion groups.

Equi pmentwLounge choris,

smell conference teble for

six persons with six chatrs,
chelkboerd, coffee focilities,
display zrea,

Finish-Good quslity.
Cepacity~Five to twenty persons,

E26 Office of Director of Publiec 250
Service
Function=Office work esnd
receiving visitors,
Equipment~Lerge desk end
cheir, Terge worktable,
filing cebinets, five

occesional cheirs,
Finish=Good quelity.

Capacity=8ix persons.

E27 Assistant Director's of Publie 150
Service Office

Function=0ffice work end

receiving visitors.

Equipment~Lerge desk and

c%zir, filing cebinets,

three occesionzl chairs,
Finish=Good quelity.

Eagacitx-Pour persons.

E28 Alumni Office 150
Punction=-0ffice work and
receiving visitors.
Equipment=Lerge desk end
chair, filing cebinets,
three occesional cheirs,
Finish=Good quality.

Capecity-Four persons.




E29 Secreterial=Receptionist Area 250
Function-Stenographic end
records work of the office
and receiving visitors.
Equipment=~Three secreteriel
desks rnd cheirs, teckboerd,
coet closet, five occasionel
cheirs,
Finish=S8imple end durable.
Cepecity-Eight persons.

E30 Work Space 300
Function=Storing of meteriasl,
posting, mimeogrephing, etec,
Equipment~Shelves, ¢~ binets,
worktsbles, mimeograph
mechine.

Finish~S8imple end durable,

41 S Mail Room 100
Function=Prepsring meil for
sendinr, sorting meil, wrapping
peckrges, etce

Equipment—~Speciel equipment.
Finish-Simple =nd dureble,
E32 Toilet Fecities 300
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r OFFICE OF ADMISSIONS

Spece No, Déscription Proposed Aree
F1 Office of Director of 150
Admissions

Function=0ffice work snd
receiving visitors.
Equipment~-Lerge desk end
cﬁsir, wall cabinets,
three occasionel cheirs,
Finish=Good quelity.

Capecity-Four persons,

F2 Office of Recruithent Off'icer 150
Function-0ffice work end
receiving visitors.
Equipment-Lerge desk and
chair, wall cabinets,
three occasional chairs,
Finish=Good quality.

Capacity-Four persons,

F3 Secretery-Receptionist Aree 500
Function-Stenographic =nd
records work, end receiving
visitors,

Equi pment~Two receptionist
desks and chairs, two
secreteriel desks end
cheirs, worktable, filing
cebinets, wall cabinets,
six occasional cheirs,
Finish=-Simple and duresble,

Cepacity=Ten persons.

P4 Storege Area 150
Function-Storage of
cateloss, forms, supplies,
etc.
Equipment=Filing cebinets, shelves,
worktrble,
Finish-Simple and durable,

) Work Spece 150
Punction=Used by edninis-
trative personnel for
mailing, card hendling,
catalog storace end handling.



Equipment~Workteble, three
occesioncl cheirs, wall cabinets,
mimeogrsph mechin,

Finish=Simple snd dureble,

Fé6 Conference Room 250
Funetion-Conferences between
administretive personnel,
Equipment-Smell conference
teble and five cheirs, lounge
chairs, chdlkboard, teckbosrd,
coffee facilities,

FPinish=Good quality.
Capacity=Ten persons.

F7 Meil Room 100
Function=Prepering meil for
sending, sorting mail,
wrapping packeges, etc.
Eguinment—Spocial equipment,
Finish-Simrle end dureble,

F8 ' Toilet Fecilities 100
(50 ea,)
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G. OFFICE OF INFORMATION

Space No. Description Proposed Aree No,
a1 Office of Director of 200 1
Informetion

Function=-0ffice work end
receiving visitors,
Eauirment~Lerge desk and
cheir, large worktable,
six occesional chatrs,
Finish=Good queslity,

aagacitlfSeven persons,

G2 Office of Assistent Director 400 99
of Informetion (200 ea,)
Function=-Office work snd receiving
visitors,

Equipment~Lerge desk end
chair, larpge workteble,
filing cebinets, five
occasionsl chairs,

Finish-Good quality,
Cepecity=-Six persons,

G3 Secretrry-Receptionist Aree 350 1
FunctionmStenographiec and
records work of the Directors
end Assistent Director's offices,
and receiving visitors for the
entire Office of Information,
Equipment=Two secretarisl desks
end cheirs, one receptionists
desk and cheir, teckbomrd,
display area, filing cabinets,
8ix occesional chairs,
Finish=Good quelity.
Cespacity-Nine persons,

G4 Storage Area 300 2
Function-Storece of (150 ee.)

college publications,
exhibits, newspepers, etec,
Equipment- Shelves, filing
cabinets,

Finish=Simple and dureble,

G5 Work Area 150 1
Function=Work erees for
mimeographing, news dis-
tribution, etc.




Equi pment=~Worktables, filing
cebinets,
Finish=Simple end dursble,

G6 ffice of Division Editors 7150
Function-0ffice work end (250 ee.)
receiving visitors,

(Colleze, research,
extension=1 each)
Equipment-Lerge desk and cheir,
arge workteble, three
occesional chairs,
Finish=8imple end durable,
Capecity~Four persons,

G7 Secretary=Receptionist Area 350
Function=Stenorraphic end
records work and receiving
visitors for offices of
dividion editors,
Equipment=Two secreteriesl
desks end cheire, teckboard,
filing cebinets, three
occasionel cheirs,
Finish-Simple and dursble.
Capacity-Five persons,

c8 Storage Aree 2400
Function~8torege of college,
station s#nd extension bulletin,

Equipment=Shelves, wall cabinets,
Finisﬁ-Simple and dureble,

G9 Print Shop 2000
Function=Printing of
publication, newspapers, etc.
Equipment=Printing mechines,
storege for peper in ton lots,
stone top worktebles, counter,

Finish-Simple end dureble,
§oun§proof.

G10 Publications Editors Offices 700
Function=Office work and
receiving visitors.
Equipment=Three desks and
oaairs, filins cabinets,
two worktebles, four
occasional cheirs,
Finish=Simrle and durable,
Eagacltfoevén persons,




a1 Assistant Publicetion Editors koo
Offices
Funetion=-Office work and
receiving visitors,
Equipment~Three desks and
cheirs, filing cebinets, two
worktebles, four occesioneal
cheirs,
Finish=Simnle end dureble,
Capecity-Seven persons,

G12 Secretary~Receptionist Area 200
Function=Stenographic end (100 ea.)

records work of office, end
receiving visitors,
Egquipment-One secretarial
desk and cheir, bulletin
boerd, two occasional
cheirs,

Finish=Simple and durable.
Cepecity=-Three persons,

G13 Art Section 650
Function-Aree for ert

;, layouts, drafting,

: lettering, ete. for

i publicetions,

Equipment~Four reguler

drafting tebles, one

large drefting teble,

drewing board cebinet,

filing cebinet, cushioned

stools-ad justoble~ two

occasionel cheirs, sink,

Finish=-Simple and durasble,

Cepacity-Seven persons,

G14 Photography Leborestory 350
Function=-Area for reproducing,
enlerging, editing, etc., for
publicetions,

%guinment-Specialized equipment,
inish~Simple and dureble,
Cepecity-Four persons.

G15 Secretery Ares. 300
Function=Stenorrephic end
records work of photography
leborstory. Also séorege of
materisls and supplies,



Equipment-Two secreterirl desks
and cheirs, teckboerd, filing
cabinets, wall cabinets, three
occasional cheirs,
Finish=Simple and durable,
Cepecity=Five persons.

G16 Darkroom 600
Function=-Reproduction of
negatives, enlargement of
photogrephs, etc,
Equipment-Specialized equipment,
aiﬁEs, drains, sepercte wiring, etc.
Finish-Simple, dureble, &nd
acid resistinge.

G17 Studio 1500
Function=Specirl photographie
effects, lighting,

Equipment=Specieclized equipmehs,
Finiaﬁ-gimple, dureble, and light,

G18 Conference Room 250
Function-Conferences between
administrative personnel,
Equipment-Smell conference
teble and six cheirs, lounge
cheirs, coffee facilities,
chalkboerd, tackboerd, displey
BYees,

Finish=-Good qualitye.
aagacitz~Twe1ve persons,

G19 Meil Room 100
Function=Prepering mail for
gending, sorting meil, wrepping
peckages,

Equipment~-Speciel equipment.
inish=Simple end dureble,
G20 Toilet Facilities 100
(50 ee.)




He.
Space No.

H1

H3

HA4

H6

MISCELLANEOUS

Description

Public Lobby 500
Function-Entrance aree for
the entire building with
space for receptionist,
Equipment~Receptionist desk end
chair, displey area, tackboard,
Finish=-Good quelity,

Campus Post Office 250
Function=Sorting, pickup and
delivery of cempus meil,

uipment-Lergce meil compertments,
two desks ond cheirs, mail sorting
tablao,
Finish=8imple and dureble,

Cepecity-Two persons,

Machine Tabulstion 300
Function~Processing and
programming of LBM cerds
for edministretive offices,
Equipment-Special equipment.
Finish-Simple and durable,
-Cepacity-Five persons,

Central Reproduction Room 500
Function=Reproduction eree for
miscelloneous dete for ell
edministretive offices,
Equipment~8pecicl equipment,
Finish-oimple end dursble,
Capacity~Five persons,

Decd Records Veult 150
Function=Storece of seldom used
records,

Equipment-Steel vault equipment,
Fin155:§1mplo, dureble, and fire~
proo; .

Telephone Central 150
Function=Switchboard for
entire office, campus, =nd
local phone cells,

Equipment~Special equirment,
Finish-Simple and dureble,
Eazcciterne person,

Proposed Area No,

1
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A

B.

C.

D.

E.
F.
G

H.

TOTALS

Office of the President

Office of the Vice President and
Dean of Feculty

Office of the Registrer

Office of the Business Manager
and Treasurer

Office of Student Welfare
Office of Admissions
Office of Information

Miscellaneous

Totals
x20% for walls and circulation =
Total Building Area

Proposed Area

1835
965

1160
4790

12495
1550
12050
1850

1695
17,698
47,634




EPILOGUE

"The system of building we have hinted at cannot be formed
in e dey. It requires all the science of any country to ascertein
and fix the proportions and arrangements of the members of a
great building, to plant it safely on the soil, to defend it
from the elements, to add the grace snd poetry of ornament to its
freme, Eech of these requisites to & good building requires a

special study end & lifetime,"

Greenough

e






!

INTERVIEH

Bernerd Copping~Business Manager end Treasurer of Montana State
College, July 12, 1962,

The Business Menager end his assistents should each have
private offices, and each should heve his own private secretary.
A reception area and a receptionist should be provided for these
offices, and they should be sgperated from the main clerical
offices

The different departments of this office, and their projected
needs for 1975 ares

1. Payroll section=-2 persons,
2, Cashier section-=3 persons,
3, OClaims and disbursement section-=4 persons,
4, FPFoundation snd Resesrch-=2 Persons,
5. Residence Halls section-=2 persons,
6. Business Menager--2 persons,

. 7. Assistent Business Menagers(2)--4 persons,

In addition to the above arezs, a workroom with & minimum
of 100 square feet should be provided,

Moveable pertitions could be used to en edventeges

No merrer with the Student Business Office is enticipated.

The functions of these two offices are not releted end they

should be kept seperated.
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INTERVIEW

Marthe HawksworthrRegistrer of Montena State College, July 17, 1962,

In general, the Registrer's Office needs epproximately twice
as much space es it now hes. Provision must be mede in the new
building for future expension,

In asddition to the sprces outlined in Mr, Benson's interview
with the Registrar in 1960 (see Benson's thesis report-appendix A)
the following speces are neededs

1e An IBM machine office with spsce for
storege of IBM cards. This area should
be close to the Machine Tabuleting
Room and could be incorporated with
Central Reproduction Room,

2¢. Two rooms, epproximetely 100 square
feet each, for proofreeding.

A seperste vaiilt for deed records should be provided, and
it need not be located in the immedieste ares,

The office of Admissions use the live records in conjunction
with the Registrar's Office, and each should have sccess to the
live records vault.

Since this office accomodetes a large amount of student

traffic, it should be loceted nesr en entrence and adjacent to

a wide hellway,




INTERVIEW

H. C. Cheever-Supervising Architect of Montena Stete College,
July 17, 1962,

It is doubtful that the plecement of the Supervising
Architect in a building of this type would be of eny edventage,
The office of the Subervising Architect should be locerted with
the office of the Superintendent of the Physicel Plant, end
neither of these offices should be located in & Centrel Office=-
Administretion Building.

The work of these two offices is of & neture thet requires
very little inter-sction with the regular Administretion of the

college,

St o
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