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A small reception area — typically 150—200 square feet — must accomplish several things simultaneously:
present a professional first impression, accommodate a receptionist at a functional desk, provide seating
for 4—6 waiting guests, comply with ADA accessibility requirements, and allow clear flow between the
entrance and the rest of the building. In a space this compact, every foot of counter length, every inch of
guest chair depth, and every clearance zone requires deliberate planning. This guide provides the
measurements, configurations, and furniture specifications for a functional small reception area.

Room Dimensions & Available Floor Space

A small reception area is typically defined as a dedicated entry zone of 150-200 square feet. This may be
an alcove off a main corridor, a designated entry zone in an open floor plan, or a dedicated room with a
door. The functional minimum for a reception desk + 4 guest seats + ADA compliance is approximately
12'x14" (168 sq ft).

Standard deductions:

* Entry door swing (36"-42" arc): 9-12 sq ft — reception areas often have 42" doors for ADA compliance

» ADA transaction counter clearance (30"x48" approach space): This must be open floor — cannot have
guest seating or any furniture within it

» Receptionist workstation clearance (36" behind the desk): The receptionist needs 36"+ behind the
reception desk counter to move and access storage

» Net usable area (12'x14' room): approximately 142—-150 sq ft

Very small/alcove 100-130 sq ft (10'x12" or 10'x13") Reception desk only; guest seating in
adjacent corridor

Small dedicated reception 150-180 sq ft (12'x13' or 10'x16") Reception desk + 4 guest seats + side
table
Standard small reception 180-250 sq ft (12'x16" or 14'x17") Reception desk + 4-6 guest seats +

end table + signage wall

Recommended Furniture Layout
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For a 12'x14' (168 sq ft) small reception area:

* 60"x18" reception desk counter surface (L-shaped desk with a 48"x18" transaction/visitor side and a
36"x30" work side for the receptionist) — typical L-shaped reception desk occupies approximately
18-22 sq ft behind the counter

* Transaction counter height: 42" (standard ADA height for a standing transaction) — with a 34"-36"
lower section (minimum 30"x27" wide x 19" deep knee clearance) for wheelchair-accessible
transactions. The lower section should be at minimum 36" wide; 60" preferred.

» Guest seating: four 24"x24" side chairs arranged in two pairs flanking a 22"x22"x20"H side table —
positioned against the wall opposite the reception desk or along the side wall; chairs at 8"-12" from the
wall (legs, not chair backs)

» 22"x22"x20" end/side table between guest chair pairs — at 20" height, serves as a magazine and
accessory surface visible from all chairs

* Receptionist task chair (27"x27") behind the work section of the reception desk

Floor coverage: Reception desk (~20 sq ft) + 4 guest chairs (4 x 4 sq ft = 16 sq ft) + side table (1.7 sq ft) =
approximately 37.7 sq ft, or 22% of the 168 sq ft room. The remaining 78% is circulation, clearance, and
required approach zones.

» ADA transaction counter (accessible transaction area required for commercial public spaces): One
section of the reception counter must be at 34"-36" height (not 42"), minimum 36" wide, with 27" knee
clearance underneath and a 30"x48" clear floor space on the visitor side. In a 12' (144") wide room,
this 30"x48" approach zone must be maintained without guest chairs or signage within it — typically
positioned at one end of the counter.

* Receptionist access aisle (36" behind counter): The receptionist needs to move behind the counter to
access storage, printers, and the door to the inner office. Maintain 36"-48" between the counter back
and any wall or cabinet behind it — in a small reception area, 36" is the minimum, and the counter
should not be placed deeper than 18" to keep this aisle functional.

e Guest seating clearance (18" from chair edge to any obstruction): Guest chairs should have 18" of clear
space on each side for rising and sitting comfortably. Two chairs at 24" each with 18" between them =
66" of wall space needed. In a 14' (168") wall, two pairs with a side table between (22") consumes: 24"
+18" + 22" + 18" + 24" = 106" — leaving 62" of remaining wall for signage, art, or passage.

* Main entry path (44" minimum ADA accessible route from door to inner office): The path from the entry
door through the reception area to the inner door must be at least 44" wide and clear of all furniture,
displays, and signage stands. Map this path first, then place all furniture outside it.

» ADA 60" turning radius (required at least once in reception areas serving the public): In a 12'x14' room,
position the 60" turning circle in the open zone between the entry door and the reception counter —
typically the natural "standing zone" in front of the counter. With the counter against one wall and guest
seating against the opposite wall, the open zone between them must be 60" minimum: in a 12' room,
the counter depth (18") + clearance zone + guest chairs depth (24") + clearance = ensure 60" remains
between the two furniture faces.

* Door swing (42" for public entry doors): A 42" door has a 42" arc. With a 42" door on the 12' (144") wall,
the arc zone is 42"x42" = 12.3 sq ft. No guest chairs, side tables, or signage within this zone.
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A corner-style reception desk positioned in one corner of the 12'x14' room (90° desk configuration with two
48"x18" wings meeting at a 30"x30" corner piece) frees the remaining L-shaped room area for guest
seating. A corner desk occupies the corner without blocking any wall run entirely, giving the receptionist
visibility in two directions and allowing guest seating to be arranged along both remaining walls. Guest
chairs can be positioned facing the door and along the side wall simultaneously — creating a more
welcoming wrap-around seating configuration.

A 72"x18" straight reception counter running along the short (12') wall creates a strong, linear first
impression. The remaining room depth (approximately 14' — 18" counter — 36" behind-counter zone = 11' to
the entry side) accommodates two lounge chairs with a side table. Lounge chairs at 32"-34" wide and
32"-34" deep create a more relaxed seating experience than side chairs — appropriate for reception areas
where guests may wait 10—20 minutes. A pair of 32" lounge chairs with an 18" side table between them
requires 82" (6.8") of wall space — fits comfortably along a 12" wall with room for a signage panel.

For offices that use digital check-in kiosks rather than staffed reception desks: replace the receptionist
desk with a 24"x24" kiosk pedestal (or wall-mounted tablet), and allocate the full room to guest seating. Six
24"x24" side chairs can be arranged in two rows of three along the side walls with 36" of center aisle. The
kiosk at 24"x24" = 4 sq ft footprint, leaving nearly all of the 150 sq ft for seating, end tables, and
plant/signage displays.
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