
Guideline document: Quality criteria for office workplaces

This guideline document is the result of a joint project of the organizations DIN, VBG, BSO, BAuA and INQA-Office and
specifies clearly improved criteria for office workplaces, desk- and office cabinets, desk-and conference chairs, open plan
systems and various services. The basic precondition is a valid GS symbol. Products fulfilling these quality criteria may be
awarded the ”Quality Office“ label. Further information under www.quality-office.org.

Facts and figures

Good work in the office?

A special evaluation of the representative study ”What’s a good job?“ conducted by INQA and involving over 1600 office
workers shows what characterizes good office work and work quality from the points of view of the participants. 

Office Excellence Check: Interim results available

Initial evaluation of a study involving over 3000 participants clearly shows that the quality and the design of office furnish-
ings have a direct impact on productivity. Offices with optimally designed furniture and equipment can show an increase in
productivity of up to 36 %.

The Office Excellence Check used to obtain these results was a web-based self-assessment system developed by the Fraun-
hofer Institute for Work, Economics and Organization (Institut Arbeitswirtschaft und Organisation, IAO), Stuttgart within
the scope of a project run by the Federal Institute for Safety at Work and Occupational Medicine (Bundesanstalt für
Arbeitsschutz und Arbeitsmedizin, BAuA) and the organization ”New Quality in Office Work“ (”Neue Qualität der Arbeit“,
INQA). The check evaluates the following components:

Office workplace and environment 
Information & technology in the office 
Working procedures in the office 
Company and management processes

Internet  INQA-Office

Here you will find more detailed information on the implementation into practise. In addition, mention will be made of 
publications in specialist journals, information from science and research, other articles of interest on the topic of the office
and its ramifications as well as the activities of the INQA-Office network partners.

www.inqa-buero.de
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Who is INQA-Office? 

The transformation from an industrial society to one thirsty for knowledge has
had an enormous impact on the working population. Today in Germany, more
than 17 million people work in offices, a figure that is constantly increasing.
Office work is thus the predominant form of employment and is a decisive factor
for the success of any company. 

The organization “New Quality in Office Work“ (INQA-Office) has the goal of
establishing parameters for optimized office work – by improving working
processes, the degree of satisfaction achieved at work and the overall quality of
the work performed. This is based on the conviction that, by enhancing job satis-
faction and creativity, productivity can be improved and with it the success of
the company. It also has a positive effect on company location and job security. 

INQA-Office concentrates on providing practical help for improving office work
and public relations. 
It improves cooperation between the individual companies in the office equip-
ment sector (e.g. office furniture manufacturers), the goal being to promote the
development of common concepts and procedures (e.g. the Office Excellence
Check). In addition, INQA-Office is initiating a broad debate on the future of
office work, backed up by a number of public relations activities (e.g. distribution
of the “TIPS FOR THE OFFICE” (BÜROTIPPS) newsletter).

Apart from the initiators and the promotors Bundesarbeitsgemeinschaft für
Sicherheit und Gesundheit bei der Arbeit (Basi), Verband Büro-, Sitz- und
Objektmöbel e. V. (BSO) and the Metal Workers’ Union (IG Metall), over
50 other organizations are involved in the work carried out by INQA-Office.

INQA-Office is part of the “New Quality in Office Work“ organisation (INQA).

Additional information is available from:

INQA-Büro
Initiativkreis Neue Qualität der Büroarbeit

Alte Heerstr. 111
D-53757 Sankt Augustin

Tel.: 0049 (0)2241 231-6000
Fax: 0049 (0)2241 231-6111

E-mail: inqa.buero@basi.de
Internet: www.inqa-buero.de

Deutsches Institut 
für Normung e. V.

And others ...



What does INQA-Office do?

There are some 17 million office workers in Germany and this figure is on the increase. Their work increasingly involves
the processing of information and knowledge and the development of innovative products and creative solutions. The com-
petitive pressures on companies if anything increases the requirements made of employees. 

The partners involved in the “New Quality in Office Work“ organization are convinced that workplaces based on a com-
petition-oriented concept promote both health and individual personality. Two of their principal objectives are to reduce the
stress and enhance the health and well-being of modern office work.
INQA-Office has developed a number of aids to help companies improve office procedures and hence overall productivity:

Services

”TIPS FOR THE OFFICE“ Newsletter (BÜROTIPP)

”TIPS FOR THE OFFICE“ is a newsletter that is published and distributed every six to eight weeks by INQA-Office. 
Companies that subscribe obtain their copies automatically. The newsletter provides practical tips for improving working
procedures; it also provides up-to-date information and news on office work generally, e.g.:

Do you have a correct sitting posture? Is it ergonomic, dynamic and healthy? 
How to cope with overloaded mailboxes.
Is your desk conducive to work? What about your other office furniture?
Is your office itself up to scratch?

Apply now for a free subscription of ”TIPS FOR THE OFFICE“ by e-mail under www.inqa-buero.de > Presse (German 
issue).

BEST PRACTICE visiting program

Why not learn from those who have been successful? Company managers can obtain valuable information on office design
from those who have implemented successful concepts. Visits can be arranged to companies that have implemented suc-
cessful solutions in office design, furnishing, interior decorating as well as work- and process organization and have as a
result attracted the attention of the media. 

“The Office as a Success Factor” exhibit

The INQA-Office concepts are regularly exhibited at trade fairs such as Orgatec, Cebit and A+A and demonstrate how 
optimization in the areas of workplace, self-management and communication can enhance work satisfaction and office 
productivity. Small and medium-sized companies in particular can benefit by the knowledge gained at such events. 
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Regionalisation

Analogous to the national network, there is close regional cooperation between those interested in the organisation of office
work; on the one hand this facilitates the optimization of inter-company discussion and on the other it helps to intensify
regional public relations activities. A guideline document is available to regional managers for the formation of such regional
groups.

Interaction with the media

Within the scope of the public relations work of INQA-Office, information in the form of text and photos concerning 
current office topics are distributed at regular short intervals to some 1000 journalists employed by newspapers, magazines,
the economic press and selected specialist media. Downloads are available under: 
www.inqa-buero.de > Presse

Publications

Under the auspices of INQA-Office, a number of partners have published specialist articles, e.g.: 

Is everything grey in grey?
Office workplaces
Designing offices
CD-ROM: ”Office work – healthy and successful“
The future of office work
The efficient and effective use of buildings
Folder: Self-management in the office
Folder: Purchasing a PC or notebook
Folder: The correct use of software
Folder: The Facility Manager
Life in the office
Seating that takes the frustration out of work
Standing up to your work?
Well-being in the office

Literature database

INQA-Office possesses a literature database comprising over 800 documents, specialist articles, research reports and books.
All have been reviewed, filed and documented. 

3


