
PM gives the Architect 
the room numbering 
standards, the room 

numbering table template 
and the CAD drawings 

from BOX (which includes 
existing room numbers)

Room Numbering Process

Updated January 2023

PM submits proposed 
room numbering plan to 
Mapping and Drawing2 at 

the completion of 
Schematic Design (or plan 

review if no SD phase). 
Submission includes 
drawings and room 

numbering table

Fire Marshal 
approves or 

recommends 
changes

Mapping and 
Drawing returns 

Fire Marshal 
approved room 
numbers to the 

PM

Mapping and 
Drawing verifies 
and sends to the 

Fire Marshal

Mapping and Drawing sends new 
room numbers to the notification list 

below and copies PM.  

3 Business Days1
3 – 5 Business Days1 10 Business Days1

Renovation Projects / Corrections

New Buildings

PM gives the Architect 
the room numbering 
standards and room 

numbering table template

Architect submits the 
drawings with the 

proposed room 
numbering plan at 

Schematic Design Review  
(and at each subsequent 
design phase provided 
room number changes 

have been made)3 and at 
record drawings

PM submits proposed 
room numbering plan to 

Mapping and Drawing 
(simplified room 
numbering plan, 

provided in both in 
native format and PDF)

Mapping and 
Drawing verifies 
and sends to the 

Fire Marshal

Fire Marshal 
approves or 

recommends 
changes

5 - 10 Business Days1
10 Business Days1 3 Business Days1

Mapping and 
Drawing returns 

Fire Marshal 
approved room 
numbers to the 

PM

PM notifies designer and 
architect of finalized 

room numbers. 

           1Standard Turnaround Time (complex projects may take more time)
2Mapping and Drawing email address for room numbering issues is:  maps@berkeley.edu

        3 Room numbering should be confirmed/finalized at the end of SD for new buildings.                                        
Changes submitted after the SD phase must be identified by a drawing cloud        
  

Notification List:
1.  UCPD (police@berkeley.edu)
2.  Asset Management 
(assetmanagement@berkeley.edu)
3.  IST (cns-projects@berkeley.edu)
4. Academic and Space Planning 
(spaceplanning@berkeley.edu)
5.  Fire Life Safety (fs-falmgrp@berkeley.edu)
6.  Fire Marshal (fireprevention@berkeley.edu)

Note:  PM to provide Mapping & Drawing (maps@berkeley.edu) and Asset 
Management (assetmanagement@berkeley.edu) with a 100% CD set of drawings 
which will later be used for field verification and data entry into Maximo 

Copy Asset Management 
(assetmanagement@berkeley.edu)

Copy Asset Management 
(assetmanagement@berkeley.edu)

PM notifies designer and architect of 
finalized room numbers. 

Mapping and Drawing 
sends new room numbers 

to the notification list 
above and copies PM.  

Copy PM

Copy PM
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