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

FOR NEW BUILDINGS:

U P D A T E D  M A R C H  2 0 2 5

1. PM gives 
Architect 

room 
numbering 
standards

2. PM submits 
proposed room 
numbering plan 
(native format 

and PDF) to 
Mapping and 

Drawing
CC: Asset 

Management

Schematic 
Design or 

Plan Review

4. Mapping 
and Drawing 

sends 
revised room 
numbers to 

Fire Marshal
CC: PM

6A. PM notifies 
Architect and 
Designer of 

finalized room 
numbers

6B. Mapping 
and Drawing 
sends new 

room numbers 
to notification 

list*
CC: PM

FINAL 
CHECK! 
If room 

numbers 
change, 

start again 
at step 2

3. Mapping 
and Drawing 

provides 
feedback to 

PM

5-10 business days

5. Fire Marshal 
provides 

feedback and 
final approval

10 business days

Mapping and Drawing: maps@berkeley.edu*NOTIFICATION CONTACTS:
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
7. Lock Shop – keyorders@berkeley.edu
8. Maximo – maxhelp@berkeley.edu 

FOR RENOVATION PROJECTS OR CORRECTIONS:

1. PM gives 
Architect room 

numbering 
standards + and 

any existing 
CAD drawings 

2. PM submits 
drawings + room 

numbering plan to 
Mapping and 

Drawing
CC: Asset Management

Schematic 
Design or 

Plan Review

4. Mapping 
and Drawing 

sends revised 
room numbers 
to Fire Marshal

CC: PM

5. Fire Marshal 
provides 

feedback and 
final approval

6A. PM notifies 
Architect and 
Designer of 

finalized room 
numbers

6B. Mapping 
and Drawing 

sends new room 
numbers to 

notification list*
CC: PM

3. Mapping 
and Drawing 

provides 
feedback to 

PM

3-5 business days 10 business days
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