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Building and Room Numbering Guidelines

GENERAL INFORMATION

The primary function of room numbering is to serve as a wayfinding tool for building users. Room numbers
also serve as a method of identifying each space for planning, scheduling, and other operational purposes.

The following numbering conventions have been developed based upon nationally accepted industry standards
specifically for Case Western Reserve University buildings and should be followed as closely as possible
throughout all university facilities for the purpose of standardizing room numbers. Questions regarding
building and room numbering guidelines should be directed to the University Space Administrator within the
department of Campus Planning and Facilities Management.

NEW BUILDINGS, ADDITIONS, AND RENOVATIONS

New buildings shall implement these standards as closely as possible. All numbering of buildings, floors, and
individual rooms shall be coordinated through the University Space Administrator within the department of
Campus Planning and Facilities Management.

Renovations and additions to existing buildings will initiate a review of the existing numbering system and a
determination will be made to extend or abandon current numbering. An entire building, entire floor, entire
suite, or segments of these may be renumbered to implement university standards. If the existing numbering
system is used, existing room numbers shall not be duplicated. All numbering and/or renumbering of
buildings, floors, suites, and individual rooms shall be coordinated through the University Space Administrator
within the department of Campus Planning and Facilities Management.

BUILDING IDENTIFICATION NUMBERS

Each separate structure is given a unique building identification number.

Building identification numbers are derived from a grid overlaid on the campus map and determined based upon
the building’s location.

Whenever possible, building identification numbers should not be re-issued after building demolition.

RoomM NUMBERS

These guidelines have been created with the intention of creating a floor and room numbering scheme for each
building that is structured so that numbers flow through the building, and campus-wide, in a consistent,
comprehensible, and user-friendly pattern. Questions regarding building and room numbering guidelines
should be directed to the University Space Administrator within the department of Campus Planning and
Facilities Management.

All accessible spaces with a minimum three foot ceiling height are required to have room number assignments.

Each room shall have only one number, regardless of the number of doors entering into it.
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Elevators

Each elevator on campus is assigned an identification number by the Customer Service department within
Campus Planning and Facilities Management. The elevator identification number is assigned based upon the
sequence elevators enter into the inventory. Elevator identification numbers shall not be re-issued after
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M: Mezzanine
Numbered as: MO1 - M99

* In existing buildings only - All mezzanines, attic floors, and penthouse levels should be
numbered as whole floors.

RENUMBERING PROCESS

All renumbering of buildings, floors, suites, and individual rooms shall be coordinated through the University
Space Administrator within the department of Campus Planning and Facilities Management working with the
appropriate departments and staff to ensure changes occur with the least amount of disruption and addressing
all appropriate operational and safety concerns.

*
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