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The purpose of this guideline is to provide direction and guidance in the numbering of County-owned buildings.  Multnomah County requires adherence to this numbering guideline for new construction projects.  Where a numbering scheme already exists for a renovation project, the existing scheme shall take precedence over this guideline.  However apply this guideline into existing building schemes wherever practical.  

GENERAL OBJECTIVES

The County issues these conventions to:

1. Provide a logical numbering guideline to assist visitors and employees in locating spaces within County-owned buildings;

2. Maintain numbering consistency throughout County-owned buildings; and

3. Provide a method to quantify, extract, and summarize data within a building and across the building portfolio.

A/E SERVICE PROVIDER RESPONSIBILITY

The A/E Service Provider is responsible to:

1. Assign numbering schemes as prescribed in this guideline.

2. Request assistance from Facilities and Property Management as needed. 

FACILITY & PROPERTY MANAGEMENT (FPM) RESPONSIBILITY 

FPM is responsible to:

1. Reviews numbering assignment as part of the Technical Review process. 

2. Evaluate the effectiveness of numbering assignments and update as needed.

3. Provide assistance in the interpretation of this guideline.
A.  Floor Level Numbering and Floor Level Prefix
Assign floor level numbers using this guideline.  The floor level number also acts as a prefix for suite and room numbers. The only exceptions for using the floor level number as a prefix for suite and room numbering are for partial floor levels such as mezzanines (or sectors and common areas that are described later).

1. The First Floor (or Ground Level) shall be 01 for the highest floor level that directly accesses grade.

2. The Basement (or Grade Level) shall be 00 for the floor directly below the First Floor Level.  Where the floor below the First Floor can be directly accessed from grade (as in a sloping site), it will be referred to as the Grade Level.  Otherwise, it will be referred to as the Basement.

3. All floor multi levels below the First Floor shall be labeled alphabetically, with the floor level closest to the First Floor always being “0A (Lower Level 1), 0B (Lower Level 2), etc.”

4. All floor multi levels above the First Floor shall be numbered sequentially; starting with the Second Floor shall be 02, 03. 04…

5. Any Mechanical (or Penthouse Level) shall be numbered as the next number in sequence from the floor below. Do not use “M” or “P” as prefixes.

6. Any Roof Level shall be numbered as the next number in sequence from the floor below. Do not use “R” as a prefix.

7. Any Mezzanine Level shall be labeled with a preceding letter “M” followed by the number of the floor below, the Mezzanine shall be M1, M2, M3, … 
B. Sector Approach
In linear buildings, it may be appropriate to divide a floor into two sectors.  In linear buildings where the quadrant approach is ineffective, determine the minimum number of sectors desired to clearly delineate the space.  The intent of the sectors is to divide the facility into discrete, recognizable building areas, such as wings or annexes.  The sector model provides for unlimited tenant assignable room numbers per floor.  Begin room numbering in the NW corner of each sector and proceed to number rooms in a counter clockwise direction.  The following is a sample of the sector approach:

a. Sector A:  Rooms A100 through A199

b. Sector B:  Rooms B100 through B199

c. Sector C:  Rooms C100 through C199

C.  Major Vertical Penetrations

Major Vertical Penetrations are stairwells, elevator shafts, flues, pipe shafts, vertical ducts, and their enclosing walls.  Atria and similar penetrations above the finished floor are included in this definition.  Refer to the Standard Method for Measuring Floor Area in Office Buildings for specific examples.  Identify major vertical penetrations with the following significant upper case Letters: “S” for Stairwells. “E” for Elevator shafts, and “X” for other MVP objects.   Use a dash after the letter designator.
1. For a given floor, assign a unique room number sequence to each elevator hoistway and stairwell. (E.g. S-101, S-102, E-101, E-102, X-101, X-102…)
2. Where possible, assign the same Room-number to all major vertical penetrations that are duplicated from floor to floor (except for the floor level prefix).
D. Suites
A suite is defined as a group of rooms on any given floor, where those rooms are self-contained (i.e. accessible from one another without leaving the suite) and well defined (e.g. bounded by common and contiguous perimeter walls on all sides).  Assign the suite number to the largest area common to the rooms in the suite.   Assign the suite numbers with a number divisible by the integer 5 (e.g. Suite 110, Suite 305).  Number the remaining rooms sequentially with the suite number plus a capital letter suffix (e.g. 350A, 350B, 350C…), following a clockwise route along the main corridor.  Do not use the letters “I” or “O” as a capital letter prefix.  Where there are more than 20 rooms in a suite, the Facilities & Property Management Division will customize a numbering scheme.  Examples of rooms which may have inner rooms are:

1. Office Suite

2. Courtrooms with foyers,

3. Restrooms with adjoining locker rooms and shower rooms,

4. Shops with storage rooms and work rooms, and

5. Detention dorms with living rooms and sleeping rooms.
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E.  Rooms
A room is defined as a single contiguous space bounded by walls, windows, doors, floor, and sometimes other building elements such as a ceiling or roof.  A room must have an entryway that has or could have a door or access panel.  The use of floor-to-ceiling casework, built-ins, or partitions may divide an area into two distinct rooms.    
Assign a room number to every room that has a full-height door access, including closets and store rooms.  Assign room numbers in accordance with this guideline:

The first part of room identifier should match the floor number.  Room numbering consists of a floor number prefix and a 2 digit sequential set of numbers. 

1. Evenly distribute room numbers on any given floor to allow possible subdivision into smaller rooms or groups of rooms. 

2. Number rooms sequentially (e.g. 101, 102, 103...) following a clockwise route along the main corridors, beginning at the front entrance or lobby of a floor.  
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3. Note:  Along double loaded corridors even numbers should be on the left side and odd numbers on the right.  In some instances, it may be necessary to skip some room numbers in order to maintain succession with the room numbers on the opposite side of the corridor.   When a corridor contains large rooms, such as training rooms or meeting rooms on both sides of the corridor, skip room numbers to allow for future renovation of a large space into smaller spaces.  Reserve sufficient numbers to allow for large spaces to be divided into standard size office spaces.
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4. Where practical, assign the same room number to all rooms that are duplicated from floor to floor (except for the floor level prefix).

A. Door Numbering
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Each door opening in a building must have a unique identifier.  If a room has one door opening, the door opening number is the same as the secure side room number.  If more than one door opening in a room exists, door openings within that room are identified by the room number followed by a lower case alpha character starting clockwise from the corridor access door opening.













Comply with the NCS Version 4 (UDS-04.34).
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