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CHARTER TOWNSHIP OF NORTHVILLE 
Subject: Township Hall Room Use - External Policy: 2.1.002 Pages: 3 

Standards: General Effective Date: 12/03/2021 Revised Date: 10/01/2025 

 

I. PURPOSE: 

To clearly describe the policy and process for outside organizations to make room 

reservations and to define the rules and guidelines for their usage. 

II. POLICY STATEMENT: 

The Township will make meeting rooms available to outside organizations under the 

conditions and restrictions as described in this document. 

III. SCOPE: 

All outside organizations who wish to utilize the Township Hall meeting rooms. Township Hall 

has a limited number of meeting rooms that can be made available to outside 

organizations as described below: 

a. Assembly Room: 145-person capacity, Audio/Visual* equipment available 

i. Theatre Seating Only 

b. Lower-Level Training Room: 83-person capacity/seating for 60, Audio/Visual* 

equipment available 

i. Classroom Seating Only 

c. West Conference Room: 8-person capacity, teleconference & Audio/Visual* 

available. 

i. Conference Seating Only 

 No special requests will be taken for room alterations. 

IV. PRIORITY: 

In general, priority is given to Township related business activities. When available, rooms 

can be scheduled for use by outside organizations. Priorities for scheduling and using 

Township Hall meeting rooms are defined as follows: 

1. Election Activities and Board of Review meetings as published by Clerk’s Office 

2. Boards and Commissions Annual Calendar as published by Clerk’s Office 

3. Meetings requested by Elected Officials – scheduled through Clerk’s Office 

4. Township Staff meetings – as scheduled by staff through Outlook Room Calendars 

5. Officially Recognized Township Committees – scheduled by the sponsoring 

Township staff member through the Outlook Room Calendars. 

6. HOA’s and Condominium Associations. Scheduled through Clerk’s Office. 

7. All other outside organizations are handled on a case-by-case basis. 

 

V. AVAILABILITY 

1. Reservations are available Tuesday, Wednesday and Thursday evenings starting at 

6:30 p.m. 

2. Reservations during normal business hours are available upon request through the 
Clerk’s Office. 

 

VI. RESERVATION / CANCELLATION: 

a. The organization must agree to abide by the Township Room Use Policy described 
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below in the General Rules and Guidelines by signing the Township Meeting Room 

Request Form. 

b. Reservations must generally be made for a minimum of 30 days in advance. 

Reservations made less than 30 days in advance may be accommodated if 

arrangements can be made. 

c. Associations and Organizations are limited to six (6) meetings per calendar year 

in order to accommodate public demand for the use of township meeting 

rooms. 

d. Cancellations should be made 3 business days prior to your meeting reservation. 

Late cancellations and/or failure to cancel a room reservation will result in denial 

of future room use and/or subject to a $75 service fee. 

e. The Township authorizes the use of rooms and maintains the schedule for 

outside organizations through the Clerk’s Office. 

f. The Township reserves the right to cancel a meeting room reservation if an 

unavoidable higher priority need arises or due to circumstances beyond our 

control, including but not limited to weather, loss of utilities, or emergency 

declaration. The Contact person will be immediately notified, and the reservation 

will be rescheduled for an alternative date. 

Contact Info: Katie Anderson, Deputy Clerk 

Email: clerk@twp.northville.mi.us 

Phone: (248) 348-5825 

VII. GENERAL RULES & GUIDELINES: 

a. A building coordinator will be on the premises during all reservations. The 

Contact person must check in with him/her upon arrival and notify him/her 

upon departure. 

b. Attendees undertake to conduct their meeting in an orderly manner, in full 

compliance with all applicable laws and regulations of Northville Township. The 

Organization making the reservation assumes the full responsibility for their 

conduct and the conduct of all persons in attendance and for any damage 

done to any part of the premises during any time such premises were under the 

reserve of the organization, agent and/or guest. 

c. Children in attendance shall be supervised at all times within the meeting room. 

d. No food and/or drink is allowed within Township Hall without prior permission. These 

requests should be made when the reservation is requested. 

e. Smoking is prohibited in Township Hall or within 100 feet outside the building. 

f. The Contact person for the Organization must be at least 18 years of age to 

reserve a room. 

g. All corridors, exits and stairways must be free of obstruction at all times per Fire 

Prevention regulations. 

h. Room capacities, which are based on Fire Code Regulations, must be adhered to. 

i. No furniture or equipment is to be moved without permission from facility staff. 

j. The use of the kitchen and/or staff lunchroom, attached to the Lower-Level 

Training Room, is not permitted. 

k. Nothing may be dropped off prior to the reserved time and all supplies should be 

removed upon departure. 

l. Displays must be free standing and cannot be attached to any wall, structure, 

either interior or exterior. All displays must conform to State and Township fire and 

safety codes. 
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m. Northville Township is not responsible for lost, stolen or damaged personal property 

incurred during usage of the facility. 

n. Northville Township assumes no responsibility for accidents, injuries, lost or 

damaged articles while attending a meeting. 

o. Any accidents and/or incidents must be reported to the building coordinator 

immediately. 

p. Every effort will be made to provide the room to the user that was reserved; 

however, the Township has the right to relocate or reschedule the meeting as 

deemed necessary. 

q. Room must be vacated no later than 4:30 p.m. for daytime meetings and 9:30 

p.m. for evening meetings. 

r. User assumes full responsibility to return meeting room to the same condition as it 

was received. 

Northville Township reserves the right to refuse future reservations for violations of the General Rules 

and Guidelines. Any reservation that misrepresents its intent and/or purpose shall be subject to 

cancellation and/or denial of future reservations. 

*If Audio/Visual or other IT services are planned, registrant shall contact Township IT Department, 

Shaun Nicoloff at least one week before meeting date to schedule an appointment with IT 

Department. IT services will not be provided during reserved evening hours. 

Contact Info: Shaun Nicoloff, Director IT & Communications 

248-662-0496 

snicoloff@twp.northville.mi.us 

VIII. FORMS: 

2.1.002A Meeting Request Form 

 

IX. POLICY HISTORY 

See 1.1.003 Policy Review Process, Section IV(3)(a) 
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