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Subject: Township Hall Room Reservation Policy - Internal \ Policy: 2.1.003 | Pages: 2
Standards: General | Effective Date: 12/03/2021 | Revised Date: 02/04/2025
.  PURPOSE:

To clearly describe the policy and process for Trustees and Township staff to make
Township Hall room reservations and to define the rules and guidelines for their usage.

Il. POLICY STATEMENT:
Township Hall meeting rooms are available to all Township Trustees and staff under the
conditions and restrictions as described in this document.

. SCOPE:
All Trustees and Township staff who wish to utilize the Township Hall meeting rooms.
Township Hall meeting rooms include the following:
a. Assembly Room: 145 person capacity, Audio/Visual* equipment available
b. Lower Level Training Room: 83 person capacity, Audio/Visual* equipment
available
c. Manager's Conference Room: 8 Person capacity — scheduled through Executive
Administrator Ext. 10527
d. West Conference Room: 8 person capacity, teleconference & Audio/Visual*
available.
e. East Conference Room: 8 person capacity.

Note that rooms a., b., and d. above are also made available to outside
organizations through the Clerk’'s Office. Reference Policy 2.1.002. Priority is given to
Trustees and Township staff to conduct Township related business, however, every
attempt will be made to honor reservations made by outside organizations. Contact
the Clerk's Office if a conflict exists.

Clerk’s Office Contact Info: Katie Anderson, Deputy Clerk
Email: clerk@twp.northville.mi.us
Phone: (248) 348-5825 Ext. 10492

IV.  PRIORITY:
Priorities for scheduling and using Township Hall meeting rooms is 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 business (i.e., staff meetings, departmental activities/events, etc.) — as
scheduled by staff through Outlook Room Calendars.

5. Township Commissions — scheduled by the Chair or Secretary, or through the
Clerks Office.

6. Officially Recognized Township Committees — scheduled by the sponsoring
Township staff member through the Outlook Calendars-From Room List feature.
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V. AVAILABILITY
1. Reservations are available Monday through Friday during regular business hours.
Rooms should be vacated by 4:30pm to allow time for setup for any after hours
meetings.
2. Evening or after hours Reservations are available upon request through the Clerk’s
Office.

VI.  RESERVATION / CANCELLATION:
a. Trustees and/or Township staff members are responsible for making room
reservations using the Room Reservation through Outlook Calendar feature.
b. Cancellations are made by deletfing the reservation using the Room Reservation
through Outlook Calendar feature and should be completed as soon as the
person making the reservation is aware that the room will not be needed.

*If Audio/Visual or other IT services are planned, organizer shall contact Township IT support
staff at least one week before meeting date to schedule an appointment with the IT
Department.

Contact Info: IT Support

itsupport@twp.northville.mi.us

VIl. GENERAL RULES & GUIDELINES:

a. Displays must be free standing and can not be attached to any wall, structure,
either interior or exterior. All displays must conform to State and Township fire and
safety codes.

b. Room must be vacated no later than 4:30 p.m. for daytime meetings and 92:30
p.m for evening meetings.

c. User assumes the full responsbility to return meeting room to the same condition as
it was received.

VIII. FORMS:
2.1.003A Instructions: How To Book A Room In Qutlook

IX. POLICY HISTORY:
Revised 02/03/2023
Reviewed 01/12/2024
Reviewed 01/12/2025
Revised 02/04/2025
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