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CHARTER TOWNSHIP OF NORTHVILLE 

Subject: Northville Township Employee Contact Policy Policy: 3.1.005 Pages: 3 

Standards: General Effective Date: 07/26/2024 Revised Date: 00/00/0000 

 

I. PURPOSE: 

To establish a clear process and set expectations for updating the Township contact 

information, including the digital & physical phone directory, email contacts and 

department contact to ensure accurate and current contact information for efficient 

communication within the Charter Township of Northville. 

 

II. POLICY STATEMENT: 

It is the policy of the Charter Township of Northville to maintain up-to-date Township 

contact information. The Information Technology and Communications (ITaC) 

Department, with the assistance of the Human Resources Department, is responsible for 

overseeing contact accuracy and ensuring it is updated regularly. This policy outlines the 

procedures for updating contact information, including the responsibilities of individual 

departments to provide current contact information to the Human Resources Department 

during any event that results in a change in an employee’s contact information, such as 

department, title, cellphone or desk phone changes. 

 

III. SCOPE: 

All employees, including contractual, and volunteers of the Township. 

 

IV. DEFINITIONS: 

Active Directory:  Is a Microsoft service that manages and organizes network resources, 

such as computers, users, and devices, in a centralized database. It provides 

authentication, authorization and directory services, allowing administrators to efficiently 

control access and implement policies within a network. 

 

Contact Information:  Includes names, job titles, department names and phone numbers 

of employees. 

 

Global Address List: Is a directory service within Microsoft Outlook that provides a 

centralized address book containing email addresses and contact information for all 

employees, distribution groups and resources within the Townships organization. It allows 

employees to easily find and communicate with one another. 

 

Physical Phone Directory:  A printed document containing contact information for 

various employees across all Township departments. 

 

Update Cycle:  The scheduled interval at which the physical phone directory is reviewed 

and updated. 
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V. PROCEDURES: 

1. Information Submission: 

a. Department Directors are responsible for notifying Human Resources of new 

employees, separated employees, employees who have received a 

change/promotion, or any seasonal/part-time employee returning to work 

after or taking a break from employment.  

b. The HR Department will notify the ITaC Department of the upcoming 

request via the HelpDesk ticketing system and will update the employees’ 

contact information accordingly.  

c. These updates will be completed as they occur and contact updates will 

follow the process outlined below.  

2. Update Process:  

a. Global Address List and Digital Phone List 

i. The Township’s global address list and digital phone list are 

integrated with the Township’s active directory. As contact 

information changes are made to the employee’s network account, 

the digital phone list and the global address list will be updated 

automatically. 

ii. If you notice a correction that needs to be made to the digital 

phone list or the global address list, contact the Human Resources 

Department to request the change. The HR Department will then 

coordinate with the IT Department to ensure the update is 

completed. 

iii. The digital phone list can be found at the Northville Township 

SharePoint site https://twpnorthville.sharepoint.com/ under Phone 

List.   

b. Printable Phone List 

i. The ITaC Department will make changes to the printable phone list 

throughout the month as HR notifies ITaC of the changes. 

ii. The ITaC Department will send a copy of the physical phone 

directory to the HR department for review monthly.  

iii. Once approved by the HR department, the updated printable 

phone list will be placed on the shared network drive once a month 

at the following location S:\Community Relations\Phone List.   

c. The ITaC Department will update the physical phone directory based on 

the notification and approvals from the HR Department. 

d. If an employee notices or questions any contact information within their 

own department, they should notify their direct report. If the inquiry is 

regarding a different department, the employee should notify the 

individual department of the potential contact information error.       

3. Interim Updates: 

a. If significant changes occur between scheduled updates, department 

directors may request an interim update by submitting the standardized 

ITaC HelpDesk request. 

b. Interim updates will be processed within two weeks of submission. 

 

VI. RESPONSIBILITIES: 

Department Directors: Ensure timely submission of accurate contact information for their 

departments. Review and approve updates prior to update cycle deadline.  

https://twpnorthville.sharepoint.com/
file:///S:/Community%20Relations/Phone%20List
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HR Department: Verify departments are properly and timely notifying HR of personnel 

changes and notify the ITaC Department as they are received. 

ITaC Department: Oversee the update process, verify submitted information with Human 

Resources, and ensure timely publication and distribution of the directory. 

 

VII. RELATED INFORMATION: 

5.1.006 Selection & Separation Policy 

 

VIII. POLICY HISTORY: 

All policies will be set for an annual review by the Township Directors and Township 

Manager. PowerDMS will keep a history of these reviews in its database. 

 


