Memorandum

To:

Southwest Michigan Planning Commission Full Board Members

From:

Maria Vettraino, Administrative Assistant

Date:

February 8, 2022
Re:

Per Diem and Expense Reimbursement Policy

The purpose of this memo is to provide a synopsis of the Southwest Michigan Planning Commission’s per diem and expense reimbursement policy for board members attending Full Board and/or Executive Committee meetings, and to establish each member’s eligibility for reimbursement.

Currently the policy allows for the payment of a per diem in the amount of $30 per Full Board or Executive Committee meeting (special committee assignments receive $15) under the following conditions:

· Members attending meetings without any other compensation from an employer or employing institution shall be eligible to receive a per diem

· Members attending meetings who are required to use employee leave time to account for time spent at the meetings shall be eligible to receive a per diem

· Members who attend meetings during their normal working hours and are paid as part of their normal duties shall NOT be eligible to claim a per diem

The current policy also allows for the payment of mileage expense reimbursement at the rate of $0.585 per mile, for the distance normally traveled from home or work place to the commission meeting location, under the following conditions:

· Members who use their own vehicle and receive no other expense reimbursement from an employer or employing institution shall be eligible to receive mileage reimbursement.

· Members who use a company or employer-owned vehicle or are compensated for their mileage in any other way shall NOT be eligible to receive mileage reimbursement.

2022 PER DIEM AND EXPENSE VERIFICATION FORM

MUST be on file in order for funds to be disbursed.

Please complete and return the form as soon as possible to:

vettrainom@swmpc.org
or 

SWMPC, Attn: Maria Vettraino
376 W. Main St. Suite 130

Benton Harbor, MI  49022
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Thank you!
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	Southwest Michigan Planning Commission

376 East Main Street, Suite 130

Benton Harbor, MI  49022-3651

(Phone) 269-925-1137  (Fax) 269-925-0288

(Email) vettrainom@swmpc.org


	2022 PER DIEM AND EXPENSE VERIFICATION FORM

Please submit the completed form even if you are not eligible for per diem and mileage.  It is important that SWMPC have a form on file for each member.  This form must be on file in order for funds to be disbursed


	Payee: (Your name)  

	Address:  

	City, State, Zip:

	This address may differ from the one given in the member profile


1. Please indicate by placing an X in the box below if you meet the prescribed eligibility requirements to receive the per diem payment of $30 per meeting attended ($15 sub-committee).
	1.  Eligible for per diem?

	  (Yes
	 (No

	


2. Please indicate if you are eligible for mileage by placing an X in the box below.

	2.  Eligible for mileage?

	 (Yes
	 (No

	

	3. Eligible miles are counted from home, or place of employment, to SWMPC meeting location and return trip of equal miles.  (Please provide only one-way trip mileage, we will calculate the round-trip mileage).

*ONE WAY miles from your starting point (home or office) to:

Cass County Road Commission, 340 North O’Keefe St, Cassopolis, MI  __________*

*computer automatically doubles


Southwest Michigan Planning Commission

376 West Main Street Suite 130
Benton Harbor, MI  49022-3651
269-925-1137

2022 Board Membership Profile
Please complete the information on BOTH sides of this form

and return as soon as possible.
To keep our board membership information as up-to-date as possible, we are requesting the following information:
	Name:

	
	
	

	Address:  (Please provide the address where your SWMPC board and other related information is to be sent)

	

	

	
	

	Home Phone:
	Work Phone:

	
	

	Email Address:
	Cell Phone:

	
	

	Occupation:
	

	

	Representative position held on the SWMPC board and if you hold elected office in a jurisdiction:  (i.e. Cass County Citizen Representative, Township Clerk Boardwalk Township, Mayor of St. Charles Place, etc. and if applicable, please designate your alternate, if appropriate)

	

	

	

	


IMPORTANT INFORMATION ON BACK
U.S. Economic Development Authority Requested Information

To maintain our designation as an Economic Development District recognized by the U.S. Department of Commerce/Economic Development Administration, the SWMPC is required to annually provide documentation that the board adequately represents various interests including 
women and ethnic minorities.
	PLEASE PROVIDE INFORMATION ABOUT ALL ITEMS APPLICABLE TO YOU
	

	
	
	
	
	
	

	STATUS
	male
	female
	unemployed
	retired
	disabled

	check if applicable
	 
	 
	 
	 
	 

	Please specify racial /ethnic minority, if any: _ _ _ _ 
	_ _ _ _ _ _ _
	
	
	

	
	
	
	
	
	

	Local Government
	Elected
	 
	Appointed
	 
	Employed

	Examples:
	Mayor
	
	Planning
	
	City Manager

	County, City, Township or Village
	
	
	
	
	

	official, board, committee
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Economic & Business
	Leadership (CEO, Chair etc.)
	 
	Member

	Possibilities: Business owner,
	
	
	
	
	

	Professional Associations,
	
	
	
	
	

	Chamber of Commerce, DDA,
	
	
	
	
	

	Labor Union, etc.
	
	
	
	
	

	
	
	
	
	
	

	Community Organizations
	Leadership (Chair, Secretary, etc.)
	 
	Member

	Possibilities: Neighborhood/Housing,
	
	
	
	
	_

	Environmental,
	
	
	
	
	

	Historic Preservation,
	
	
	
	
	

	Recreation,
	
	
	
	
	

	Social groups,
	
	
	
	
	

	Religious Affiliations, etc.
	
	
	
	
	

	
	
	
	
	
	

	Educational Affiliations
	Leadership (Chair, Secretary, etc.)
	 
	Member

	Possibilities: Professional,
	
	
	
	
	

	School Boards,
	
	
	
	
	

	Advisory committees, etc.
	
	
	
	
	

	
	
	
	
	
	

	Health Care Affiliations
	 
	Leadership Role
	 
	 
	Member

	Possibilities: Professional,
	
	
	
	
	

	Boards, etc.
	
	
	
	
	

	
	_______
	________
	___________
	________
	_________


5.
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