
 

Payment Policy and Procedures 
 
 
 
 
 
 
The Michigan Balance of State Continuum of Care (MIBOSCOC) is dedicated to ending 
homelessness through the most efficient and effective strategies. This work necessitates 
payment to individuals, contractors, and businesses for their services to implement the goals of 
the MIBOSCOC.  
 
MIBOSCOC is not a legally recognized organization and therefore must work through partners 
to make any agreed upon payments. These partners may have additional requirements to make 
payments that are not listed within this policy. These will be outlined in any written agreements 
with those partners and communicated to impacted entities as quickly as possible.  
 
MIBOSCOC primarily uses HUD CoC Program Planning Grant funds to support CoC functions. 
As such, payments must align with requirements set forth in 2 CFR Part 200. Additionally, the 
MIBOSCOC cannot make payment for time or services that have been paid through any other 
party for any other purpose.  
 
Vendor Setup 
 
In order to receive payment through the CoC Planning Grant, the contractor must be set up as a 
vendor within the payment system of either the Michigan State Housing Development Authority 
(MSHDA) or Michigan Coalition Against Homelessness (MCAH). This is accomplished by the 
contractor completing a W-9 form. The contractor will receive a 1099 form in the mail, to the 
address on the provided W-9 by the IRS deadline for these forms, sent by MSHDA and/or 
MCAH, if the contractor received funding over the limit set by the IRS.  
 
Additionally, MCAH has an internal form on which the contractor can specify the type of 
payment they prefer and any back up payment methods. MSHDA only offers payment via a 
mailed check at this time.  
 
Payment types: 

●​ Time-Limited,Task-Specific Contract Work 
●​ Reimbursement for CoC Activities 
●​ Payment of CoC Contracted Personnel 
●​ Executive Committee Payment 
●​ Payment for Subject Matter Experts  

 
Time-Limited, Task-Specific Contract Work 
 

 Payment Policy and Procedures for Contractors. Approved 1/8/2026 
1 

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200


 

All contract work must be conducted under and in accordance with the contract signed by the 
MIBOSCOC Chairperson. To initiate payment, the contractor must submit an invoice detailing 
the work performed. This invoice must be reviewed and approved by the Executive Director and 
the MIBOSCOC Treasurer.  
 
These payments will be made through the Michigan State Housing Development Authority 
(MSHDA). The contractor must become a vendor with MSHDA, a requirement detailed above in 
Vendor Setup.  
 
Payments made by MSHDA will be made exclusively by a paper check sent in the mail. 
Payments will be made within 30 days of invoice.  
 
Reimbursement for CoC Activities 
 
Reimbursement can be made for costs incurred on behalf of the MIBOSCOC. These costs must 
be eligible expenses under the grant to which they are charged and they must have 
pre-approval from the Executive Director and CoC Treasurer. The Executive Director’s invoices 
will be reviewed by the Treasurer and the Board Chair. Whenever possible, charges should be 
paid directly to the entity charging for the expense, rather than reimbursed to a CoC staff or 
member.  
 
When seeking reimbursement, proof of payment must be provided along with the request. This 
will be approved by the Executive Director and the MIBOSCOC Treasurer. The person or entity 
seeking reimbursement must be an approved vendor/ payee in the system of the payment 
provider.  
 
When receipts are submitted as proof of payment, they may be submitted electronically. 
However, the receipt must be able to be read clearly. If downloaded with a phone, an application 
to scan as a document (such as in Google Docs) is preferable to a picture with a phone. 
Receipts must be retained until payment has been received. If a receipt is illegible, payment 
cannot be made.  
 
Payment will be made within 15 days of invoice, although paper check payments may take 
longer to be received due to the mail service.  
 
Reimbursements will be included on the 1099 for those paid more than $600 in the calendar 
year. Contractors are encouraged to maintain records for the year that separate taxable income 
(payment for time or services, travel per diems) from reimbursed costs. 
 
Payment of CoC Contracted Personnel 
 
All contract work must be conducted under and in accordance with the contract signed by the 
MIBOSCOC Chairperson. To initiate payment, the contractor must submit an invoice for the 
work performed that month. A separate report detailing the work completed under the contract is 
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due monthly to be reviewed by those supervising the contract. Specific guidance will be 
provided within each contract. The invoice must be reviewed and approved by the Executive 
Director and the MIBOSCOC Treasurer. The Executive Director’s invoice will be reviewed by the 
Treasurer and the Board Chair. Contracts will specify payment amounts and schedules, but 
payments should generally be the same amount monthly and invoiced in the 10 day window 
between the last 5 days of the month being paid and the first 5 days of the next month. Travel 
costs will be specified in individual contracts, but generally, travel time is not paid separately, 
contractors are responsible for their own accommodation arrangements, and travel expenses 
will be paid as specified below in Travel Reimbursement.  
 
These payments will be made through the Michigan State Housing Development Authority 
(MSHDA). The contractor must become a vendor with MSHDA, a requirement detailed above in 
Vendor Setup. 
 
Payments made by MSHDA will be made exclusively by a paper check sent in the mail. 
Payments will be made within 30 days of invoice.  
 
Contractors will be mailed a 1099 within the month of January, to the address on file. To become 
a vendor, the contractor must complete a W-9 form that will be provided if necessary and upon 
request by the CoC Support Coordinator or Executive Director. This form should be updated 
with any future changes.  
 
 
Executive Committee Payment 
 
Members of the Executive Committee are elected in the annual meeting or via a virtual election 
process as outlined in the Governance Charter. Members are expected to attend a monthly 
meeting, review materials before the meeting, and be available throughout the month to 
respond to staff emails. In compensation for this commitment, Executive Committee members 
are paid $300 each month and the Chairperson $700 each month.  
 
Payments to HELP and YAB members on Executive will be paid out via the direct payment 
methods provided by MCAH. These payment requests will follow the process outlined in the 
following section, Payment for Subject Matter Experts. Payment to the Treasurer will be 
reviewed and approved by the Executive Director and CoC Chairperson.  
 
Payments to Executive members who are employed for an agency that paying their regular 
wages for their participation will be paid to the agency as compensation rather than to the 
individual.  
 
Payments to other Executive Committee Members will be paid following the process outlined 
above under Time-Limited, Task-Specific Contract Work, with one exception being that the CoC 
Chairperson and Executive Director will review and approve invoices submitted by the CoC 
Treasurer.  
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Payment for Subject Matter Experts  
 
Members of either the Homeless Expertise Leading Programming (HELP) Committee or the 
Youth Advisory Board (YAB) who are not employed by an agency or company that will pay their 
time for HELP or YAB are eligible to receive payment for their time worked. 
 
This time will typically be spent in meetings but may include other activities. The number of 
meetings and type of meetings approved for compensation may vary, but should be included in 
the Membership Agreement. Any other activities for which payment is sought must align with 
MIBOSCOC workplans, not be a role or responsibility of contracted personnel, and must have 
prior approval by the Director of Systems Coordination and the Executive Director. All time in 
meetings or other activities must be logged in the approved format/ program and are verified by 
the Director of Systems Coordination.  
 
These payments are made, at minimum, monthly through a contract between the MIBOSCOC 
and a third party payer, the Michigan Coalition Against Homelessness (MCAH). Payments must 
align with the scope of the contract. MCAH is contracted to make payment within 7 business 
days of receipt of the request, however an additional 3 business days are allotted for CoC Staff 
to verify and record payments prior to MCAH’s receipt. Therefore, payments will be made within 
10 business days of the month end. If paid via paper check, there may be additional time due to 
mail service.  
 
HELP/YAB members must complete a W-9 form and complete a MCAH Payment Type Request, 
as detailed above in Vendor Setup. 
 
Cancellation or Shortened Meeting Policy 
 
If a regularly scheduled HELP or YAB meeting cannot be held as planned, staff will work to 
reschedule the meeting. If HELP or YAB members regularly attend other CoC Committees and 
a committee’s meeting is cancelled within two (2) business days of the regularly scheduled 
meeting time it is the policy of the MIBOSCOC to pay the HELP or YAB member for the regular 
meeting time as if it had occurred due to the member having made time and arrangements to 
attend the meeting. In addition, meetings that end earlier than the time allotted (eg. A meeting 
with a 60 minute calendar invite ends after 45 minutes.) will be paid to the HELP or YAB 
member for the full time allocated to that meeting. If a meeting runs longer and the member is 
able to stay for the duration of the meeting, that additional time should be tracked on the time 
tracking tool used by HELP or YAB.  
 
Special Activities (The following list is not exhaustive but should include the most common 
costs.) 
 
A. Listening Sessions:  
Listening Sessions (In-Person) 
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Payment for HELP/YAB traveling to attend or facilitate a listening session in person should be 
paid at the following rate:  
Active Listening Session Facilitation/Note Taking/Preparation Time: $75/hour 
Drive/Travel Time: Paid at the standard rate, plus travel expense reimbursement.  
 
Listening Sessions (Remote): 
Active Listening Session Note Taking/Preparation Time: Paid at the standard meeting rate ($50). 
Facilitation of the meeting is paid at $75/hour. 
 
For more details about travel and overnight trips, please see Travel for HELP/YAB below.  
 
B. Working on Materials Outside of a Meeting: 
This can include: development of a document, presentation, or other written material, formal 
review of written materials, reading and drafting emails, informal or impromptu meetings 
regarding MIBOSCOC business, or other assigned work.  
 
All activities here must be relevant to the HELP or YAB’s current work, must be assigned 
through the committee discussion/ agreement, and must have prior approval and estimated 
work time by the Director of Systems Coordination. Any work time beyond the estimate must be 
approved by the Director of Systems Coordination before the work continues.  
 
This work will be paid at the standard rate ($50).  
 
C. Conferences/Trainings/Meetings:  
Conferences/Trainings/Meetings (In-Person) 
Payment for HELP/YAB traveling to attend or present at a conference/training/meeting in person 
should be paid at the following rate:  
General Attendance time: Paid at a day rate determined by the annual budget 
Active Presentation/Preparation Time: $75/hour 
Drive/Travel Time: Paid at the standard rate, plus travel expense reimbursement. 
 
For more details about travel and overnight trips, please see Travel for HELP/YAB below.  
 
Conferences/Trainings/Meetings (Remote): 
Virtual conferences/trainings/meetings will be paid at the standard rate if less than two hours 
($50) and paid at a day rate determined by the annual budget if greater than two hours.  
Presentation and preparation time for virtual sessions will be paid at the standard rate ($50).  
 
Conferences/Trainings/Meetings (Facilitation): 
For situations not stated in other sections, if the member is facilitating the meeting a differential 
rate for facilitation should be applied to that time. This rate of $25 would bring the hourly 
payment to $75. 
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D. On-Site Project Monitoring: 
On-Site Project Monitoring (In-Person): 
Payment for HELP/YAB traveling to attend or facilitate on-site project monitoring should be paid 
at the following rate:  
Active Monitoring Participation Time: $75/hour 
Drive/Travel Time: Paid at the standard rate, plus travel expense reimbursement. 
 
On-Site Project Monitoring (Remote): 
Active Monitoring Participation/Note Taking/Preparation Time: Paid at the standard meeting rate 
($50).  
 
For more details about travel and overnight trips, please see Travel for HELP/YAB below.  
 
Travel for HELP/YAB 
Whenever possible, hotel rooms will be secured by MIBOSCOC so that HELP/YAB members 
will not need to present a credit card. In these instances, no other charges are permitted to be 
added to the hotel room bill.  
 
See Travel section for more detailed information on travel costs.  
 
Travel Reimbursement 
MIBOSCOC adheres to the U.S. General Services Administration (GSA) rates for travel costs. 
For additional clarity, the following policies apply.  
 
Travel Time for Contracted Staff 
Unless otherwise specified in their contract, contracted staff will not receive compensation 
beyond their contracted monthly amount during travel time.  
 
Hotel 
A hotel may need to be secured in an area with limited options. In this situation, the contractor 
may have difficulty finding a rate within the GSA hotel allowance. Contractors are not expected 
to book hotels with ratings that indicate health and safety hazards such as mold or bedbugs. If a 
suitable hotel is above the GSA rate, the contractor shall provide evidence that 1) there were no 
other hotels in the area, 2) other hotels did not meet health and safety standards, and/or 3) 
other hotels were more expensive.  
 
As noted above, hotel arrangements for HELP and YAB will be made by MIBOSCOC staff and a 
credit card authorization form will be completed for the hotel so that the traveler will not need 
their own card.  
 
All other contracted staff traveling will need to make their own hotel arrangements that follow 
guidance above. Whenever possible for conference travel, the contractor should seek to stay in 
the hotel that has a block rate secured by the host. 
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In all instances, the traveler should be mindful of cancellation deadlines if the need arises. If a 
traveler cannot travel as planned, they should receive approval from the Executive Director 
before cancelling and incurring a penalty. The Executive Director may be able to transfer the 
reservation to another member.  
 
Meals 
Rather than straight reimbursement, meals will be paid by the per diem rates with the following 
stipulations. 
 

●​ All meal per diem reimbursements require that the contractor is at or is traveling to a 
location more than 50 miles from their residence.   

●​ Breakfast can be paid if the travel begins by or before 8am. 
●​ Lunch can be paid if the travel or work will be before 11am and after 2pm.   
●​ Dinner can be paid if the travel will continue later than 6pm. 

 
Receipts do not need to be retained or submitted for meal per diem payment. Payment may be 
made in advance of the travel rather than reimbursement. If the payment is made in advance 
and the travel is cancelled for any reason, the contractor must work with staff to determine the 
proper process of repayment. The contractor should not return funds electronically to their 
source without prior approval from the Executive Director.  
 
Vehicles 
Car rentals may be reimbursed. The contractor assumes cost, risk, and responsibility with the 
rental agency and is responsible for maintaining their own insurance. Receipts for the car rental 
and gas purchased for the car must be retained and submitted in order to receive 
reimbursement. See Reimbursement for CoC Activities for details on receipt submission.  
 
Mileage may be reimbursed when the contractor is traveling by a car they have procured. 
Mileage will be paid for the distance from the contractor’s home to the event location and for 
reasonable distances* to obtain meals. Any additional travel must be work related and approved 
by MIBOSCOC staff to be eligible for reimbursement. The mileage must be logged on the 
MIBOSCOC provided document.  
 
Taxis, ride shares, and buses may be reimbursed. This travel should be for necessary to attend 
the event or for reasonable distances* to obtain meals. Receipts must be retained and 
submitted for reimbursement. See Reimbursement for CoC Activities for details on receipt 
submission.  
 
* Determining reasonable distances - in northern Michigan, one may need to travel 15 miles or 
more to find an open restaurant, in Washington DC, one is likely able to find a suitable 
restaurant within walking distance, so travel 15 miles for dinner not related to a work event in 
Washington DC is unlikely to be permitted.  
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Child Care 
If a HELP or YAB member must secure child care for a child in order to attend an in-person 
meeting or conference, these costs can be accommodated and should be considered in the 
event budget. The need should be discussed with the Director of Systems Coordination and 
approved by the Executive Director.  
 
Taxes 
Each payment type may be subject to taxation. Depending on the payment type, a W9 must be 
provided to either Michigan State Housing Development Authority (MSHDA) or Michigan 
Coalition Against Homelessness (MCAH), and those agencies will send 1099 forms to all 
recipients of payments over $600 in the calendar year by the IRS deadline. It is the 
responsibility of the recipient/ contractor to determine and pay any tax due. Contractors are 
encouraged to keep records of which payments were made as reimbursements for 
out-of-pocket costs and which were made as payment for time, work, or meal per diem. This 
record should be used in tax preparation.  
 
For those who qualify, there are free tax preparation services available around the state that can 
be found at https://michiganfreetaxhelp.org/ or by calling 211. 
 
Stop Check Policy 
If a payment was to be made by mailed check and is not received within 7 days of the date it 
was mailed, the check can have a stop payment applied and re-issued. This is initiated by the 
contractor notifying that the payment has not been received.  
 
The Executive Director will communicate directly with MCAH or MSHDA to verify mailing date 
and address, and initiate the stop payment, at the request of the contractor. If the original check 
is received by the contractor after the stop payment was requested, they should write “Void” on 
the check and mail it back to the originator. If the check in question has been cashed, no stop 
payment will be possible and another check cannot be reissued. The process for reissuing a 
check will take as long as the typical payment process, plus one-two business days for the bank 
to confirm the request.  
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