
	 	 	 	 	 Planning Commissioner Application 

About the Planning Commission 

The Planning Commission provides community leadership on local planning, 

development policy, and long-range land-use goals for the City. As an appointed 

advisory body, the Commission offers recommendations to the City Council on 

planning matters and plays a central role in shaping the City’s physical growth. 

The Commission is responsible for preparing and maintaining the City’s Master Plan, 

which guides zoning regulations, development standards, and future amendments to 

the Zoning Ordinance. This work directly supports the City’s commitments under the 

MEDC Redevelopment Ready Communities (RRC) program, including maintaining 

transparent, predictable, and data-driven planning and zoning processes. 

The Planning Commission is also the primary review body for Site Plans, ensuring 

proposed development aligns with the community’s vision and complies with adopted 

standards. Commissioners complete their review with support from professional staff 

and consultants, maintaining the high-quality development review practices required 

by the RRC program. The Commission also reviews Special Use requests—either 

making the final decision or forwarding a recommendation to the City Council, 

depending on local ordinance requirements. 

Finally, the Planning Commission serves as the main forum for considering 

amendments to the Zoning Ordinance text and map. Whether initiated by a property 

owner, the public, or the Commission itself, all proposed zoning changes require a 

public hearing and a formal recommendation from the Commission to the City Council, 

consistent with the public engagement and transparency expectations of the RRC. 



Deadline for Applications 
When there are openings on the Commission, information about the position and 

deadlines is posted on this web page: http://www.cityofwakefieldmi.gov, and posted at 

the City’s Municipal Building, 509 Sunday Lake Street, Wakefield, MI 49968. 

Details 
• Under City Code §32.41 and the City Charter, the Planning Commission is 

composed of five members, as follows:

• The Mayor (Charter-mandated)

• One member of the City Council (Charter-mandated)

• Two residents of the City of Wakefield

• The City Manager (Charter-mandated)

• In addition, the Mayor appoints two alternate members, as authorized by City 

Code §32.41(D), to temporarily fill vacancies or serve when regular members 

are absent.

• The Planning Commission meets on the Tuesday preceding the first regular 

City Council meeting of the month, consistent with City Code §32.41(E).

• All meetings are held at:

Wakefield Municipal Building 

509 Sunday Lake Street 

Wakefield, MI 49968 

5:30 PM  

http://www.cityofwakefieldmi.gov


Requirements & Duties 

Requirements: 

• Members of the Planning Commission must meet the eligibility standards 

established in City Code §32.41 and the City Charter, including: 

• Residency within the City of Wakefield (for all non–ex officio members) 

• Willingness and ability to serve a full three-year term 

• Commitment to impartiality, ethics, and transparent decision-making as required 

under State law and local policy 

• Basic familiarity with the City’s Master Plan, Zoning Ordinance, and RRC best 

practices (training provided) 

Duties: 

• Planning Commissioners are expected to: 

• Attend all regular monthly meetings and any properly called special 

meetings 

• Review Site Plans, Special Use requests, and zoning proposals in 

accordance with the Zoning Ordinance and MCL 125.3801 et seq. 

• Participate in preparing and updating the Master Plan, consistent with 

MEDC Redevelopment Ready Communities (RRC) standards 

• Engage in required training, including onboarding, annual continuing 

education, and any RRC-mandated development-review training 

• Maintain objectivity and avoid conflicts of interest, filing disclosures 

when necessary 

• Participate in public hearings and uphold the Open Meetings Act (OMA) 

and Public Notice requirements 

• Contribute to long-range planning discussions that shape land use, 

zoning, housing, infrastructure, and community development priorities 



• Support community outreach efforts, which may include attending 

related meetings or participating in community events that enhance 

public understanding of the planning process 

These requirements and duties are to ensure the Planning Commission fulfills its 

statutory role, meets the City’s RRC obligations, and maintains a transparent, 

predictable, and community-focused planning process.  

Desirable Qualification  

Ideal Planning Commission members should have: 

• Basic understanding of planning, zoning, and the community’s Master Plan 

• Strong ethics and impartiality, with commitment to transparent decision-

making 

• Constructive communication skills and the ability to participate in public 

meetings 

• Analytical thinking and the ability to review site plans and zoning proposals 

objectively 

• Collaborative mindset, working respectfully with staff, applicants, and fellow 

commissioners 

• Willingness to complete required training, including annual RRC-

recommended education 



How to Apply  

To be considered for appointment to the Planning Commission, please submit the 

following: 

• Planning Commission Application 

• Reference Investigation Consent  

• Planning Commission Questionnaire  

• A Letter of Interest addressed to the Mayor and City Council  

You may return your materials by: 

Mail or In Person 

Attn: Susan Ahonen, City Clerk 

City of Wakefield 

509 Sunday Lake Street 

Wakefield, MI 49968 

Email 

clerk@cityofwakefieldmi.gov 

Please ensure your application is complete and submitted by the posted deadline. 

Incomplete or late applications may not be considered. 

If you require a reasonable accommodation to complete the application or participate 

in the appointment process, please contact the City Clerk’s Office at (906) 229-5131 

ext. 1002 



FOIA Disclosure Notice 

Application materials submitted to the City of Wakefield are considered public records 

under the Michigan Freedom of Information Act (FOIA). Prior to release, the City will 

redact personal and protected information, including: 

	 •	 Personal home addresses 

	 •	 Personal phone numbers 

	 •	 Personal email addresses 

	 •	 Any information exempt from disclosure under MCL 15.243 

Redacted applications and letters of interest are available for public inspection at the 

City Clerk’s Office during regular business hours. Complete records may be requested 

through the FOIA process; however, exempt personal information will remain redacted. 



*Your application will be posted on the City's website after the deadline 

has passed and after personal information has been redacted.* 



 

Application 

Name:	  _____________________________________________		 Date: ____________________________ 

Address: 	 ___________________________________________________ 

	 	 ___________________________________________________ 

	 	 ___________________________________________________ 

Phone Number:	 ___________________________________________________ 

Email Address:	 __________________________________________________________________________________ 

I will have lived in the City of Wakefield for at least 30 days prior to my appointment. 

	 _____YES	 NO_____ 

Have you ever been convicted of a high misdemeanor or Felony? 

	 _____YES	 NO_____  

I am registered to vote. 

	 _____YES	 NO_____ 

I understand that the information provided in this application is part of the public 

record and may be disclosed to others upon request in accordance with the Michigan 

Freedom of Information Act (FOIA). 

Signature:	 _____________________________________________ 



CITY OF WAKEFIELD  
REFERENCE INVESTIGATION CONSENT 

DISCLOSURE/RELEASE/AUTHORIZATION FORM 

1. By this document, the City of Wakefield discloses that a consumer report may be obtained for employment 
purposes as part of the pre-screening background check and at any time during your employment or affiliation. 

2. Once signed, this document shall authorize the procurement of a consumer report by a credit reporting 
agency or other sources as part of the pre-screening background investigation. If accepted, this authorization shall 
remain on file. It shall serve as an ongoing authorization for the City of Wakefield or its agents or other sources to 
procure consumer reports at any time during my affiliation or employment period. 

3. I also authorize the procurement of an investigative consumer report and understand that it may 
contain information about my employment and educational background, criminal history, credit, workers comp claims, 
mode of living, character, and personal reputation. I also understand that you may use the internet, including social 
networking sites. I understand that I have the right to obtain additional disclosure as to the nature and scope of the 
investigation upon written request within a reasonable period of time and to obtain a copy of the report upon request. 
This authorization, in original or copy form, shall be valid for this and any future reports or updates that may be 
requested. 

4. In connection with this request, I authorize all corporations, companies, former employers, supervisors, 
credit agencies, educational institutions, law enforcement/criminal justice agencies, city, state, county, and federal 
courts, state motor vehicle bureaus, and persons to release information they may have about me to the person or 
company with which this form has been filed if required or their agent. 

5.  I further authorize you to secure an investigative consumer report at any time, and any number of times, 
before, during, and after my employment at the City’s (or its designee's) discretion if it has a legally permissible 
and legitimate need for the information requested. 

I release and hold harmless all parties involved from any and all liability for damages arising from requesting, 
procuring, or furnishing the requested information except with respect to a violation of Title VI of the Consumer Credit 
Protection Act. I authorize the employer and its agent/credit reporting agency and all associated entities and its clients 
to receive any criminal history information or credit report pertaining to me in the files of any state or local criminal 
justice agency or judicial entity. 

Signature: _____________________________________ Date: ______________ 

Furnished for positive identification: (Print Clearly) 

Last: ____________________________________ First:________________________________ 
A.K.A. (include maiden name): _________________________________________ 
SSN: _________-_______-_________ DOB: _____/_____/______ 
Driver License #: _________________________________________________ State: _____ 

Address History: 
CURRENT ADDRESS 

____________________________________________________________________________________ 
PREVIOUS ADDRESS 

___________________________________________________________________________________ 



Applicant Questionnaire 

Name:	 _____________________________________________ 

1. Why are you interested in serving on the Planning Commission?

2. What do you hope to contribute to the Commission and the community?

3. Have you reviewed the City’s Master Plan or Zoning Ordinance? If so, what stood

out to you?

4. Are you able to attend regular monthly meetings and occasional special

meetings or training sessions?

5. What do you see as key planning or development issues facing Wakefield?



6. What does responsible growth mean to you? 

7. How comfortable are you speaking in public and participating in structured 

meetings? 

8. Have you been a member of other boards, commissions, or committees? 

9. What would you like to tell us about your background or experience that might 

help advance the purpose of the Planning Commission? 

Notice: If additional space is needed for any response, or if you prefer to provide typed 

answers for clarity and legibility, you are welcome to attach separate pages or a document 

created using word-processing software (e.g., Microsoft Word, Google Docs, Apple Pages). 

Please clearly label all attached responses with the corresponding question number. 



Office of the City Clerk  
Tracking Sheet 

NOTES 

Tracking Category Date Completed Pass/Fail/Memo Initials

Application Received 

Residency Verification Completed

Voter Registration Verified 

Background Check Initiated 

Background Check Completed

Application Provided to City Manager’s Office 

Questionnaire Provided to City Manager’s Office
Letter of Interest Provided to the City Manager’s 

Office 
Background Check Results Provided to the City 

Manager’s Office
Entire Applicant Packet Uploaded to Server

Questionnaire Redacted fo Public Release

Redacted Questionnaire Posted to Website
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