
The Finance Department is committed to the safety of our staff and community as well providing all 

necessary services to its customers.  To help lessen the spread of the COVID-19 virus, our office remains 

staffed at less than full capacity, with some working from home and some on staggered shifts or flex-time 

hours.  We ask that in-person visits only take place to deal with essential business needs and by appointment 

until the emergency declaration is lifted, as our main door will be locked.  Our drop box should be used 

whenever possible, and envelopes are available for your use in the “forms cabinet” on the opposite wall.   

 

Payrolls will continue to be processed on the usual schedule.  All employees still receiving a physical check 

are encouraged to contact Payroll and switch over to direct deposit by providing your bank’s routing number 

and your account number.  Several have already! 

 Payroll Vouchers must be scanned and submitted via e-mail in one PDF file, by department with all 

its employees included, to payroll@nezperce.org no later than 3:00 pm every Friday in the week 

before the payday.  Please do not e-mail or submit individual vouchers to Payroll staff members 

separately…unless absolutely required.  Payroll Changes may be e-mailed anytime during that week 

prior to Fridays. 

 If employees are unavailable, vouchers may be processed and signed by their Supervisor, with the 

2nd signature being that of the responsible Manager. 

 On paydays, checks for each individual department will be available at the back door in our office, 

under the schedule for pickup by individual departments issued previously in order to provide for 

social distancing. 

 

ACCOUNTS PAYABLE 

 

 All fully completed and approved Requisitions and other requests for payment to employees or 

vendors, along with appropriate supporting backup, should be scanned and e-mailed to 

requisitions@nezperce.org.  Following receipt, they will be forwarded to the appropriate 

Accountant to review prior to forwarding to the Accounts Payable staff for processing the check, 

Purchase Order, or credit card payment (remember…only when required by the vendor). 

 The main check runs will still be Monday, Wednesday and Friday, and checks will be available for 

pickup in each department’s mailbox in the front office at 2:30 p.m. (both for vendors and individual 

employees, to include Petty Cash reimbursements received the day before).  Each department will 

then distribute them as required. 

 The e-mail accountspayable@nezperce.org should be used to submit receipts and packing slips 

on Purchase orders.  NOTE:  it should not be used to submit items referred to in the first bullet 

above. 

 

FRONT DESK 

 

 The drop box can be used to make any payments owed to the Tribe by either cash or check.  Cash 

and checks should be placed in a sealed envelope.  Credit card payments can be made only by calling 

208-621-3838, not in person at our front desk.  Please also use the drop box for any other hard copy 

materials in need of processing by Finance. 

 

As we progress through this emergency situation, we remain flexible to modify procedures as necessary. 

 


