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A. Purpose 
To establish guidelines for Accounts Payable Processing excluding Gaming 
Accounting Accounts Payable processing 

B. Scope (The following sections are included in this procedure):
1. Guidelines for completing tasks related to payment processing 

C. Guidelines 

1. The Oneida Tribe normally issues payment to vendors using a centralized 
payment process within the Central Accounting department. 

2. Payment processing should be completed in the most efficient manner 
possible, ensuring the payments are accurate, timely, and comply with: 
a) Governmental tax requirements 
b) Tribal Accounting requirements 

3. The Oneida Tribe has two weekly scheduled payment processing times. 
a) Tuesday at 10:00 am 
b) Thursday at 10:00 am 
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4. The most efficient method to process vendor payment is within the 
scheduled payment processing times. 

a) Processing payments other than the two weekly scheduled 
payment times should be avoided by appropriate planning and 
timely submission of payment request documentation to Central 
Accounting.

b) If a fund unit does need a payment processed other than the two 
weekly scheduled payment processing, the fund unit will be 
charged a processing fee of $100.00 per check request. 

5. Time line for submission of payment request. 

a) All tasks related to the payment request must be completed 24 
hours prior to the check run. For example, to be included in the 
Tuesday 10:00 am check run, tasks must be completed prior to 
10:00 am on Monday. Tasks may include but not limited to: 
1) Purchase Order releasing/receiving within the Infinium 

system
2) Submission of complete and accurate invoices, payment 

requests etc. to the e-mail address 
CentralAccounting_Payables

3) Requests that are not accurately completed or received after 
the 24 hour window may or may not be included in the check 
run depending on the time available by the Accounts 
Payable team. 

b) Stipends 
1) Due to the extensive time needed to process stipend 

payments which are only paid on Tuesdays, the tasks 
related to stipends must be completed prior to 10:00 am on 
Friday, which is two working days prior to the check run. 
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1.0 PURPOSE 

To develop a consistent process for nominating potential candidates at a Caucus for special and 
general Tribal elections in accordance with Tribal law. 

2.0 DEFINITIONS 

2.1 Applicant - a potential candidate who has not yet been officially approved for acceptance 
on a ballot. 

2.2 Candidate - a petitioner or nominee for an elected position whose name is placed on the 
ballot by the Election Board after successful application. 

2.3 General Election - the election held eveiy three (3) years in July to elect the 
Chairperson, Vice-Chairperson, Secretaiy, Treasurer, and the five Council Members of 
the Business Committee and may include contests (other races) for elected board, 
committee and commission positions. 

2.4 Special Election - the annual election held to fill elected vacancies of all boards, 
committees and commissions, primaty election for Business Committee positions, if all 
vote recipients decline or are otherwise unable to be declared the winner, or filling an 
unexpected board, committee or commission vacancy that requires a special election 
according to the bylaws of that entity. 

3.0 WORK STANDARDS 

3 .1 The Election Board will not release the nominated individuals at the caucus 

3 .2 The Election Board will not hold more than one caucus per election cycle 

4.0 PROCEDURES 

4.1 PRE-CAUCUS ACTIVITIES 

4.1.1 Ensure there are ample blank applications. If additional applications needed, 
order from Oneida Printing. 
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4.1.2 Determine Caucus location and contact the facility to ensure equipment is 
ready and doors are open. 

4.1.3 Date is set for the Elections 

4.1.3.1 Dates for General Election recommended by Election Board but 
GTC ultimate decision maker as General Election dates selected 

4.1.3.2 
and approved by GTC at Annual meeting. 
Dates for Special Elections recommended by Election Board. 
The Special Election date is approved by the Business 
Committee. 

4.1.4 Dates for Caucus 

4.1.4.1 The Election Board shall be responsible for calling a caucus 
hP.forn �nv P.IP.r.tion is hP.lrl _ 
- - - - - . . ., 
4.1.4.1.1 The caucus for the general election shall be held at 

least ninety (90) calendar days prior to the election 
date. In a general election year, caucuses shall be 
combined so that candidates for the Business 
Committee and elected boards, committees and 
commissions are nominated at the same caucus. 

4.1.4.1.2 Caucuses for other elections shall be held at least 
fo1ty-five ( 45) calendar days prior to the election 
date. 

4.1.4.2 Caucus Notice shall be posted to the general membership prior to 
Caucus date. This includes the date, time, and location. 

4.2 CAUCUS ACTIVITIES 

4.2.1 Arrive at least one (1) hour early to set up. 

4.2.1.1 All members must arrive promptly at designated time. Stipend is 
forfeited if more than 15 minutes late. 

4.2.1.2 If members do not arrive within fifteen (15) minutes of expected 
arrival time, member on standby will be called to replace the 
absent member. 

4.2.2 A minimum of four (4) and a maximum of six (6) Board members shall be 
present to assist at Caucus by luck of draw if necessary. 

4.2.2.1 

4.2.2.2 

4.2.2.3 

4.2.2.4 

Spokesperson (Should be Chair or Vice-Chair) 

Record keeper (Secretary preferred or Delegate) 

Mic runners (Max of 2) 

Application distributor 

4.2.3 Election Board members shall not nominate individuals at the Caucus as it 
presents a look of impropriety and may be perceived as a conflict of interest. 
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4.2.3.1 If Election Board member chooses to nominate any individuals 
at the Caucus, that member shall recuse themselves from 
remaining election processes for that election cycle. 

4.2.4 For Primaries/General Elections, nominations shall consist of the following 
positions: Chairperson, Vice Chairperson, Treasurer, Secretary, Council 
Member and other elected positions as required by by-laws or creating 
documents of a board, committee, or commission. 

4.2.5 The procedures for the caucus shall be as follows: 

4.2.6 Election Board spokesperson shall call the meeting to order and announce the 
information on the caucus script to those present at the caucus. (Reference 
Caucus script). 

4.2.7 

4.2.8 

4.2.9 

4.2.10 

4.2.11 

4.2.12 

4.2.13 

4.2.14 

4.2.6.1 

4.2.6.2 

4.2.6.3 

4.2.6.4 

4.2.6.5 

Explain vacancies and Caucus process. 

Open nominations 

Close nominations 

Poll nominees 

Distribute applications 

For Special Elections, all nominations are based upon the vacancies of 
boards, committees, and commissions ie. ONCOA. Land Commission, 
Gaming Commission, School Board, etc. 

Vacancy infmmation obtained from Tribal Secretary's office per formal 
action of the Election Board. 

Candidates shall be nominated from the floor. 

Those nominating individuals must state their name along with name of 
nommee. 

Candidates shall be nominated from the floor. 

Candidates nominated at the caucus, but not present to accept the 
nomination, shall be required to follow the petition process. 
Applications are provided to all nominees at the close of the caucus. 
Applications are not available prior to the caucus. 
Any eligible Tribal member may petition to be placed on a ballot according 
to the following procedures: 

4.2.14.1 

4.2.14.2 

Each petitioner, not nominated at caucus, shall file a petition 
containing endorsee's original signatures; photocopies shall not 
be accepted. 

Petitioners shall use an official petition form as designated by 
this law which may be obtained in the Tribal Secretary's Office 
or from the mailing for that caucus. 
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4.2.14.3 

4.2.14.4 

4.2.14.5 

4.2.14.6 

The petition form shall consist of each endorsee's: 

4.2.14.3 .1 Printed name and address. 

4.2.14.3.2 Date of birth. 

4.2.14.3.3 Oneida Tribal Enrollment Number. 

4.2.14.3.4 Signature. 

Petitioners shall obtain not less than ten (10) signatures of 
qualified voters. 

All applications and petitions shall be filed by presenting the 
information to the Tribal Secretary, or designated agent, during 
normal business hours, 8:00 to 4:30 Monday through Friday, 
within five (5) business days after the caucus. 

4.2.14.5 .1 No mailed, internal Tribal mail delivery, faxed or 
other delivety method shall be accepted. 

After all nominations are closed, referendum questions are 
introduced to the Tribal Secretaty. Registered voters may 
indicate opinions on any development, law or resolution, 
proposed, enacted, or directed by the Business Committee, or 
General Tribal Council, in a special referendum election. 
4.2.14.6.1 Referendum elections in which a majority of the 

qualified voters who cast votes shall be binding on 
the Business Committee to present the issue for 
action/decision at General Tribal Council. 

4.2.14.6.2 Referendum requests may appear on the next called 
for election. 

4.2.14.6.3 Referendum questions are to be presented to the 
Tribal Secretaty, in writing, at the caucus prior to 
election regarding issues directly affecting the Tribe 
or general membership. 

4.2.14.6.4 Referendum questions shall be included on the 
ballot. 

4.2.14.6.5 Referendum questions ai·e not to be debated at the 
Caucus. 

4.3 POST CAUCUS ACTIVITES 

4.3.1 Ensure remaining application packets with petitions go to Tribal Secretaty's 
office. 

4.3.1.1 Petitions shall be presented to the Tribal Secreta1y, or designated 
agent, during normal business hours, 8:00 to 4:30 Monday 
through Friday, but no later than prior to close of business five 
(5) business days after the caucus. The location to drop-off
petitions shall be identified in the mailing identifying the caucus
date.
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4.3 .2 Election Board shall pick up all completed applications from the Tribal 
Secretary's office at 4:30 p.m. on deadline date. 

4.3.3 The following business day after the application deadline date the Election 
Board Officers shall: 

4.3.3.1 

4.3.3.2 

4.3.3.3 

4.3.3.4 

4.3.3.5 

Drop off the carbon copy of applications and petitions to the 
Oneida Enrollment Depmiment to verify all applicants and 
petition signatures are enrolled. 

Drop off the original application to the Gaming Backgrounds 
Depmtment to complete a background check if applicable. 

E-mail Oneida Nation School Administration Office with
applicant's name to verify Parent/Legal Guardian.

E-mail Land Management with applicant's address to verify
Brown/Outagamie County, On or Near the Reservation, etc.
based upon position applicant is applying for.

E-mail Land Management with applicant's name to verify that
they are not employed with the Division of Land Management.

4.3.3.6 E-mail verification of employment to organization(s) listed on
application based upon position applicant is applying is applying
for.

4.3.3.7 E-mail the BCC Supervisor with applicant's name and Board,
Committee, or Commission to verify consecutive terms based
upon position applicant is applying for.

4.3 .4 Election Board has meeting to review applications and stmt candidate 
eligibility process. (See Conducting Elections SOP). 

5.0 REFERENCES 

5 .1 Election Law 

5 .2 Caucus Script 

5.3 Conducting Elections SOP 
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