











course of study or otherwise enhancing office skills may use the computers after
business hours.

Section 7. Telephones.
All telephone calls will be handled in the following manner.

(a) In-coming Calls; return call required. If an in-coming call is not referred to the
person with whom the caller wishes to speak, a written message will be taken if the
caller wishes to leave a message. The message will note:

a. Date and time of call,

b. Name of the caller,

¢. Question desired answered or topic or reason for cail {so employee can be
prepared when call returned), and

d. Caller’s telephone number.

(b) In-coming Calls; answered. If an in-coming call is referred to the person with whom
the caller wishes to speak, the employee will note the call on the Tribe’s Telephone
Log Sheet. See example immediately below. If the call concerns a grant or contract,
the name of the grant or contract shall be noted in the “Reason” section of the
Tribe’s Telephone Log Sheet.
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(c) Out-going calls. All out-going calls shall be recorded on the Tribe’s Telephone Log
Sheet (see above).

{d) Personal calls. All personal calls shall be noted as such in the “Reason” section of
the Tribe’s Telephone Log Sheet.

(e) Retention of Telephone Log Sheets. All employees shall retain their Telephone Log
Sheets for review by their supervisor, the Chief Administrative Employee or the
Tribal Chairman.

Section 8. Computer Routers.
The Tribe’s computer routers will be used for tribal business only.




Section 9. Removing Tribal Office Equipment from Office.
No office equipment identified in this policy shall be removed from the Tribe’s offices by
anyone unless the person removing the Tribe’'s office equipment has the written
permission of the director of the Department in which the office equipment is placed
and the office equipment is either being transported to a repair facility or the duty
station of an employee or official of the Summit Lake Paiute Tribe.

\\0 POLICY HISTORY \
On Febmary \ ™, 2008, this Chapter of the policy was amended by the Summit Lake Paiute Council. See Resolution SL- - 2008.

CHAPTER 3
Council Materials

Section 1. Council Materials. Council materials shall be mailed to the members of the Summit Lake
Paiute Council who give written notice that they want their materials mailed to them at
the address listed in the written notice. The written notice may be amended by verbal
notice.

Section 2. Memorandum or Letter to accompany Council Materials. When Council materials are
mailed to a Council member, a memorandum or letter shall accompany the materials
giving a brief description of what is being mailed.

POLICY HISTORY
On February \ 2008, this Chapter of the policy was amended by the Summit Lake Pajute Council to address the change in policy necessary
when the primary administrative office was moved from Winnemucca. See Resolution SL- 0% -2008.

CHAPTER 4
Office Maintenance

Section 1. General Policy. All employees shall keep the areas where they work (desk, copier, fax
machine, etc.) or use tribal equipment {e.g., microwave or refrigerator, etc.) clean and
orderly. No confidential materials shall be left visible on an employee’s desk when the
desk is not secured. The Chief Administrative Employee or Department directors shall
direct all employees on the disposition of trash (depending on recycling and trash
collection services available) and, if such exist, the cleaning of restrooms, etc.

lo POLICY HISTORY
On February\ , 2008, this Chapter of the policy was amended by the Summit Lake Paiute Council to address the change in policy necessary
when the primary administrative office was moved from Winnemucca. See Resolution SL- 0{’ -2008.




