SECTION 1:  INTRODUCTION
Purpose

This Gonzaga University Purchasing/Finance Manual is designed to explain to the University community a description of the roles of the Purchasing & Finance Departments.

Controller’s Office
The Controller’s Office and Accounts Payable hours are Monday through Friday 8:00 AM to 4:30 PM, closed from noon to 1:00 PM for lunch.  The Controller’s Office is responsible for the general accounting and internal financial control of the University as well as providing a General Cashier’s Window for deposit processing, and check cashing.  Other services include rental car, gasoline, and telephone credit card check out, Banner look up assistance, and other various accounting related functions.  They are located in College Hall Room 110.  The Accounts Payable area is responsible for making sure our vendors are paid on a timely basis, as well as tracking the Substitute W-9 forms.  They are located in the center of the Plant Services building. 

Mailing Address for the Controller’s Office:

502 E Boone Ave

AD 69

Spokane, WA 99258

Mailing Address for Accounts Payable outside the University:

PO Box 3464

Spokane, WA  99220

Controller’s Office Contacts

Controller - Roxy Kasman 509-313-6803

Assistant Controller – Michelle Soss 509-313-6371

Senior Accountant – Myrna Carroll 509-313-6145

Senior Accountant – Jaime Larson 509-313-36367
Grant Accountant – Jacqueline Van Allen 509-313-6808
General Cashier – Justin Padden 509-313-6809

Special Projects/Acctg Asst. – Linda Wilson 509-313-6359

fax number 509-313-6372

Accounts Payable Contacts

Manager – Sharon Wade 509-313-6807
Asst. – Linda Sue McClure 509-313-6802

Asst. – Cheryl Kennedy 509-313-6810

Work study students 509-313-6822

fax number 509-313-6800

Purchasing
The Purchasing Department hours are Monday through Friday 8:00 AM to 4:30 PM, closed from noon to 1:00 PM for lunch.  The Purchasing Department is responsible for obtaining requested supplies, equipment and services for the University at the best prices available, consistent with the quality of goods required, in a timely and efficient manner.  The Purchasing Department is always eager to assist departments in meeting their needs.   The workload is distributed among the buyers by commodity.  When you have a question regarding a purchase order, contact the buyer who handles that commodity.  If you cannot find the correct category for the item you wish to order, feel free to call any of the buyers or the manager for assistance.  The Purchasing dept is located in the Plant Services building.

Mailing Address for Purchasing


502 E Boone Ave


AD 81



Spokane, WA 99258

Purchasing Contacts
Manager – Steve Lunden 509-313-5624

Buyer – Karen Koberstein 509-313-5653

Buyer – Lorrie Engle 509-313-5672

Buyer – Megan Self 509-313-5671

Buyer – Lindsey Ross 509-313-5649

fax number 509-313-5953

