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STATE COURT CLERKS

Duties and Responsibilities

Heather Duncan and Tyler Mayes
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COUNTY GOVERNMENT

STRUCTURE
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CLERKS OF COURT

General .
. Juvenile
Sessions
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CLERKS OF COURT DUTIES
TITLE 18

Attend court | Administer | Keep minutes Maintain court
« Manage oaths « Well-bound/ documents
paperwork for . Parties & electronic format - Dockets, receipts,

cases witnesses who disbursements
testify * Indexes of books
& dockets

COUNTY OFFICIALS ORIENTATION PROGRAM 2026 August 2026




ATTEND EACH SESSION OF

COURT WITH CASE FILES

« Well organized court file.

* All papers bound and in order.
* Petitions, warrants, motions.

« Be familiar with the

case.....status....why is the case on
the docket?

« \Was everyone notified to be here?
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ADMINISTERING OATHS

In the courtroom -
Some clerks do/
Some clerks don’t

J

Court officers may
do this in

‘ m COUNTY OFFICIALS ORIENTATION PROGRAM 2026
an

In the office —
Some forms
require
administering an

oath
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MAINTAINING RULE AND

EXECUTION DOCKETS

RULE DOCHKET:

List of events/filings in a case

First thing on list should be
petition/warrant (initial document)

Last thing on list should be the most
recent filing or court appearance

OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOO

EXECUTION DOCHKET:

T.C.A. § 8-21-401

Should provide a break down of
all charges and payments

Gives a current balance
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INVESTING FUNDS

T.C.A. § 18-5-105

* Fiduciary responsibility to invest
funds resulting from court actions,
usually involving minors



DELINQUENT TAX SALES

T.C.A. § 8-21-401

» Clerk and Master conducts
delinquent tax sales of property as
ordered by the court



OFFICIAL BANKACCOUNT

Required to maintain a bank account in
name/title of Circuit Court Clerk/Sessions
Court Clerk/Juvenile Court Clerk

Disbursements made by pre-numbered
checks

Deposit all funds within 3 business days
after receipt
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FORMS OF PAYMENT

Cash
44+ Checks

=« Money orders

 » Credit or debit cards

) - Online payments
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DUTIES OF THE CLERK

Collecting Fines, Fees, Filing Bonding Agency Creating numerous
Costs, Restitution Petitions and Reports reports for the county, city,
state and others
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MORE DUTIES

(4

A Filing appeals

& Filing Orders of Protection

:I.. Maintaining/Retaining/Disposing of ALL court records in accordance with
&

the appropriate retention schedules.

ﬂ Issuing subpoenas
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AND MORE DUTIES OF THE CLERK

an =

FILING ANNUAL INVESTING
UNCLAIMED MONEY
PROPERTY HANDED OVER

REPORT TO THE COURT
N

K

CONDUCTING
JUDICIAL
SALES

ORIENTING
POTENTIAL
JURORS
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SOME OF THE RESPONSIBILITIES

OF THE
COURT CLERK

Certifying orders and authenticating
judgments

Filing civil petitions and other
documents

Entering judgments

Performing records searches

Executing garnishments and levies
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EVERYTHING IS THE

RESPONSIBILITY OF THE COURT
CLERK

il & s

COURT CLERK SOMETIMES COURT CLERK OFTEN GETS ACCEPT IT, KNOW YOUR ROLE,
GETS CREDIT WHEN THINGS BLAME WHEN THINGS GO BAD AND ENSURE THINGS FLOW
FLOW SMOOTHLY SMOOTHLY
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Mike Galey
Region 8
(731) 514-5499

mike.galey@tennessee.edu

Benton, Crockett, Dyer, Gibson,
Henry, Lake, Lauderdale, Obion,
Shelby, Tipton, Weakley

Wesley Robertson
Region 6
g' (931) 797-6474

wesley.robertson@tennessee.edu

Cheatham, Dickson, Houston, Humphreys, Macon,
Montgomery, Robertson, Rutherford, Stewart,
Sumner, Trousdale, Williamson, Wilson

Robertson

g Tyler Mayes
Region 4

K (865) 809-5676

tyler mayes@tennessee.edu

Cannon, Clay, Cumberland, DeKalb,
Fentress, Jackson, Overton, Pickett,
Putnam, Smith, Van Buren, Warren, White

oy o ==

blackson@lOvertont

{Smith}

)

(Chester)
mmgm

Kelsey Schweitzer
’ Region 7
(731) 336-3576
kelsey.schweitzer@tennessee.edu
Carroll, Chester, Decatur, Fayette,

Hardeman, Hardin, Haywood,
Henderson, Madison, McNairy

Melisa Kelton
A Region 5
(615) 969-5558

melisa.kelton@tennessee.edu

Bedford, Davidson, Giles, Hickman,
Lawrence, Lewis, Lincoln, Marshall,
Maury, Moore, Perry, Wayne
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Heather Duncan
Manager of County
Government Consultants

Region 3
(931) 273-1080

heatherduncan@tennessee.edu

Bledsoe, Bradley, Coffee, Franklin,

Grundy, Hamilton, Marion, McMinn,

Meigs, Polk, Rhea, Sequatchie

RELAX....CALL CTAS FOR HELP!

Rick Hall
Region 1
W (423) 612-3325

rick.hall@tennessee.edu

Carter, Claiborne, Grainger, Greene,
Hamblen, Hancock, Hawkins, Jefferson,
Johnson, Sullivan, Unicoi, Washington

Kaley Walker
Region 2

> (865) 898-9321
kaley.walker@tennessee.edu

Anderson, Blount, Campbell, Cocke,
Knox, Loudon, Monroe, Morgan,
Roane, Scott, Sevier, Union
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