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New Sheriff’s Checklist 
 

Sheriff’s First 30 Days 
 

1. Oaths of office taken, signed and filed with the appropriate court.               

Reference: (TCA: 8-8-104) 

2. Surety bond or certificate of insurance is approved by the CLB, recorded with 

the Register of Deeds and filed with the County Clerk. Note: The bond or 

certificate must be transmitted to the County Clerk for filing within 40 days 

after the election or within 20 days after the term of office begins.              

Reference: (TCA: 8-19-101, TCA: 8-8-103) 

3. Review personnel policy- Check with County Clerk to see what is on file. 

4. Review county ethics policy- Check with County Clerk to see what is on file. 

5. Do not terminate anyone or make any other personnel changes without 

checking with the county attorney.  

6. Review budget (either adopted or proposed). Sheriffs have thirty days from 

taking office to file a salary suit or modify the letter of agreement.  Review any 

proposed capital improvement plans/projects for the jail/sheriff’s office 

physical plant. 

7. Review county’s current financial / purchasing policies.  Meet with the 

Budget/Finance Director or Mayor as part of the review. 
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8. Review all contracts and interlocal agreements for law enforcement and jail 

operations.  If in a new jail/criminal justice center also review all warranties 

and maintenance agreements. 

9. Review all grants.  Evaluate compliance. 

10. Review fixed asset inventory list. For decentralized counties, check with the 

mayor’s office or budget office to get this list. For centralized counties, check 

with the finance or budget office for this list. 

11. Review documented internal controls and risk assessments. (CTAS teaches a 

class on internal controls and can assist with the review) 

http://www.ctas.tennessee.edu/content/internalcontrols  

 

12. Don’t throw anything away without checking with the records retention 

guidelines. (This is on the CTAS library site -E-LI) 

http://eli.ctas.tennessee.edu/reference/retention-schedules 

 

13. Complete review of all major open and closed internal investigations during 

the last 7 years. (If the alleged violation was a disqualifying offense for 

employment as a deputy it should be reviewed). 

14. If agency is currently undergoing new construction, meet with the construction 

or project manager for a site tour and project status.  Meet with the transition 

team for a briefing on transition planning. 
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15. Complete review of all volunteers, reserves, and special deputies. (Badges 

and ID cards).  Suggest reviewing the procedures of how these persons are 

selected/assigned as well. 

http://eli.ctas.tennessee.edu/search/site/Reserve%20Deputies 
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First 100 Days 

 

1.  Complete inventory of fixed assets. 

2. Complete audit of evidence room. (Special attention to Cash, Firearms and 

Drugs) 

3. Complete audit of armory. 

4. Complete inventory of all impounded vehicles. 

5. Complete audit of major crime open cases in CID 

6. Audit of Drug Fund budget and accounts. 

7. Review any task force agreements. 

8. Complete audit of jail property room.  Don’t just throw things away.  If this is 

the inmate property – adhere to disposal of property requirements (requires 

court order). 

9. Review and assessment of all jail programs (Work Release, Ministry, GED, 

etc.).  Become familiar with inmate classification system.  Understand how 

inmates are screened for programs and work details.  (Reference: TCA 41-2-

101 through TCA 41-2-151) 

10. Review personnel files for completeness of qualifying documents. 

11. Review and audit of training files for POST and TCI side of the office. 

12. Review TCI jail inspection reports and any plans of action. 

13. Review prior year Comptroller Audit for any findings and if so have they been 

addressed. 
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14. Review Internal Control Assessment of the Sheriff’s Office (Both Patrol side 

and Jail.) 

15. Arrange a meeting with CTAS Criminal Justice, Jail Management, and County 

Government Consultants. 
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Appendix 

The blow is a screenshot of the CTAS electronic library called E-LI. 

You can search by topic and find answers to many of the frequently asked 

questions related to your office. The TCA and Attorney General Opinions on 

the topic can also be accessed through the site. 

 

Link to CTAS E-LI home page http://eli.ctas.tennessee.edu/ 
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Screenshot of Public Safety Reference Materials. 

 

You can access different information by topic area. 

The below link will take you to the above page in E-LI 

http://www.ctas.tennessee.edu/content/public-safety 
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Contacts: 

Jim Hart 
Jail Management Consultant 
Cell# (423) 413-7902 

 Jim.Hart@tennessee.edu 
 
 
John Rose 
Criminal Justice Consultant 
Cell# (423) 956-1200 
John.Rose@tennessee.edu 
 
 


