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Welcome and Introduction 

Welcome to the County Technical Assistance Service! You are joining one of the most unique 

organizations within the nation and we are glad you are here! CTAS is a one-of-a-kind agency 

that delivers direct technical assistance to county officials in Tennessee. We pride ourselves on 

being an agency counties rely on for assistance, guidance, and support.  

This handbook has been developed to provide CTAS-specific policy or other important 

agency information to help you transition to your new role. This handbook also contains 

important information about the Institute for Public Service and our sister agencies.  

It is the intent of this handbook to provide an overview of several topics to help you transition 

into your new role. If you have any questions about material covered in this manual, please 

contact your supervisor. 

Who We Are 

History and Purpose 

CTAS was created by the Tennessee General Assembly in 1973 at the urging of county 

officials and their organization, the Tennessee County Services Association (TCSA). County 

officials wanted an agency to provide prompt, accurate technical assistance on a daily basis to 

Tennessee's 95 counties. 

The authorizing legislation creating CTAS, a part of The University of Tennessee Institute for 

Public Service, directs CTAS to ..."provide studies and research in county government, 

publications, educational conferences and attendance thereto, and to furnish technical, 

consultative and field services to counties of the state in problems relating to fiscal 

administration, accounting, tax assessment and collection, law enforcement, and public works, 

and in any and all matters relating to county government". (T.C.A. § 49-9-402). 

Mission and Vision 

CTAS’s mission statement is simple and reflects the agency’s purpose:  

Promoting better county government through direct assistance to county 

officials and their associations. 

The vision statement establishes CTAS’s agency values: 

To be the premier service provider of technical assistance and training to county 

governments in Tennessee. 

Strategic Plan 

CTAS maintains a strategic plan to guide the agency’s business operations. This plan is 

updated every five years to ensure that the goals, visions, and performance measures are 

appropriate for and meet county officials’ needs. The current version of the strategic plan is 

always posted on the CTAS website at http://www.ctas.tennessee.edu/pdf/2017ctasplan.pdf.  

http://www.ctas.tennessee.edu/pdf/2017ctasplan.pdf
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Organizational Chart 

 

Institute for Public Service 

The statewide UT Institute for Public Service (IPS) provides university expertise for 

communities and workplaces by consulting daily with government, law enforcement and 

industry leaders.  

On average IPS services contribute more than $600 million annually to Tennessee's economy 

as local governments and industries increase revenue, win contracts or reduce operating costs. 

Training and consultation provided by the institute enable employers to create or retain an 

average of 4,000 jobs per year. 

Sister Agencies in IPS 

Municipal Technical Advisory Service (MTAS) 

http://www.mtas.tennessee.edu  

The Municipal Technical Advisory Service provides technical assistance to cities and 

municipal governments in Tennessee. MTAS has a main office in Knoxville near the UT 

campus in the UT Conference Center and a small office in the Capitol Boulevard Building in 

Nashville.  

MTAS consultants, all with prior experience in local government, deliver the technical 

assistance services. They maintain regular contact with city officials, providing suggestions, 

ideas, and information through field visits or telephone conversations. This personal touch is 

an important part of MTAS’s effort to provide practical assistance when it is needed. MTAS 

provides some services on a regular basis and others to fulfill one-time requests.  

Institute for Public 
Service 

CTAS Executive 
Director 

Field Services 

County Government 
Consultants 

Legal Services 

Legal Consultants 

Information 
Technology & 
Environmental 

Services 

GIS/Environmental 
Consultants 

Communications, & 
Information 

Services 

Budget & Finance 
Services 

Budget & Finance 
Consultants 

Administrative 
Support Staff 

Training Services 

Training 
Consultants 

Training 
Coordinators 

http://www.mtas.tennessee.edu/
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Law Enforcement Innovation Center (LEIC) 

http://www.leic.tennessee.edu  

The Law Enforcement Innovation Center (LEIC) was formed in 1997. LEIC is a leading 

training provider for the law enforcement community across the nation. Over the past 15 

years, more than 30,000 law enforcement officers, other criminal justice practitioners, public 

safety workers, public school personnel, and community members have completed LEIC’s 

training and educational programs.  

Center for Industrial Services (CIS) 

https://cis.tennessee.edu  

The University of Tennessee Center for Industrial Services (CIS) was established in 1963 by 

the Tennessee General Assembly and charged with “…. provision of information, data and 

materials relating to the needs of industry….”. From the outset, CIS was organized along the 

lines of the long-established and highly successful “extension service model.” Since that time, 

CIS has grown to a staff of more than 50 professional employees located in six offices across 

the state of Tennessee. 

Naifeh Center for Effective Leadership 

http://ips.tennessee.edu/content/leadership-development  

The Naifeh Center for Effective Leadership provides training and professional development 

for leaders at all levels, from the emerging supervisor to the experienced executive. Its 

expertise has helped hundreds of dedicated professionals in public service improve their 

leadership skills. The center promotes creative leadership, managerial effectiveness, 

professional skills enhancement and lifelong development for individuals and their 

organizations. 

Who We Serve 

Constitutional County Officials 

The Constitution of the State of Tennessee provides for several offices. The following 

information lists the general duties of these constitutional offices. Note that this listing is 

provided as an overview only. More information about these offices can be found in the 

County Government Overview in e-Li. 

Assessor of Property 

 Appraisal and assessment of taxable real and personal property that is not appraised by 

the state 

 Appraisal and assessment of taxable tangible personal property 

Clerks of Court  

 Constitution puts judicial power in one supreme court and other “inferior” courts as 

the legislature creates 

o General sessions, circuit, chancery, juvenile, etc. 

County Clerk 

http://www.leic.tennessee.edu/
https://cis.tennessee.edu/
http://ips.tennessee.edu/content/leadership-development
http://ctas-eli.ctas.tennessee.edu/pdf_get/168/
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 Keeping official records of county legislative body 

 Collecting certain local & state taxes 

 Issuing motor vehicle titles & registrations 

 Processing applications for beer permits & notaries public 

 Issuing marriage, pawnbroker, hunting & fishing licenses 

County Legislative Body 

 May exercise legislative powers granted to it by the General Assembly in public acts 

or private acts 

o Levy property taxes 

o Expend funds 

o Zoning powers for unincorporated areas 

o Some regulatory powers 

County Mayor 

 Executive of the county 

 Chief Financial Officer 

 Non-voting, ex officio member of legislative body committees 

County Trustee 

 Three primary functions: 

o Collecting all county property taxes 

o Keeping a fair regular account of all money received 

o Investing temporarily idle county funds 

Register of Deeds 

 Primary duty: Make and preserve a record of the following instruments: 

o Deeds 

o Powers of attorney 

o Deeds of trust 

o Mortgages 

o Liens 

o Contracts 

o Plats 

Sheriff 

 Three general areas of duties: 

o Conservator of the peace/law enforcement 

o Civil process 

o Corrections (jails) 

Legislated County Officials 

Some county official positions have been created through legislation passed at the state level. 

CTAS works with or on the behalf of these officials to ensure county government is being run 

efficiently and appropriately. More information about these offices can be found in the County 

http://ctas-eli.ctas.tennessee.edu/pdf_get/168/
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Government Overview in e-Li. 

 Highway Chief Administrative Officer 

 School Board 

 Attorney 

 Medical Examiner 

 Medical Investigator 

 Coroner 

 Constable 

 Delinquent Tax Attorney 

 Judicial Commissioner 

 Notary Public 

 Surveyor 

 Administer of Elections 

 Finance Director/Director of Budgets & Accounts 

 Solid Waste Director 

 Building Commissioner 

County Associations 

Tennessee County Services Association (TCSA)  

http://www.tncounties.org  

Formed in 1954, the Tennessee County Services Association is a non-partisan, non-profit 

public interest group representing the state's 95 counties. TCSA is comprised of three 

affiliates, the Association of County Mayors (ACM), the Tennessee County Commissioners 

Association (TCCA), and the Tennessee County Highway Officials Association 

(TCHOA).  Headquartered in Nashville, TCSA works closely with CTAS providing technical 

assistance and service to all counties in our state. 

Current TCSA Executive Director: David Connor 

County Officials Association of Tennessee (COAT)  

http://www.coatn.org  

The County Officials Association of Tennessee (COAT) is a non-profit association of County 

Clerks, State Court Clerks, Registers and Trustees. COAT was formed in 1968 to serve 

coordinated efforts of county officials with respect to training and intergovernmental relations 

while providing a cooperative information sharing environment. 

Current COAT Executive Director: Jay West 

Tennessee County Commissioners Association (TCCA)  

http://www.tncountycommissioners.org  

Representing more than 1,620 county legislative body members across the state, the 

Tennessee County Commissioners Association (TCCA) was created in 1969 to promote 

efficiency in county governments through those elected legislative bodies. TCCA works to 

http://ctas-eli.ctas.tennessee.edu/pdf_get/168/
http://www.tncounties.org/
http://www.coatn.org/
http://www.tncountycommissioners.org/
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promote better county government through county legislative action by working directly with 

the elected county legislators. 

Current TCCA Executive Director: Charles Curtiss 

Tennessee County Highway Officials Association (TCHOA) 

http://www.tnhighwayofficials.org  

The Tennessee County Highway Officials Association is a non-profit public interest 

organization representing all 95 elected and appointed county highway officials before the 

Tennessee General Assembly, the Governor, and state departments. The association works 

closely with the Tennessee Department of Transportation to provide up-to-date information 

about any new or changing regulations affecting county road departments. 

Current TCHOA Executive Director: Rodney Carmical 

Association of County Mayors (ACM) 

http://www.acmtn.com  

The Association of County Mayors (ACM) works closely with county mayors and executives 

to ensure efficient, economical and uniform administration of county government. ACM also 

works with the Tennessee General Assembly, state congressional delegation and U.S. senators 

to develop appropriate and efficient legislation to benefit county government.  

Current ACM Executive Director: Fred Congdon 

Tennessee Association of Assessing Officers (TNAAO) 

http://www.tnaao.org 

The Tennessee Association of Assessing Officers (TNAAO) is a professional organization 

composed of the elected officials serving as Assessors of Property in Tennessee's 95 counties, 

as well as concerned professionals and organizations that assist these officials in carrying out 

their duties. 

Current TNAAO Executive Director: Will Denami 

Tennessee Sheriffs’ Association 

http://www.tnsheriffs.com 

The Tennessee Sheriffs’ Association (TSA) is a non-profit organization established in 1971 

with the purpose to promote better law enforcement. TSA provides educational opportunities 

for sheriffs to share their experiences as well as providing opportunities to increase 

cooperation among law enforcement officials across the state. 

Current Executive Director: Terry Ashe 

http://www.tnhighwayofficials.org/
http://www.acmtn.com/
http://www.tnaao.org/
http://www.tnsheriffs.com/
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What We Do 

Services Offered 

Legal Services 

CTAS lawyers respond to questions and issue written legal opinions. These attorneys also 

author many CTAS publications, draft and review legislative proposals, monitor General 

Assembly action, and compile the Private Acts of each county. Each attorney is responsible 

for covering various topical areas and this information is included in Appendix A. 

 Senior Legal Consultant: Libby McCroskey 

 Legal Consultant: Stephen Austin 

 Legal Consultant: Kristy Godsey Brown 

 Legal Consultant: Jeff Metzger 

Finance 

CTAS offers assistance in every aspect of county government finance, accounting, budgeting, 

purchasing, investing, compensation, benefits, debt management, insurance, and risk 

management. 

 Manager of Field Services: Robin Roberts 

 Finance & Budget Consultant: Doug Bodary 

 Finance & Budget Consultant: Don Johnson 

Highway Maintenance 

CTAS helps highway departments prepare certifications of county road revenues, develop and 

maintain computerized road lists, analyze project costing and inventory management, and 

develop bid specifications for needed equipment. 

Law Enforcement & Fire Management 

Sheriffs across Tennessee turn to the CTAS criminal justice consultant for assistance in law 

enforcement, jail management, and employee training. 

 Criminal Justice Consultant: Terry Hazard 

 Jail Management Consultant: Jim Hart 

 Fire Management Consultant: Kevin Lauer 

Information Technology 

CTAS information technology & regional consultants assess needs and advise county officials 

on specifications, bidding, installation, training, and data processing operations. They also 

help trouble-shoot when counties encounter technical issues and help train county office staff 

members to use computers. 

 Manager of Information Technology & Environmental Services: Jon Walden 

 E-Learning Specialist: Mary Ann Moon 

 Communications Specialist: Brett Howell 

 Program Resource Specialist: Debra Blanchard 

 E-Media & Information Specialist: Liz Gossett 
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Geographic Information Systems (GIS) 

CTAS GIS consultants offer services to help counties use this new data management tool. 

Through knowledge of software, hardware, and programs throughout the state, consultants 

offer advice and assistance to counties creating and learning to use a Geographic Information 

System. 

 Senior GIS Consultant: Mike Meyers 

Environmental Services 

CTAS environmental management consultants provide information on environmental 

concerns such as recycling, solid waste collection, landfill management, and water 

management. This work has become more important as counties cope with an increased 

number of state and federal environmental regulations. 

 Senior Environmental Management Consultant: Mike Stooksberry 

 Environmental Management Consultant: Kim Raia 

Statistical Research and Analysis 

CTAS provides statistical research and analysis of county revenues and expenditures, debt 

capabilities, state shared taxes, state appropriations, school funding and BEP and other related 

financial matters pertaining to the operation of county governments.  

 Senior Financial Specialist: Lynne Holliday 

Training  

CTAS training staff administers the County Officials Certificate Training Program (COCTP), 

provides specialized training when needed or requested and provides just-in-time training on 

hot topics and informational sessions on topics of interest to county officials. 

 Manager of Training Services: Terri Kinloch 

 Training Consultant: Chris Payne 

 Training Coordinator: Kim Clark 

 Administrative Support Assistant: Patricia Burke 

Conference Support 

CTAS staff provides support at various county officials’ association conferences. This support 

can include:  

 training classes  

 managing conference registration and attendee sign-in 

 information technology support for conference sessions 

 other tasks as requested by association staff 

Each year, CTAS offers support for the following annual conferences: 

 COAT-TCSA County Government Day 
 TCSA Post Legislative Conference 
 TSA Sheriff’s Annual Conference 
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 TCSA Fall Conference & Trade Show 
 COAT Annual Conference 
 TNAAO Annual Conference 
 ACM Annual Conference 

Administrative Information 

Time Reporting 

CTAS staff members are responsible for entering their daily itinerary through the Time 

Reporting system at http://www.ctas.tennessee.edu/ctastimereporting.nsf/AllEntries.xsp. Note, 

there is a link to access the Time Reporting system at the bottom of the CTAS website. 

Employees use their net ID and an assigned password to access the system. Your password 

will be assigned and given to you within the first few days of your employment. For any 

questions regarding the Time Reporting system, please contact Jon Walden 

jon.walden@tennessee.edu.  

Basic Time Reporting Tips: 

 Enter “Office” for the days that you will be in the office 

 Enter the county that you will be visiting if you are making a field visit 

 If you will be taking leave for only part of the day, enter “Office” plus the time period 

you will be in the office (e.g., Office 8:00am-12:00pm) and then separately enter your 

leave. Note, the leave will populate the time period for you when it is entered. 

 Leave requests will be automatically sent to your supervisor for approval.  

 You are able to delete time entries as long as they have not been approved. Once a 

leave request has been approved, please contact Pam Peters 

(pam.peters@tennessee.edu) as soon as possible to correct the time entry. 

MIS 

CTAS exempt employees are required to track their work activities as part of performance 

measurement for the university. IPS has established the MIS – Management Information 

System – to accomplish this tracking. MIS is found on the same website as the Time 

Reporting system at http://www.ctas.tennessee.edu/ctasmis.nsf/MISViews.xsp. Activities such 

as phone calls, emails, conferences, publications, and others need to be tracked in MIS. Your 

supervisor will review specific job duties that will need to be entered into MIS for tracking. 

The MIS website contains the manual, which provides more information particular to MIS 

tracking. If you have any questions regarding MIS tracking, please contact Mary Ann Moon 

(maryann.moon@tennessee.edu).  

Benefit Information 

The University of Tennessee offers many benefits for employees. CTAS follows university 

policy and benefits plans as described on the UTK Benefits & Retirement Office website: 

 Deferred Compensation  

 Educational Assistance  

 Flexible Benefits  

http://www.ctas.tennessee.edu/ctastimereporting.nsf/AllEntries.xsp
mailto:jon.walden@tennessee.edu
mailto:pam.peters@tennessee.edu
http://www.ctas.tennessee.edu/ctasmis.nsf/MISViews.xsp
mailto:maryann.moon@tennessee.edu
http://humanresources.tennessee.edu/benefits/deferred/index.html
http://humanresources.tennessee.edu/benefits/assistance/index.html
http://humanresources.tennessee.edu/benefits/flexible/index.html
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 Insurances  

 Long Term Disability Insurance  

 Sick Leave Bank  

Human Resources Policies 

Annual & Sick Leave 

Employees must request the supervisor’s approval for the use of annual and sick leave. The 

supervisor will schedule and approve annual and sick leave, and will accommodate employee 

requests to the extent the department workload requirements permit. Departments are 

responsible for establishing and implementing equitable scheduling practices.  

Family and Medical Leave 

Please review the university’s policy on FML available at 

http://policy.tennessee.edu/hr_policy/hr0338/.  

Sick Leave Bank 

The sick leave bank shall provide emergency sick leave to member employees who have 

suffered a major illness and who have exhausted their compensatory time and personal, sick, 

and annual leave balances. To be able to access the sick bank, an employee must be a member 

and apply for the time. For more information on enrollment visit: 

http://policy.tennessee.edu/hr_policy/hr0382/. 

CTAS abides by the university’s Human Resources department for the following policies. 

These policies can be found on the UT policy website here 

http://policy.tennessee.edu/hr_policy/.  

 Administrative Closings - http://policy.tennessee.edu/hr_policy/hr0320/ 

 IPS Inclement Weather Policy - https://staff.ips.tennessee.edu/policies/inclement-

weather-policy 

 Attendance - http://policy.tennessee.edu/hr_policy/hr0505/ 

 Code of Conduct - http://policy.tennessee.edu/hr_policy/hr0580/  

 Court Leave - http://policy.tennessee.edu/hr_policy/hr0315/ 

 Educational Assistance (Fee Waiver) - http://policy.tennessee.edu/hr_policy/hr0330/ 

 Educational Assistance (Student Discount for spouses and children) - 

http://policy.tennessee.edu/hr_policy/hr0331/ 

 Funeral and Bereavement Leave - http://policy.tennessee.edu/hr_policy/hr0340/ 

 Holidays - http://policy.tennessee.edu/hr_policy/hr0350/ 

 Human Resources Development - http://policy.tennessee.edu/hr_policy/hr0128/ 

 Performance Reviews - http://policy.tennessee.edu/hr_policy/hr0129/ 

 Work Schedules - http://policy.tennessee.edu/hr_policy/hr0480/ 

Please review these policies and contact Robin Roberts (robin.roberts@tennessee.edu) if you 

have any questions. 

Travel Policy 

CTAS serves customers across the state thereby making travel a necessity. We follow the 

university’s policies regarding in-state and out-of-state travel. These policies are available on 

http://humanresources.tennessee.edu/benefits/insurances/index.html
http://humanresources.tennessee.edu/benefits/ltd/index.html
http://humanresources.tennessee.edu/benefits/sickleavebank/index.html
http://policy.tennessee.edu/hr_policy/hr0338/
http://policy.tennessee.edu/hr_policy/hr0382/
http://policy.tennessee.edu/hr_policy/
http://policy.tennessee.edu/hr_policy/hr0320/
https://staff.ips.tennessee.edu/policies/inclement-weather-policy
https://staff.ips.tennessee.edu/policies/inclement-weather-policy
http://policy.tennessee.edu/hr_policy/hr0505/
http://policy.tennessee.edu/hr_policy/hr0580/
http://policy.tennessee.edu/hr_policy/hr0315/
http://policy.tennessee.edu/hr_policy/hr0330/
http://policy.tennessee.edu/hr_policy/hr0331/
http://policy.tennessee.edu/hr_policy/hr0340/
http://policy.tennessee.edu/hr_policy/hr0350/
http://policy.tennessee.edu/hr_policy/hr0128/
http://policy.tennessee.edu/hr_policy/hr0129/
http://policy.tennessee.edu/hr_policy/hr0480/
mailto:robin.roberts@tennessee.edu
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the UT policy website here http://policy.tennessee.edu/fiscal_policy/fi0705/. Please review 

these policies and contact Robin Roberts (robin.roberts@tennessee.edu) if you have any 

questions. 

Of particular note for CTAS employees are the following policies: 

General Policy - http://policy.tennessee.edu/fiscal_policy/fi0705/#1  

Air Travel - http://policy.tennessee.edu/fiscal_policy/fi0705/#3 

Automobile - http://policy.tennessee.edu/fiscal_policy/fi0705/#4 

Lodging - http://policy.tennessee.edu/fiscal_policy/fi0705/#14  

Meal Allowances - http://policy.tennessee.edu/fiscal_policy/fi0705/#15  

Parking Fees - http://policy.tennessee.edu/fiscal_policy/fi0705/#20 

Personal Computer Connect Charges - http://policy.tennessee.edu/fiscal_policy/fi0705/#22  

Personal Travel Combined with Business Travel - 

http://policy.tennessee.edu/fiscal_policy/fi0705/#23  

Reward Points - http://policy.tennessee.edu/fiscal_policy/fi0705/#28  

Tips - http://policy.tennessee.edu/fiscal_policy/fi0705/#33  

 

To request travel, please review the following information: 

Reimbursement Procedures - http://policy.tennessee.edu/fiscal_policy/fi0705/#27  

Forms - http://policy.tennessee.edu/fiscal_policy/fi0705/#38  

Travel Request - http://policy.tennessee.edu/fiscal_policy/fi0705/#36  

Travel Expense Report - http://policy.tennessee.edu/fiscal_policy/fi0705/#35  

Information Technology 

Email 

As an employee of the University of Tennessee, you will be assigned an email address 

consisting of your net ID and the domain @utk.edu. For a more professional and easily-

remembered address, you will be asked to create an alias through the UT Office of 

Information Technology website. This alias will consist of the following nomenclature: 

Firstname.lastname@tennessee.edu 

Your Outlook email program will be configured to retrieve and send mail from your account. 

If you have any questions regarding your email account, please speak with the Office of 

Information Technology at UT by calling 865-974-9900.  

e-Li Information 

CTAS created an electronic library, e-Li, in 2011. This library replaced several paper-based 

manuals produced by the agency as a way of streamlining the manual update process and to 

http://policy.tennessee.edu/fiscal_policy/fi0705/
mailto:robin.roberts@tennessee.edu
http://policy.tennessee.edu/fiscal_policy/fi0705/#1
http://policy.tennessee.edu/fiscal_policy/fi0705/#3
http://policy.tennessee.edu/fiscal_policy/fi0705/#4
http://policy.tennessee.edu/fiscal_policy/fi0705/#14
http://policy.tennessee.edu/fiscal_policy/fi0705/#15
http://policy.tennessee.edu/fiscal_policy/fi0705/#20
http://policy.tennessee.edu/fiscal_policy/fi0705/#22
http://policy.tennessee.edu/fiscal_policy/fi0705/#23
http://policy.tennessee.edu/fiscal_policy/fi0705/#28
http://policy.tennessee.edu/fiscal_policy/fi0705/#33
http://policy.tennessee.edu/fiscal_policy/fi0705/#27
http://policy.tennessee.edu/fiscal_policy/fi0705/#38
http://policy.tennessee.edu/fiscal_policy/fi0705/#36
http://policy.tennessee.edu/fiscal_policy/fi0705/#35
mailto:Firstname.lastname@tennessee.edu
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keep our customers up-to-date on ever-changing legislation and regulations.  

e-Li is found on the CTAS website at http://ctas-eli.ctas.tennessee.edu. Information in e-Li is 

updated and reviewed by CTAS staff to ensure it is correct, timely, and appropriate. The 

following staff members are the current information managers in e-Li. Please speak with one 

of them if you have any questions regarding e-Li. 

 

Name Function in e-Li Contact 

Jon Walden Administrator 615-532-3737 

Mary Ann Moon Administrator 865-974-5015 

Liz Gossett Administrator 615-532-5293 

Libby McCroskey Reviewer 615-532-3667 

Stephen Austin Reviewer 615-532-3657 

Jeff Metzger Reviewer 615-532-3655 

Kristy Godsey Brown Reviewer 615-532-3777 

 

Security Policy 

CTAS adheres to the UT Office of Information Technology’s (OIT) security policies available 

for review here https://oit.utk.edu/servicecatalog/ss/Pages/secServMain.aspx.  

Equipment Policy 

You will be assigned a computer and other peripherals as necessary. This equipment is the 

property of the university and is subject to the university’s policies for Acceptable Use, 

Copyright, and Network Services. These policies can be found on the Office of Information 

Technology’s (OIT) website here https://oit.utk.edu/policies/Pages/default.aspx.  

Computer equipment will be maintained by CTAS staff. For any questions or troubleshooting 

needs, please contact Liz Gossett (liz.gossett@tennessee.edu).  

http://ctas-eli.ctas.tennessee.edu/
https://oit.utk.edu/servicecatalog/ss/Pages/secServMain.aspx
https://oit.utk.edu/policies/Pages/default.aspx
mailto:liz.gossett@tennessee.edu
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Appendix A: Attorney Assignments 

CTAS ATTORNEY ASSIGNMENTS 

   

OFFICE SPECIFIC: PRIMARY SECONDARY 

Assessors of Property Steve Kristy 

Clerks of Court Jeff Steve 

County Clerks Libby Kristy 

Election Administrators Jeff Libby 

Highway Offices Kristy Jeff 

Registers of Deeds Kristy Jeff 

Sheriffs (Terry first) Steve Jeff 

Trustees Steve Kristy 

   

TOPICS: PRIMARY SECONDARY 

Adult Establishments Kristy Jeff 

Alcoholic Beverages (except beer) Steve Kristy 

Animal Control Kristy Steve 

Annexation Kristy Jeff 

Appointments (by County Mayor) Libby Steve 

Beer Libby Kristy 

Bonds, Notes, Borrowing Kristy Jeff 

Budgets Kristy Libby 

Cable TV and Telecommunications Kristy Jeff 

Charitable Contributions Jeff Kristy 

Conflicts of Interest (except purchasing) Steve Kristy 

Constables Steve Jeff 

Consolidated Govt./Alternative  forms Libby Kristy 

Contracts Libby Kristy 

County Legislative Body Procedure Kristy Jeff 

Economic & Industrial Development Kristy Jeff 

Education Libby Kristy 

Elections Jeff Libby 

Emergency Management  (911, 

ambulance) 

Steve Jeff 

Environment   

Air Jeff Steve 

Solid Waste Jeff Kristy 

Water Jeff Steve 

Other (brownfields, etc.) Jeff Steve 

Ethics Steve Libby 

Fire Protection (Kevin first) Steve Jeff 
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General Sessions Judges Salaries Libby Steve 

Health Departments Jeff Kristy 

Jails (Terry first) Steve Jeff 

Land Use, Planning, Zoning Kristy Jeff 

Legal Briefs (AG, TAM, TAR) Libby Jeff/Kristy 

Legislative Activity Kristy Staff 

Legislative Activity (Sheriff) Steve  

Liabilities, Insurance, Risk Management Steve Jeff 

Library & Publications Management  Steve Libby 

Litter Control, Overgrown lots Kristy Jeff 

Marriage Libby Steve 

Medical Examiners/Coroners  Steve Jeff 

Notaries Public Libby Kristy 

Nuisance Regulation  Kristy Jeff 

Online Programs Libby Staff 

Open Meetings/Sunshine Law  Jeff Kristy 

Pawnbrokers Libby Steve 

Personnel   

Americans with Disabilities Act Libby Steve 

Discrimination/Harassment Libby Steve 

Drug & Alcohol Testing Libby Steve 

Fair Labor Standards Act Libby Steve 

Family & Medical Leave Act Libby Steve 

Political Firings Libby Steve 

Sexual Harassment Libby Steve 

Personnel Policies Libby Steve 

General (leave, insurance, etc.) Libby Steve 

Military Leave Steve Libby 

OSHA/TOSHA Steve Libby 

Worker's Compensation Steve Libby 

Retirement Jeff Kristy 

Private Act Compilation Updates Libby Steve 

Purchasing Libby Jeff 

Reapportionment Jeff Kristy 

Records Management Jeff Steve 

Regulatory Authority (County Powers)  Kristy Jeff 

Removal & Ouster Steve Kristy 

Salaries (Official) Libby Steve 

Surplus Property Libby Jeff 

Taxes   

Business Kristy Libby 

Development/Impact fees Kristy Jeff 
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Hotel/Motel  Libby Kristy 

Litigation Jeff Kristy 

Property (real and personal) Steve Kristy 

Sales Jeff Kristy 

Severance Jeff Kristy 

Wheel Libby Kristy 

Utilities Jeff Kristy 

Vacancies Jeff Libby 

Veterans Services Steve Jeff 

Appendix B: Emergency Preparedness Plan 

DISASTER PLAN FOR OFF CAMPUS LOCATION 

 

Agency: County Technical Assistance Service 

Location: 226 Capitol Blvd, Nashville, Tn. 37219 

 

 

1. Contacts in a disaster 

Priority Name Work # Home # Cell # 

1 Robin Roberts 615.532.3693 615.941.4785 615.306.3221 

2 Jon Walden 615.532.3737 615.226.7016 615.202.2980 

3 Libby McCroskey 615.532.3667 615.262.5760 615.294.8683 

 

2. Are evacuation routes posted for employees? No, just lighted exit signs in all 

hallways 

 

3. Does the location have emergency lighting?  Yes 
 

Hallways? Yes 

Stairways? Yes 

Restrooms?   No 
 

4. Does the site have an area for internal shelter that has no windows and is located 

low in the building? Yes, located in the basement. Does it require a key for 

access? Yes. Where is the key kept? Security and maintenance personnel 

 

5. Does the office have a central location for all employees to gather and be 

accounted for away from the building in the event of a fire alarm or evacuation 

of the building?  No. Where is location? 

 



18 

 

6. Who is responsible or in charge at the location?  If on multiple floors, please list 

someone on each floor to be responsible. 

 

Main: Robin Roberts 

Alternate: Brian Spears 

Alternate: Chris Payne 

 

7. Person at the location to perform a sweep of the offices to make sure all 

employees are evacuated (if possible) and by floor or area of the office. 

Floor/area: Primary -  Robin Roberts,   Alternate:  Brian Spears 

Floor/area: Primary – 

Floor/area: Primary – 

 

8. Maintain a list of all employees and contact numbers (work, home, cell) for 

emergency situations: See Attached 

Name Work # Home # Cell # 

    

    

    

    

    

    
 

9. Who is the 911 response agency?  Metro Nashville, Davidson County 

 

10. Notify your agency director in the event of an emergency and alternate: 

 

Name Work # Home # Cell # 

Robin Roberts 615.532.3693 615.941.4785 615.306.3221 

    

    
 

11. Notify the IPS Director and/or the Manager of Operations: 

 

Name Work # Home # Cell # 

Mary Jinks 865.974.6621 
 

865.387.5889 

Judie Martin 865.974.1535 865.379.2544 865.414.1318 
 

12. Do not re-enter the workplace until given the “all clear” command by the local 

authorities in charge. Always follow their directions and/or commands. 
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13. List any specific or distinct differences for your location: To get to the basement, 

it is necessary to exit to Capitol Blvd. – walk around the building and enter from 6
th 

Avenue side to go to the basement stairs. 

 

14. Method and date of testing disaster plan: 
 

 

 

 

15. Procedures for training of employees, drills, etc. All employees in the Nashville 

office should receive a copy of the Capitol Blvd. Building Operating Guidelines and 

Emergency Procedures. 

 

 

 

Return to Judie Martin, IPS, 105 Student Services Bldg., Knoxville, Tn. 37996-0213 by 

July 15, 2007. 



CTAS TELEPHONE LIST 

NAME OFFICE CELL RESIDENCE 

Adams , E 615‐532‐3559 615‐414‐9085 615‐414‐9085 

Austin, S 615‐532‐3657 615‐498‐8708 615‐591‐7353 

Blanchard, D 615‐532‐3764 615‐337‐3348 615‐883‐8268 

Bodary, D 615‐532‐3555 615‐653‐7001 615‐563‐9505 

Brown, K 615‐532‐3777 615‐218‐3154 615‐942‐5248 

Burke, P 615‐532‐0047 615‐397‐1875 fax: 615‐532‐3659 

Cantrell, C. 615‐741‐8220 
  

Carmical, R 615‐532‐3773 615‐390‐3715 931‐593‐2496 

Clark, K 615‐253‐1151 615‐293‐2476 615‐866‐9061 

Conference Rm 615‐532‐4936 
  

Congdon, F 615‐253‐6701 615‐390‐2309 615‐822‐9409 

Connor, D 615‐532‐3775 615‐440‐3959 615‐650‐8860 

Galey, M 731‐881‐7056 731‐514‐5499 
 

Garland, M 615‐532‐3665 615‐476‐6062 *82‐884‐0077 

Gossett, L 615‐532‐5293 615‐788‐3896 615‐532‐3669 

Hall, R 423‐282‐4141 423‐612‐3325 423‐262‐0078 

Hart, J 423‐413‐7902 423‐413‐7902 423‐843‐0466 

Hayes, G 423‐634‐2200 423‐280‐7854 423‐280‐7854 

Hazard, T 615‐532‐3555 615‐218‐1462 615‐418‐3539 

Holliday, L 615‐532‐3731 615‐310‐7981 615‐297‐8781 

Howell, B 615‐532‐3762 615‐714‐2550 615‐384‐7228 

Johnson, D 615‐532‐3859 615‐308‐4366 615‐837‐4095 

Keith, C 615‐532‐3556 615‐330‐1935 615‐646‐9401 

Kinloch, T 615‐532‐6378 615‐424‐5284 615‐567‐68334095 

Lauer, K 615‐541‐9118 865‐389‐3886 615‐893‐1747 

McCroskey, L 615‐532‐3667 615‐294‐8683 615‐262‐5760 

McKee, F 615‐532‐3729 
 

*82‐391‐9917 

Metzger, J 615‐532‐3655 615‐243‐3384 615‐915‐0309 

Meyers, M 865‐974‐1080 865‐382‐5677 865‐977‐9864 

Moon, M 865‐974‐5015 
 

865‐692‐6288 

Paul, U 615‐532‐3676 615‐243‐0556 615‐243‐0556 

Payne, C 615‐253‐4926 615‐243‐8217 615‐243‐8217 

Peters, P 615‐532‐3695 
 

615‐876‐3135 

Phelps, C 615‐253‐6699 615‐545‐8254 615‐662‐2925 

Phillips, B 731‐423‐3710 731‐225‐3287 731‐668‐7216 

Raia, K 865‐974‐6434 865‐384‐6691 865‐379‐7406 

Roberts, R 615‐532‐3693 615‐306‐3221 615‐758‐0577 

Robertson, W 615‐532‐3555 931‐797‐6474 931‐797‐6474 

Rodgers, B 931‐525‐3535 931‐510‐6902 931‐858‐4113 

Seivers, D 615‐532‐3760 615‐804‐0061 615‐794‐2529 

Spears, B 615‐532‐3678 615‐337‐8177 *82+876‐1724 

Spears, M 931‐375‐7108 931‐212‐1549 931‐796‐2099 

Stooksberry, M 731‐881‐7077 731‐514‐1671 731‐587‐5245 

Walden, J 615‐532‐3737 615‐202‐2980 615‐226‐7016 
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