Published on MTAS (http://www.mtas.tennessee.edu)

July 09, 2020

Traffic Citations and Audit Process

Dear Reader:
The following document was created from the MTAS website (mtas.tennessee.edu). This website is
maintained daily by MTAS staff and seeks to represent the most current information regarding issues
relative to Tennessee municipal government.
We hope this information will be useful to you; reference to it will assist you with many of the questions
that will arise in your tenure with municipal government. However, the Tennessee Code Annotated and
other relevant laws or regulations should always be consulted before any action is taken based upon
the contents of this document.
Please feel free to contact us if you have questions or comments regarding this information or any other
MTAS website material.
Sincerely,
The University of Tennessee
Municipal Technical Advisory Service
1610 University Avenue
Knoxville, TN 37921-6741
865-974-0411 phone
865-974-0423 fax
www.mtas.tennessee.edu
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Traffic Citations and Audit Process

Traffic Citations and Audit Process
Reference Number: MTAS-326
The city is responsible for ensuring that all unissued traffic ticket citations are accounted for, and some
person must have physical control of them. That person may be the city court clerk or someone in the
police department, depending on the needs of the individual city. Officers should be required to sign for
each book of pre-numbered traffic ticket citations issued by the designated person.
Upon completion of all court processes relating to a case, the original tickets should be filed in
sequential ticket number order. Many court clerks file the tickets in alphabetical order while the case
awaits trial, but the proper final filing style should be numerical. If the court desires an alphabetical filing,
copies should be used. The numerical filing system provides another audit method to ensure that all
tickets are recorded. When there are missing ticket numbers, the missing tickets can be in only a few
places:
• Unassigned ticket books;
• Unwritten tickets in an officer’s ticket book; or
• Pending court case (including failure to appear).
As long as ticket books are signed for as they are issued, as is required, any unwritten tickets can be
accounted for quickly. Pending court cases are recorded in the docket and also can be accounted for
quickly.
For detailed procedures, review the Internal Control and Compliance Manual (June 2010), Title 5,
Chapter 15, Sections 13-32. (www.comptroller.tn.gov/la/citymanual.asp [1]). The procedures include
additional requirements for traffic citations issued by surveillance cameras.

Links:
[1] http://www.comptroller.tn.gov/la/citymanual.asp
DISCLAIMER: The letters and publications written by the MTAS consultants were written based upon the law at the time and/or a specific
sets of facts. The laws referenced in the letters and publications may have changed and/or the technical advice provided may not be
applicable to your city or circumstances. Always consult with your city attorney or an MTAS consultant before taking any action based on
information contained in this website.
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