
REPORT ON AUDIT

FOR THE YEAR ENDED

JUNE 30, 2011

COUNTY OF ROANOKE

REPORT ON COLLECTIONS

OF COMMONWEALTH REVENUES

BY LOCAL CONSTITUTIONAL OFFICERS



 

 

–T A B L E   O F   C O N T E N T S – 
 

Pages 
 
 
AUDIT LETTER 1 
 
 
SHERIFF’S RESPONSE AND CORRECTIVE ACTION PLAN 2-6 
 
 



 

Walter J. K
Auditor of 

www.apa

 

 
 
Joseph B.
Board Ch
P.O. Box 
Roanoke, 
 
County of
 

Dear Mr. 
 

W
the Reven
were to 
establishe

 
T

all materi
and custo

 
T

 
Properly M
 
 T
processers
without th
three year
review th
records in
 
 W
cooperatio
 
 
 
 
 
 

 
WJK: vlb
 
cc: B
 F
 N
 M

Kucharski  
f Public Accoun

.virginia.gov  

 Church  
hairman  

29800 
VA.  24018 

f Roanoke 

Church: 

We have revie
nue, and Sher
determine th

ed internal con

The results of 
ial respects, w
dy of state fu

The Sheriff did

Maintain Acc

The Sheriff do
s.  We reques
he Sheriff’s k
rs after audit 

he retention s
n accordance w

We discussed
on extended t

 

B. Clayton Go
. Kevin Hutch

Nancy J. Horn
Michael G. Wi

Com

nts 

wed the Com
riff of the loc
hat the offic
ntrols, and co

our tests foun
with state law
nds, except a

d not comply 

counting Reco

oes not have a
sted these ma
knowledge or
as required b

schedule of th
with the Code

d these comm
to us during th

odman, III, C
hins, Treasure

n, Commission
inston, Sherif

mmonw
Auditor o

mmonwealth c
cality indicate
cials have m
omplied with s

nd the Treasu
ws, regulation
s follows. 

with state law

ords 

adequate inter
anual receipts 
r approval.  T
by Section 15
he accountin
e of Virginia.

ments with t
his review. 

County Admin
er  
ner of the Rev
ff  

 

wealth o
 
 

of Public A
 

1

March

collections an
ed for the yea

maintained ac
state laws and

urer, Commis
ns and other p

ws and regula

rnal controls 
books for au

The Sheriff is
.2-1614 of th
g records wi
   

the Sheriff o

Sincer

Audito

nistrator  

venue  

of Virg
Accounts 

h 1, 2012 

nd remittances
ar ended June
ccountability 
d regulations.

ssioner of the
procedures re

ations as desc

over the man
udit, however,
s required to 
he Code of Vi
ith his staff a

on March 5

rely, 

or of Public A

ginia 

R

s of the Treas
e 30, 2011.  O

over Comm
.   

e Revenue, an
elating to the 

cribed below. 

nual receipts b
, an officer ha
retain these r
irginia.  We r
and maintain

, 2012 and 

Accounts 

P.O
Richmond, Virg

(804)-225-

surer, Commi
Our primary o
monwealth co

nd Sheriff com
receipt, disb

books used by
ad destroyed 
records for a 
recommend th

n all of his a

we acknow

. Box 1295 
ginia 23218 

3350 

issioner of 
objectives 
ollections, 

mplied, in 
bursement, 

y the civil 
the books 
period of 

he Sheriff 
accounting 

wledge the 



O
OF THE S

tyNpKE Cp a t

D rfi
FFSO t

STATE ACCREDITED
1

NATIONALLY ACCREDITED

MICHAEL G WINSTON SHERIFF
COUNTY OF ROANOKE VIRGINIA

PO Box 510 Salem VA 24153
540 3876139 Fax 540 3876203

March 6 2012

Martha S Mavredes

Auditor of Public Accounts

PO Box 1295

Richmond Virginia 232181295

Dear Ms Mavredes

I have attached a copy of our Policy Manual SOP701pp 1316 which refers to our new method of
handling processing and documenting all money transactionreceipts I have also had correspondence
with Mr Randall Johnson who has told me that this information will have to be sent to all Constitutional
Officers so they wont be left off the distribution I have asked not for them to be left off
correspondence that applies to them but I am asking again for you not to share our business with
other agencies Thank you for your assistance

Sincerely

Michael G Winston

Sheriff
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LEGAL PROCESS 13

3 The civil process deputy may utilize a MDT to enter court
documents into the CPS system as well as execute the
court documents from the CPS system and make any
notations as to the specific service of the civil paper as
needed

U Civil Process Money Transactions

1 The Roanoke County Sheriffs Office Civil Division
receives money funds in the following method

a In person
b the mail
c court judgments
d sheriffs sales

2 Method of payment for services or payment of a debt or
judgment is by

a Cash
b money order
c certified check
d business check

3 Service fees for serving civil process

a 1200 for InState
b 7500 for OutofState

4 Issuance of receipts

a The Roanoke County Sheriffs Office Civil
Division uses a two 2 part receipt The top
copy white in color and the bottom copy yellow in
color The receipts in the receipt book are

numbered in chronological order and when used
should be used in numerical order without skipping
receipts

b When the civil process clerk or deputy receives
fees for the service of civil process or when a
deputy collects funds from a debt or judgment or
when a deputy receives funds from a Sheriffs Sale
the clerk or deputy will immediately fill out a
receipt showing the date that the monies were
received who the monies were received from
amount received reason for the payment case
information and signature of the clerk or deputy
filling out the receipt
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LEGAL PROCESS 14

c Once the receipt is filled out completely the clerk
or deputy will supply the top white copy of the

receipt to the payee while the bottom yellow copy
remains in the receipt book

d If the clerk or deputy is not able to give a copy of
the receipt to the payee in person such as the
payment being mailed to our Office the clerk or
deputy will staple the white copy of the receipt to
the original served copy of the legal document
The original served copy along with the receipt
will be mailed back to the payee

5 Money Collected Verification Form

a The Money Collected Verification Form MCVF
is a civil process form that is filled out by the
deputy when money is collected from a judgment
debtor This form is required to be filled out when
monies are collected by deputies while in the field

b Upon receiving money the receiving deputy will
fill out the top portion of the MCVF showing the
date case information type of Court Order

demanding such monies and the amount of monies
cash or money order received or note if a check

is written The deputy will sign and date the form
and if available a witnessing deputy will also sign
Once the deputy completes this information the
form along with the monies will be given to the
division Lieutenant or Captain as soon as possible
for their review

c Once the division Lieutenant or Captain receives
the MCVF the monies received will be verified
After the monies have been verified the Lieutenant
or Captain will sign and date the form and hand
deliver the form to the civil process clerk

d Upon receipt of the MCVF and monies the civil
process clerk will review the form and verify the
amount received Once verified the clerk will sign
and date the form as well as place the same date on
the date deposited in bank account line indicating
when the monies were deposited in the bank

e Once the MCVF and monies have been verified by
all parties the division Lieutenant will maintain this
form as well as copy of the court document for
audit purposes
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LEGAL PROCESS 15

6 Voided Receipts

If for any reason a clerk or deputy who in the process of
filling out a receipt makes a mistake on the receipt the
clerk or deputy will write Void across the top copy and
make sure that the word Void is legible through the
bottom copy If a receipt is filled out and then the white
copy is tom out but is later not used the clerk or deputy
will replace the torn out white copy making sure that the
word Void is legible on both copies The torn copy
should be placed back into the receipt book by taping or
stapling back into its original place

7 Bank Deposits

a Fees collected for the serving of a court document
will be placed into the Civil Process System CPS
at the time the court document is entered

b Monies collected from a court ordered judgment
will be documented on the MCVF

c All monies collected will be documented on a two

part bank deposit slip and placed in a deposit bag
with the monies received for that day When the

money is deposited in the bank the deputy should
receive a copy of the original deposit slip

d Once deposited the deputy will give the money
bag along with the deposit slips to the civil
division clerk

e All money shall be deposited on the same day in
which it was received if possible

8 Checkbook

a A checkbook will be maintained by the Civil
Division Lieutenant who will be responsible for the
balancing and the issuance of checks

b All bank deposits for Sheriffs Office fees and
judgments will be recorded into a checkbook

c No Sheriffs Office checks will be written to any
party until all outside checks have been received

and deposited and have cleared the bank with
sufficient funds

d A check will be written by the Division Captain or
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LEGAL PROCESS 16

Lieutenant payable to the Roanoke County
TreasurersOffice for all SheriffsOffice fees and
commissions receivedcollected during a one month
period The check will be submitted to the

TreasurersOffice within three business days of the
following month

e All Sheriffs Office checks will be signed by
two deputies who are authorized to sign checks

f At least monthly the checkbook transactions will be
reviewed and verified with the bank statement by
the LIDSBudget Specialist Once the LIDS Budget
Specialist verifies the accuracy of the checkbook
and bank statement heshe will initial the back of
the worksheet indicating the checkbook is accurate
and in compliance

9 Audits

a The State Auditors of Public Accounts and a private
Auditing Agency chosen by the County of

Roanoke will audit the transactions of the Roanoke
County SheriffsOffice Civil Division on an annual
basis

b Audit Period is from July 1 to June 30 of each
fiscal year

c The following will be provided to the auditors

i Checkbook
ii fee reports for each month
iii transmittal revenue for each month
iv bank statement for each month
v deposit slips for each month
vi court ordered judgments for that month if

any
vii Money Collected Verification Forms for

each month if any
viii receipt books used during that audit period
ix unused receipt books if requested
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