ALCOHOL LAW ENFORCEMENT

TITLE AND NUMBER:


Undercover Funds Report

AL-11
TYPE OF DOCUMENT:


Excel

PURPOSE AND USE:
To provide a record of agent’s expenditures of undercover funds

NUMBER TO BE COMPLETED:

One (1)

COMPLETION:



By the agent making the expenditures

DISPOSITION:
Send original to Headquarters. The district to file according to file plan

REQUIRED ATTACHEMENTS

AND SUPPORTING DOCUMENTS:
Receipt documentation as needed for expended funds
NOTES:
AL-11a is submitted with this report.  Reports are due to Headquarters monthly no later than the 7th of the following month reporting.  Submit money to Headquarters at completion of the fiscal year ending in June.  Be sure to attach the signed receipts from paying the informant.  This report can be sent by courier mail or hand delivered.  The funds received should be in check form if possible.  Agents shall keep the AL-11’s current as funds are expended.
Completion Instructions:





1. Agent:  Reporting agent’s name 

2. District:  District number of reporting agent

3. Month: Month in which the funds were expended

4. Year:  Year in which funds were expended

5. Total funds received this month: Amount of funds received from a supervisor

6. Total expenditures this month: Total expenditures on this report.  This is derived from adding up all the expenditures on the report.
7. Funds returned/retained this month: The agent will enter funds turned in or retained.  This block will be used to reflect the total amount to be carried into the next month or turned in.  The word returned or retained should be deleted or marked out appropriately. 

8. Date: Month, day and year

9. Case number: The case number shall be the same number assigned to an AL-48 or an AL-55, or one generated by the agent with a citation.  If funds are expended but no case is made, enter the type of investigation (ex: “Minor” or “SIPS”).
10. Location: Trade name of the premises or address by street name and town.  If an informant, identify the informant by the number assigned

11. Item: Detailed and itemized description of all the items the funds were expended on

12. Price: Exact price expended per item

13. Total/subtotal of expenditures: Total/subtotal of the listed items expended
14. Agent’s signature: Agent’s signature

15. Supervisor’s signature: Supervisor’s signature

16. Date: Month, day and year

ALCOHOL LAW ENFORCEMENT

TITLE AND NUMBER:


District Undercover Funds Report

AL-11a

TYPE OF DOCUMENT:


Excel

PURPOSE AND USE:


To provide a monthly record of funds issued 

and expended for undercover activities

NUMBER TO BE COMPLETED:

One (1)

COMPLETION:



By the supervisor

DISPOSITION:
Send original to Headquarters.  File according to the district file plan

REQUIRED ATTACHEMENTS

AND SUPPORTING DOCUMENTS:
AL-11 

NOTES:
Reports are due to Headquarters monthly no later than the 7th of the following month reporting.  Submit money to Headquarters at completion of the fiscal year ending in June.  Be sure to attach the signed receipts from paying the informant.  This report can be sent by courier mail or hand delivered.

Completion Instructions:





17. District: District number 

18. Month: Month reporting 

19. Year: Year reporting 

20. Brought forward: Amount of funds brought forward from the previous month

21. Received: Amount of funds received

22. Total: Amount brought forward plus received amount

23. Total expenditures: Amount of total expenditures for the month

24. Transferred to:  Amount transferred to another district. Be sure to indicate which district

25. Balance: Total minus the total expenditures and transferred amounts 

26. Carried forward: Amount of funds being retained and carried into the next month

27. Total undercover: Total of all funds expended on undercover activities for the month

28. Total informant fees: Total of all informant fees for the month

29. Supervisor’s signature: Supervisor’s signature 

30. Date: Month, day and year

ALCOHOL LAW ENFORCEMENT

TITLE AND NUMBER:


District Undercover Funds Balance Report        Worksheet
TYPE OF DOCUMENT:


Excel

PURPOSE AND USE:
To provide a balanced record of undercover funds issued and received at the district level

NUMBER TO BE COMPLETED:
One (1)

COMPLETION:
Supervisor 

DISPOSITION:
To be retained at the district office and filed according to file plan

REQUIRED ATTACHEMENTS

AND SUPPORTING DOCUMENTS:
AL-11, AL-11a, and signed receipt from informant(s) 

NOTES:
AL-11 and AL-11a are due to Headquarters monthly no later than the 7th of the following month reporting.  Submit money to Headquarters at completion of the fiscal year ending in June.  Be sure to attach the signed receipts from paying the informant.  The district worksheet is for district office use only. 

Completion Instructions:

1. District: District number 

2. Month: Month report covers 

3. Year:  Year report covers

4. Funds paid to/received from: The supervisor shall enter the name of the agent to whom the funds are paid or received from.  When undercover funds checks are received from ALE, the supervisor shall enter “HQ check”.

5. Date of transaction: Month, day and year

6. Issued by/received by: The supervisor shall enter their first initial and last name

7. Funds paid out: Funds paid out to an agent.  Each entry is to be made on a separate line.

8. Funds received: Amount of funds received from an agent.  Each entry is to be made on a separate line.

9. Balance: Current balance of funds after making an entry in the “funds paid out” or “funds received” column at the left

10. Ending balance: Remaining funds on the balance sheet.  If the supervisors complete multiple sheets during the month, they will carry forward the ending balance to the top of the next sheet and place it in the balance block.

11. Supervisor’s signature: Supervisor’s signature

12. Date: Month, day and year

