ALCOHOL LAW ENFORCEMENT

TITLE AND NUMBER:


District Monthly Report
AL-3

TYPE OF DOCUMENT:


Excel

PURPOSE AND USE:
To provide a record of activities performed by district personnel  
NUMBER TO BE COMPLETED:
One (1)

COMPLETION:
District office assistant

DISPOSITION:
E-mail to Headquarters and original to be filed according to district file plan

REQUIRED ATTACHMENTS

AND SUPPORTING DOCUMENTS:
None

NOTES:
Totals are compiled by entering information submitted on the agent’s weeklies.  Weekly totals are entered into the agent’s operations area report and automatically transferred to the operations report.  This report is due at Headquarters no later than the 7th of each month. Office Assistant’s shall report lottery hours only. This report must be printed on 8.5 x 14 size legal paper.
Completion Instructions:

1. Header line: Alcohol Law Enforcement 

2. Header line: District Monthly Report

3. Header line: Month/year: Current month and year of report

4. Header line: District : Roman numeral of the district reporting

 Hours (Enter agent and office assistant names on this line)
5. Shift premium: Total shift premium hours worked by agent 

6. Lottery: Total lottery hours worked by agent

7. Field: All hours worked in the field

8. Office: All hours worked in the office.  If an agent telecommutes or otherwise uses another office area for administrative activities normally occurring at the office, office hours will be claimed. 
9. Paid OT HRS: Boxing:  All paid Boxing overtime hours worked by agent

10. Paid OT HRS: ABC:  All paid ABC overtime hours worked in Halifax or Rowan counties by agent 
11. Paid OT HRS Tobacco:  All paid Tobacco hours worked by agent

12. Total Paid OT HRS: Total number of paid OT hours per agent.  Totals will automatically calculate
13. HRS (Sworn): Lottery, field, plus office hours should equal the number of work hours for that day.  Meal hours are not counted in the HRS column.

Activity

14. ABCC applications completed: The number of ABC Commission applications completed and submitted by the agents as a finished product 
15. ABC written outlet inspections: Total number of ABC written outlet inspections completed 

16. ABC written warning: Total number of written warnings per agent

17. Violations to ABCC: Total number of violations sent to ABCC 

18. Search warrants: Total number of search warrants per agent
19. Arrests: Total number of arrests per agent

20. Lottery applications completed:  Number of lottery applications completed and turned in

21. Lottery written inspections:  Number of lottery written inspections

22. Tobacco compliance checks:  Number of tobacco outlets checks with an undercover minor
23. Tobacco violations: Number of tobacco violations completed and turned in
24. Tobacco mileage: Total number of tobacco miles per agent

Vehicle  
25. Tag number: Appropriate tag number listed under each agent’s name

26. Ending mileage: Ending mileage per each agent

