ALCOHOL LAW ENFORCEMENT

TITLE AND NUMBER:


Weekly Report
AL-4

TYPE OF DOCUMENT:


Excel

PURPOSE AND USE:


To record agent’s weekly activities

NUMBER TO BE COMPLETED:

One (1) every week 
COMPLETION:



By the agent
DISPOSITION:



To be filed according to the district filing system

REQUIRED ATTACHMENTS
Various documents verifying statistical information 

AND SUPPORTING DOCUMENTS:
reported in the AL-4 (i.e. citations, AL-50’s, written inspections, etc)

NOTES:
Submit a completed AL-4 each Monday for the preceding week.  When the last day of the month falls on a day other than Sunday, complete one AL-4 for the period from Monday until the last day of the month and a second AL-4 for the period beginning the first day of the month until the following Sunday.  Partial week reports are due as set by the Special Agent in Charge.       

Completion Instructions:
1. Agent: Print his/her first and last name
2. District: District number in roman numerals
3. Week beginning: Date of the first day reported on the AL-4.  This would normally be Monday’s date unless the first of the month falls on another day.
4. W/C: - Work cycle- ALE operates on a 28-day work cycle for the purpose of tracking overtime.
5. Date: The date is entered in the top half of the split box for the first day of the week.  The day is entered in the bottom half of the split box.
6. On: Hour (standard time) the work shift begins.  If working a split shift, enter the hour the work shift begins on the second line.  If working paid overtime (Boxing, Halifax County ABC or Rowan County ABC), enter the hour the work shift begins on the third and fourth lines.
7. Off: Hour (standard time) the work shift ends.  If working a split shift, enter the hour the work shift ends on the second line.  If working paid overtime (Boxing, Halifax County ABC or Rowan County ABC), enter the hour the work shift ends on the third and fourth lines.
8. Hrs:  Office hours (Office) plus Field hours (Field) should equal the number of work hours for that day.  Meal hours are not included in the HRS COLUMN.  
9. CT:  Hours of compensatory time taken off

10. SP: Shift premium hours – hours that qualify for shift premium pay.  If over half the scheduled shift occurs after 4 PM all hours worked during this shift are shown.  See Directive E-3 1.3. for a detailed explanation of what can be claimed for shift premium pay.
11. Field:  All hours worked in the field

12. 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.
13. Lottery Hrs: surveillance:  Number of hours spent conducting surveillance at Lottery outlets and Lottery/ABC outlets.  Travel time to and from the location is included.  This would include time spent issuing citations, writing reports and processing an arrestee at a local jail facility.  Time spent transporting evidence to approved evidence storage locations as a result of the surveillance at the location is included.  If the location has Lottery/ABC permits, the time should be split evenly.
14. Lottery Hrs: inspections:  Number of hours spent conducting inspections.  The hours will include time spent driving to and from a location.  If the location is a Lottery only location, total drive time must be counted to the location and from the location.  If the location is a Lottery/ABC location and the Agent conducts both a Lottery and ABC inspection, the Agent shall divide the time between the two inspections as well as drive time.  Time spent for arrests or violations detected during the inspection will also be counted.  

15. Lottery Hrs: court:  Number of hours spent in court for lottery outlet related charges.  If the charge was rendered as a result of Lottery outlet related surveillance, the time spent in court, to include travel time to and from court, will be counted (regardless of what the charge was for).  If the location had Lottery/ABC permits the time should be split evenly.
16. Lottery Hrs: investigations:  Number of hours spent conducting Lottery outlet related criminal investigations.  This would include time spent investigating complaints of criminal activity at Lottery licensed outlets (time conducting spent surveillance and/or an inspection in conjunction with an investigation or complaint should be recorded under Lottery Hrs: surveillance or inspection).  This would include time spent investigating illegal lottery’s, i.e. “Bread and Butter Lotterys.”  If the location has Lottery/ABC permits, the time should be split evenly.
17. Paid OT Hrs:  All paid overtime hours worked for Boxing, ABC  and TCC (Tobacco)
18. Explanation of activities: Show the area (county, counties or cities) worked during a shift and provides a brief explanation sufficient to explain the agent’s major work activities.  Example:  Raleigh office: weekly and violation reports.  Wake: inspections, surveillance and meeting with Raleigh PD.  If the agent is working outside of their assigned district they should show the city or county worked and a brief explanation (ex: special assignment).  Agents reporting overtime should provide case number or explanation.

ACTIVITIES:  
Agents will claim all actions performed in the categories listed.  Report activities on the work-shift day of occurrence.  Ex: An agent works a Friday night shift from 6:00 p.m. to 3:00 a.m.  A citation is issued at 12:30 a.m. Saturday morning.  The citation will be reported as a Friday activity as it occurred during the assigned Friday shift.
19. ABC Outlet Checks: The number of ABC outlet checks completed and submitted by the agents.
20. Violations to ABCC: Claim all ABC violations submitted to the ABC Commission.  The violation will be claimed on the day the violation report is sent to the ABC Commission.

21. Unsuitable hold/Summary Susp. Vio. – Claim the ABC violations submitted to the ABC Commission for classification of unsuitable to hold ABC permits or for summary suspensions.
22. Distillery Investigations – Claim all distillery investigations that resulted in a distillery seizure or destruction.
23.
State Arrests – Claim the total number of arrests made for North Carolina Charges.

24.
Federal Arrests – Claim the total number of arrests made for Federal Charges.

25.
Alcohol Charges – Claim the total charges related to alcoholic beverages which include 

Chapter 20 charges related to alcoholic beverages including open containers, and Chapter 14 related to fictitious identifications used to purchase or possess alcoholic beverages.

26.
Controlled Substance Charges – Claim the total charges related to controlled substance 


Violations contained in Chapter 90.

27.
Gambling Charges – Claim the total charges for the gambling statutes.

28.
Other State Charges – Claim the total charges for unlisted categories of State charges.

29.
Felony Charges – Claim the total number of felony charges.

30.
 Misdemeanor Charges – Claim the total number of misdemeanor charges.

31.
Search warrants:  Search warrants executed.  (Must have a complaint entered into CRM).
32.
Consent searches:  Searches generated by ‘knock and talks’.  This does not include consent searches of automobiles (Must have complaint entered into CRM).
33.
Lottery outlet related arrests: Any arrest made in connection with a Lottery licensed location.  (Example; if an Agent conducts surveillance of a Lottery outlet or a location with Lottery and ABC permits and observes a person engaged in Chapter 90 activity and stops the suspect away from the location and charges for any criminal offense, this is a Lottery outlet related arrest).
34.
Lottery outlet checks: Number of locations where surveillance was conducted or a cursory check and when an agent checks a Lottery outlet and no other paperwork is generated (“no other paperwork” means the agent did not conduct a written inspection, application investigation or compliance check).  If a citation or written warning was issued as a result of the surveillance, the observation of the outlet is still counted as a Lottery outlet check.
35.
Tobacco compliance checks: Tobacco compliance check when an approved undercover minor attempts a tobacco product purchase.
36.
Tobacco violations:  Number of violation(s) from the sale of tobacco products to underage persons.
37.
Tobacco mileage: Mileage claimed while conducting tobacco compliance checks.
ITINERARY WEEK OF

38.
Itinerary week of: The itinerary is a projection of the schedule an agent will be working two weeks from the beginning date of the AL-4.  This is a projected itinerary and may be changed with the approval of the SAC to meet the needs of the district.
39.
Shift: Enter the hours an agent is scheduled to work on a particular date (ex: Monday 8:00 AM – 5:00 PM).
40.
Location: Enter the location (county, counties, city, or cities) where the agent will be working.
MONTHLY MILEAGE

41.
Beginning odometer: Enter the mileage on the agent’s assigned vehicle at the beginning of the month
42.
Ending odometer: Enter the mileage on the agent’s assigned vehicle at the end of the month.
43.
Total miles: Subtract the beginning monthly mileage from the ending monthly mileage.
44.
Agent’s signature: Agent’s signature 

45.
Date: Month, day and year (-- / -- / --)

46.
SAC’s signature:  SAC’s signature

47.
Date:  Month, day and year (-- / -- / --)
