ALCOHOL LAW ENFORCEMENT

TITLE AND NUMBER:

Agents Monthly Tobacco Activity Report
AL-4f

TYPE OF DOCUMENT:

Excel

PURPOSE AND USE:
To provide a monthly record of time devoted conducting tobacco compliance checks

NUMBER TO BE COMPLETED:

One (1)

COMPLETION:



Agent

DISPOSITION:
Original sent to Headquarter’s tobacco coordinator and maintain a copy at district level

REQUIRED ATTACHMENTS

AND SUPPORTING DOCUMENTS:
Agents weekly activity report

NOTES:
Agents will enter daily the hours worked on the tobacco compliance checks.  Agents will submit on the first working day of the month for the preceding month.  The report should be printed and a signed copy given to the district supervisor

Completion Instructions:

1. Agent: Agent name

2. Station: District where the agent is assigned (ex: Hickory)

3. District: District number

4. Month: Month the tobacco checks were done

5. Date: Date the tobacco checks were done (ex: 3-10-04)

6. On: Hour the work shift begins (ex: 8:00AM)

7. Off: Hour the work shift ends (ex: 5:00PM)

8. Hours: Actual number of hours worked.  Meal hours are not counted in the work shift

9. Start mileage: Mileage on the agents assigned vehicle at the beginning of the shift

10. End mileage: Mileage on the agents assigned vehicle at the end of the shift

11. Total mileage: Subtract the beginning mileage from the ending mileage to obtain this figure

12. # Locations checked: Total number of tobacco outlets checked with the minor during the shift.  Note: Since two agents work together during outlet checks, only one agent will claim an outlet check.  Be sure not to double count a tobacco outlet check

13. # Violations detected: Total number of outlets that sold tobacco products to a minor on that particular day.  Since two agents work together during outlet checks, only one agent will claim violations detected.  Be sure not to double count violations detected

14. Total of hours: Add the numbers under the heading hours column and enter the total number of hours worked that month in this block

15. Total mileage: Add the numbers under the heading total mileage and enter the total miles driven that month in this block

16. Total locations checked: Add the numbers under the heading # of locations checked and insert the total of locations checked that month in this block

17. Total violations detected: Add the numbers under the heading # violations detected and insert the total of locations that sold tobacco products to the minor that month in this block

18. Date: Month, day and year

19. Explanation of activities: Brief description of daily activities (ex: which county you worked in and the agent that worked with you)

20. Agents Signature: Agent signature

21. Date: Month, day and year

22. Supervisor’s Review: Supervisor’s signature

23. Date: Month, day and year

