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NORTH CAROLINA ALCOHOL LAW ENFORCEMENT BRANCH

SPECIAL AGENT POSITION

SUPERVISOR’S DOCUMENTATION CHECKLIST
(INTERNAL USE ONLY – FORM NOT TO BE DISTRIBUTED TO APPLICANT)
APPLICANT:  ________________________________________________
 FORMCHECKBOX 
 4 Year Degree 
 FORMCHECKBOX 
 2 Year Degree
 FORMCHECKBOX 
 BLET Certified 
 FORMCHECKBOX 
 LE Experience
 FORMCHECKBOX 
 Other Combination:  ___________________________________________

PHASE ONE: Application Package 

 FORMCHECKBOX 
 STATE APPLICATION FOR EMPLOYMENT (PD-107)

· Has form been signed and dated? 
 FORMCHECKBOX 
 PERSONAL DISCLOSURE STATEMENT (AL-9d)
· If the applicant’s answers require a response, make sure they are attached. 

· Has form been signed and notarized?

 FORMCHECKBOX 
 PERSONAL HISTORY STATEMENT (F-3)
· Is the form complete to include N/A in blank spaces as Training & Standards requires? 

· Add 16 to the applicant’s year of birth and make sure residences are listed through that year.  

· Compare the F-3 to the PD-107 to ensure education and work experience matches.
· Has the form been notarized? 

 FORMCHECKBOX 
 EDUCATIONAL DOCUMENTATION (as applicable)
· Please verify accreditation for non NCDPI or UNC system schools. 

· NC Department of Administration’s Division of Non-Public Education 

http://www.ncdnpe.org/hhh118.aspx 

· U.S. Department of Education 

http://ope.ed.gov/accreditation/Search.aspx 

· Transcripts should be reviewed to ensure information matches PD-107 & F-3.  Please initial and date envelope.
1. _____________________________   FORMCHECKBOX 
 Transcript    FORMCHECKBOX 
 Diploma    FORMCHECKBOX 
 Accredited
2. _____________________________   FORMCHECKBOX 
 Transcript    FORMCHECKBOX 
 Diploma    FORMCHECKBOX 
 Accredited

3. _____________________________   FORMCHECKBOX 
 Transcript    FORMCHECKBOX 
 Diploma    FORMCHECKBOX 
 Accredited
4. _____________________________   FORMCHECKBOX 
 Transcript    FORMCHECKBOX 
 Diploma    FORMCHECKBOX 
 Accredited
5. _____________________________   FORMCHECKBOX 
 Transcript    FORMCHECKBOX 
 Diploma    FORMCHECKBOX 
 Accredited
 FORMCHECKBOX 
 BASIC LAW ENFORCEMENT TRAINING CERTIFICATE (as applicable)
 FORMCHECKBOX 
 BIRTH CERTIFICATE/NATURALIZATION CERTIFICATION
· Do not accept photo copy.
· Make sure applicant understands an original copy will not be returned.
 FORMCHECKBOX 
 CRIMINAL HISTORY (County/State)
· Compare the criminal histories provided by the applicant to education, work history and residences listed on the F-3 to ensure none are missing for counties and/or states.  
· Review criminal histories to make sure no disqualifying charges exist (See attached list of misdemeanors from Training & Standards).  Criminal history sheets/envelopes should be initialed and dated.  

1. ____________________________________ FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
2. ____________________________________ FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
3. ____________________________________ FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
4. ____________________________________ FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
5. ____________________________________ FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
 FORMCHECKBOX 
 DRIVER’S LICENSE RECORD (State)
1. ________________________ FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

2. ________________________ FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
3. ________________________ FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

· Review the driver history provided to ensure the applicant doesn’t have an out state driver’s license, for which a driver’s history would be required. 

 FORMCHECKBOX 
 PHOTOGRAPH

· Must be a 3” X 5” color head and shoulders photograph.

 FORMCHECKBOX 
 MILITARY PERSONNEL ONLY – DD214
· Verify if the applicant established a residence off base at any of their duty stations and/or training stations.  If yes, has the applicant provided criminal and driving histories for said counties and/or states? 

 FORMCHECKBOX 
 VALID DRIVER’S LICENSE

 FORMCHECKBOX 
 SOCIAL SECURITY CARD
 FORMCHECKBOX 
 I recommend this applicant proceed in the hiring process. 

 FORMCHECKBOX 
 I do not recommend this applicant proceed in the hiring process.  

     If applicant is not recommended, please provide a brief statement why:  
___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________       ______________________________       ____________

SAC/ASAC’S Printed Name: 
   
 SAC/ASAC’s Signature: 


     Date: 
NOTES:  
[image: image1.png]PT FROM CLASS B MISDEMEANOR MANUAL OF TRAFFIC OFFENSES WHICH ARE NOT MINOR

028 Driving whik license permanenly revoked (20-28(b){(8) Repesid] 10194111296 '
20:280)3) Drving whik license permancnty revoked (3" offnse) P31 Present '
20306 Fititious name or address inany application for  driver'slcense o learne's permit ET— 2

033)
237700) Special dentfication card(raud o misepresentation in application oforuse thercof) 010106-Present 2
0378 Fradulent useof a ctious name for a special identifcation card 20-37.8b) 109412199

INOTE: vikstions o 20-37.8(b) became flonious cf. 12/199] 2
0378 Fradulent useof a fctitous rame for & special dentification card (20-37.8) /3102 Present 2
2630 Registation o plates fumished by the Division,ce. aleraton,disguise, ot 0U016-Present

concesiment of umbers) 2
20714 Failur o disclose damage 10 vehicle 01016-Present 2
201021 Fals report of thef. o comversion o ot vehicle 100194-Present 2
2-11165) Fictitious name o addrss inapplication o registration 100194-Present '
21301 Useofred o bl lights on vehices prohibited (20-130.1(¢) 10194-Present '
21362 i bag insalation 01016-Present '
20372 Operation ofvehicles rescmbling law-<aforcement vhicls (20-137.26) 10194-Present '
201381 Drving whik impaired (punishment evel1; 0-179(g) or 2 (20-179(6) 10 M
213810 Driving whik impaired (punishment evel1; 0-179(g) or 2 (20-179(8) S/3102 Present M
21382 Impaied driving in commercial vehicl (20-138.2()) 10194-Present M
2-141G) Atleast 15 mph ovr;rying o clude arest 0941197 '

[NOTE: Repeald paragraps () ef.13/197; rcodifed uder 20- 14150
214130 &) Unlawil racing on strcts and ighvays 1126 Present '
20-141.5@) Specding to clude amest 1117199 Prsent '
201570 Duty to Move Over 010106-Present '
20-16606) Duty 1o stop in event of aceident o cllsion 10194-Present '
20-16600) Duty 1 stop in event of accident o cllsion 10194-Present '
20-166(c1) Duty 1o stop in vent of ccident o cllson 10194-Present '
20-183.801) Inspection vilation by Inspecor SI1-present 3
2:29310K1) Othervilation;penaltcs (ivesinformation reqiredinarepot of 3 reporable

aceident, knowinghaving reason o beleve informaton s falsc) o106 Present '
2:2m316X2) Othervilations, pnaltie forges o without authoiy signsany cvidenc of proof of 01016 Present

financil responsivity) '
2:29310X5) Othervilations, pelte forges/offee or ling any evidence of proof of inancial 01016 Present

responsibility, knowing/having reason o believ tht evidence is forgedsigned. 1

ithout subority)
203131 Makingflsccertificaion or giving fle informaton 01016 Present '
2071 Rezulation of profssional house moving[increased punishment fom Class 3 to Class SI1-present '

1 misdemcanor]

*Note that violations 0F 20-138.1 Driving While Impaired (punishment levels 3, 4 & 5) are considered Class A
Misdemeanor and should also be listed in response to number 49.





