UNITED STATES MARINE CORPS
UNIT
ADDRESS
ADDRESS
	IN REPLY REFER TO:
Subj:  ASSIGNMENT AS THE AMMUNITION, AND EXPLOSIVES (A&E) AUDIT 
       AND VERIFICATION OFFICER (AVO)
				8000
				AMMO
				DD MMM YY

From:  Commanding Officer, UNIT
To:    First Lieutenant Walker, Michael C., (EDIPI)/(MOS) USMC

Subj:  ASSIGNMENT AS THE AMMUNITION, AND EXPLOSIVES (A&E) AUDIT 
       AND VERIFICATION OFFICER (AVO)

Ref:  (a) MCO 8010.13

[bookmark: _GoBack]1.  Per the reference, you are hereby appointed as the unit A&E AVO.

2.  You are responsible for the verification and validation of Class V(W) issue, receipt, and expenditure documentation.

3.  Your duties are as follows:

    a.  Ensure completed Expenditure Reports (NAVMC 11381) and a legible copies of issue and receipt documents are submitted within seven days after the completion of the range or exercise.  A&E drawn from the local supporting ammunition storage activity will be returned using the original document number as issued with a suffix code.

    b.  Audit and certify NAVMC 11381s within seven days after completion of the range or exercise to ensure all unused A&E has been returned to the supporting ammunition storage activity.  

    c.  Ensure NAVMC 11381s are maintained by Fiscal Year (FY) and retained for current year plus two prior FYs as of the closing date of the expenditure.  For those NAVMC 11381s which correspond to ammunition maintained on Ammunition NSN/Lot Number Records (NAVMC 10774), the retention period shall be three years from placement of NAVMC 10774 in the inactive file.

    d. Conduct quarterly audits of the command’s Class V(W) management.

4.  This appointment supersedes all previous appointments and you will remain the A&E AVO until a complete turnover is conducted with your successor and properly relieved.
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