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

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

Subj:  ASSIGNMENT AS THE ARMS, AMMUNITION, AND EXPLOSIVES (AA&E) 
       OFFICER 

Ref:  (a) MCO 5530.14A 
      (b) MCO 8010.13
      (c) MCO 8023.3B
      (d) MCO P8020.10B
      (e) SECNAV M-5210.1

1.  Per the references, you are hereby appointed as the unit AA&E Officer.

2.  You are responsible for the physical accountability of the Class V(W) account to include the training of ammunition personnel.

3.  Conduct a 100-percent physical inventory and complete a review of all AA&E within 30 days of appointment and retain copies of the inventory for three years.  

4.  Report any discrepancies immediately during the review and inventory process to the appointing officer.

5.  You will maintain close liaison with the Area Security Officer (ASO).

6.  You will assist the ASO, Provost Marshal Office (PMO), Naval Criminal Investigation Service (NCIS), and other assigned personnel in investigating AA&E losses.

7.  You will conduct screenings of personnel who handle AA&E in the performance of their duties in accordance with reference (a).  Ensure proper Unit Diary Code (AD) has been entered into the Marine Corps Total Force System (MCTFS).

8.  You will document the results of the AA&E Officer initial inventory on the Ammunition NSN/Lot Number Record (NAVMC 10774).



9.  You will ensure range Officers in Charge (OIC) comply with those duties/procedures outlined in paragraph 7 of reference (b).

10.  Ensure personnel assigned custody, maintenance, disposal, distribution, or security responsibilities for Class V(W) in the performance of their primary duties are properly screened, qualified and documented in accordance with references (a) and (c).

11.  You will ensure annual AA&E Awareness Training is conducted, incorporated, and documented within the Annual Training Plan (ATP) and Professional Military Education (PME) in accordance with reference (d).

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