A&E Audit & Verification Officer Guide

In order to conduct the Quarterly Audits, follow the steps below:  (Ref: MCO P4400.150E)

1. Ask the Ammo Tech (ESR) to open TAMIS and go to the Reports Menu, E-581 Reports, E-581 Documents, select training and get a detail report for the QTR. (A hard copy can be printed for notes)
____________________________________________________________________________________________________________________________________________________________________________________ 

1. Ask the Ammo tech for all supporting documentation for the QTR  (i.e. expenditure reports, receipt and turn-in documents)

1. Ensure #1 & #2 are in fact for the required QTR 

1. Since you have already verified each individual exp report, match the expenditure reports with the line number on the E-581 report to ensure all are present and completed in their entirety. 

____________________________________________________________________________________________________________________________________________________________________

1. Verify all the line items on the Exp Rep are the same ones listed on the E-581 report after opening the hyperlink

NOTE: Any transaction not incorrectly documented
will be a discrepancy.
____________________________________________________________________________________________________________________________________________________________________

1. If you have previously audited the exp rep, the line item on the E-581 report should read “reconciled”.

NOTE: If the exp rep has not been previously certified, conduct that step and proceed; if the line item does not read “reconciled”, annotate the discrepancy with the series document number. 
____________________________________________________________________________________________________________________________________________________________________

1. Once all documentation has been reviewed, identify all discrepancies ____________________________________________________________________________________________________________________________________________________________________
Check to make sure that historical files are maintained; this does not require a verification of every document just a check that they are maintaining the information.
____________________________________________________________________________________________________________________________________________________________________________________

1. Review monthly inventories and ensure they are being conducted. Ensure a letter with the A&E inventory is attached as an enclosure (either on MSI or separate report)

NOTE: SNCO/Officer must be assigned in writing by CO each month.
____________________________________________________________________________________________________________________________________________________________________________________

1. Ask Ammo Tech for Security, Inert and Dummy Records
3. Review 1348-1A issue documents
3. Review NAVMC 10774 Cards and ensure the first entry is the same document number as the 1348-1A Issue doc
3. Transaction codes -2nd attachment for reference
3. The remaining columns on the NAVMC 10774 should be self explanatory except the final one “Accountable Balance”
3. Review ECR transferring the security, inert or dummy ammunition to the current Armorer (Armorer still associated w/unit) who has taken custody of the security, inert or dummy ammunition for storage, issue and receipt as required.

NOTE: The Accountable Balance should have the entire amount that was received on the 1348-1A. If any items are missing, a voucher should be present to justify the change authorized by the Battalion CO.
________________________________________________________________________________________________________________________________________________________________________________________________


1. Has the A&E Audit & Verification Officer reported the unannounced quarterly audit via naval letter to the Commanding Officer and provided copies to the AA&E Officer and Explosive Safety Representative?

________________________________________________________________________________________________________________________________________________________________________________________________



1. Is the A&E Audit and Verification Officer certifying expenditure reports?

________________________________________________________________________________________________________________________________________________________________________________________________
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