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UNITED STATES MARINE CORPS

UNIT LETTER HEADER
                                                       IN REPLY REFER TO:           
                                                       4400                                                       

                                                        
      S-4                                                        

                                                                  00 Oct 10

From:  Commanding Officer, UNIT

To: 
 First Lieutenant Matthew A. Fox xxxx/0000 USMC 
Subj:  APPOINTMENT AS AMMUNIITON AND EXPLOSIVES (A&E) AUDIT AND      
 VERIFICATION OFFICER

ref:   (a) mco p4400.150e
1.  You are hereby appointed as the A&E Audit and Verification Officer for UNIT.  You are directed to familiarize yourself with the references in the execution of your duties.
2.  You will certify that expenditure reports are completed after every exercise and verify that any unused ammunition has been returned to the Ammunition Supply Point (ASP) in accordance with reference (a).  

3.  In accordance with reference (a), on a quarterly basis, you will audit and validate the unit custody and documentation for issue, receipt, expenditure, and turn-in of unexpended assets.  

4.  When the command is holding security and/or training assets you must validate that ammunition NSN/Lot number records (NAVMC 10774’s) are properly maintained.
5.  This appointment may be revoked at any time.  Revocation will be in writing, addressed to you, and will show the effective date.

6.  This letter of appointment will be maintained in the permanent file of this command to show the successive holders (revocation) of this position and will be retained for a period of three years.

7.  Any questions regarding ammunition can be directed to AMMO CHIEF AND NUMBER.

         I. B. COMMANDER

-----------------------------------------------------------------------------------

FIRST ENDORSEMENT

From:  First Lieutenant Matthew A. Fox xxxx/0000 USMC
To:    Commanding Officer, UNIT
1.  I certify that on ______________ at ________I have read and understand the references.

2.  I have assumed the duties as the Audit & Verification Officer for UNIT.

  M. A. FOX

