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Subj:  APPOINTMENT AS THE AMMUNITION CHIEF FOR UNIT

                                                       8000
                                                       AMMO
                                                       DD MMM YY

From:  Commanding Officer, UNIT
To:    Rank First Name Middle Int. Last XXXXXXXXXX/2311 USMC

Subj:  APPOINTMENT AS THE AMMUNITION CHIEF FOR UNIT

Ref:   (a) MCO 4400.201 CH-2 Vol 7
       (b) MCO 5530.14A 
       (c) MCO 8025.1E
       (d) MCO 5100.29C

1.  Per the references, you are hereby appointed as the Ammunition Chief for UNIT.

2.  As the Ammunition Chief you will:

    a.  Ensure Standard Operating Procedures and desktop/turnover folders for the commands class V(W) program are establish and maintained.

    b.  Account for class V(W) per this order.  This includes the blank, inert, security, safety, training and dummy ammunition stored locally controlled magazine, ready service lockers or armories.

    c.  Ensure appointment, acceptance and revocation letters are retained for three years from date of appointment/relief. 

    d.  Ensure 100-percent fiscal year (FY) inventory of all class V(W) held is conducted and properly documented on appropriate accounting records (e.g. NAVMC 10774) and supporting documentation is maintained for 10 years from date of expenditure.

    e.  Ensure personnel are aware of, comply with, and prepare missing, lost, stolen and recovered (MLSR) reports per reference (b).

    f.  Ensure personnel are aware of, comply with, and prepare malfunction and defect reports in accordance with reference (c). 

    g.  Ensure authorized storage allowance is not exceeded.

    h.  Prepare all Delegations of Authority (NAVMC 11797) forms in accordance with reference (a), ensuring they are on file at supporting ammunition storage activities prior to receiving class V(W).

    i.  Forecast ammunition and explosives training requirements via Total Ammunition Management Information System (TAMIS).

    j.  Assist the Board Member/Chairperson with the management of the qualification/Certification Program.

    k.  Prepare and submit required forms and documents (e.g. delegation of authority letters) to the local Defense Logistics Agency, Disposition Services (DLA DS) to facilitate the demilitarization and turn-in of Materials Potentially Presenting and Explosive Hazard (MPPEH).

3.  You are to utilize the references for guidance in the performance of your duties. Additional assistance is available from the battalion Arms, Ammunition and Explosives Officer.

4.  This appointment letter supersedes all previous appointment letters and is rescinded upon your transfer from this command.



			CO SIGNATURE
_________________________________________________________________

FIRST ENDORSEMENT	
	8000


From:  Rank First Name Middle Int. Last XXXXXXXXXX/2311 USMC
To:    Commanding Officer, UNIT
[bookmark: _GoBack]
1.  I have read and fully understand the instructions contained in the references regarding my duties as the Ammunition Chief and Explosive Safety Representative Weapons Training Battalion.



AMMO CHIEF SIGNATURE
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