DEPARTMENT OF THE ARMY
US ARMY INSTALLATION MANAGEMENT COMMAND
HEADQUARTERS, UNITED STATES ARMY GARRISON, FORT BELVOIR
9820 FLAGLER ROAD, SUITE 213
FORT BELVOIR, VIRGINIA 22060-5928

REPLY TO
ATTENTION OF

IMBV-HRA 18 May 2015
MEMORANDUM OF INSTRUCTION
SUBJECT: Procedures for Blank Forms and Publication Account Holders

1. Purpose. To provide instructions to acquire blank forms and publications and
responsibilities of the units and installation publication officials.

2. References.
a. Publications:
(1) AR 25-30, The Army Publishing Program, 27 March 2006.
(2) DA Pamphlet 25-33, Users Guide for Army Publications and Forms.
b. Forms:

(1) DA Form 12-R, Request for Establishment of a Publication Account. (SEE
APPENDIX A)

(2) DA Form 17, Requisition for Publications and Blank Forms. (SEE
APPENDIX B)

3. Responsibilities.

a. Fort Belvoir Administrative Services Division (ASD), Installation Publications
Official (IPO) will:

(1) Manage Installation Blank Forms.

(2) Enforce policies and regulations and instructions governing publications
and printing.

(3) Ensure each appointed Unit Publications Officer (UPO) has an active
publication account; exercise blank forms and publication management
responsibilities.

(4) Maintain Fort Belvoir's active publications account roster.

(5) Conduct a monthly inventory of Blank Forms located within ASD.

b. Organization S-1 Adjutants will:
“LEADERS IN EXCELLENCE”




(1) Ensure their organization has an active publications account. They can
verify this information by contacting ASD at 703-805-1335. If an account needs
to be established, or the UPO has changed, a DA Form 12-R will need to be filled
out and sent to the IPO, in order to receive ordered publications.

(2) Appoint UPQO's, as needed, to ensure each entity within the organization
has current publications.

c. Unit Publications Officers will:

(1) Take inventory of blank forms and publications needed for their unit.

(2) Ensure they place orders on a DA Form 17.

(3) Refer DA Form 17 to ASD for processing.
4. Publication Accounts. All UPO's will establish a publications account through
ASD. The UPO will fill out a DA Form 12-R and send to ASD for processing. Once
approved, ASD will forward the 12-R to Army Publishing Directorate (APD) for account
number assignment. An additional 12-R will need to be submitted when there is a
change in account information. A detailed description on how to fill out the DA Form

12-R is located in Appendix A.

5. Ordering Publications..

a. All orders will be placed on a DA Form 17 for ASD to send directly to Army
Publishing Directorate (APD) for processing.

b. An additional memorandum, signed by the Unit's Commander, justifying the
order may be required when:

(1) The order exceeds the allocated limit.
(2) Unit needs a re-occurring monthly order.
6. Point of Contact for Blank Forms and Publications information is the Installation

Publications Officer, Ms. Noreen Modesto-Towns, (703) 805-1061 or e-mail
noreen.h.modesto-towns.civ@ mail.mil.

NOREEN MODESTO-TOWNS
Chief, Administrative Services Division


mailto:noreen.h.modesto-towns.civ@mail.mil

Appendix A
DA Form 12-R, Request for Establishment of a Publications Account

REQUEST FOR ESTABLISHMENT OF A PUBLICATIONS ACCOUNT
For use of this form, see DA PAM 25-33; the proponent agency is ODISC4

1. ACCOUNT NUMBER 2. DATE 3. TYPE OF SUBMISSION
[ ] INmAL b, [ N .
EXXXX PROCESS DATE =8 R cHaNeE “s,[ | CLOSE
4. FROM (Include nine-digit ZIP Code) 5. THRU (inciude nine-cigit ZIP Code) 6. TO
COMMANDER DPHR, Administrative Services Division U.S. Army Publication Distribution Center

1655 Wooden Road
St. Louis, MO 63114-6181

ORGANIZATION NAME
ORGANIZATION ADDRESS

9875 Michie Place
Building 219
Fort Belvoir, VA 22060-5920

SECTION | - GENERAL
7a. REQUEST AN ACCOUNT BE ESTABLISHED FOR THE FOLLOWING SERVICE:

[/] pusLicaTions [] BLANKFORMS [ | TESTMATERIAL (see para 2-5 DA PAM 25-33)
7b. JUSTIFICATION FOR BLANK FORMS ( Use a separate sheat of paper if more space is needed )

8. UNIT DESCRIPTION DATA (FAILURE TO COMPLETE THIS BLOCK WILL RESULT IN YOUR REQUEST BEING RETURNED.)
a. Component (Contractors must compiete Elock 8e and/or 87)

f

@ Active Army ]_] Army Reserve Ejl National Guard Air Force
f__] Marine Corps D Navy u DOD Activity j Contractor I—] Other
b. TOE Number or TDA Number {Army Only) e. Commercial and Government Entity (CAGE) Code
{Contracfors}
c. Unit Identification Code (UIC) (Army Users) f. Contract Number {if applicable}
W4XXXX
d. Military Assistance Program Add Code (FMS Users) g. DOD Activity Address Code (Non-Army Users) or Navy UIC

9. PUBLICATIONS OFFICER FOR THIS ORGANIZATION WILL BE:

a. Typed Name, Grade and Title b. Signature
JOHN DOE, GS/RANK
PROGRAM ANALYST

c. Telephone Number
(OSN and Commercial)
655-XXXX/ 805-XXXX

SECTION Il - ACCOUNT CLASSIFICATION LEVEL
10. REQUEST THE FOLLOWING CLASSIFICATION LEVEL FOR THIS ACCOUNT:

[ ] unciassiFiep | | conFibenmiaL  [/] SECRET
11, THIS ORGANIZATION HAS ADEQUATE EQUIPMENT AND PROPERLY CLEARED PERSONNEL TO RECEIVE AND SAFEGUARD
MATERIAL ACCORDING TO THE CLASSIFICATION REQUESTED FOR THIS ACCOUNT. IF CLASSIFIED SERVICE IS APPROVED,
THE SECURITY OFFICER WILL BE:
a. Typed Name, Grade and Title
JOHN DOE, GS/RANK
SECURITY MANAGER

c. Telephone Number
{DSN and Commercial)

655-XXXX/ B05-XXXX

b. Signature

SECTION Il - CHANGE OF ADDRESS
b. NEW ADDRESS (Include 9-digit Zip Code)

12a. OLD ADDRESS (Include 9-digit Zip Cods)

NOREEN MODESTO-TOWNS, GS-11
ACTING CHIEF, ADMIN SRVCS DIV

Effective Date:
SECTION IV - AUTHENTICATING OFFICIALS
13a. Typed Name, Grade and Title of Commander b. Signature c. Telephone Number
JOHN DOE, GS/RANK (DSN and Commercial)
DIRECTOR 655-XXXX/ 805-XXXX
14a. Typed Name, Grade and Title of PCO/PSM b. Signature C. Telephone Number

(DSN and Commercial)
655-1061/ 703 805-1061

DA FORM 12-R, APR 1996

PREVIOUS EDITIONS ARE OBSOLETE

APD PE v2 DIES




Keep Account Information Current

If any of the following changes occur you
should submit an updated DA Form 12-R

« Type of service (Block 7a)

* Unit description data (Blocks 8a thru g)
* Publication Officer (Blocks 9a thru c)

+ Classification level (Blocks 10 thru 11¢)
+ Change of address (Blocks 12a and b)




Change In Account Information

W Foim*icw Edfer - 1DA Foim 12-8. Apr 96

I3 Fe Ed Veew Ine=i Famsl Tod: D LocYe Windew Hep =18
Change of Address 4

REQUEST FOR ESTABUSHMENT OF & PUBLICATIONS ACCOUNT
For wse of this form, see DA PRAS 25-33; the proporsmt apsrcy 5 COSC4

<4.’A'c7:oum uumD Z DATE 2. TYPEOF SUBMSS!
Your account numbe ITleL (- k.
~Youraccount numbeg 2] Q %‘ [Jewese

4. Fom fincicle mredig? 2P Cade) |6 THAY (incdcle mne-cigd 2P Code) 5T
|

D PJBLICATIONS D BLAMS FOHMS D TEST MATERAL fse pvs 2-5 O£ RO 2533/
7o JUSTIFCATION FOR BLANK FORMS [Usa 3 separste shee! of mmper if more spuce = resded |

SECTION | - GENERAL
Ja REQUEST AN ACCOUNT BE ESTABLEHED FUA THE FOULOWING SERVICE

3. UNIT DECAPTION DATA (FAZUAF TO COMALETE THS BLOCK WEL ACSUET 5¥ VOUR ASGUEST BESG SETURNED )
a. Comporent fCardsactors must complnde Rlock Be avdior B1)

D Active Ammy D frmy Feserve D»aii:ml(hn:l D A Ferco

[0 sarrecos [ ey [T 000 Activiy [ Contrctor [ oxter
b TOE Mecebae or TOA Hunder {Aomy dnyd o. Comnexial and Goverrmant Endey (CAGE) Code
(Comraciars]

c. Unt Bardfication Coda L) (Army Lieve) | Codtrat Mumbar i 3ppizan’s)

BV " - 1 ~ = Fer =" - wnh-a3e -

N e . S et ¥ | wor e | =5 illiRe . — TR R




t ForrFlow Faler - f0A Fomm 12-8, Apr 96]

E" Edl View lneed Fomad Joot Dda Locde Wede Hep

Change of Address {continued)

d. Wlaay Sssstarce Frogram Addreez Code (PSS Lbess)

|9 DOD Actvity Addwes Code (Hom-&rmry Usars) or Mawy LIC

1
§_PUBUCATIONS OFACER FOR THE CRGANZA™IOH W
3. Tymd Mame, Grads ad Tile b Soratum c. Tekp'ors humber
Persan respansible for the management SN ard Commecal
. of the account
| SECTOM §- ACCOULT CLASSIFCATIC Y LEVEL

| 10. RECUEST THE FOLLOWING CLASSEICAT/ON LEVEL FOR TS ACCOUNT-

[0 uwcassaed [ covsmester [ secsan
11, THIS ORGANZATION HAS ADECUATE EQUISHENT AND PACPEALY CLEARED PERSONWEL 10O RECEVE AND SAEGLARD
MATERAL ACCCRDING TO THE CLASSIFCAT 2N REQUESTED FOR THIS ACCOUNT. E C_ASSHED SERVICE 15 APPROVED.

THE SECURITY OFRCER SYILL BE:
a. Typed Kame, Grade ard Trle b Sgaeums c. Telepromn Numbe:
D54 ae¢ Canvnevcinl)

SECTIOM 31 - C-&NGE OF ADCRESS
12a. CLD ADDRESS (Mchde S-digh Zip Codes b, HEW ADDASS fackde Sdigt Jp Cndel
Enter your old Addcess Enter you oew Addess
—
Efsciw | e Enter effective date or mark “immediate
SECTION W - ATHENT CAT | ~
133, Typed Mars, Geads ard Tl of Commacder b Sigwture ¢. Tologhors Mumbsr
I SNV awd Comvrewcall
|
143, Tyzed Hams, Gzds and Titles of PCOIPSAS |b Sigratue c. Telophore Mambar B
l DSH 2ad Commancial) 7
DA FORM 12-R, APR 96 PREVICUS DITICNS AFE CBSOLETE ¥EapA V20 "
" .l
e e STy e s

.

dirx g v ST {wor



IMPORTANT!!

Any change in address for both
Confidential and Secret level accounts
requires the signature of the
Security Officer (Block 11b)

In addition to the
Publication Control Officer (Block 9b).




Validation Of Accounts

* Review your account information annually

+ Any changes you submit will serve as the
validation requirement

» The Point & Click Ordering System allows you
to valicdate your account information online
each time you LOG ON



Closing An Account

+ Submit at least 30 days prior to effective date
» Enter your account number in (Block 1)
» Mark (Block 3c)

+ Additional blocks should be completed in
accordance with type of account

+ PCO (Block 9) signs, routes for additional signatures
in accordance with locally established procedures

* Maintain a copy of the completed DA Form 12-R



Address Format

Itis important that the following 4 line address format be used.

FIRST LINE: Name of office or fitle of position (Ex: Commander)
SECOND LINE: Attention line, organization name, or building number)
THIRD LINE: Street address (NO acronyms or building numbers)
FOURTH LINE: City, State, Zip Code (3 digit)

* UPS cannot deliver to a P.0. Box.

* Presort software does not recognize acronyms
or building numbers.

* Address typed in ALL CAPITAL LETTERS with no
punctuation is preferred.



Sub Accounts

 Created by the primary account manager
in (Block 9a) as an internal management tool

+ Sub accounts make it easier for account
managers o sort and distribute stock receipts
to their customers

* Sub accounts must never make changes fo
the account address or 12 series (subscription)



APPENDIX B
DA Form 17, Requisition for Publications and Blank Forms

REQUIS!TION FOR PUBLICATIONS AND BLANK FORMS |raos —__ or | DATE GF RLGUISE HECQUISITION NUMBER
Por Ldw ol Vs S see AN T30 e Stapad el poncy @ OO1S0e racay o~ e

Tewanan
NAME OF REDUISITION ~ ¥ ¥ DIFFE T FROM "SHIF TO" ADDNRESS ACCOUNT NO,

1. TYPE CF 7. AENFICATION FOR SFECMAL RECASITION 3 asg:wgo
e QLS| TON e
0O REGULARA

[ SPECIAL

4. ITEMS REQUESTED HEREDON ARE 0 ACT army 0 ArmG 0O usar O morC ] cLassiFEo
rouc ACCOUNTABLE [0 sesmsmve SCHOOL RAEQUIREMENT

6. 1 ' B. SHIP TO: Nerywie sviness, Schnde 730 Cooct

7 REQUIREMENTS 8. EUPPLY ACTION BY SCAJRGE

SPECIAL ACTION

LING NUMERICAL DESIGNATION UNIT | quanTiTy
NO, e ASea revErae 2T fOC SR MMITER oF BNTOCNE LI e

QF AFQUISITICNED REQURED

s BeTH
oo

"13

S TvP=s NAME AND GRADE OF COMMANDING DFSCER, 100 8NIFP€D X3
TANT, FUBLICATIONS OR PROPERTY OFFICER. 0 ARsAlL ] REGISTERED MAIL
D OTHER (Spacitys

1. CANTONS 12. Doxes T3 WEIGHT 14 DATE
A SHPPED

16. B L OA REGISTRY NUMEBEA(S

10« COITED OY | 0. DATE 17a. FILLED BY & DATE

DO NOT USE TO REQUISITION FROM USAPC'S.
USE DA FORM 45638 TO REQUISITION FROM USAPC'S.
THIS FORM IS FOR LOCAL USE ONLY.

DA FORM 17, OCT 78 EDITION OF 1 JAN 70 15 OBSOLETE.

USAPOC Vit



WNSTAUCTIONS FOR PREPARING DA FORMS 17 AND 17-1
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