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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 with in ASD. 

 
     b. Organization S-1 Adjutants will: 

  



 

       (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 publ icat ions . 
 
       (2) Appoint UPO'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 in format ion 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 

 
                    



 

 
                 



 

 
             



 

 
              



 

 
                     



 

 
            



 

 
                     



 

 
                



 

 
                   



 

 
APPENDIX B 

DA Form 17, Requisition for Publications and Blank Forms 



 

 
 


