How to Establish and
Maintain a Publications

Account with APD

“QUALITY SERVICE IS OUR ONLY PRODUCT”
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REQUEST FOR ESTABLISHMENT OF A PUBLICATIONS ACCOUNT

For use of 1his o, sea DA PAM F5-33; the proponam agency is DDISC

1. ACCOUNT MUSIBER

I. DATE Z. TYFE OF SAEMISSION

a [JmmaL b [ Joamce = [ Joose FAX or E-Mail

Complete

4. FROB Sevciuae avma-obpldt 700 Codal B THAL oo ssm-ohgir Z0F Code) & T

COMPLETED FORM TO:

4— DOL-W, MDD

ACCOUNT PROCESSING

ESECTION | - GENERAL

DA Form 12-R
Downloadable 01 rssenons

Ta. REQUEST AM ADCDUNT EE ESTABUSHED FOR THE FOLLOWRMG SERVICE:

O swsssrorms [ TEST MATERAL @ee pave -5 04 PAR 2553 usarmy.stlouis.106-sig-bde.mbx.dolwmddcustsrv@mail.mil

314-592-0920 (DSN 693-9620)

from APD

Tk JUSTIFICATION FOR BLANE FORME o & soonalo shaat of sapos o mion S0 15 Adadiod |

B. LNIT CESCRIPTION DATA (FATURE TO COMPLETE THIS 8L O0K WILL RESLT Y TOUR REQUEST BEMG RETULRNED. |
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frevitab e navsl

a Commarcial and Govenmanm Ensiy [CAGE) Code

& Linit ldaneidication Coda /00 (drony Lisasa) 1. Comaract Momber & aoakosbdol

d. Bilitars Assistancs Program Sodress Coda (FIAE Usoes)

@ DOD Acsidry Addies Code Wan-Aeoy Lsas) o Mavy LIC

d. Tyesad Mame, Grade and Tiek

I Signatura €.

Tekaphone Mumisn
LR e Commerciel)

EECTION Il - ACCOUNT CLABSIFCATION LEVEL

O umciessipen

10 FEQUEST THE FOLLOWRNG CLASEIFICATION LEVEL FOR THIS ACCDUNT:

O secrer

O courpesmia

1 1. THIS ORGANIZATION HAS ADEQUATE EXFIPMENT AND PAOFPERLY CLEARED PEASOMMEL TD RECEWE AMD BAFEGLARD
FATERLAL ACCORMMG TO THE CLASSIFICATION REQUESTED FOR THIS ACCOUMT.
THE BECURTY QFFICER WILL EE:

IF CLASSIFIED SERWICE IS AFFADVED,

& Tygsad Name, Gracs and Tigk

. Signatura

[

Tulaphang Mumber
MW i Comenrcin)

QECTION M - CHANGE OF

1Za. OLD ADDRESS fnckech Soofgi Do Cooe

b, MEW ADDRESS (ol Do

Effartes Date

g Code)

SECTION IV - AUTHENTICATING OFFICIALS

1Z2a. Typaed Name, Grada and Tide of Commandar b Eignature [

Telaphone Mumber
MIAN wna Commurrisd

| zes [ =l 1051 [elml] 25211 [ B <]

Tda. Typed Name, Grade and Tide of FCO/P5M
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Establishing A Account

,: FormFlow Filler - [DA Form 12-RB_ Apr 96]

Eile Edit “iew |nsert Format Toole Data Locate Window Help _|E|£

REQUEST FOR ESTABLISHMENT OF A PUBLICATIONS ACCOUNT
For use of this form. see DA PARM 285-33; the proponent agency is ODISCS

] FueLIcaTIONS X] ELANK FORMS [ | TEST MATERIAL (sec pars 2-5. DA PAM 2533)

| 1. ACCOUNT NUMEER 2. DATE 3. TYTE UPSUEMISSION
LEAVE BLANK CURRENT DATE al [X]Nimal b [ JcHanse e[ | cLosE
4. FROM {lnciude nine-digit ZIF Coda) ] 5 ”THHU r{ncfquinfngfd.fgfr 2{':'-'-' VC-:lde,l ) 5. ToO
Complete mailing address, Adhere to local routing & : DOL-W, MDD
street, building #, room #, approval authority (PAM 25-33), Account Processing
up to 24 characters (abbreviate) para 2-6 thru 2-9. Installation
no personal names or P.O. Boxes. PCO, PSM or DOIM
] SEGTION I - GEMERAL - B
7a. REQUEST AN ACCOUNT BE ESTAEBLISHED FOR THE FOLLOW ING SERVICE:

=3

Jh, JUSTIFICATION FOR ELAME FORMS (Wso g sapgrate shea! of papor & more space /s noeodad. |

No additional justification required for unclassified, Active Army or Army Reserve accounts

those serviced by the Centralized Forms Stockroom in Europe . Others adhere to any

locally established routing and approval authority policy. ALL — enter e-mail address here.

UMIT DESCRIFTION DATA FAMURE 7O COMALETE THIS BLIOCK WLl RESULT IV ¥YOUR REQUEST BENWG RETURNED. )

.

Cormpenent ATORRRCors MUST complare Slock 86 andsor 31.)

KI Active Armmy [:I Army Reserve |:| Mational Guard I:I Air Fance

|:| Marine Corps |:| Mawy |:| DOD Activity |:| Contractor |:| Other
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Establishing A New Account, continued

,: FormFlow Filler - [DA Form 12-B_ Apr 96]

File Edit “iew Insett Fommat Tools Data Locate Window Help L@ﬂ
b. TOE Mumber or TDA Murnber fdrmy Oyl e. Commercial and Government Entity (CAGE) Code ﬂ
Enter TOE or TDA Number (Contractors)
_c. Unit |dentification Code (LYC) farmvy Lisars) f. Contract Murmber (fF appicabls)
Enter UIC number (supply or personnel office)
_I:I. Military Assistance Program Address Code (FATS Lisers) g. DoOD Activity Address Code MWon-Army Wasors] or Mawy UIC

FUBLICATIOMNS OFFICER FOR THIS ORGAMIZATION WILL BE:

a. Typed Marme, Grade and Title b. Signature
Person responsible for the management

of the account |

c. Telephorne Mumber

=N and Commersial)
SECTION Il - ACCOUNT CLASSIFIC - —
10. REQUEST THE FOLLOWING CLASSIFICATION LEYELFETTHIS ACCOU Required to order sensitive

X uncLAssIFIED COMFIDEMTLAL [] secret or accountable forms

11. THIS ORGANMIZATION HAS ADEQUATE EQUIFMERMNT AMD FROFERLY CLEARED FERSOMMEL T RECEIWVE AND SAFESGUARD

MATERLAL ACCORDING TO THE CLASSIFICATION REQUESTED FOR THIS ACCOUNT. IF CLASSIFIED SERWVICE IS APPROWED,
THE SECURITY OFFICER WILL BE:

a. Typed Marme, Grade and Title b. Signature

c. Telephore Mumber
(OEN ard Commemsial)

SEGCTION Il - CHANGE OF ADDRESS
12a. OLD ADDRESS (include S-digit Zip Code)

b. NMEW ADDRESS finciuds S-dinit Zip Codal

Effactive Dats:

SECTION IV - AUTHENTICATING OFFICIALS
I"I e Twrned MMarme Grede snd Title af Carmmmmsndsr | | b Sinnatrins -~ Telarnharme BMrmber |L|
el -| P I " R L Tova-
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Establishing A New Account, continued

,: FormFlow Filler - [DA Form 12-RB_ Apr 96]

Eile Edit “iew |nsert Format Toole Data Locate Window Help _|E|£
ACCOUNL | ﬂ

SECTION Il - ACGCOUNT GLASSIFICATION LEVEL
10, REQUEST THE FOLLOW/ MG CLASSIFICATION LEWEL FOR THIS Al OUMNT:

UMCLASSIFIED COMFIDEMTIAL I:I SECRET

11. THIS ORGAMNIZATION HAS ADEQUATE EQUIFMEMNT AMD FROFERLY CLEARED FPERSOMMEL TO RECEIVE AMD SAFESUARD

MATERIAL ACCORDIMG TO THE CLASSIFICATION REQUESTED FOR THIS ACZOUNT. IF CLASSIFIED SERWVICE IS AFPFROWED,
THE SECURITY OFFICERWILL BE:

a. Typed Mame, Grade and Title b. Signature c. Telephone Mumber
(RSN and Cammensial)

i
SECTION Il - CHANGE O For Confidential or Secret Accounts
12a. COLD ADDRESS (inoiude 2-Jigit Zip Code) b, M your Security Ofﬁcer iS responSible
for safeguarding classified material

Effective Date:

SECTION IV - AUTHENTIGCATING OFFICIALS

13a. Typed Mame, Srade and Title of Commander b. Signature c. Telephone Mumber
Unit Commander, Agency head or fOSM and Cormmerial)
Command-level Officer must complete and sign | .
1d4a. Typed Mame., SGrade and Title of FCO/PSM b. Signature Z. Telephore Mumber
Your PCO, PSM, or DOIM designate must (OSSN and Cormmensial)
complete and sign - then forward to Block 6

DA FORM 12-R. APR 96 rrevious. Publication Control Officer (PCO), USARA w201

Publication Stockroom Manager (PSM),
or DOIM Designate j
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Requesting
Blank Form Authority

« Blank forms authority can be requested at the same
time you establish a publications account or you can
upgrade to include blank forms at a later date.

* |t is not necessary to establish a separate account to
obtain blank forms.



Requesting Blank Form
Authority

Unclassified Accounts:

 All permanent, unclassified Active Army and Army
Reserve accounts EXCEPT for those units serviced
by the Centralized Forms Stockroom in Europe may

request blank form authority with no additional
justification (Block 7Db).

« Authority procedures for Unclassified accounts other
than Active Army and Army Reserve will remain

unchanged and all must adhere to their internal
unit/agency established policy, (for example NG).



Requesting Blank Form
Authority

Classified Accounts:

» Classified accounts must complete all appropriate
blocks on DA Form 12-R including Security Officer
information in Blocks 11a., b., and c.

* To obtain accountable forms, your authorized
classification level must be at least Confidential.



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 )
« Publication Officer (Blocks 9a thru c)
 Classification level (Blocks 10 thru 11c)
« Change of address (Blocks 12a and b)




Change In Account Information

:, FormFlow Filler - [DA Form 12-B, Apr 96]
Fit File Edit “iew Inzett Format Tool: Data Locate Window Help

Change of Address

REQUEST FOR ESTABLISHMENT OF A PUBLICATIONS ACCOUNT
For use of this form, see DA PAM 25-33; the proporent agercy is CDISCYA
< Your account number

2. DATE 3. TYPE OF SL:b
a. IMITIALCE. CHAMG . CLOSE
~ [] X1 ]

4. FROM (Ircivde rire-digi 208 Code) 5. THRL {ircivde mire-dig? 2P Code) 6 TO

ACCOUNT MUMBER

SECTION | - GENERAL
Ja. AEQUEST AN ACCOUNT BE ESTABLISHED FOR THE FOLLOWIMG SERWICE:

[ ] ruBLICATIONS [ ] eLamkrFoRms [ ] TEST MATERIAL fsee pars 2-5, 04 RAM 25-33)
Jb. JUSTIFICATION FOR BLANK FORMS [UYse a3 separade sheel of mper it more sgace is reeded. )

S, UNMT DEECRIFTION DATA (FALURE TO CMALETE THR BLOCK WAL AESLAT M VEUR RERVEST BE G AETURMED. |
a. Comporernt (Cemraciors mus comdele Block Be ardfor BT.)

|:| Active Army |:| Army Resarva |:| MNatioral Guard |:| Air orce
D Marire Corps |:| Mauy |:| OO0 Activity |:| Cantractor I:l Cthar
b. TOE Mumbsror TDA Mumber fArmy Orfyd a. Commercial ard Governmenrt Entity [CAGE) Coda
fComractiors]
c. Unt Hentification Cods (A (e Lears) {. Contract Mumbar (it apdicabia)
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Change of Address (continued)

:, FormFlow Filler - [DA Form 12-B, Apr 96]
Fit File Edit “iew Inzett Format Tool: Data Locate Window Help

d. Military Assistance Program Address Code (FME Lsars] g. DOD Activity Addmess Code (NMer-Army Leers] ar Nawy UIC

9. PUBLICATIONS OFACER FOR THIS CRGAMEATION WILL BE:
a. Typad Mame, Grade ard Titla b. Sigratura
Person responsible for the management

of the account

. Telaphore Numbear
SN s’ Commesciall

SECTION Il - ACCOUNT CLASSIFIZATION LEVEL
10, REQUEST THE FOLLOWING CLASSIFICATION LEWEL FOR THIS ACCOLIMT:

[] uncressimer [] cowmpenmiaL [ ] SECRET

11. THIS CRGANIZATION HAS ADEQUATE EQUIPMEMNT AMD PROPERLY CLEARED PERSOMMEL TO RECENE AMD SAFEGUARD
MaATERIAL ACCORDIMG TO THE CLASSIFICATION AREQUESTED FOR THIS ACCOUNT. IF CLASSIFIED SERVICE 15 APPROWED .,

THE SECURITY OFACER WILL BE:
a. Typed Mame, Grada ard Titla b. Sigraturs

c. Telephare Mumber
IDEN amd Commeiciall

SEZTION Il - CHAMGE OF ACDRESS

b. MNEN ADDAESS firciude S-digd Zip Code)
Enter vour new Addoess

evisctive Qae: Enter effective date or mark “immed_iate’ié“

SECTION W - AUTHENTICATING OF
13a. Typad Mame, Grade ard Titla of Commarder b. Sigrature

123, LD ADDAESS firciude S-digd Jp Code)
Enter vour old Address

c. Telephore Mumber
OSSN am’ Commesciall

14a. Typed Mame, Gade ard Titlk of PCOYPSM b. Sigratura c. Telaphore Mumbar _I
RSN and Commeciall
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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 validate your account information online
each time you LOG ON



Sub Accounts

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

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

« Sub accounts must never make changes to
the account address or 12 series (subscription)



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

t is important that the following 4 line address format be used.

FIRST LINE: Name of office or title 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 (9 digit)

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

* Presort software does not recognize acronyms
or building numbers.

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



Summary

To establish an
Army publications account.......

Prescribing directive is PAM 25-33, User’s Guide for Army Publications and Forms.

Complete DA Form 12-R, Request for Establishment of a Publications Account.

Form is available in various formats from APD web site at http://www.apd.army.mil.
Select SEARCH FORMS from side bar, type in DA 12-R (search by form number) and GO.

The individual designated the Publications Control Officer (PCO) (Block 9a),

should complete all blocks appropriate for their unit/agency and type of account
needed.

Obtain required signatures and adhere to routing and approval requirements contained
in paragraphs 2-6 through 2-9 of PAM 25-33 and your locally established procedures.

FAX completed form to Account Processing Team, 314-592-0920, DSN 693-9620.



If you have any questions
or need help completing the
DA Form 12-R,
please contact a member
of the Account Processing Team

T B P R SRR PRSP P RSP

DIRECTORATE OF LOGISTICS-WASHINGTON
% MEDIA DISTRIBUTION DIVISION
1655 WOODSON ROAD

ST. LOUIS, MO 631146128

ACCOUNT PROCESSING

Office: (314) 592-0900 or DSN 693-9606
FAX: (314) 592-0920 or DSN 693-9620

E'MA"_: usarmy.stlouis.106-sig-bde.mbx.dolwmddcustsrv@mail.mil
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