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•	 Active duty units: To the installation 
records manager located in the Division of 
Human Resources (DHR), Administration 
Services Section in Records Management.

•	 Army Reserve units: To the supporting 
operational and functional command, 
training command, or support command 
DHR Administration Services Section in 
Records Management.

•	 National Guard units: To the state 
National Guard headquarters.

CONUS

Ordering Army Publications
excuse 

me, I’m a 
new pubs 
clerk and 
I have a 

question…

how can I 
get  army 

publications 
for my unit?

Sure thing. 
What do you 

want to know?

That’s 
a good 

question.
How you order 

pubs depends on 
whether your unit 

is in CONUS or 
OCONUS.

Deployed units 
or those preparing 

to deploy 
shortly should 
follow OCONUS 
instructions.

The Directorate 
of Logistics (DOL) 
manages the Army 

Publishing Products 
Index and Ordering 
System for CONUS.

DOL’s website walks pubs clerks through the process of 
subscribing to many Army pubs their unit needs, including PS:

https://dol.hqda.pentagon.mil/ptclick/index.aspx

Pub clerks take note! You’ll need 
your AKO credentials or CAC card 
to access the website. You must 
register an account with DOL the 

first time you order pubs.

well, we’re 
waiting to 

be deployed. 
how does 

that affect 
things?

To set up a CONUS pubs 
account, get DA Form 12-R, 
Request for Establishment 
of a Publications Account:

http://www.apd.army.mil/
pub/eforms/pdf/a12_r.pdf

You can also get 
DA Form 12-R

as a PureEdge form:

http://www.apd.army.mil/
pub/eforms/pureedge/

a12_r.xfdl

Pubs 
clerks 
should 

submit the 
completed 
DA Form 
12-R as 

follows…

hmm…
how can I
get army
pubs for
my unit?
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OCONUS

HOW to 
Order

PS
magazine

Units can also scan 
and e-mail or fax 
DA Form 12-R. Fax 

the completed form 
to (314) 592-0923, 
or send the form 

as an attachment to 
the following email 

address:

For units deployed 
to or stationed in 

in Europe, Africa or 
Southwest Asia, the 

Army in Europe Library 
& Publishing System 

(AEPUBS) is the official 
source for publications 
and forms, including PS: 

https://aepubs.army.mil

The AEPUBS website explains how to 
establish deployed or pre-deployed 

publication accounts and how to 
order pubs.

Unit pub clerks who have 
set up a pubs account with 
DOL or AEPUBS can submit 
a specific request for PS.

what 
about 

ordering 
PS?

For 
assistance, 
call AEPUBS 

customer 
service at 
DSN (314) 

496-5824 or 
(49) 6302-67-

5824.

To find out how to order PS for other 
military services or how to get a private 

subscription, visit: 

https://www.logsa.army.mil/psmag/dist.cfm 

When ordering any 
pubs, check to be sure 
that your unit’s mailing 

address is correct.
if the address is wrong, 
you need to complete 

Section III on
DA Form 12-R.

Send the 
DA Form 

12-R as an 
attachment 

to one of the 
following 

email 
addresses…

You’ll also need to complete a DA Form 12-R for AEPUBS. 
Go to the URL listed in the prior CONUS instructions to 

access the form. Then email the completed DA Form 12-R to:

usarmy.sembach.imcom-europe.mbx.aepubs@mail.mil

Enter the desired quantity of PS Magazine when you order. We 
recommend a copy for each of the following in a company-size unit: 
the commander, first sergeant, XO, motor sergeant, each vehicle 

mechanic, supply sergeant, armorer, CBRN NCO, communications 
NCO, and extra copies as approved by the commanding officer, for 

distributing in common areas for equipment operators.

CONUS: usarmy.stlouis.106-sig-bde.mbx.dolwmddcustsrv@mail.mil
OCONUS: usarmy.sembach.imcom-europe.mbx.aepubs@mail.mil
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