
 
DEPARTMENT OF THE ARMY 

ORGANIZATION 
STREET ADDRESS 

CITY STATE ZIP 

 
 
(Office Symbol)         (Date) 
 
 
MEMORANDUM FOR Army Publishing Directorate, ATTN:  MS. Della Alvarado, 
Publishing Division, 9301 Chapek Road, Building 1456, Fort Belvoir, VA 22060-5527 
 
SUBJECT:  Publications Control Officer (PCO) Appointment Letter 
 
 
1.  References:   
 
     a. AR 25-30, (The Army Publishing Program), under revision. 
 
     b. DA Pam 25-31 (Forms Management, Analysis, and Design), 31 Jul 95. 
  
2.  Purpose:  Effective [XX Month XXXX], [APPOINTEE], [INSERT APPOINTEE 
POSITION], [INSERT APPOINTEE ORGANIZATION], [APPOINTEE PHONE], 
[APPOINTEE EMAIL], is appointed as the [ORGANIZATION] Publications Control 
Officer. 
 
3.  Duties:  The PCO performs all duties in accordance with reference 1a and supports 
the [ORGANIZATION] Publishing Champion (PC) in managing the administrative 
publications library for the [Principal Official].  The PCO will: 
 

a.  identify and manage profiles for functional proponents for publications;  
 

b. initiate publishing actions (submits updated package to the Army Publishing 
Directorate DA Form 260 email address (usarmy.pentagon.hqda-
apd.mbx.daform260@mail.mil));  
 

c. ensure adherence to the publishing process and standards; 
 

d. serve as the organization’s forms Management Officer (FMO) in accordance with 
reference 1b; 
 

e. ensure [ORGANIZATION] publishing requests are complete, including the DD 
Form 67 (Form Processing Action Requests), and sign the DA Form 260 
(Request for Publishing); and  
 

f. coordinate between [ORGANIZATION] functional proponents and Army 
Publishing Directorate to clarify publishing issues and proof reviews. 
 

4.  Period:  Indefinite. 



 

 
5.  Cancellation:  I retain the authority to cancel or withdraw this appointment at 
anytime.  The appointment is cancelled upon the resignation, retirement, change of 
duties, or change of position of the specified individual.   
 
 
 
 

      (Signature block of Principal Official,  
      Deputy, Executive Officer, Agency Head)  

  
CF: 
[Organization] Publishing Champion 
   
 
 
 
 
 
      
 


