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PRINTING AND DUPLICATION REQUEST
(AE Reg 25-30)
Approved
Yes
No
P/DCO assigned job number
1. Date of request
2. MSC or organization
Tactical units should select their unit or parent command,
not the garrison where they are stationed
3. Unit/organization (Add address if job is to be mailed.)
4. Name of file to be printed
5. Total number of pages
(of 1 copy)
6. Total numbers of copies required
7. Ink
Black ink
Color
Color will only be approved according to AR 25-30, chapter 7.
Provide justification below.
8. Finished size of print job
Standard letter size (8.5x11)
Half-size book/booklet size (5.5x8.5)
Quarter/invitation size (4.25x5.5)
Trifold size (3.66x8.5)
Wallet size (3.5x2)
Other size (specify)
9. Type of binding
Staple
Hole punch
Tape bind
Spiral bind
10. Placement of binding
To the left
Across the top
11. Type of printing
Head to head
Head to foot
Single sided (provide justification)
12. Is heavier card required for the cover
No
Yes. Color
13. Has item been legally reviewed
(Required for Rules of Engagement (ROE) cards
and similar items.)
No
Yes
14. Name of point of contact (POC)
15. POC telephone number
16. If item is being used for deployment
OCO
Other (specify)
17. DLA Document Services location where you plan to pick up the copies
18. Date item is to be completed (YYYYMMDD)
19. Special instructions
20. Signature of requester
Make sure to check AEPUBS (https://aepubs.army.mil/ae/public/index.aspx) to ensure the item is not already available in hard copy.
Click hyperlink to go to AEPUBS.
21. Army in Europe Print/Duplication Control Officer (P/DCO) notes
22. P/DCO signature date (YYYYMMDD)
23. Signature of P/DCO
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