Instructions for filing a Request for Non-Commonwealth Employee Travel Reimbursement

Important:  Do not fill in this form if you are not planning to request travel reimbursement.

1. Please fill in the following sections of the Travel Reimbursement Request Form: Non-Commonwealth Information, Direct Deposit Information(optional) and Agency Information (first 7 lines only).  “End Travel Date” can be left blank.    

2. Place in Envelope marked “CONFIDENTIAL” and mail to:

Denise Caudill

DEP Bureau of Watershed Management

RCSOB, P.O. Box 8555

Harrisburg, PA  17105-8555

