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FILING INSTRUCTIONS – These instructions are for incarcerated applicants only.  Failure to include any of the following items will cause your application to be immediately rejected and returned to you.   

	
1.  This application should be completed by incarcerated applicants only.  The application must be typed or neatly printed.  All questions must be answered.  Please answer “N/A” for questions that are not applicable to you.  You must use the original Board of Pardons application that was provided to you.  Any submitted applications that have not been prepared on the original Board of Pardons application will be rejected immediately.


	
2.  If the Board of Pardons has a question regarding your application, the person named as your representative will be contacted.  


	
3.  Incarcerated applicants who do not have representation may contact The Interagency Liaison, Bureau of Treatment Services, Pennsylvania Department of Corrections, 1920 Technology Parkway, Mechanicsburg, PA  17050, (717) 728-0380. 


	
4.  Only the Board of Pardons original application and supplemental pages will be reviewed and considered by the Board.  If you are requesting a pardon for more than three (3) convictions in Section 3, please request additional supplemental pages from the Institutional Library Staff or Unit Staff (Unit Manager/Correctional Counselor).  If additional space is needed to detail the facts of crime, please indicate a supplemental page is being supplied and complete a supplemental page for each conviction, as necessary.  Supplemental pages are available in the Institutional Library or by contacting Unit Staff for copies of these forms.


	
5.  If you need additional pages to provide a complete list of all of your other arrests and citations in Section 4, please indicate a supplemental page is being supplied and request additional supplemental pages from the Institutional Library Staff or Unit Staff (Unit Manager/Correctional Counselor).  Supplemental pages are available in the Institutional Library or by contacting Unit Staff for copies of these forms.


	
6.  If you need additional pages to complete Section 5, please indicate a supplemental page is being supplied and request additional supplemental pages from the Institutional Library Staff or Unit Staff (Unit Manager/Correctional Counselor).  Supplemental pages are available in the Institutional Library or by contacting Unit Staff for copies of these forms.


	
7.  Submit the following: 
· The original application with your original signature and five (5) copies.  Retaining a copy for your records is recommended.
· One (1) copy of all supporting documents, such as letters of recommendation.  (Optional)
· The $25.00 filing fee payable to the “Commonwealth of Pennsylvania.”  This fee is non-refundable.  Only the following methods of payment are accepted: Cashier’s Check, Certified Check, Money Order, a Check from a Law Firm or a Check from the institution.  Please be advised that Personal Checks and Cash are NOT accepted.


	
8.  Your application and supporting documents may be stapled, clipped or clamped together in a temporary fashion.  Applications that are permanently bound or submitted in three-ring binders will be REJECTED.  Emailed applications will not be accepted. 

     If you are represented by the Interagency Liaison, please send your packet to:  Bureau of Treatment Services, Pennsylvania Department of Corrections, 1920 Technology Parkway, Mechanicsburg, PA 17050.

     If you are represented by private counsel, please send your packet to:  Pennsylvania Board of Pardons, 333 Market Street, 15th Floor, Harrisburg, PA  17126.  www.bop.state.pa.us  (717) 787-2596





