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S Applies to:

S % ° Oil Discharge and Disposal Cleanup Fund eligible Sites

$& ° Sites that may become eligible

7
°

Corrective action work
* |nvestigation
\ * Remediation

N o Not Discovery
* Tank closure
» Effort to locate tanks

Not Hazardous Waste Related Work  [(SSSRERITERY VIV TUNT T PINGSHioking

| 4 bl |
¥
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S Overview
‘ @8 ° Background: Why forms and why did we update
e them

* Updated Work Scope & Change Order Excel
forms

e NEW Guidance Document for Completing WSA P Step 2

Work

and CO forms, and how to submit a Approve

X Reimbursement Request (did not exist)

* Reimbursement Requests

Step 4
Reimbursement
. Request

Step 3
Report
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ﬁ B CHAPTER Odb 400 RULES FOR REIMBURSEMENT UNDER RSA 146-D

i © Odb 407.01 Corrective Action Work Scope Requirements

 “shall submit a work scope and budget prior to performing
corrective action”

* “approve a work scope and budget upon determining the
proposed work conforms to the technical criteria”

* “issue a work scope approval notice that includes the
approved budget and a description of the work”
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p B8 CHAPTER Odb 400 RULES FOR REIMBURSEMENT UNDER RSA 146-D

* Odb 407.09 Reimbursable Corrective Action Costs
5 * “shall be the usual and customary market rates or costs for”:
‘ * Labor ' '

N * Equipment

" * Materials and Supplies

| * Services
Qe * Administration of Subcontracted Services
"B * Procurement of Materials and Supplies
| ‘ e and Markup

e Unit-Based Costs Table
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Background

* Two tasks NHDES project managers frequently spend a lot of time on
* Review and approval of WSAs and COs
* Review of Reimbursement Requests.

& ° Reviewal times are increased when budgets are not clearly defined by task

e Deductions to reimbursement requests are more frequent when there is limited
correlation between the tasks approved on the WSAs and what is submitted for
reimbursement.

* Reporting how Fund resources are used is an important accountability tool.

K The pr|or WSA/CO forms were Iargely unchanged smce at Ieast 2010.
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Updated WSA and CO forms

* Make it easier to track budgets for different cost categories within a task (e.g.
N labor, equipment & supplies, sub-contracted services, etc.)

 Clarify that unused budgets for one task cannot be used for another task (ie.
Treating all tasks collectively as a ‘lump sum’)

* Provide sub-total fields within a task so that consultants and contractors can
more easily see/track use of budgets for each cost category.

* Create a numbered Change Order system to ease review of reimbursement
requests, including identifying the task for each line item of the change order.

* Provide a version of the WSA form to be used for multi-year GMP budgets.




New WSA and CO forms

NHDES-5-04-032
P WORK SCOPE AUTHORIZATION - Odb 407.01
Enviranmental Waste Management Division/0il Remediation and Compliance Bureau
- ruioes
J v -, 4 —— Petroleum Fund Section
= ! ¥ . Use this form to obtain pre-approval from NHDES for performing groundwater management permit related activities at sites eligible, or
; 1) L’_\ jpotentially eligible, for the Petroleum Reimbursement Funds under R5A 146-D.
g oy NOTE: As outlined in Odb 407.01(a), with the exception of emergency response action performed under Eny-0r 605.03, an owner or applicant
o seeking reimbursement from the fund shall receive prior approval even if private insurance is initially funding the work. Approval of a work
scope by NHDES is not an authorization for reimbursement.
<
r v % Yo **REIMEBURSEMENT CANNOT BE AUTHORIZED IF & COMPLETE ESTIMATE IS MOT PRE-APPROVED BY NHDES**
Facility Name: NHDES Site #:
. Location Address: Project Type:
Location Town: Project #:
- Facility Dwner: Project Phase:
Dates of Work: Consultant:
i ) Contractor:
R
y ™ Task 1 Summary:
B
Itemn Descriptions [ Unit Basis (1)] Rate (1) [# Units | Estimated Cost Subtotal
1.1 - Labor
>
Task Sub total: 50.00)
Task 1 total: 30.00 50,00
Task 2 Summary:
Item Descriptions | Unit Baziz 1)] Rate (1) [# Units | Estimated Cost Subtotal
Q A 2.1 - Labor - Field
.
-5 -
. o Task Sub total: Z0.00)
Y 2.2 - Vehicles, Equipment & Toals
Task Sub total: 50.00|
2.3 - Laborstary, Other Subcontractors & Items with Markup
Task Sub total: 50.00|
2.4 - Labor - Reporting
Task Sub total: 50.00)
Tosk 2 total: 30.00 50.00
L] # of events: 1| total: S0.00 $0.00
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Approved by the oil fund disbursement board
Available on NHDES website
Updates header and site info sections

Provides numbering system to identify tasks
and cost categories

Provides sub-total calculation column for
each task.

Introduces new GMP Specific WSA form.

Adds Change order numbering system.
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% Work Scope Authorization and Change Order forms:
@ Updates to Header and Site Info

A NHDES-5-04-032
L. WORK SCOPE AUTHORIZATION Odb 407.0
™ n DEPARTSENT OF
o) Envimgmeptal Waste Management Division/Qil Remediation and Compliance Bureau
3 _ Services
& T Petroleum Fund Section
; Use this form to obtain pre-approval from NHDES for performing groundwater management permit related activities at sites eligible, or
W potentially eligible, for the Petroleum Reimbursement Funds unde RSA 146-D.
% NOTE: As outlined in Odb 407.01(a), with the exception of emergency response action performed under Env-Or 605.03, an owner or applicant
seeking reimbursement from the fund shall receive prior approval even if private insurance is initially funding the work. Approval of a work
: scope by NHDES is not an authorization for reimbursement.
Q "-‘“‘::-. **REIMBURSEMENT CANNOT BE AUTHORIZED IF A COMPLETE ESTIMATE IS NOT PRE-APPROVED BY NHDES**
B Facility Name: NHDES Site #:
\ »
o %2 Location Address: Project Type:
1 et}
Location Town: Project #:
Facility Owner: Project Phase:
N Dates of Work: Consultant:
Contractor:

* Updated language to include potentially eligible sites. Provides rule citation for
' pre-approval requirement.

* Removes “UST/AST Facility ID #” from site info.
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Task and Cost Category identifiers e e

Task 1 Summary: | i
XL = work and backfill.

W11 -ebor )

e Each task is provided a unique number

Item Descriptions Unit Basis (1)
Soperveer Ar * Tasks are broken up and organized by
F H .
ol Tachion o Cost Category (e.g. Labor, equipment &

Operator Hr

tools, subcontractor services)

g -
1.2 - Vehicles, Equipment & Tools
Pickup tr Half-day

Each Cost Category has its own sub-total

Mini Excavator 10k Ib Half-day H

Siid Steer iy (next slide)

Roll off Truck Hr . .

Roll OFf (20 yd] narsay | | * Change Order line items should reference
Dump Truck (5-6 Yd) Half-day

oulpment Trailer oy task and category number (e.g. 1.1 or 1.3)
Compactor - walk behind - vibrating plate Half-day

g*
1.3 - Subcontractors & Items with Markup >

Fill (Cost +LUSE] Ton
Loam [Cost +10%)




Work Scope Authorization and Change Order forms: N
Environmental

: . Services
Sub-total Calculation Column S
* A sub-total is calculated for each cost category U] Rate(1) [#Units| _Estimated Gost i Subtotal )
section. $99.00 | 4 $396.00
570.00 48 53,360.00
! » Sub-totals are combined to create a task total $55.00 | 48 $2,640.00
565.00 74 54,810.00
« Separate sub-totals makes it easier to identify Task Sub'total] 13,2000
maximum labor or equipment budget within a 510000 | 9 5300.00
. . . . . $255.00 8 52,040.00
task, making it easier to identify when a 1000 5 $1.630.00
change order may be needed. $90.00 | 24 $2,160.00
$16.00 4 $64.00
* Helps during review of a reimbursement §i3§$ : 51é§§g'§g
request to indicate maximum approved within $105.00 | 4 $420.00
a task by category (e.g. labor) Task Sub total:] 5901400
530.00 45 51,350.00
535.00 10 5350.00
$150.00 1 $150.00
Task Sub total: 51,850.00
Task 1 total: 522,070.00 522,070.00
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Work Scope Authorization and Change Order forms:

Be el GIVIP Specific WSA form

v Y
SRR W) -t
L '] S W
9 ~
= o
Vi 4 NHDES-5-04-032 .
AN * Almost ldentical to standard WSA form
. S WORK SCOPE AUTHORIZATION - Odb 407.01 ] o
v - . - tal Waste Diwision/oil diation and C Ii Bureau
o ¥ ; Petroleum Fund Saction
Use this form to obtain pre-approval fram NHDES for ing groundy " it related activities at sites o, . . . .
e ———— » Addition of field to identify how many times
- NOTE: You must receive prior spproval even if private insurance is initially funding the work. Approval of a wark scope by NHDES is nat an
B authorization for reimbursement under Odb 404.03. o . .
: e EEAMEURSEMENT CANNOT BE AUTHORIZED i & COMPLETE ESTAMATE S NOT PREAPPROVED BY NHDES-+ t h e tas k Wi | | b e reuse d d uring t h e5 -year | |fe
- Facility Name: PetroCorp QuickStop NHDES Site #: 202301999
] ) Location Address: 123 Main Street Praject Type: LUST .
£ i Location Town: Concord Praject #: 9998
A e 000000
% - Facility Dwner: PetroCorp, Inc. Project Phase: GMF .
b k Dates of Wark: 6-15-2025 to 6-1£-2030 Consultant: XVZ Environmental Consulting
Contractor:
Task 1 summary:
Workseape preparation and project coordination ° I n | d t t m nt t h t t h r V d
—— s s s s aes cluges stateme d e approve
T1-Lebor
Senior Praject Manager - Review WSA hour $15000 | 05 575.00)
Praject Manager - WA prep and Coordination haur 512000 | 3 536000 l I g( E l I l a y e re u S e eyo l I e
[admin haur 57500 | 05 537.50)
i Task Sub total: 5472.50) . . .
) Task 1 tatal: $472.50 $472.50
_ T— permit perioqa, uniess reuse IS approve \
- N Perform Graundwater monitaring te include gauging and samaling of 6 wells, delivery of samples to 2 for analyziz of VOCs,
= - Tanuiation of laboratory resultz 3nd preparation of data submittal for upload to NHDES OneStop with sccompanying cover letter. May
- % -3 anc October of each year. D ES
\
3 Ll Ttem Descriptions | Unit Basis {1)] Rate (1) [# Units | Estimated Cost Subtotsl °
’ 21~ Lsbor- Field
b [Project Manager - Coordination and aversight haur s12000 | 1 512000
Field Scientist - Sample Collection and well gauging haur s11000 | & 556000
X .
Tack Subtotal] __51.000.00) PR s e - e n e
2.2 - Venicles, Equipment & Taols
ickup Truck hatfcay | S10000 | 2 $200.00) Taz k Su b tots I . $ 917.50
: = [Water Level meter day S0 | 1 52200
Bailers each 51500 | 6 80.00) . S 5
Field Supplie: day 53300 | 1 £33.00) total: 3; 020.50 3; 090.50
-
Tosk Sub otk 7325 0 # of events: otal: $30,905.00] 530,905.00
2.3 - Laboratary, Other Subcontractors & ltems with Markug
VOC Analyziz - EPA Method 6260 e 512000 | 6 5720.00)
[15% markug of Labaratory Subcantracted services e s1w00 | 6 $108.00)
Task Sub total: %525.00)
2.2 Labor- Regorting
L] Senior Project Manager - Review hour 15000 | 05 575.00)
Project Manager - Data Tabultion and Caver letrer howr s12000 | & 572000
[Drafting/CAD - Update Site Figure haur se5.00 | 05 54750
[&.dmin - proef and wpload to NHDES Onestop hour 575.00 1 575.00) WSA GM P,
0 \ Task Sub total: £a17.50) WSA CD +
y | s3,09050| 5300050
# of events: 10 - 530,905.00] $30,905.00
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&8 Updated Change Order form s JoTVices

N & cocovovownvonwn oy » Updates header and site info
: ' e * Adds field for change order number.
B — e Adds column to identify the task/category
) number for each line item on the change
order.

By = Orriginal NHDES WSA @ order &
% = Approval Date: dange Uraer
- s .

Change Order Summary: |

Total This Change Order: S0.00
Original Approved Praject Total + Previows Change Orders Total]
New Fmiel:l Totat:| $0.00

omtractor: [signature, datz]

: [signature/date] |signature fasts] - -
Task # | ltem Descriptions
L ] 1) Rater to the NH Patroleum Relmburssment Fund wetoags for Information on curment applicabls unli-nassd costs and

2] Work Seops Authorization (WSA) Form. Changa Orger (C0] Form and Reimburssment Regquest Instructions

3] Plieass nots the Mew Hampshirs Insurance Depariment Bullstin reganding strict lablitty and privats Insurance coveras.

Imnusry 2026




New Guidance Document

State of New Hampshire Department of Environmental Servi
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Work Scope Authorization (WSA) Form,
Change Order (CO) Form and

Reimbursement Request Guidance

for sites eligible for the Petroleum Reimbursement Funds under RSA 146-D

e Approved by the oil fund disbursement board
* Available on NHDES website

NEW HAMPSHIRE

* For contractors/ consultants

Services

e Guidance and examples for completing the new
WSA and CO forms.

Reimbursement Request.

Revised January 1, 2026

e Guidance on how to prepare an online

* Phase codes used during reimbursement request
preparation are included as an attachment
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on the NHDES website in M3 Excel Format.
" information except for Dates of Work, Project Phase, Consultant and Contractor are found on the
Task 2, Task 3, etc.) and is comprised of one or more cost category line items (e.g. Labor - Office or
G - .' " . » . is intended to facilitate tracking of labor and other costs to ensure sufficient budget is available for [ ] WSA
project manager to discuss submission of a Change Order Authorization, which is described in detail

T Guidance Document Environmental
- * Provides details on the sections of the forms
Field, Equipment and Supplies, Subcontracted Services, Vendor Services, Labor - Reporting, etc.).
work completion. Subtotal amounts may not be shared across different cost categories [i.e. unused

ervices
v . e S ————
1. Please use the current version of the Work 39 |
. . .
* Site informat
Ite Intormation
» sheet labeled "WSA."
°1 5. 3. Task and Cost Categories: Fill out the form, breaking out corrective action work by task, which is the ° S u btota I S
§ : .
A ~ Rescurces required are grouped as line items under the appropriate cost category for each task. The [ J I n St r u Ct I O n S fo r e a C h fo r m
<, task numbers will later be referenced when submitting the associated reimbursement request.
4 ‘\‘ equipment, supplies, [ab costs, etc. may not be used to increase the labor cost category budget or
1 Note: For o model of a completed WSA form, please refer to the exomples provided following these [ ) WSA 5 _y r G IVI P
- 3 instructions.

v. » o °
Ly 4 Yl i -
™" o Scope Authorization (WS5A) form available » WSA o | WSA GMP
N .
g T ; 2. Site Information: Fill in the site information located at the top of the form completely. All ® Ta s k a n d C O St C a t e go r I e S
basic unit,/specific phase of work. Each task is assigned a number by the WSA prep#el [e.g. Task 1,
4. Subtotal Column: The subtotal column calculates the total for each cost category within a Task. This
= po g vice-versa). If additional budget for labor, materials, equipment, etc. is required, contact the NHDES [ C O
Reminders:

. *  The approved W3A is a not-to-exceed budget estimate for the completion of required work. it should ) N | b d T M d IVI M |
4 N not be considered or used as a lump sum budget. Unused budget from one task may not be O u m p Su m u gets I me a n aterla S
transferred to a different task. Excess budget from one cost category (e.g. equipment) may not be
- used for a different cost category (e.g. Labor] within the same task or in a different task.

*  Within a single task, resources of the same cost category may generally be substituted for other
resources of the same cost category as long as the previously approved budget subtotal for that task
cost category is not exceeded. (e.g. A loader may be used in place of a bobcat, or driver/operator
used in place of a field tech.]

] * Delete or insert new lines in the M3 Excel W3A template for additional line items within a cost
category as needed. Doing so should preserve the sub-total formulas. Doublechedk to be sure.

* Referto the NH Petroleum Fund Unit Based Rate Sheet and associated footnotes for additional
guidance on unit-based rates and allowable markup when preparing a W3A or CO for approval.
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Guidance Document
Example Forms

WORK SCOPE AUTHORIZATION - Odb 407.01
rirmmenal Waste Management Division/0il Remedistion and Compliance Buresu @
Usie this foms (4] 10 obtain pre-appreval fram NHDES for performing corectie sction at Fetroleus Funds.
under RSA 1460

NOTE: ¥ou must receive prior approval swen Il privets lnsurance & inhially unding the work. Approval of & wark scope by NHDES ks net an

CANNOT BE AUTE A COMPLETE ESTIMATE IS NOT PRE-AFPROVED BY NHDES**
Faeliiry Mame: Oberfil Resdesce & 03300999
Prsject Type: GPUF
Project & 795
: Project Phase: A&
Dates of Werk: May - June 2035
ABC Ine.
[Task 3 Summany:
Excavation, site work and backfil.
TR Description | unit Basis §3)] Fate {3} [Sunis]  Estimated Cost | Seseotal
11 (aber
Euperiiar 359, 4 5256 00)
Foreman 5704 a2 30,00
Fieid Tedheidan S a2 540,00
[Operator 365 T4 00|
Task Sub total] 511 308 00]
13 - Vehicles, Equipment & Took
IFlalln"ud Half.day | 5200 ]
| M Excarwater 10k b Half.day | 53551 B
Cicid Samer Halfday | S30i &
[Rol off Trock Hr 59000 | 34
|Rol oot 20 vy Half day | 516
| Do Truck =6 v} Half day | 5350,
[Egsipment Trailer Half-day | £125.
~ walk bebind - vibrating plate Fall day | S105.
| £9,014.00]
R B s with Maskop
[Fll icest »30%) Ton 30w | 48 51,350.00)
[ ) v 53500 | 10 350,00
[Pk Rall 550,00 1 &120.00]
Tash Sub total] 41, 850,00)
Task 1 total S22,070.06|  $:2.070.00
[rask 2 Sumemany:
[Waste Désposal and Transportation |
e Desciptions | unin Basis {1)] Rae (1) | & Unis | Estimated Cost | Swbeotal |
1 laber
Cperancr | B [smm0 [ s | 55 0.00] |
| | | | Task Sub total ss2000]
2.3 - Vehicles, Equipment & Took
Aol off truck | B [ | & | Sa40.00]
| | | | Task Sub total |
== B s with Maskop
Desposal of vPC 3ol | oum [Sscon] 31 | S140.00]
| | | | Task Sub totsl| s2a000]

Task 2 total: 5130000 130000

WA Grand Totat [ 235 sv000]

Owner's Representative: pﬂ;;wéi. (Q(’;f"}é?%‘_—’ 4/15/2025

{algarrefdate)
MHDES Approval:
dstinanare fdats) Isignanurefdane]
14} Rfer 1o the page o cumant spplicable unitbased costs and rates.
des.nh Aund

A repor documenting the approved work must be provided 10 NHDES by:

Ploass note the = covarage:
! e, b g i i 11 009 sb gl

* Filled out examples of WSAs and COs for:
* Initial Response Action

* Site Investigation
*5yrGMP
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== \WSA and CO Review

* Subcontractor quotes should use Unit-based costs when
applicable

% S ° Foritems without a rate multiple quotes or NTE cost plus 10% can be
> used

* Quotes should include a brief description of the work requested

: * Use the GMP form for GMP monitoring and reporting during a
o 5-year permit period. Use the normal WSA template for other
N scopes of work.

AR "Nl * Reporting effort should be in a subtask separate from field
| effort within the same Task

» Detail should be added to the task summary to support the
requested budget 3

e Must include a deliverable




Guidance Document
Reimbursement Request Instructions

INSTRUCTIONS

If you need additional instructions for starting a Reimbursement Request Entry, you can refer to the User

Manual by dicking the “User Manual™ button as shown below or contact the Qil Remediation and
Compliance Bureau Library Section.

[Wasle Division - Petroleum Reimbursement Request - Queue ]

I Add I History I Phases/Classas. ” UUUUUU I

To start entering invoice lines, choose one of the two metheds. Your options are the “Add” method or
the “Get Template” method.

] 1nvoice Lines
Choose either “Add” -
or “Get Template” 1 add |I [[ecolupioad J[ det remplaza |I [ ohases/c azse: |

“Add" refers to a data entry screen where each reimbursement request invoice line item will be added
one at 2 ime.

“Get Template” refers to an excel table that you will download and fill in all at once for all
reimbursement request invoice line items and then upload.

If needed, refer to the “Phases/ Classes” information sheet to determine which phase and class each line
item falls under, by clicking the "Phases/ Classes” button. The phases and classes are also listed in the
drop-down menus within each of the entry methods.

“ADD” ENTRY METHOD

Invoice Lines — “Add” option [~ &0 | |
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* Info for consultants / contractors to request
training through the library section, if needed

* We can provide training to new applicants or new
employees unfamiliar with the process

 Step by step guidance
* Filling in invoice lines
* Task cost categories
* Labor
* Equipment
e Subcontractors
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sEeReR » Standardizing the information that should be entered into the description of the
@ invoice line.
B 0 * Task number
* Task description
 Cost Category (labor, equipment/ supplies, subcontractors)
G
B 5 3
\ EXAMPLE — Invoice Lines for IRA WSA & CO
CLA3S CODE COMNTRACTOR SUBCONTRACTOR_DESCEIFTION
[ - Contractor Labor & Equipment Task 1.1 Labar - Excavation, Site Work and Backfill
. C - Contractor Laber & Equipment Task 1.2 \fshicles, Equipment and Tools - Excavation, Site Work and Baclkfill
C - Contractor Laber & Equipment Tagk 1.3 Subcontractor and ltems with Markup - (Wendor/ Subcontractor Name) Excavation, Site Work and Backil|
[z - Contractor Labor & Equipment Task 2.1 Labor - Waste Disposal and Transportation
2 C - Contractor Labor & Equipment Task 2.2 Vehicles, Equipment and Tools - Waste Disposal and Transportation
3 - Cont. 3oils Treatment/Disposal Task 2.3 Subcontractor and [tems with Markup - (Wendor/ Subcontractor Name) Waste Disposal and Transportation

Example - from page 23 of guidance document
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Reminders

Invoice and billing backup should match

Should bill labor by task/subtask with equipment and
supplies separate from labor.

e Cannot use labor budget to cover equipment and vice versa.

* Ask NHDES for a change order, if conditions warrant it.

Include all relevant backup. Deductions will occur if backup is
not included to support the request.

No costs after the submittal date
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S Questions?

* Please hold general questions until after the following presentation
» Contact the assigned Project Manager for Site/Project specific questions

B Contact Jeremy Slayton, Petroleum Fund Management Section Supervisor, at
oy (603) 271-2570 or by email at Jeremy.T.Slayton@des.nh.gov for Fund related
guestions

e Contact the Library section via email at WMDLibrary@des.nh.gov for
Reimbursement request training



tel:+1-603-271-2570
tel:+1-603-271-2570
tel:+1-603-271-2570
tel:+1-603-271-2570
mailto:Jeremy.T.Slayton@des.nh.gov
mailto:WMDLibrary@des.nh.gov
mailto:WMDLibrary@des.nh.gov
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