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Attachment XV

TARA G. REARDON, COMMISSIONER

DARRELL L. GATES, DEPUTY COMMISSIONER

Sir/Ms:

This agency is conducting a review of Unemployment Compensation claims filed by one
or more people employed by you, as identified on the accompanying form(s).

The purpose of this review is to verify the validity of the claim(s). This review is part of our ongoing efforts
to minimize improper unemployment benefit payments and keep employer tax rates low.

Please check your payroll records and complete the form(s) as follows:

¢

Column I =Week ending dates where benefits were paid.

Column 2 = Enter payroll week ending date which most closely corresponds with the benefit week
shown in column 1.

Column 3 = Enter total gross wages and/or payments earned during each week
listed in column 2.

Column 4 = Enter the total hours worked during the pay period.
Column 5 = Enter the date you paid wages in column 3.

Column 6 = Enter for each day the number of hours you employed the named
individual during the benefit week..

Prompt return of the information will be appreciated. Should you have any questions,
please call (603) 228-4015.

Very truly yours,

o Ol

James Coviello
Benefit Payment Control Supervisor

NHES is a proud member of America’s Workforce Network and NH Works. NHES is an Equal Opportunity Employer and complies
with the Americans with Disabilities Act. Auxiliary Aids and Services are available on request of individuals with disabilities

Telephone (603) 224-3311 Fax (603) 228-4145 TDD/TTY Access: Relay 1-800-735-2964 Web site: www.nh.gov/nhes
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Attachment XVI

STATE OF NEW HAM PSHIRE
DEPARTMENT OF EMPLOYMENT SECURITY

Beneft Payment Audit

Claimant Name: State of New Hampshire
Claimant SS#: Department of Employment Security
Employer Address: 32 South Main Street

Concord, New Hampshire
Attn: Beneft Payment Control

New Hire Date:
Date Employment Began:

1 2 3 4 5 6 Dates Employed During Payroll Week
Benefts Paid Total Gross Total
For Week Payroll Week Amount Hours
Ending Ending Date Earned Earned | Date Paid | Sun | Mon | Tues | Wed | Thur | Fri Sat

IMPORTANT: Please record wage information carefully as it may be the basis for legal action against the claimant.
I hereby certify that the wage information is true and correct, to the best of my knowledge.

Print Name: Title:

Signature: Date:

Tel. No.:  ( ) DES 532
9/99
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GLOSSARY OF TERM S

Additional Initial Claim — See Claim (Initial)

Administrative Contribution (AC) Tax Rate — That portion of taxes due NHES that are used
to cover administrative costs. The AC portion may not be used as an offset to the Federal
Unemployment Tax (FUTA) Rate. That rate is now set at .2 percent (.002). (Page 9)

Administrative Hearing Committee - Page 2

Alternative Base Period - A statutory period of the last 4 completed calendar quarters immediately
preceding the individual’s Beneft Year. An Alternate Base Period is available to individuals that do
not establish monetary eligibility in the Base Period. Page 12

Annual Earnings - Wages to the nearest dollar, earned during each Base Period by an individual

in employment in New Hampshire. Annual earnings may also include an amount determined by
entitlement to Workers’ Compensation in the Base Period. (Note: the Base Period is not necessarily a
calendar year.) Page 14

Appeals — A system in place that allows all participants in any Determination to question the
decision. Appeals may be made on decisions ranging from the Determination that an employing
unit is an employer to whether a claimant is eligible for benefts. Pages 2 & 15

Base Period - A statutory period of the frst 4 of the last 5 completed calendar quarters immediately
preceding the individual’s Beneft Year in which an individual must have the required employment
and/or wages to establish entitlement to unemployment compensation. An Alternate Base Period
may be used for any individual who does not have suffcient wages in the Base Period to qualify for
benefts. Page 12

Benefts - The money payable to an individual as compensation for wage losses during a time of
unemployment. Page 12

Beneft Payment Control — A unit of NHES responsible for the detection, investigation and
disposition of unemployment fraud. If a New Hire Report includes an individual collecting benefts,
this unit will send a Review of Unemployment Compensation Claim Review letter (Attachment XV)
and a Beneft Payment Audit form (Attachment XVI) for completion. Page 17

Beneft Year - A beneft period, generally 52 weeks, during which a claimant may receive the
maximum potential beneft amount. Page 13

Calendar Quarter - The period of three consecutive months ending every March 31, June 30,
September 30 and December 31. Page 2

Chargeable Employer — The employer against whom Benefts paid to an eligible individual shall be
charged. In many cases this will also be the Most Recent Employer. Page 13

Claim (Initial) — The frst Fling of a claim in a Beneft Year, beginning the process to receive benefts.

The claimant gives a full accounting of the reason for separation and details about such things as
likelihood of rehire. An Additional Initial Claim is when a subsequent initial claim is fled during an
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existing beneft year because of new unemployment after a break of one week or more has occurred
with intervening employment. The Most Recent Employer could change with an Additional Claim.
Page 14

Claim (Continued Weeks) — Once the claim is established, the continued week claim is the
submission for compensation for that time period. Page 14

Claimant - An applicant for benefts for a week of total or partial unemployment. Page 12
Combined Wage Claim (CWC) - If a claimant Fles for benefts in another state or fles in NH for
work performed in another state, NHES works with the state(s) in question to acquire all necessary
information to pay the claimant. Page 14

Common Paymaster — (See “Payrolling) Page 4

Contributions - Taxes, Interest, Penalties, Fees and other charges added by Law. Page 2

Delinquency Notice — A notice sent to the employer if the Employer Quarterly Tax And Wage
Report is not received timely or if there is a balance due on the account. Page 11

Determination of Liability — A notice sent to an employing unit stating that it has met the
requirements, thus making it an employer subject to the Law. Page 2 and Attachment 11

Determination on Claim for UC BeneTfts — A notice that an Initial Claim to receive Unemployment
Compensation has been either approved or denied. Page 14 and Attachment XI1I

Disqualifcation - The denial of benefts to a claimant who does not meet eligibility requirements.
Page 13

Economic and Labor M arket Information — an accumulation of data on employment and wages
from employers covered by unemployment compensation. The information is gleaned from
required fling and from voluntary surveys. Page 18

Employer — An employing unit which meets the requirements of wages paid or length of time
worked to make it necessary to report employment to NHES. Page 2

Employer Quarterly Tax and Wage Report — The required fling of employers listing the names,
Social Security Numbers, and gross wages of those performing services for them and then
computing the tax due. Page 7 and Attachment VIII

Employer Service Representative — A contact in each of NHES’s Local Offces working with
employers to assist in fnding the labor force necessary to perform the mission of the employer.
Page 17

Employer Status Report — A form required by NHES from every employing unit. Page 2 and
Attachment |

Employing Unit — An individual, partnership, corporation, or any kind of LLC employing one or
more individuals at any time for any purpose. Page 1
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Exhaustion - Receipt of the maximum benefts available to a claimant in a beneft year. Page 14

Federal Unemployment Tax (FUTA) Return — The Federal government requires that information
submitted on the Wage and Tax Quarterly Reports to NHES to be amassed for the calendar year and
sent to it. Ul taxes paid to NHES in a timely fashion offset taxes due through FUTA. Page 9

Field Agent — An individual in the Local Offce who assists employers in the preparation of their
Wage and Tax Quarterly and who will follow up when either wages to be reported or taxes due are
not paid in a timely fashion. Page 17

Independent Contractors and Subcontractors — A group of self employed individuals whose wages
need not be reported to NHES. These people must meet the ABC Test establishing independence.
Page 3

Interstate Claim - A claim Fled in one state for benefts payable by another state. Page 14

Job M atch System — An extensive data base listing claimants and other job seekers, by skill set (see
O*NET), as well as available jobs from employers. When there is a match, claimants and employers
are notifed. Page 16

Law — New Hampshire Revised Statutes Chapter (RSA) 282 — A . Page 1

Local Offce — The thirteen NHES offces throughout the state where claimants and employers may
use the resources and services offered by NHES to guarantee a vibrant economy with minimal
unemployment. Page 16

Local Offce Resource Center — An area in each Local Offce set aside for the public to look for jobs,
learn to write résumés, and fnd the tools to become fully employed. Page 16

M aximum Beneft Amount (M BA) - The total amount of benefts available to a claimant in any
beneft year. The amount is determined by the base period annual earnings and is computed each
beneft year. Page 13

M erit Rate - The tax rate assigned an employer’s separate account based on his experience with
employment and unemployment. See Tax Rate Determination. Page 8

M ost Recent Employer (M RE) — The last employer prior to the effective date of the initial claim
with whom the individual’s work record exceeded 4 consecutive weeks of employment without
receiving any unemployment benefts. Page 13

M ultistate Employer — An employer whose employees work in two or more states. Page 6
National Directory of New Hires — A clearinghouse for examining the New Hire information of all
the states and territories to fnd those not properly paying child support for which the individual is
responsible. Page 5

New Hire — Any newly hired or rehired employee with whom you contract for services. Page 5

New Hire Reporting Form — A required form listing all individuals performing services for you.
Page 5 and Attachment IV
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NH Works — A Federally funded program assisting individuals by paying all or part of education or
training to improve job skills. Page 16

NH Works One-Stop System — A place where employers and job seekers can explore resources
available to meld the labor force with labor market needs. Page 16

NHetwork — New Hampshire’s economic and labor market information system containing a myriad
of data sources. Page 19

New Hampshire Unemployment Insurance System (NHUIS) — A system for employers and
claimants to access their account information and communicate with the agency. Page 12

Notice of Benefts Paid and Charged to Employer — A letter mailed at least once a month to
employers whose accounts have been charged with benefts. Page 15 and Attachment XIV

Occupational Information Network (O*NET) — An online service for career information,
transferable skills assistance, information on colleges and technical schools and fnancial aid data.
Page 16

Partial Employment - A week of less than full time work for which the individual earns less than
130% of his or her weekly beneft amount. Page 14

Payrolling — A practice, not allowed, of having multiple employers consolidating employment and
wage information for reporting to NHES. Page 4

Preliminary M ass Layoff Notice — A form an employer must fle if laying off 25 or more
individuals. Page 6 and Attachment V

Reimbursing Employer - An employer who repays to the Fund dollar for dollar instead of paying a
quarterly tax on wages. Page 4

Request for Taxpayer Identifcation Number and Certifcation — Also known as a W-9, used to
identify Independent Contractors and subcontractors. Page 6

Request to Employer for Separation Information — A form sent to an employer advising the frm
that there has been a claim for benefts by an individual in whom the frm has an interest. Page 13
and Attachment XII

Separate Account - A Contributing employer’s record of experience which contains all timely paid
taxes and all beneft charges. Each employer’s separate account is the basis for that employer’s Tax
Rate computation. Page 2

Subcontractor — See Independent Contractor

Successor — An employer who has acquired the assets of another company. Page 4

Tax Paying Employer - An employer paying tax on its employee’s wages. Each employer has a
separate account, enumerating taxes collected and benefts paid. See Reimbursing Employer. Page 2
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Tax Rate Determination — A form used to inform an employer of the frm’s tax rate for a calendar
year. There are two types: Positive Reserve Ratio (Attachment X) and Negative Reserve Ratio
Attachment XI). Page 8

Tax and Wage Report Adjustment Form — A form to rectify errors reported on the Employer Wage
and Tax Quarterly. Page 7 and Attachment IX

Taxable Wages - Gross wages in a calendar year paid to an employee up to the established taxable
wage base. Page 7

Trade, Business, and Workforce Transfer Report — A form which must be completed if an
employer transfers its business or any of its workforce to another employer with common
ownership. Page 4 and Attachment IlI

Trust Fund — The place where all Contributions from Employers are amassed and from which all
Benefts are paid. Page 12

Unemployment Insurance (Ul) Tax Rate — That portion of taxes due NHES that go into the Ul Trust
Fund. These monies are used to pay benefts to those in the Unemployment Compensation Program.
The Ul portion may be used as an offset to the Federal Unemployment Tax (FUTA) Rate. Page 9

Unemployment Compensation Program — The system established to collect contributions from
employers and then pay benefts to eligible claimants who have become unemployed through no
fault of their own. Page 12

Unemployment Compensation Fund — See Trust Fund.

Unemployment Notice — A poster that must be prominently displayed at a place of employment.
Page 6 and Attachment VII

Vacation Shutdown — A period when an employee may be eligible for benefts. Page 6 and
Attachment VI

Wages - Every form of remuneration for personal services paid or payable to a person directly or
indirectly by an employing unit, including salaries, commissions, bonuses and the reasonable value
of board, rent, housing, lodging, payments in kind and other similar advantages. Page 7

Weekly Beneft Amount (WBA) - The amount of benefts payable to an individual for a week of
total unemployment. Page 14
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New Hampshire Employment Security
Administrative Offce
32 South Main Street
Concord, NH 03301-4857
Phone: (603) 224-3311 Fax: (603) 228-4145
Web Site Address: www.nh.gov/nhes
TTY/TDD Access: Relay NH 1-800-735-2964

NHES is an Equal Opportunity Employer and complies with the Americans with Disabilities Act. Auxiliary aids and
services are available upon request of individuals with disabilities.

NH Employment Security
Manager: Mark Belanger
151 Pleasant Street

PO Box 159

Berlin, NH 03570-0159
Phone: (603) 752-5500

Fax: (603) 752-5536

NH Employment Security
Manager: Tom Norris

404 Washington Street

PO Box 180

Claremont, NH 03743-0180
Phone: (603) 543-3111

Fax: (603) 543-3113

NH Employment Security
Manager: Pamela Szacik
10 West Street

PO Box 1140

Concord, NH 03302-1140
Phone: (603) 228-4100

Fax: (603) 229-4353

NH Employment Security
Manager: Kathy Howard

518 White Mountain Highway
Conway, NH 03818-4205
Phone: (603) 447-5924

Fax: (603) 447-5985

NH Employment Security
Manager: Joel Slutsky

109 Key Road

Keene, NH 03431-3926
Phone: (603) 352-1904

Fax: (603) 352-1906

NH Employment Security
Manager: Carol Cantin
426 Union Avenue
Laconia, NH 03246-2894
Phone: (603) 524-396

Fax: (603) 524-3963

NH Employment Security
Manager: Arthur McAllister
Spinning & Weaving Bldg.
85 Mechanic Street
Lebanon, NH 03766-1506
Phone: (603) 448-6340

Fax: (603) 448-6342

NH Employment Security
Manager: Kathy Howard
646 Union Street, Suite 100
Littleton, NH 03561-5314
Phone: (603) 444-2971

Fax: (603) 444-6245

NH Employment Security
Manager: Leanne Topolosky
300 Hanover Street
Manchester, NH 03104-4957
Phone: (603) 627-7841

Fax: (603) 627-7982

NH Employment Security
Manager: Michael Walden
6 Townsend West

Nashua, NH 03063-1217
Phone: (603) 882-5177

Fax: (603) 880-5256

NH Employment Security
Manager: John Quinney
2000 Lafayette Road
Portsmouth, NH 03801-5673
Phone: (603) 436-3702

Fax: (603) 436-3754

NH Employment Security
Manager: Roberta Gabriel
29 South Broadway
Salem, NH 03079-3026
Phone: (603) 893-9185

Fax: (603) 893-9212

NH Employment Security
Manager:

6 Marsh Brook Drive
Somersworth, NH 03878-1595
Phone: (603) 742-3600

Fax: (603) 749-7515

Beneft Adjudication Unit

PO Box 9506

Manchester, NH 03108-9506
Phone: 1-800-266-2252 or

(603) 665-1500

Employer Fax for notice of
Claim forms: (603) 656-6558
Unemployment Claims Inquiry
(General Information for employers
and claimants)

Manchester Area: (603) 665-1500
All Others call: 1-800-266-2252


www.nh.gov/nhes

DES 228
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