
Submitting Quarterly Reports 
of Employee’s Wages to 

NH Employment Security 
on Magnetic Media

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 upon 
request of individuals with disabilities. 

TTY/TDD ACCESS: RELAY NH 1-800-735-2964.

NHES 0047
R-5/13

STATE EMPLOYER ACCOUNT NUMBER 
The State Employer Account Number must be 

EMP 303.02 QUARTERLY REPORTS

-

the number of employees as follows

a. Parts 1 and 2 which comprise[s] the 

 

b. Parts 1 and 2 which comprise[s] the 

 

c. Part 1 via paper report and Part 2 via 

a. Parts 1 and 2 which comprise[s] the 

 

b. Part 1 via paper report and Part 2 via 

ACCEPTABLE MEDIA 

nor in spreadsheet format. Individual records de-

not in word processor format nor in spread-
sheet format. Individual records delimited by 

RECORD CONTENT 

formats: NHES Format or Federal MMREF 

Employer shall use the NHES format.

NHES FORMAT

data elements: 
1. The employee Social Security Number 
2. Name of employee 

period covered by report 
4. Employer State Account Number

The record layout of the NHES format is as 
follows: 

SOCIAL SECURITY NUMBER

   no hyphenations

NAME OF EMPLOYEE 
The name of the Employee must be limited to 

as follows:

must not be separated from the rest of the 
surname by a blank but may be separated 
by an apostrophe. The name will be format-

OCONNELL MARY 
O’CONNELL M

SMITH SAMUEL III

GROSS WAGES 

the Calendar Quarter covered by the report 

   amount is to appear in a record

reported in a second record for that employee. 

record must not be equal to the amount in the 



I. GENERAL INFORMATION

New Hampshire Administrative Rule EMP 
303.02(d) requires employers who report 

New Hampshire Employment Security (NHES) 

but wish to utilize this cost effective means 
-

for the submittal of the Quarterly Report of 

the form of CD or Diskette.

II. BENEFITS

-
ment are:

mandated by New Hampshire.

submit reports for more than one employer 

3. Reduces the potential of error inherent in 
manual operations.

III. PROCEDURES

Report and return it with Part 1 of the Quar-
terly Report.

TEST SUBMISSION 
The submission of a test CD or Diskette is 

EXTERNAL LABEL 
Each CD or Diskette must carry an external 

1. Employer’s New Hampshire Employer 
Account Number 

2. Calendar quarter covered by the report 
3. Record layout - State or Federal
4. Internal label type - labeled or unlabeled

Secure EXTERNAL LABEL to front face of the 
-

EXTERNAL LABEL 

PAPER REPORTS 

may be submitted as a supplement to the 

-
mit a paper report that duplicates the infor-

CONFIDENTIAL PAYROLL 

Diskette must be marked CONFIDENTIAL.

REPORT DUE DATES 
The report due dates prescribed by Law ap-

Never delay the submittal of the tax portion 

please notify the Department immediately.

FORMAT CHANGES 
-
-

UNPROCESSABLE.

CD OR DISKETTE TRANSMITTAL 

-
tance to: 
 NH EMPLOYMENT SECURITY
 ATTN: CASHIER 
 PO BOX 2058 
 CONCORD NH 03302-2058 

CORRECTIONS

reported on a CD or Diskette must be reported 
on a supplied Statement to Correct Employees  

information must be submitted on hard copy 
not on CD or Diskette.

UNPROCESSABLE CD’S OR DISKETTES

-

report must be corrected and resubmitted to 
the Department within fourteen days of the 
date it was returned to the Employer.

DAMAGED MAGNETIC MEDIA

returned to the sender.  A replacement must 
be resubmitted within 10 days.

AGENT OR SERVICE CENTER 

CD or Diskette directly to the Department. 

-
kette on or before the due date. All technical 

-

FEDERAL/STATE COMBINED REPORTING 
-

Federally prescribed MMREF format. It must 
-

The record types which must be used when 

accompanied by a Code RS record with quar-

Federal MMREF format is requested to notify 
the Department prior to their submission of 

EMPLOYER RESPONSIBILITY 
-

IV. Code SPECIFICATIONS 
The coded character set used to produce the 
CD or Diskette must be either EBCDIC (Ex-

Code) or ASCII (American Standard Code for 

WEBTAX

-


