
 

 

 

 

 

 

 

 

 

 

 

 

 

 
Document Request- Department of Workforce Development

 
Certain tax forms (such as ACD-31102 aka Tax 
Information Authorization (TIA) expire after a set 
period of time. It is required that a current form 
be on file in order for Palco to assist with tax 
compliance. 
  
Other situations where Palco may need to 
request employer documentation:  

• Missing paperwork at enrollment 
• Digital copy of a paper form is illegible or 

rejected by the tax authority 
• Form is completed incompletely or 

inaccurately 
 

 

I received a request for 
documentation, what 
should the Employer 
do? 
Review and complete the requested form as soon as 
possible and return to Conduent. These forms are 
essential for timely filing payroll taxes. 

 

 

 
WHAT is IRS Form-SS-
4? 
It is a form that is part of the Employer Packet 
that gives Palco the Ability to file for a FEIN 
(Federal Employer Identification Number). 
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WHAT if My Employer 
ALREADY HAS A FEIN?  
 
We advise you send in a copy of the FEIN that 
was assigned to the Employer from the IRS.  

 

RECEIVED A REQUEST 
FOR AN UPDATED SS-4 
FORM TO BE ON FILE, 
WHAT SHOULD THE 
EMPLOYER DO?  
• The NM Department of Workforce have 

updated the requirements for applying for 
a SUTA Account. They now require 
confirmation of the FEIN, either in the 
form of a CP 575 or 147c letter.  

• Palco can request the CP 575 or 147c 
letter from the IRS once a SS-4 form is on 
file.  

• Palco discovered that the SS-4 form is 
missing for some of the Employers, which 
is preventing them from completing a 
SUTA account application for those 
individuals. 

• If the Employer receives a request to 
provide an updated SS-4 Form, please 
have the Employer fill out the form and 
return to Conduent.  
 

WHERE CAN THESE 
LETTERS BE RETURNED? 

P.O. Box 13260 

Maumelle, AR 72113 

Fax: 
1-866-302-6787 

Drop off: 

1720A Randolph Rd. 

Albuquerque, NM 

87106  

Mail: 

CONDUENT 

P.O. Box 67460 

Albuquerque, NM 87125-7460

Conduent – 2025 
Memorial Day Holiday 
Office Hours  
Please be advised that our office will be closed 
Monday May 26th in observance of Memorial Day. 
All time must be entered by 5:00 PM on Friday the 
23rd.  

  

 



 


