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PEO DOCUMENTATION REQUIREMENTS 

Documentation needed when joining a PEO: 

☐ PEO Letter of Intent
Note: If the client is going to be reported under the PEO’s SUTA account, we will establish the client an account in 
order to transfer their experience rate into the PEO’s account. 

☐ Idaho Business Registration (IBR-1)
Note: All clients are required to complete an Idaho Business Registration upon joining a PEO, regardless of if the 
PEO is reporting for the client under the PEO’s SUTA account or under the client’s SUTA account. Failure to 
complete an Idaho Business Registration by result in a $500 penalty.  

Documentation needed when exiting a PEO: 

☐ PEO Letter or Termination
Note: If the client was being reported under the PEO’s SUTA account we will establish the client a new account in 
order to transfer their experience rate out of the PEO’s Account. This applies even if the client no longer has 
employees in Idaho, has ceased business company-wide, or has sold their business.  

☐ Idaho Business Registration (IBR-1)
Note: All clients are required to complete an Idaho Business Registration upon exiting a PEO. Failure to complete 
an Idaho Business Registration may result in a $500 penalty.  

All Idaho Business Registration must be completed online. 
To the right is the link for the online Idaho Business Registration system: www2.labor.idaho.gov/ibrs 

All Letters of Intent and all Letters of Termination must be completed electronically. 
There is an option to put electronic signatures (for both the PEO and the client) on both forms, however they may 
be hand-signed if needed.  

**This document is for your records. Please do not send this page back to the Idaho Department of Labor 

https://www2.labor.idaho.gov/ibrs
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PEO REPORTING REQUIREMENTS 

All PEO’s must submit an updated client list on a quarterly basis, regardless of if the PEOP is reporting for the client 
under the PEO’s SUTA account or under the client’s SUTA account. The deadline for submitting client list may 
result in a penalty of $100 per client not properly reported (up to $5,000) in accordance with Idaho Code Section 
72-1372(h).

72-1372. CIVIL PENALTIES. (1) The following civil penalties shall be assessed by the director:
(h) If a determination is made finding that a professional employer failed to submit a separate quarterly wage report
for each client as required in section 72-1349B(4), Idaho Code, the director shall assess a monetary penalty equal
to one hundred dollars ($100) for each client not separately reported by the professional employer; provided that
the maximum penalty for any quarter shall not exceed five thousand dollars ($5,000).

Example of the reporting template that should be used for formatting the PEO client lists: 

PEO Name, PEO SUTA Account Number (i.e. 0001234567) 

ABC Corporation  Client’s FEIN 

111-22-3333 Doe, Jane $$$(Quarterly Wages) 

222-33-4444 Johnson, Mark $$$(Quarterly Wages) 

333-44-5555 Smith, Amber $$$(Quarterly Wages) 

DEF LLC Client’s FEIN 

444-55-6666 Brown, Steven  $$$(Quarterly Wages) 

555-66-7777 Jones, Daniel  $$$(Quarterly Wages) 

666-77-8888 Williams, Katherine $$$(Quarterly Wages) 

Please no longer send paper copies of client lists, client lists on CDs, or client lists of flash drives. The following are 
the approved file attachment types: 

• Comma Delimited (.csv)
• PDF (.pdf)
• Word (.doc or .docx)
• Excel (.xls or .xlsx)
• Notepad (.txt)

Client lists will now only be accepted via the Employer Portal Secure Messaging System. That messaging 
system is the method we are required to use for sending sensitive information such as account numbers, FEINs, 
documents, etc. Please do not submit sensitive information to our personal email addresses (@labor.idaho.gov) or 
to SUTA@labor.idaho.gov because we want to ensure the privacy of both you and the PEO and your clients.  

Employer Portal Directions: www.labor.idaho.gov >Login>Login to Employer Portal 
Once logged in, there is a green box for Secure Messaging or Message Center 

**This document is for your records. Please do not send this page back to the Idaho Department of Labor 

http://www.labor.idaho.gov/
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PEO LETTER OF INTENT FORM 

This form is for new Idaho clients joining a PEO, existing PEO clients beginning operations in Idaho, and existing 
PEO clients with newly hired Idaho employees. If you need access to the client’s account in the Employer Portal, 
you must complete the Employer Portal Authorization form. 

All clients are required to complete an Idaho Business Registration upon joining a PEO, regardless of whether the 
PEO is reporting for the client under the PEO’s unemployment insurance tax account or under the client’s 
unemployment insurance tax account. Failure to complete an Idaho Business Registration may result in a $500 
penalty. 

This form must be completed, signed, and returned to the Idaho Department of Labor within 180 days of the first 
Idaho employee paycheck date with the PEO. If this form is received after the deadline, the PEO will be required to 
report the client under the client’s unemployment insurance tax account. Refer to Idaho Code §72-1351(5). 

PEO Client 
Name: Name: 

DBA: DBA: 

Address: Address: 

City, State, Zip: City, State, Zip: 

FEIN: EAN: FEIN: EAN: 

Please choose one of the following: 

☐ 1. Report the client under the PEO’s account and transfer the client’s experience rate.
For this option, the PEO is required to have an unemployment insurance tax account. The client will need to 
complete an Idaho Business Registration as well as a PEO Letter of Intent form. Once the client’s unemployment 
insurance tax account is set up and the Department has the signed PEO Letter of Intent form, the client's account 
will be closed and transferred into the PEO's account. From then on, the PEO will report for the client under the 
PEO's account. 

☐ 2. Report the client under the client’s account.
For this option, the PEO is not required to have an active unemployment insurance tax account in Idaho. Instead, 
the client will need to complete an Idaho Business Registration as well as a PEO Letter of Intent form. Once the 
client’s unemployment insurance tax account is set up and the Department has the signed PEO Letter of Intent 
form, a note is recorded on the client's account stating that the PEO is reporting on behalf of the client. From then 
on, the PEO will report for the client under the client's account. 

This is to inform the Idaho Department of Labor that the PEO and the above-named client have signed an agreement 
to enter a co-employer relationship effective __________________________. 

Idaho Employee Start Date with PEO:  __________________________ 
First Idaho Employee Paycheck Date with PEO:  __________________ 
Number of Idaho Employees, Including Corporate Officers: __________ 

https://www2.labor.idaho.gov/IBRS
https://legislature.idaho.gov/statutesrules/idstat/title72/t72ch13/sect72-1351/


PEO’s FEIN: 
Client’s FEIN: 

Does the client have employees excluded from the PEO arrangement? ☐ Yes ☐ No 
• Any employees excluded from the PEO arrangement or hired by the client external to the PEO arrangement

are covered for unemployment insurance tax purposes and must be reported under the client’s account.

Client Information 

Type of Business: 
☐Sole Proprietorship ☐Partnership ☐Corporation

☐S Corporation ☐Limited Liability Company ☐Non-Profit
If an LLC, how have you chosen 
to be taxed for income tax 
purposes? 

☐Sole Proprietorship ☐Partnership ☐Corporation ☐S Corporation

Physical Address (in Idaho): 

Business Phone: Fax: 

Contact Name: Contact Title: 

Contact Phone: Contact Email: 

Owner/Officer Name Title % Owned Address of Residence SSN and Phone 
SSN: 

Phone: 

SSN: 

Phone: 

SSN: 

Phone: 

SSN: 

Phone: 

SSN: 

Phone: 

SSN: 

Phone: 

Have the Idaho corporate officers completed a Corporate Officer Exemption form? ☐ Yes ☐ No 
Are the Idaho corporate officers planning to complete a Corporate Officer Exemption form? ☐ Yes  ☐ No 

You may return the form via Employer Portal secure messaging, fax to 208-334-6301, or mail to Idaho 
Department of Labor, ATTN Tax Support, 317 W. Main St., Boise, Idaho 83735-0760. 

PEO’s Signature Client’s Signature 

Date Date 
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PEO LETTER OF TERMINATION FORM 

This form is for Idaho clients leaving a PEO, clients who no longer have employees in Idaho, clients who ceased 
operations company-wide, and clients who sold their business. 

All clients are required to complete an Idaho Business Registration upon exiting a PEO. Failure to complete an 
Idaho Business Registration may result in a $500 penalty. 

This form must be completed, signed, and returned to the Idaho Department of Labor within 14 days of the client 
leaving the PEO. 

If you have access to the client’s account in the Employer Portal, your access will be removed. 

PEO Client 
Name: Name: 

DBA: DBA: 

Address: Address: 

City, State, Zip: City, State, Zip: 

FEIN: EAN: FEIN: EAN: 

Client Information 

Type of Business: 
☐Sole Proprietorship ☐Partnership ☐Corporation

☐S Corporation ☐Limited Liability Company ☐Non-Profit
If an LLC, how have you chosen 
to be taxed for income tax 
purposes? 

☐Sole Proprietorship ☐Partnership ☐Corporation ☐S Corporation

Physical Address (in Idaho): 

Business Phone: Fax: 

Contact Name: Contact Title: 

Contact Phone: Contact Email: 

Please choose one of the following: 

☐ The relationship between the PEO and the client listed above terminated effective ______________1.
☐ The client listed above no longer has employees in Idaho (and has no plans to hire employees in Idaho)
effective ___________________1.

If a client no longer has employees in Idaho, the client either (a) must be transferred out of the PEO’s 
unemployment insurance tax account that is reporting for them, or (b) must have their own unemployment 
insurance tax account closed (if the PEO was reporting for the client under the client’s account). This is 
specifically for clients who have no plans of hiring employees in Idaho or who have had no Idaho payroll for 
the last four quarters.

1The termination date must be the last payroll date with the PEO in Idaho. 

https://www2.labor.idaho.gov/IBRS


PEO’s FEIN: 
Client’s FEIN: 

Do any of the following apply to the client? 
☐ Ceased operations company-wide effective _________________
☐ Sold their business effective _____________________________

Successor Business Name:  ___________________________ 
Successors FEIN: ___________________________________ 
Successor Contact Name:  ____________________________ 
Successors Contact Phone: ___________________________ 

☐ Successor is joining the same PEO or is already in the PEO.
Start Date of Co-Employer Relationship Between PEO and Successor: ____________________________ 

☐ None of the above.

Please provide the wages reported for the client for the most recent five completed quarters: 
Year 

Quarter 

Total Wages 

Taxable Wages 

This is required for clients who were reported under the PEO’s unemployment insurance tax account. The portion 
of the experience rate associated with the client will be transferred to the client’s new unemployment insurance 
account. 

The Idaho Department of Labor must have the five most recent quarters of payroll run by the PEO. For example, if 
the termination date was 12/31/2018, you must provide the five quarters prior to that. 

You may return the form via Employer Portal secure messaging, fax to 208-334-6301, or mail to Idaho Department 
of Labor, ATTN Tax Support, 317 W. Main St., Boise, Idaho 83735-0760. 

PEO’s Signature Client’s Signature 

Date Date 
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