
REPORTING AGENT AUTHORIZATION 
COMPLETION GUIDELINES 

 
The Reporting Agent Authorization (RAA; formerly named LPOA) is a legal document signed by the client authorizing ADP 
to file and deposit their taxes. Without a valid Reporting Agent Authorization (RAA/LPOA) on file, ADP cannot receive RAF 
notices, frequency information from states or the IRS, enroll clients for EFTPS, or make agency calls. Therefore, it is 
extremely important to follow these guidelines when completing a RAA form to avoid any possible delays in the 
processing of the form. 
 
In the sample provided, the required fields are indicated in red. Failure to complete any required field may result in the 
rejection of this form and cause an undue delay in processing. Please do not use a highlighter to indicate required fields 
on the RAA, as the imaging system cannot scan the data within a highlighted field. 
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Enter the three- or four- 
digit tax company code 
assigned to this client. 

Enter the two-digit 
tax branch code 
assigned to your 
region. 

Enter the nine-
digit federal ID 
number issued 
by the IRS 

For combo accounts that share 
the same FED ID, only one RAA 
is required for submission 

Enter the first 35 
characters of the 
legal name from an 
IRS source 
document. For a 
listing of IRS source 
documents, please 
refer to ADP’s Best 
Proofs. 

Enter the taxpayer’s 
DBA or TA name, if 
one is used. 

Enter client’s 
primary business 
location. 

For 940, 940-PR, 
943, 943-PR and 
945, enter the first 
tax year (2006, 
2007, etc.) ADP will 
start the annual 
filing. For forms 941, 
941-PR and 941-SS, 
enter the quarter 
and year (4/05, 
1/06, etc.) ADP will 
file this return for 
the first time. 

For deposits, enter 
the first month of 
the quarter and 
year (1/06, 4/06, 
7/06, and 10/06) 
ADP will make any 
deposit, regardless 
of the tax type 
provided. 

For W-2/1099, enter 
the first year ADP is 
authorized to discuss 
the W-2/1099 
information with the 
IRS. (This includes 
Form 1099R and 
Form 1099-MISC) 

Enter the following 
information: 
 
1. Name of the 

authorized 
signer. 

2. Title of 
authorized 
signer. 

3. Signature of 
authorized 
signer. Must be 
an officer of 
the company. 

4. Date signed.  

Enter the quarter 
(1, 2, 3, 4) and 
year ADP will 
make any deposit 
for any state. 


