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NM Self/Participant Direction 
Employee Employment Packet 

This packet contains all the forms you need to enroll as an employee and begin providing
services to your participant/member. Please follow all directions in this packet. You will not
be paid for services until all forms are completed. Conduent verifies all information, criminal
checks, and clears you for hire, and you are notified that you are ready to provide service
by your employer.

You must complete and return:

We encourage you to use the checklist above as a final review before you return the forms.
Failure to return these forms will delay enrollment. Note: To fill out the forms in this PDF packet
on your computer before printing, complete the Employee Information form first, then review the 
remaining documents to verify data inserted properly. The other documents, including
information on how to complete forms, the payment schedule, and similar instructional forms,
are for informational purposes only and do not need to be returned. Send completed forms
by fax, email, mail, or in person to Conduent at one of the addresses below.

Should you need any assistance during this process, please contact the Consolidated
Customer Service Center (CCSC) at 1.800.283.4465.

We look forward to serving you!

☐ Employee Information ☐ Copy of Social Security Card
☐ Employee Information & Qualification Form ☐ Payroll Information Worksheet
☐ Employee Agreement ☐ IRS Form W-4
☐ Attestation Form ☐ New Mexico W-4 (Optional)
☐ Employee Transportation Appendix (Optional) ☐ Pay Selection & Direct Deposit Form
☐ U.S. CIS Form I-9 ☐ Timesheet
☐ I-9 Supporting documentation ☐ Mileage Sheet

Fax: 866.302.6787 
Email:  docprocessing@conduent.com 

Physical Address: Mailing Address: 
1720-A Randolph Rd SE PO Box 27460 
Albuquerque, NM 87106 Albuquerque, NM 87125-7460 

mailto:mi.via@conduent.com
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Employee Information & Qualification 

EMPLOYEE (APPLICANT) INFORMATION 
Full Name ID/Last 4 of SSN 

As an employee in self-direction, you must agree to the following terms of employment: 
• You understand that the participant, or his or her surrogate, is your employer. Neither Palco,

nor program/state administrators, is your employer.
• This position is paid as an employee and not as an independent contractor.
• This document does not create an anticipation of, nor a contract of, employment.
• To adhere to all federal, state, local, and program laws, regulations, policies, and requirements

throughout my employment. This includes staying current on information provided to me about
the program throughout my employment.

• To accurately complete all enrollment documentation to ensure that you meet the program’s
eligibility requirements for providing services and is not prohibited in any manner from providing
services.

• Employees agree to adhere to the Employee Agreement and qualifications requirements of the
SDCB program by completing and submitting a Provider attestation form annually to Conduent
to remain compliant with the HCBS Setting Rule requirements.

• That my employment is contingent upon many factors, including successful completion and/or
passing of required background checks, training, and credentialing.

• Employees are responsible for providing Conduent and Employer of Record (EOR) a copy of
the criminal background checks and screenings rendering Self-Directed Personal Care
Services. Employees/Caregivers will be required to provide the requested documents within
24 business hours of obtaining the results.

• To report any changes in my ability to deliver services, including changes in my background
history or qualifications required to perform services under this program.

• Being paid for services through the program is contingent upon the participant’s eligibility for the
program. Once eligibility terminates, you may no longer be paid through this program.

• Your employer is responsible for payment of services for activities not authorized in or exceeding
the limitations established by the budget.

• Funds to pay for services are from public sources, and financial accountability and liability
applies to the use of the funds. You understand that submitting false or fraudulent timesheets
or submitting timesheets for tasks other than those approved on the authorized budget will be
reported to the appropriate authorities for investigation and possible prosecution as fraud.

• That medical and personal information and data about the participant and the employee is
confidential. In addition, you have read and agree to the Notice of Privacy Practices.

• That neither Conduent nor program/state administrators are responsible or liable for any negligent
acts, work-related injuries, or omissions by me, the employer, participant, other employee or
service providers, or authorized representatives.

• To report all critical incidents relating to the participant’s health, safety, and welfare, including
suspicion of fraud, abuse, or neglect.

• Certificates and rosters of all training completed by Employees (Individual/Vendor) must be
provided to Conduent upon completion.



• Employees (Individual/Vendor) must comply with all laws, rules and regulations of the New
Mexico corporation Commission for Telecommunications and Security Systems; and comply
with all laws, rules, and regulations form the Federal Communications Commission for
telecommunications.

• Employees (Individual/Vendor) providing transportation services, must provide a valid New
Mexico driver’s license, a copy of the no chargeable (at fault) accidents within the previous two
years, a copy of no driving while intoxicated convictions within the previous two years, and
posses and maintain current insurance policy and registration for each vehicle.

By signing below, you acknowledge that you have read this agreement and accept responsibility as 
an employee in self-direction, understand their responsibilities and duties associated with that role, 
and will comply with program policies and requirements. The information provided herein is true and 
accurate to the best of your knowledge. You further understand and agree that violation of this 
agreement will result in termination. 

EN-310000-WIQ-1.0 

Employee Signature Date Employee's Printed Name 
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SELF-DIRECTED PROVIDER ATTESTATION FORM 

CMS FINAL RULE FOR HCBS 

Please read the following summary of the Centers for Medicare and Medicaid Services (CMS) 

Final Rule Requirements for Home and Community Based Services (HCBS) Providers.   

Any residential or non-residential HCBS provider, who offers self-directed services in a setting 

where individuals live and/or receive HCBS, must comply with the following CMS Final Rule 

requirements:   

1) Providers must ensure that settings are integrated in and support full access of individuals to

the greater community including:

 Providing opportunities to seek employment and work in competitive integrated

settings, engage in community life, and control personal resources; and

 Ensuring that individuals receive services in the community, to the same degree

of access as individuals not receiving HCBS.

2) Providers must ensure that the individual selects from among setting options including non-

disability specific settings and options for a private unit in a residential setting.  The provider

setting must have person-centered service plans that document the options based on the

individual’s needs and preferences.  For residential settings, the person centered plan must

document options available for room and board.

3) Providers must ensure an individual’s rights to privacy, dignity and respect, and freedom

from coercion and restraint.

4) Providers must ensure settings optimize individual initiative, autonomy, and independence

in making life choices, including, but not limited to, daily activities, physical environment, and

with whom to interact.

5) Provider must ensure settings facilitate individual choice regarding services and supports,

and choice regarding who provides them.

6) Providers must ensure tenant protections, privacy, and autonomy for individuals receiving

HCBS who do not reside in their own private (or family) home.
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As a Medicaid enrolled HCBS provider you are required to ensure all aspects of the Final Rule 

are followed.  HSD/MAD recommends that you read the CMS Final Rule in the Federal 

Register at the following link to review the details of the CMS Final Rule requirements: 

https://www.federalregister.gov/documents/2016/10/04/2016-23503/medicare-and-medicaid-

programs-reform-of-requirements-for-long-term-care- 

facilities?utm_campaign=subscription%20mailing%20list&utm_source=federalregister.gov&utm_mediu

m=emailZ 

I certify that I have carefully read the summary requirements for the Home and Community 

Based Services above and the CMS Final Rule Requirements in the Federal Register at the link 

provided above.  I attest that my organization/provider setting is in compliance or will be in 

compliance by March 17, 2022 with the CMS Final Rule Requirements published in the 

Federal Register. 

Additionally, I certify that my organization/provider setting will remain in compliance with 

the CMS Final Rule Requirements published in the Federal Register. 

(THE APPLYING PROVIDER MUST SIGN AND DATE THIS ATTESTATION FORM). 

Member/Participant Information 

Member/Participant Name: ______________________________________________________ 

Member/Participant Date of Birth: _________________________________________________ 

Member/Participant Employer of Record: ___________________________________________ 

Provider Information (Vendor or Employee) 

Printed Name:  _________________________________________________________________ 

Title/Position: ______________________________ ____________________________________ 

Social Security Number/Tax ID:  ____________________________________________________

Signature:___________________________________________________Date:______________ 
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EN-_____-ETA-1.0  

APPENDIX TO EMPLOYEE AGREEMENT 
CHECKLIST FOR PROVIDERS OF TRANSPORTATION SERVICES 

Self-Direction Medicaid Waiver 

This form is ONLY required if driving the member is your job function or part of your 
assigned tasks. 

All individuals who provide transportation services of any sort to a Self-Direction 
participant must possess the following qualifications: 

• Possess a valid New Mexico driver’s license
• Be at least 18 years of age
• Be free of physical or mental impairment that would adversely affect driving

performance
• Have no driving while intoxicated (DWI) convictions or chargeable (at fault)

accidents within the previous two years
• Possess a current insurance policy and vehicle registration
• Have current CPR/First Aid Certification
• Have a First Aid Kit in the Vehicle (For Mivia only)
• Complete Training on Critical Incident, abuse, neglect, and exploitation reporting.

I attest that I have verified that my transportation provider possesses each of these 
qualifications. (Please complete and sign in ink.) 

___________________________  
Employee Signature

______________________________ 
Employer Printed Name 

___________________________ 
Date 

Please attach copies to this form of the following documents from the provider (employee) listed 
above: 

• Valid New Mexico driver’s license
• Current Insurance Policy listing the employee that will be providing transportation
• Current Vehicle Registration of the employee that will be providing transportation
• Driving Records within the previous two years

These documents are necessary in order to verify if the provider is qualified to 
perform transportation services within Self-Direction.  Without these documents, 
transportation cannot be provided. 

EMPLOYEE INFORMATION 
Full Name ID/Last 4 of SSN 
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èl©Y\
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m̀bY\Ve_cỲ
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Ỳ 
̧ei[
́j
�*)'
&��
�%���* 
��������
 $(�
!
*"
#


�



����������		
�����
�
�	��
���������������������������������� �!����������������"������ �!��#�$%������������������"&��'�������������'�!��&��!���������!������� �!��#(� ��&������&� !��������������������)!���*�������!�����"���������)���������������)!���*����+�������������������)!���*����,#
-./0123�45�/.67�45�89232�:4;</2683�.002.=�>6�892�?.6:@44A�54=�
/01472=3�B�CDEFGH��������
4;</2683�89.8�
38.@1>39��489��:268>87�.6:�
/0147/268��<894=>I.8>46� �J� �������
4;</2683�89.8�
38.@1>39��:268>87� �����	�
4;</2683�89.8�
38.@1>39�
/0147/268�<894=>I.8>46���
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Pay Selection and Direct Deposit Authorization Agreement
HOW WOULD YOU LIKE TO BE PAID? (please select only one option)

□ New Account Setup       □ Change in Existing Account       □ Cancellation

Request Type (check one):

DIRECT DEPOSIT ACCOUNT INFORMATION
Account Holder’s Full Name ID or Last 4 of SSN

Financial Institution Routing Number Account Number

Type of Account (select one):       □ Checking       □ Savings       □ Pre-paid card

REQUIRED The following validating documentation is attached:

□ Voided check with account holder name printed on the check. Check cannot be a temporary check
OR
□ Official documentation from financial institution listing account holder name, account, and

routing number. This includes letters from banks and paperwork from pre-paid cards.

I authorize Palco, Inc. to initiate deposits and debit entries for the purpose of correcting an erroneous deposit to the account indicated 
herein. In the event Palco is unable to initiate debit entries, I authorize the repayment to Palco from future amounts owed to me. I 
understand Palco is not responsible for any delay or loss of funds due to incorrect or incomplete information supplied by me or by my 
financial institution or due to an error on the part of my financial institution in depositing funds to my account. I understand that it is my 
responsibility to verify the crediting of funds by my financial institution prior to initiating debits against my account. I understand the risks 
of sharing an account with others, including my employer or worker. Palco is not responsible for any charges I incur from my financial 
institution. Any changes to my account must be submitted to Palco immediately. This authorization will remain in full force and effect 
until Palco has received written cancellation in such time and in such manner as to afford Palco and all appropriate financial institutions a 
reasonable opportunity to act on it.

Printed Name

Signature Date
Please return this form to Conduent via email: docprocessing@conduent.com or via fax 866-302-6787

OPTION 1

□ Money Network Services
Please Provide a Physical Address Card can be Sent to Below: (No PO BOX)
Street____________________________________________________City:_________________State: _____  Zip Code:___________

*If you choose the Money Network Services Option, Palco will enroll you with our partners at Fiserv: Money Network Services.
Fiserv will send you a Money Network Card in 1-2 weeks and Palco will begin depositing funds directly to the card. Activate your
card as soon as it arrives to begin using it. You will receive paper checks during the 1-2 weeks it takes to receive your card.

OPTION 2

□ Direct Deposit
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2 PAID INSTANTLY
Money Network Card

Direct Deposit

Palco has partnered with Money Network® Service, one of the largest card companies in the 
country, to offer consumers a FREE Money Network Card, which works just like a bank card. 
To see more benefits of the Money Network Card, see the Money Network Card page. 

→ You can use your Money Network Card anywhere Visa Debit® or Debit Mastercard® are
accepted.

To ensure quick and accurate payment, use Palco’s CONNECT online timesheet and reporting 
portal to enter time electronically, error free, and submit it to Palco instantly. CONNECT is a 
allows you to monitor the time submission process from start through payment. .

WWW.PALCOFIRST.COM

WAYS TO GET

A direct deposit transfers funds automatically into an existing bank account. This means that 
once a worker links their account electronically, money will be deposited directly into that 
account.

→ Workers can receive their payments directly into any bank account of their choice!

Sign up for Direct Deposit or request your free Money Network Card today by submitting a Pay Selection 
Form. See the Pay Selection and Direct Deposit Authorization Agreement for more details.

Using these methods of payment in place of a paper check ensures a worker receives their 
payment on pay day the moment the funds are available! No hassling with paper checks getting 
lost in the mail or having to wait in line at the bank!



Money Network®
Get more from your money

✓ Piggy Bank → Set aside funds in up to three Piggy Banks for specific purposes.
✓ Send Money to Friends → Send money quickly to friends or family.
✓ Deposit Check Funds → Deposit check funds to your account by snapping a photo.
✓ Budgeting Tools → Customize and manage a monthly budget by category.
✓ Move Money → Transfer to a bank account in the U.S., Mexico, and Europe.
✓ Locator → Find nearby in-network Allpoint® ATMs, surcharge-free 
check cashing and participating retail reload locations.
✓ Gift Cards → Buy, send, and store digital gift cards with Gyft®.
✓ Digital Wallet → Add card to Apple Pay®, Samsung Pay®, or Google 
Pay™ for contactless payments.
✓ Card Lock & Unlock → Lock card to easily disable spend.
✓ Account Alerts → Notifications for balance, deposits, withdrawals, 
and more. 
✓ Spending Alerts → Notifications when your spending reaches the 
category budget you set.
✓ Fraud Alerts → Text alert when suspicious activity occurs on your card.

More Freedom
Manage your money anytime, anywhere 
with the Money Network Mobile App



List of all fees (Long Form) for the Money Network® Service Program
All Fees Payor 

Program
Details

Monthly Usage
Account Opening, Check, and 
Card Receipt

$0.00 No fee for Account Opening, Checks, and initial Card.

Inactivity Fee $5.00 Fee is waived if you live in NY. Monthly fee charged 
when no activity occurs within Account for 12  
consecutive monthly statement cycles.

Add Money
Payor Deposit $0.00 Funds from a payor.
ACH Deposit of Other Funds Not

Available
Loads of other types of funds or payments, e.g. a tax 
refund. 

Spend Money
Signature Debit Transactions $0.00 Select “Credit” or sign at point-of-sale (POS).
PIN Debit Transactions $0.00 Select “Debit” and enter PIN at POS; cash back option 

at participating merchants.
Money Network® checks $0.00 Participating check cashing locations do not charge 

fees to cash Money Network Checks. To find these  
locations, use the locator on our Mobile App (data 
rates may apply) or at moneynetwork.com or call 
Customer Service. Non-participating check cashing 
locations may charge fees that are not monitored by 
us. Check cashing locations may also limit the dollar 
amount of checks they will cash. 

Get Cash or Send Cash
ATM Withdrawal Fee or ATM 
Decline Fee | In-Network

$0.00 Withdrawal or Decline from ATM that is a part of our 
network. To find in-network ATMs, use the locator on 
our Mobile App (data rates may apply) or at money-
network.com, or call Customer Service.

ATM Withdrawal Fee | Out-of-
Network

$3.25 This is our fee. We waive our Out-of-network ATM 
Decline Fee if you live in NY. If you live in CT or IL, 
we will waive our fee for the first two ATM Declines 
(In-Network, Out-of-Network, or Non-US) in a calen-
dar month. You may also be charged a fee by the ATM 
operator, even if you do not complete a transaction.

ATM Decline Fee | Out-of- 
Network

Bank Teller Over the Counter 
Cash Withdrawal

$0.00 At banks displaying the card association logo (except 
STAR) on the front of your Card. You may be charged a 
fee by the bank.

Money Network Card Schedule A Fees



List of all fees (Long Form) for the Money Network® Service Program
Information
Monthly Paper Statement `$0.00 You may also obtain account activity without a fee via 

Mobile App (data rates may apply), moneynetwork.
com, or Customer Service

Customer Service $0.00 24/7 toll free Account access, including Account 
balance inquiries.

ATM Balance Inquiry Fee | 
In-Network

$0.00 To find in-network ATMs, use the locator on our Mobile 
App (data rates may apply) or at moneynetwork.com, 
or call Customer Service.

ATM Balance Inquiry Fee | Out-
of-Network

$3.25 This is our fee. You may also be charged a fee by the ATM 
operator, even if you do not complete a transaction.

Other
Reissuance of Lost/Stolen Card $6.00 Reissued Card shipped via U.S. mail 7-10 business days 

after order placed. One replacement Card provided at no 
charge each calendar year. 

Priority Shipping Fee $24.00 Additional fee to ship replacement Card 4-7 business days 
after order placed. Reissuance of Card Fee also applies. 

Money Network Check Stock 
Order

$0.00 Shipped 7.10 business days after order placed. Up to 30 
checks per order.

Additional Disclosures
Your funds are eligible for deposit insurance up to the applicable limits by the Federal Deposit 
Insurance Corporation (“FDIC”). Your funds will be held at MetaBank®, N.A. or placed by MetaBank 
as custodian at one or more participating FDIC-insured banks (each a “Program Bank”). In the event 
the FDIC were to be appointed as a receiver for MetaBank or a Program Bank, your funds, aggregat-
ed with any other funds you have on deposit at such institution, would be eligible to be insured up 
to $250,000 for each legal category of account ownership, subject to compliance with FDIC deposit 
insurance requirements. You are responsible for monitoring the total amount of all direct or indirect 
deposits held by you or for you with MetaBank and the Program Banks for purposes of monitoring 
the amount of your funds eligible for coverage by FDIC insurance. To assist with calculating your 
FDIC deposit insurance coverage, the FDIC has an Electronic Deposit Insurance Estimator available 
at https://edie.fdic.gov. For more information, see also https://www.fdic.gov/deposit/deposits/pre-
paid.html. No overdraft/credit feature. Contact Customer Service by calling 888-913-0900, by mail 
at 2900 Westside Pkwy, Alpharetta, GA 30004, or visit moneynetwork.com. For general information 
about prepaid accounts, visit cfpb.gov/prepaid. If you have a complaint about a prepaid account, 
call the Consumer Financial Protection Bureau at 1-855-411-2372 or visit cfpb.gov/complaint. 
©2022 Money Network Financial, LLC. Cards issued by MetaBank, N.A., Member FDIC. All other 
trademarks, service marks, and trade names referenced in these materials are the property of their 
respective owners.
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���������	�
���
�������
�������������������������

� !"#$%& '(%)*�+#,  -�./0!)1  �,)&-�2�345.67.��8  (� 9:;�<=>??=@AB=?C>C�DEFGHE�IJKH�LMKNOPQHHRS� MKNOPQHH�TDU�LOJVW�X�YFZFWV�P[�MKNOPQHH\V�VP]FJO�VH]̂EFWQ�U�_HK̀ HEabJEWF]FNJcWS� TV�WdFV�J�]PEEH]WFPc�WP�J�beTfe�_FOHJZH�gdHHWh�iHV� IP�_HK̀ HE\V�DJWH�P[�jFEWdS� gHEGF]H�kPYHS�� bJQ�bHEFPY�jHZFc�DJWH� bJQ�bHEFPY�McY�DJWH�lHdF]OH�iHJE� lHdF]OH�_PYHO� mnopqnrs�tF]HcVH�U� tF]HcVH�bOJWH�U�u
��� v����w�� v����x
�� y�z
�����{|���}�x����������
��� y�z
�����{v�}��x������������ v��
�������� ~
���������v����
� � � �� ��� � �� �� � � �� � � � �� � �� �� � � �� � � � �� � �� �� � � �� � � � �� � �� �� � � �� � � � �� � �� �� � � �� � � � �� � �� �� � � �� � � � �� � �� �� � � �� � � � �v��
��	�
���
����������������������� �

� � � �� ��� � �� �� � � �� � � � �� � �� �� � � �� � � � �� � �� �� � � �� � � � �� � �� �� � � �� � � � �� � �� �� � � �� � � � �� � �� �� � � �� � � � �� � �� �� � � �� � � � �v��
��	�
���
����������������������� ��v��
��	�
���
�������������~
��~������{�������}� �� �� �������������
�
��� ���������{�x�}�����
�
��������������u
��� � � � � � � �������u
���� ���������~��������
��� ���������{�x�}�~��������
���


	ADP748D.tmp
	Employee Information & Qualification




