Procedures for Failed Social Security Number (SSN) Verification
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	EMPLOYEE INFORMATION

	Employee Name:
	

	Department:
	

	Phone Number:
	
	Email:
	

	Failed SSN Provided:
	
	Employee’s Actual SSN:
	

	Are you aware of the reason for the SSN failing verification? Explain.
	





When hiring a new employee, you must verity the employee’s Social Security number through the Social Security Administration.  Contact the Administration for an access code for its online Social Security Number Verification Service. Enter the employee’s information to verify that it is correct.  If it does not verify with the system, follow these steps:
1. Compare your records 
· Look at your employee records to make sure that you have not made a typographical error in the Social Security number or the employee’s name when entering the information into the verification system.
· Note any hyphenations in the name and verify the employee under different spellings.
· Try including a middle name to further identify the employee.
2. Have the employee check the information
· Have employee check their Social Security card and make sure the number you have is correct.
· Check how the name is spelled on the Social Security card.
· Make any necessary changes to your employment records and resubmit the information to the Social Security Number Verification Service.
3. Get new information
· Instruct the employee to go to the local Social Security Administration Office to correct information on their records if your records and the information on their Social Security card match, yet the system will not verify.  
· Instruct employee to then give to you their corrected Social Security information once it has been corrected.
· Resubmit information into the Social Security Number Verification Services.
4. Document your actions
· If you cannot obtain verifiable Social Security information from the employee, document all the actions you have taken to get the correct information and keep this documentation with your payroll records for a minimum of three years.
5. Send a new W-2 form
· If you have already sent in a W-2 form with the incorrect information, submit Form W-2c.  This is the Corrected Wage and Tax Statement.  Send this form to the Social Security Administration.
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