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How To Correct Social Security Numbers (SSNs)

Complete Forms W-2c (Corrected Wage and Tax Statement) for each of the Social
Security numbers (SSNs) listed that you are able to correct. You only need to
prepare Forms W-2c for the names or SSNs for which you have corrected
information. If an employee does not provide corrected information or no longer
works for you and you are unable to contact him /her, decument your records
with the information you relied on in completing the Form W-2 or the efforts you
made to contact your former employee. Retain this information in your files; do
not send it to the Social Security Administration (SSA.) You should provide all
corrections as soon as possible.

You also need to file a Form W-3c (Transmittal of Corrected Wage and Tax
Statements) whenever you file Forms W-2c.

Please follow the guidelines below when preparing Forms W-2c.
& Refer to the Internal Revenue Service (IRS) filing requirements in its

publication, “Instructions for Forms W-2¢ and W-3c,” at the IES website
hitp:/ /www.irs.gov or call 1-800-829-3676 to request a copy.

¢ Compare vour employment records to the Forms W-2 you reported for the
S5Ns included on the attached list.

e If your employment records and Forms W-2 do not match, prepare Forms
W-2¢c with the corrected information from your employment records. (Do
not send copies of proofs of identity or other documents in addition to, or in
place of, the Forms W-2c )

s [f your employment records and Forms W-2 match, ask your employee to
check his/her Social Security card and to inform you of any name or 55N
difference between your records and his/her card. If your employment
records are incorrect, correct your records.

* [f your records match the information on the employee's Social Security
card, have the employee contact any Social Security office to resolve the
issue. Tell the emplovee that once he/she has visited the Social Security
office he/she should inform you of any changes and you should correct
vour records accordingly.

¢ S5S5A may also send the emplovee a notice regarding this issue. You should
discuss with the employee any changes you make to your employment
records.

e [f you file your Form W-2c corrections electronically or on magnetic media,
call SSA at [-800-772-6270 to request a copy of the "Magnetic Media
Reporting and Electronic Filing of W-2¢ Information (MMEEF-2)" or you can
download the MMREF-2 at SSA's website, www.socialsecurity femplover,

Visit our website at www.socialsecurity. gov



