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Sample “No-Match” Letter Sent to Employers

NOTE: No-match letters have not been issued in several years, but current or future
administrations may revive them and/or revise this version. Additionally, current or future
administrations also may interpret related policies differently. For a list of resources on this
matter, visit www.justice.gov/crt/ssa-no-match-guidance-page.

Soci_al Security Administration

Retirement, Survivors and Disability Insurance

Employer Correction Request CODE V
Office of Central Operations

300 N, Greene Street

Baltimore, MD 21290-0300
Date; July 17, 2003
EIN: Ny

Establishment Number: 0SS  MRN: NGNS WFID: Sensuugy

Wby You Are Getting This Letter
Some employee names and Socipl’ Becur; pumbers that you repartad on the
Wage ancf Tax Statements (Fornij. W:-zx.gr tax year 2002 do not agree with our
records. We need corrected information froin you so that we can credit your
employees' earnings to their Social Security record. [t's important because these
records can determine if someone is entitled to Social Secunity retirement,
disability and survivors benefits, and how much he or she can receive. If the
infosxl;mgﬁgnyoureporcto us is incorrect, your employes may not get benefits he
or she is due.

There are several reasons why the information reported to us doesn't agree with
our records, including:

¢ Errors were made in spelling an employee's name or listing the Social
Security number

® An employee did not report a name change following a marrizge or divorce

® The name or Social Security number information were incomplete or left
blank on the W-2 report sent to the Social Security Administration

IMPORTANT: This letter does not imply that you or your employee intentionally

ave the government wrong information about the employee's name or Social
gecuﬁty-numbu-.---Nor does it make any statement about an employee's

immigration status.

See Next Page

Visit our wehaite as hup:. www.ssa.gov
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You should not use this letter to take any adverse action a, an employee
just becsuse his or her Social Security number appears on list, such as laying
off, suspending, firing, or diseriminating t that individual, Doing so could,
in fact, violate state or federal law and subject you to legal consequences,

For Spanish-speaking individuals: Ecta carta y los documentos adjuntos
proveen informacién sobre las acciones gue debe tomar para corregir algunos
de los nombres y niimeros de Seguro Social que usted informé en la
Declaracidn de Retencién de Salarios (formulario W-8, "Wage and Tax
Statement”, en inglés) de sus empleados, Si usted necesita una traduocién de
esta carta, por favor, llimenos al mimero de teléfono gratis, 1-800-778-1213, de
7:00 a.m. a 7:00 p.m. hora del este.

Esta carta no implca que usted ni su empleado intencionadamente proveyé
informaelén incorrecta sobre el nombre o niimero de Seguro Social del
empleado. Esto no es una razin, de por si, para que-usted tama ninguna
accidn adversa en contra del empleado, tal como supensién, despedida o
diseriminacion del individuo que aparsce en la lista, Coalquier empleador-que
usa la informacién en esta carta para justificar una accién adversa en contra
de un empleadn puede violar 1a ley estatal o federnl y estar sujeto a :
consecuencias legales. Ademas, esta carta no hace ninguna declaracién sobrs -
el estado de inmigracién de su empleado.

What You Should Do

It would be a great help to us if you could respond within &0 days with the
information that you are able to correct so that the Social Security
Administration can maintain an accurate earnings record for each employee and
make sure your employees get the benefits they are due.

We have attached some materials to help you:
® A list of the Social Security numbers that do not match our records. (If
the list shows you have "MORE" Social Security numbers to correct than
listed, please call us at 1-800-772-8270 for assistance.)

¢ Instructions on "How To Correct Social Security Numbers”.
® Tips on "Annual Wage Report Filing” for the future.

Visit our website at bttp//www.ssa.gov
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If You Have Any Questions

If you have any questions, please call us toll-free at 1-800-772-6270 between
7:00 a.m. and 7:00 p.m., Eastern time, Monday through Friday. We can answer
most questions over the phons. You can also write us at the shown on
the first pagn of this letter. If you do call, please have this letter with you. It
will help us answer your questions. Also, general profram information is

available from our website at http://www.ssa.gov/employer.

]
Associate Commissioner for
Central Operations

Visit our websita at kiep://www.ssz_gov
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SOCIAL SECURITY NUMBERS THAT DO NOT MATCH OUR RECORDS

Visit our webgite at http://wiv.ssa.gov
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How To Correct SSNs

Complete Forms W-2c (Corrected Wage and Tax Statement) for each of the SSNs
hst«f that you are able to correct. You also need to'file 2 Form W-3c (Transmittal
of Corrected Wage and Tax Statements) whangver you file Forms W-2c. You don't
need to prepare Forms W-2c for all the SSNs that you reported. If an employee
does not provide corrected information or no lo works for and you are
unable to contact him/her, document your with the information.you relied
on in tompleting the W-2 or the efforts you made to contact four former
empldyee, Retain this information i:;:i\w files; do not-send it to SSA. You should
m ide all corrections as soon as possible. Pleas¢ follow the guidelines below

ore preparing Forms W-2¢.

You also peed to filo a Forma W-3c (Transmittal of Corrected Wage and Tax
Statements) whenever you flle Forms W-2e¢, .

are vour employment records to the Forms W-2 you reported for the

Comp
S9Ns included on the attached list.

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

e If your employment records and Forms W-2 match, ask your employee to
check his/her Secial Security card and to inform you of any name or 85N
difference hetween your records and his/her card. If your employment

records are incorrect, correct your records.

e If your records match the information on the employee's Social Security

have the employee contact anﬂ Social Security office to resolve the

issue. Tell the amsloyee that once he/she has visited the Social Security
office he/she should inform you of any changes and correct your records

accordingly.

e SSA may slso send the employee a notice regarding this issue. You should
d:scuriss with the employee any changes you make to your employment
reco .

® If you wish to file your Form W-2c corrections electronically or on magnetic
media, call SSA at 1.800-772-6270 to mq‘l'1|,est a copy of the "Magnetic
Mediz Reporiing and Electronic Filing of W-2¢ Information ( F-2)".

® We suggest using AccuW2C to identify possible "Magnetic Media
Reporting and Electronic Filing of W-2¢ Information (MMREF-2)"
formatting errors. You can download AccuW2C from the Internet at:

http:/fwww.ssa.gov/employer/accuwage

Yisit our website ac Zttps’ www.sse.gov
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® If you wish to file paper Forms W-2c, you can get them from the Internal
Revenue Service. Paper Forms W-2¢c should be sent to the following

Social Security Administration

Data Operations Center

Attention: We3¢ Process

P.O. Box 3833

Wilkes-Barre, Pennsylvania 18767-3333

Visit our webasite at http:/fwwwv.sss.gov
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