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Administration & Finance
POLICY & PROCEDURE NOTIFICATION

#2007 – 10 Social Security Number Verification


Policy Name: Social Security Number Verification

Original Date Issued: May 10, 2007

Revision #: N/A

Last Update: N/A

Purpose of Policy: The purpose of this policy is to comply with the Federal requirement to ensure the accuracy of certain information with the Social Security Administration.
Applicable to: All employees
Definitions: “Social Security number” means the 9-digit number issued to United States citizens, permanent residents, and temporary (working) residents under section 205(c)(2) of the Social Security Act.  Social Security numbers are issued by the United States Social Security Administration.
“The Social Security Number Verification Service (SSNVS)” is an electronic system that matches the Social Security number, name (including last name, first name, and middle initial), date of birth, and gender for each employee with the same information on file at the Social Security Administration.

Policy: It is the policy of the University of Massachusetts Boston to ensure that each employee’s Social Security number, name, date of birth, and gender are verified against the information on file at the Social Security Administration.
Procedure: The University of Massachusetts University Information Technology Services (UITS) submits a quarterly request for verification to the SSNVS and distributes a report of mismatches to the Human Resources (Payroll) Department on each campus.
The Human Resources Department will notify each employee who appears on a quarterly mismatch report by issuing a letter that contains the following:

Social Security Number:

Last Name:

First Name: 

Middle Initial:

Date of Birth:

Gender:

A routine verification of certain data through Social Security Administration has revealed the following mismatch(es) in some of your reported information (see above):

__  Social Security number not in file (never issued to anyone) 

__  Name and DOB match; gender code does not  

__  Name and gender code match; DOB does not  

__  Name matches, DOB and gender code do not 
__  Name does not match; DOB and gender code not checked.
To correct the mismatch, you should check to see if your reported information matches the name and Social Security Number on your social security card.  If it does not match, please submit the correct information to Human Resources as soon as possible.
If the information matches your card, please check with any local Social Security Office to determine and resolve the issue.  Once you have visited the office, please contact Human Resources to correct any information.  You may check the Social Security Administration’s website at www.socialsecurity.gov or call 1-800-772-1213 to find the office nearest you.
In any case where an employee appears on two consecutive quarterly mismatch reports, Human Resources will contact the employee in person and notify the Vice Chancellor for Administration & Finance and the employee’s Vice Chancellor (if different) for further action.  Note, however, the information provided to the employee will not be shared with the vice chancellor(s).
Oversight: Human Resources
Responsible Party with Department: Payroll Manager

Regulatory Authority: 42 U.S.C. § 405(c)(2).  
Related Documents: None
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