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The Social Security Number (SSN) of an employee has nine digits, organized as 
follows:  000-00-0000.  Employers are required to get each employee’s name and 
SSN and enter them correctly on Form 499R-2/W-2PR.   
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Call to action  
Access our website and visit 
our Professional articles box 
www.grantthornton.pr 

 

 
Applying for a social security card 
Any employee who is legally eligible to work in the United States and does not have a social 
security card can get one by completing Form SS-5, Application for a Social Security Card, 
and submitting the necessary documentation. 
 
Applying for a social security number 
If you file a Form 499R-2/W-2PR on paper and your employee applied for an SSN but does 
not have one when you must file Form W-2, enter “Applied For” on the form. If you are filing 
electronically, enter all zeros (000-00-000) in the social security number field. When the 
employee receives the SSN, file Copy A of Form W-2PRc, Corrected Wage and Tax 
Statement, with the SSA to show the employee's SSN. 
 
Correctly record the employee's name and SSN 
Record the name and number of each employee as they are shown on the employee's social 
security card. If the employee's name is not correct as shown on the card, for example, 
because of marriage or divorce, the employee should request an updated card from the SSA. 
Continue to report the employee's wages under the old name until the employee shows you 
the updated social security card with the corrected name. 
 
Verification of social security numbers 
Employers and authorized reporting agents can use the Social Security Number Verification 
Service (SSNVS) to instantly verify up to 10 names and SSNs (per screen) at a time, or submit 
an electronic file of up to 250,000 names and SSNs and usually receive the results the next 
business day.  
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For more information, visit: 
www.socialsecurity.gov/employer/ssnv.htm 
http://www.irs.gov/pub/irs-pdf/p179.pdf 
 
Application for a social security card - Form SS-5: 
http://www.socialsecurity.gov/forms/ss-5.pdf 

 
 
At Kevane Grant Thornton we provide our clients with 
personalized attention, valuable advice and 
recommendations, tailored solutions and direct access to 
technical experts to help clients resolve issues and identify 
opportunities. 
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DISCLAIMER:  This update and its content do not constitute advice.  Clients should not act solely on the basis 
of the material contained in this publication. It is intended for information purposes only and should not be 
regarded as specific advice.  In addition, advice from proper consultant should be obtained prior to taking 
action on any issue dealt with this update.  
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