FORM W-2

The IRS recommends filling out a blank Form W-2 with the new hire’s legal name
and social security number, as this information will be needed when it comes time for
filing. Though you aren’t required to, you may ask to see a copy of a new hire’s social
security card to confirm the number’s accuracy. The Social Security Administration

offers a free service for employers looking to verify social security numbers.

If the employee offers you something called an Individual Taxpayer |dentification
Number (ITIN), note that these will not suffice. ITINs are only issued to individuals
who are ineligible to work in the U.S., but still need identification for tax purposes.

If you use a technology platform to manage your HR and payroll, this important
information will likely already be in your database—and will pre-populate when it
comes time to generate W-2s. Be sure to have employees periodically verify their
personal information in your system of record, as you may have to file a corrected
W-2 (Form W-2C) if there’s a discrepancy between what’s on the form and what the

federal government has on record.
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*The content of this publication is provided for informational purposes only and does not contain or constitute legal advice.
Do not rely on this information to take any legal decision without consulting with appropriate legal counsel.
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