
Verify Your Company and Employee Information 

To ensure your Forms W-2 and tax returns are printed correctly for 2020, we encourage you to 
review company and employee data to verify this information is correct.  

If you have access to Online Reports, we highly recommend you run the Company and 
Employee Data Verification Report. If you do not have access to Online Reports, you can 
request this report from your payroll service representative.  

Please review the following items on your list for accuracy. Be sure to write all corrections 
on the Company and Employee Data Verification list and return it to your payroll service 
representative by Thursday, December 17, 2020.

Year End Forms W-2 Package 

Recently we sent you an email or letter to verify your W-2 delivery address. To avoid any delay 
in receiving your W-2s, if the address we have on file is not correct please let us know as soon 
as possible. 

Federal and State Identification (ID) Number 

Verify the company federal and state ID numbers. These are the ID numbers that will be used to 
file your quarterly tax returns, year-end tax returns, and Forms W-2. You should report any 
discrepancies to your payroll service representative immediately. 

Employee Information 

Verify that your employee names, addresses, social security numbers (SSNs), eligibility for 
retirement plan, withholding method, and state unemployment insurance (SUI)/state 
disability (dbl) information is correct. This information prints on the employees’ Forms W-2. 
Make any corrections on the list and return it to your payroll service representative. 

Employee Name 

Confirm that the employee's name shown on the Company and Employee Data Verification 
list is the same name that appears on the employee's social security card. If a suffix to the 
employee’s name (Jr., Sr., etc.), appears on the employee’s social security card, it may 
appear on the Form W-2; however, the Social Security Administration (SSA) still prefers 
that a suffix does not appear on Form W-2. 

 Titles should not appear on the Form W-2. Titles or academic degrees (Dr., RN, etc.), 
make it difficult for the SSA to determine the employee's registered name with the SSA 
and properly credit the employee’s earnings..  

 If an employee’s name has changed, continue to use the old name until the employee 
has obtained a social security card with the new name. Employees can report name 
changes to the SSA by calling 800-772-1213. The employee must notify the SSA to 
update the permanent record; notifying you is not enough.  

Employee Address 

Verify the physical address for each employee. This is the address that will print on Form 
W-2 at the end of the year. 



Employee SSNs 

Identify missing and invalid SSNs for employees. The IRS may impose a penalty for missing or 
incorrect SSNs. An SSN is considered invalid if: 

 It is all ones (111111111) or all threes (333333333). 
 It is 123456789. 
 The first three digits are 000, 666,900-999; the middle two digits are 00; 

or the last four digits are 0000. 

If you find an invalid SSN, ask your employee to provide you with his or her social security card 
for verification. If the number is invalid, instruct the employee to contact the local SSA office. 
For more information regarding invalid social security numbers, visit the SSA web site at 
https://www.ssa.gov/employer/randomizationfaqs.html.

Penalties for Forms W-2 Without SSNs  

The Internal Revenue Service (IRS) may charge a penalty of up to 
$270.00 for each return or Form W-2 that has a missing or incorrect SSN or 
federal identification (ID) number. We will not file your federal Forms W-2 
electronically if a substantial percentage of the SSNs are missing or invalid and 
you have more than 10 employees.  

Need Help Verifying SSNs? 

The SSA will assist employers in verifying employee names and SSNs. The following options 
are available: 

 http://www.ssa.gov/employer/ssnv.htm

 Contact the SSA at 800-772-6270. This option also requires you to register with 
the SSA before using the service. 

Retirement Information/Pension Line 

On Form W-2, the IRS requires that Retirement Plan, in Box 13, be checked if an employee is 
an “active participant” for any part of the year in the following types of retirement plans: 

 Defined Contribution Plan - This is a retirement plan that provides an individual account 
for each participant, where benefits are based solely upon the amount contributed to each 
participant’s account. Examples of this type of retirement plan include 401(k) plans, Roth 
401(k) plans, 403(b) annuities, SEPs, and SIMPLE plans. 

 Defined Benefit Plan - This is a retirement plan that is usually funded entirely by the 
employer. The retirement benefits that the employee receives under the provisions of these 
plans are determined by a definite end date. Examples of benefit plans are pension plans. 

Note: An “active participant” is defined under IRS Notice 87-16 and will depend upon 
whether your retirement plan is a defined benefit or a defined contribution plan. 
Please contact your plan administrator or accountant to review who is considered 
an “active participant” under your retirement plan. Your payroll service 
representative will not be able to define what type of retirement plan you have or 
who is considered an “active participant” under your plan. 

https://www.ssa.gov/employer/randomizationfaqs.html
http://www.ssa.gov/employer/ssnv.htm


If contributions were made on the employee’s behalf (employee elective salary 
deferrals) to a section 401(k), 403(b), 501(c) (18) (D), IRC 414(h) (2), SIMPLE, or a 
SEP plan, no action is required. We know who those employees are from your payroll 
records. 

1. If the Eligible for Retirement Plan is ‘NO’ on the list:   

Write YES in the Eligible for Retirement Plan column on the list if the employee met the 
following criteria for 2020.  

 Only had employer contributions made to the account 
 Was an active participant, but did not have employee contributions withheld 
 Participated in a collectively bargained, or union, plan. 

Note: If YES already exists, this employee is coded from a previous year. 
Confirm that the employee still meets the criteria for 2020.  

2. Leave the Eligible for Retirement Plan as ‘NO’ if an employee’s contributions were made 
to a non-qualified pension plan or a section 457 plan. 

When your review is complete, submit all changes to your payroll service representative. 
Please continue to report complete information for your new employees through the 
remainder of the year. 

The content contained within this document reflects the most current information at the time of its release. 
Any information provided may no longer be viable subsequent to its issuance. 


