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Notification of Missing Documentation
Date: _________________________
Dear ______________________________:
Federal tax regulations require Montgomery College to collect a SSN from every person that compensation is paid. Failure to provide a SSN will result in termination of your employment. 
Date of Hire: ______________.

Social Security Number must be submitted by ________________.
Email Address: ________________________________________

MC ID#__________________________

I hereby acknowledge that if I do not submit a SSN to Montgomery College within 90 days from the date of hire not to extend past December 31st, I will be unable to work until I submit the missing information.
Student 








Date
Financial Aid Representative






Date
Cc: Student
Cc: Human Resources

Cc: Financial Aid

FAQ for Student Employees
Regarding Social Security Numbers

Why do I need to submit a SSN?  

Social Security Number is a government issued identification number generally used for tracking working individuals for taxation purposes. Students seeking employment at the college without a SSN will be required to obtain one and submit it to the Admission, Records and Registration Office. Please see the Social Security Administration’s website for more complete details: http://www.ssa.gov/pubs/10096.html


Where do I obtain a SSN?

You can go to http://www.ssa.gov/pubs/10096.html or call 1-800-772-1213 for more information.

Can I call in the just the number?

We need to see a copy of the card to make sure that you have given us the correct number and that your name match’s what we have on file.  We do not take the SSN over the phone due to confidentiality reasons.
Can I mail in the number?
Due to confidentiality reasons please do not mail your SSN.
I submitted the documentation to my supervisor but they didn’t turn it in?

It is the employee’s responsibility to make sure that the College receives the documentation.  
How can I submit the documentation?
Please take it to your home campuses, Admission, Records and Registration Office to have the SSN included as part of your permanent record.

I don’t take classes on the Rockville Campus how do I get my number to you?

For all campuses you may turn in your documentation to the, Admission, Records and Registration Office.

How long do I have to submit a SSN?

90 days from your date of hire not to extend past December 31st.

Why do I have only 90 days to submit a SSN?

Due to Federal tax laws, a person’s wages cannot be submitted to the IRS without a SSN.  The 90 day requirement is to ensure that your SSN is on file before December 31st.

I applied for a SSN but they said it takes two weeks to come in and I am coming up on my 90 days, what do I do?
Please apply early. We cannot extend you past your 90 day deadline due to Federal tax laws. Once you receive your SSN please take it to the Admission, Records and Registration Office.
What happens if I do not submit a SSN?

Not submitting a SSN can jeopardize your employment with the College. The Office of Human Resources will follow the below guidelines:

	30 Days after employment not to extend past  December 31st.
	You and your supervisor are notified via email that a SSN is still missing.

	60 Days after employment not to extend past  December 31st.
	You and your supervisor are notified via email, with a reminder that you have 30 more days to get the documentation to Admission, Records and Registration Office or you will be terminated from employment.

	90 Days after employment not to extend past December 31st.
	You, your supervisor and payroll are notified that you have been terminated. You will not be able to access your timesheet nor be able to turn in a paper time sheet. Once your documentation is received by Admission, Records and Registration Office, you status will once again become active and you will be able to work. 
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