
Correct a Social Security Number 
 
1. Verify the existence of two Social Security Numbers for the same individual OR an incorrect Social Security 

Number for an individual 
2. Determine which number is on the employee’s record in PHR. 
3. Document the incorrect number and the correct number. 
4. Send email to PHR Staff detailing the nature of the problem, the incorrect number & the correct number for 

resolution. 
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