Payroll Tidbits

IRS individual taxpayer identification
numbers (ITINs) for aliens. Do not
accept an ITIN in place of an SSN for
employee identification or for work. An ITIN
is only available to resident and nonresident
aliens who are not eligible for U.S.
employment and need identification for
other tax purposes. You can identify an ITIN
because it is a 9-digit number, beginning
with the number “9” with either a “7” or “8”
as the fourth digit and is formatted like an
SSN (for example, 9gNN-7N-NNNN). An
individual with an ITIN who later becomes
eligible to work in the United States must
obtain an SSN.

Verification of social securitynumbers.
The SSA offers employers and authorized
reporting agents three methods for verifying
employee SSNs.

e Internet. Verify up to 10 names and
numbers (per screen) online and receive
immediate results, or upload batch
files of up to 250,000 names and
numbers and usually receive results the
next government business day. Visit
www.socialsecurity.gov/employer and
click on the Verify SSNs Online link.

o Telephone. Verify up to five names
and numbers by calling 1-800-772-6270
or 1-800-772-1213.

e Paper. Verify up to 300 names and
numbers by submitting a paper request.
For information, see Appendix A in
the Social Security Number Verification
System  (SSNVS)  handbook  at
www.socialsecurity.gov/employer/
ssnvs__handbk.htm#appendix.
Some  verification = methods  require
registration. For more information, call
1-800-772-6270.

Employee’s Social Security Number
(SSN) You are required to get each
employee’s name and SSN and to enter them

on Form W-2. This requirement also applies
to resident and nonresident alien employees.
You should ask your employee to show you his
or her social security card. The employee may
show the card if it is available. You may, but are
not required to, photocopy the social security
card if the employee provides it. If you do not
provide the correct employee name and SSN
on Form W-2, you may owe a penalty unless
you have reasonable cause. See Publication
1586, Reasonable Cause Regulations and
Requirements for Missing and Incorrect
Name/TINs, for information on the
requirement to solicit the employee’s SSN.

Effective date of Form W-4. A Form W-4
remains in effect until the employee gives you
a new one. When you receive a new Form W-4
from an employee, do not adjust withholding
for pay periods before the effective date of the
new form. If an employee gives you a Form
W-4 that replaces an existing Form W-4, begin
withholding no later than the start of the first
payroll period ending on or after the 30th day
from the date when you received the
replacement Form W-4. For exceptions, see
Exemption _from _ federal income tax

withholding , IRS review of requested Forms

W-4, and Invalid Forms W-4 later.

Withholding income taxes on the
wages of nonresident alien employees.
In general, you must withhold federal income
taxes on the wages of nonresident alien
employees. However, see Publication 515 for
exceptions to this general rule. You must add
an amount as set forth in the chart below to
the nonresident alien’s wages solely for
calculating the income tax withholding for
each payroll period. You determine the
amount to be withheld by applying the
income tax withholding tables to the amount
of wages paid plus the additional chart
amount. For more information, see Notice
2005-76, 2005-46 L.LR.B. 947, available at

www.irs.gov/irb/2005-46_IRB/ar10.html.
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Nonresident alien students from India and
business apprentices from India are not
subject to this procedure. The amount to be
added to the nonresident alien’s wages to
calculate income tax withholding is set forth
in the following chart.

Amount to Add to Nonresident Alien
Emplovee’s Wages for Calculating
Income Tax Withholding Only

Payroll Period Add Additional
Weekly $138.00
Biweekly 276.00
Semimonthly 299.00
Monthly 598.00
Quarterly 1,795.00
Semiannually 3,590.00
Annually 7,180.00
Daily or Miscellaneous 27.60
(each day of the payroll period)

The amounts added under this chart are
added to wages solely for calculating income
tax withholding on the wages of the
nonresident alien employee. These chart
amounts should not be included in any box
on the employee’s Form W-2 and do not
increase the income tax liability of the
employee. Also, these chart amounts do not
increase the social security, Medicare, or
FUTA tax liability of the employer or the
employee.

This procedure only applies to nonresident
alien employees who have wages subject to
income tax withholding.
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