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If application for a SSN with the Social Security Administration (SSA) is verified, do not complete form SS-5, Application for a Social Security Card.  Obtain a copy of form SS-10, or form SSA-2853, Message from Social Security for the case record.

In completing form SS-5 for a member, verify the date of birth, identi​ty, and citizenship of the individual using evidence required by SSA and procedures for form SS-5.

ENSURE each individual who completes form SS-5 understands the use of the number and has read and understands "The Privacy Act and Your Request for a Social Security Number" which is printed on page 4 of form SS-5.

To preserve the anonymity of the natural parents and to assure the con​tents of the original case record remain confidential for children placed for adoption or subsidized adoption, follow enumeration procedures out​lined in the Welfare Enumeration Manual, section 00305.145, located on the Social Security Administration website.

A.
VERIFICATION.  Acceptable proof of age includes:

1.
Birth certificate from any hospital NOT shown in the appendix to the procedural instructions for form SS-5;

2.
Verification of birth registration (Notification of Birth Regis​tration issued by Vital Statistics);

3.
If the member was born in Kentucky in 1976 or later, Kentucky Vital Events Tracking System (KVETS), Birth Index File;

4.
Hospital record;

5.
Baptismal record;

6.
School record; and

7.
U.S. Citizenship and Immigration Services (USCIS) records.

If a birth certificate, birth registration, baptismal record, etc., is used for proof of date of birth, additional verification is re​quired to establish that the document is actually that of the appli​cant. Procedural instructions to form SS-5 give a complete listing of acceptable evidence of age and identity.  Any document showing a birth place in the United States establishes citizenship.

DO NOT use one document to verify both age and identity (e.g., driv​er's license); a driver's license verifies identity only.  An addi​tional document to verify age is required.

Applicants born outside the United States, Puerto Rico, Guam, U.S. Virgin Islands or American Samoa must prove legal entry into the United States or present proof of citizenship.
B.
INTERVIEWING.  The SSA conducts the required face-to-face interviews for:

1.
All individuals age 18 or over applying for the first SSN card;

2.
All immigrants applying for their first SSN card;

3.
Immigrants using their INS card for identification for a replacement card; and

4.
Individuals who will not allow their original verification to be forwarded to SSA.
C.
[PROCESSING.  Send completed form SS-5 along with original verification of birth and identity each week to the Regional or District SSA office serv​ing the specific county.  SSA is responsible for returning original verification to the applicant.

1.
Enumeration is completed in the following manner:

a.
For all SSN applications for which form SS-5 includes an NPN, once the SSN is assigned, SSA will forward the SSN information to our agency.  

b.
Complete the enumeration process by completing an SSN change on the system as appropriate upon receipt of the verified SSN.
2.
At recertification or member add, review the case to ensure enumeration is complete for all members and that the SSN is changed.  If the food benefits household cannot provide an SSN or proof of application at its next recertification after the birth of a new household member, allow the food benefits household up to six months following the birth month to provide the informa​tion.]  
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