Guidance for SSN Justification Memorandum

(Month Day, Year)

MEMORANDUM XXX
SUBJECT: Justification for the Use of the Social Security Number (SSN) XXX XXX

The memo should begin by naming and describing the system or form that is the subject of the justification.  The description should be sufficiently detailed so that someone unfamiliar with the system should be able to grasp a general understanding of its intent.

The justification for the use of the SSN should include a reference to the SSN Usage Instruction Use Case that is being used to justify the use of the SSN. This shall also include the specific reference to the law or Federal Regulation that requires the use of the SSN and why it is applicable to the use being justified.


Reference should be made to the system or form supporting documentation, including, but not limited to, System of Records Notice (SORN), Privacy Impact Assessment (PIA), Paperwork Reduction Act (PRA) notice, or any other documentation that may be appropriate.  If the substance of the documentation is not attached, reference should be made to how the reader may gain access to this documentation.


Justification for the use of the SSN does not constitute blanket permission to use the SSN.  Specific reference shall be made to indicate actions being taken to reduce the vulnerability of SSN, which may include indicating where SSNs are being removed from transactions, SSNs are no longer displayed, or any other protections that have been included.  It should be obvious to the reader that thorough effort has been made to evaluate the risk associated with the system or form and that every reasonable step has been or is being taken to reduce the use of the SSN and protect it where the use is still required.

If the justification for the use of the SSN falls under the Legacy Use case and is not specifically required by law, reference shall be made to the Plan of Actions and Milestones for the elimination of the use of the SSN and that plan shall be attached.
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