[FOR YOUR LETTERHEAD]

Social Security Administration
XXXX
XXXX

Re:	(Use the reference line from the Administration’s letter)


Dear ____________:

	Thank you for your letter dated [insert date].  We have informed the employee of this issue and instructed him or her to inform us if our records are in any way inaccurate, or to contact the Administration to clarify any discrepancy if our records are accurate.

	If you have any further questions, please do not hesitate to contact me.
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