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What Should I Know Before I Apply for OPT? 

1. What is Optional Practical Training? 
Optional Practical Training (OPT) is temporary employment authorization that allows F-1 
students to work in job directly related to their major. It gives students the opportunity to 
apply the knowledge they have gained in the classroom to a practical work setting. Eligible F-1 
students can have maximum of 12 months OPT for their academic program. Approval for OPT 
is granted by the U.S. Citizenship and Immigration Service (USCIS) and takes approximately 2-
4 months to obtain. 

• Post-Completion OPT – AFTER your program completion (Full-time) 
• Pre-Completion OPT – DURING your program of study (Part-time). If students decide 

to pursue pre-completion OPT, then that time will be taken out of their total 12 months 
of OPT. 

2. What are the eligibility requirements for OPT? 
• Have been in full time F-1 status for at least one full academic year (3 quarters) 
• Be in valid F-1 status at the time of your application. 
• Intend to work in a position that is directly related to your major field of study. 
• Students of English Language Programs (ESL) are not eligible for OPT 

 
3. When can I apply for Post-Completion OPT? 

You can apply up to 90 days before your program completion date and no later than 60 days 
after your program completion date. Please plan to have enough time to prepare all of the 
application materials, meet your academic advisor, receive your new OPT I-20 (with the OPT 
recommendation) from our office, and also submit the application before the deadline. 

 
4. What is my program completion date? 

The program completion date is the last day of final exams. Please meet with your academic 
advisor if you are not sure what your program completion date is. 
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5. What dates will I be given for Post-Completion OPT? 
USCIS will give you a specific start date and end date. The start date will be the date you 
requested or the USCIS approval date, whichever is later. The end date of OPT must be no 
later than 14 months from your official program completion date. Please keep in mind that the 
dates granted for OPT may not be your exact preferred dates. 

 
How to Apply for OPT 

Follow the steps listed below in order. Do not skip. 
1. Read this entire handout (including the Frequently Asked Questions) carefully. 
2.  Apply for graduation. 
3. Submit the OPT Confirmation Request Form.  Your advisor will review your request and submit the OPT 

Major Confirmation Form to F-1 specialist. 
4.  Prepare the following required documents and save them in your computer with the proper format. 

(see Format Requirements) 

• 2X2 passport photo 
• Passport ID page (or EAD) 
• Print out I-94 Arriva-Departure record https://i94.cbp.dhs.gov/I94/#/home 
• Previous I-20s if they have a different SEVIS# 

 
Format Requirements 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Acceptable file name examples: 
 

Harry Potter (photo).jpeg 
Harry_Potter_I-20.pdf 
Harry-Potter-I-94.pdf 

https://www.shoreline.edu/apply-and-aid/graduation/graduation-application.aspx
https://shoreline.formstack.com/forms/opt_major_conf_req
https://i94.cbp.dhs.gov/I94/%23/home
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5. Submit the Optional Practical Training (OPT) Worksheet.  
• Request your OPT starting date, which is going to be on your OPT recommendation I-20. 

Keep in mind that the actual OPT starting date will be determined by USCIS; it may be 
the same date as your request or the date of USCIS approval, whichever comes later. 

• A copy of your OPT Worksheet will be emailed to your email address. KEEP THE COPY so 
you can use this information when you fill-in the USCIS online Form I-765 (OPT 
application). 

6. F-1 specialist will review your OPT eligibility and check the completeness but not the accuracy of the 
information on your OPT Worksheet. It is your responsibility to enter the correct information. 

7. F-1 specialist will issue you an OPT recommendation I-20. After you receive it, sign, scan, and save the 
document in your computer with a proper format. 

8. Create USCIS account at https://www.uscis.gov 
9. File Online OPT Application (Form I-765). If you prefer F-1 specialist to observe your 

application process, you can make an appointment. If you prefer to do it by yourself, use a 
copy of OPT Worksheet for reference. If you cannot complete it at once, save the form and 
continue later. 

 

Create a USCIS Account 

Get started at www.uscis.gov,click Sign In, and click Create Account (or Sign In if you already have an 
account.) 

 

 

 

 

 

 

 

 
  

Create a USCIS account or sign in 
• Enter your email address & password 
• System will send you one-time PIN (text 

message or email or both) for two factors 
authentication 

• Repeat these steps every time you log in 

https://shoreline.formstack.com/forms/opt_worksheet
https://www.uscis.gov/
http://www.uscis.gov/
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How to File Online OPT Application (Form I-765) 
 

 
 
 

 
 
 
 
 
  

Tips before you start to fill in the form: 
1. Have a copy of your OPT Worksheet. Use Information from the worksheet to complete 

your Online I-765 Form. 
2. Save documents in your computer for easy access. 

• 2x2 passport photo 
• I-94 Arrival-Departure record 
• Passport or EAD 
• OPT Recommendation I-20 
• Additional documents if necessary (e.g. I-20s with a different SEVIS #) 

Read information pages before you start 
your application. 

• I-765 Application for Employment 
Authorization 

• DHS Privacy Notice 
• Paperwork Reduction Act 
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If you graduated, choose (c) (3) (B) 
– Post-Completion OPT (most 
common as majority of Shoreline F-1 
students apply for OPT after they 
graduated.) 

Start the online form.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

IMPORTANT!! 
Do not submit online I-765 form without OPT Recommendation I-20. 
If you do so, your application will be DENIED. 
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Make sure to print/download your 
form and review information before 
you submit. 

Sign the form by entering your full 
LEGAL name. (needs to match with 
your passport) 

 
 

 

 
  

Alerts and warnings 
RED: You cannot submit the form until you make corrections. 
YELLOW: There may be errors. Correct or leave (if no error). You 
can submit the form. 
GREEN: You entered all necessary information. (completion of 
entry is not equal to accuracy. Make sure they are all accurate.) 
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After you submit 
payment, you cannot 
make corrections. Review 
your application one more 
time!! 

Pay the application fee $410. 
 

 
 

 

 
 

 
 
 
 
 
 
 
 
 
 
 

  

After you submit payment, click “Go to my 
cases” You can obtain your receipt 
number. 
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Next Steps 

After you submitted the online application 
1) Regularly track your case. 
2) If you receive a Request for Evidence (RFE), take your action as soon as possible. 

 

 
Tips: 

• Sign up for a USCIS Case Status Online Account to get automatic case updates, including your 
U.S. Postal (USPS) tracking number to track your Employment Authorization Document 
(EAD). 

• Register for Informed Delivery through USPS to get daily image for mail being sent to you. 
With Informed Delivery, you can automatically track packages you are expecting, set up email 
and text alerts, and enter USPS Delivery Instructions for your mail carrier 

 
 
  

https://egov.uscis.gov/casestatus/landing.do
https://informeddelivery.usps.com/box/pages/intro/start.action
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Email from: do-not-reply.SEVP@ice.dhs.gov 
Subject line: Optional Practical Training Approval - the next step. Create an SEVP Portal account. 

When your OPT is approved 
When USCIS approves your application, you will receive an email and/or text message. You 
will also receive two separate mails for Approval Notice (Form I-797B) and your Employment 
Authorization Document (EAD), also known as the “USCIS I-766 card” or “work permit”. If 
you requested on your OPT application, you will receive your Social Security Number (SSN) 
card separately from the Social Security Administration. 

 
1. What do I need to when I receive my EAD card? 

Review information on your card. (If information is incorrect or the length of OPT is more than 
12 months, please contact an F-1 specialist immediately.) Scan and email your EAD to F-1 
specialist. They will issue OPT Approved status I-20. 

 

 
 

 
2. Create an SEVP Portal Account 

When your OPT is approved and OPT start date has begun, you will receive an account 
creation email. 

 

 

Step 1: Create your Portal account 
1. Click the link in the email to open the registration page. 
2. Enter your correct, most recent SEVIS ID on which practical training was approved and then 

click Submit. 
3. A new page will open and welcome you by your name and display your email address. 
4. Create a password for your account. Follow the instructions on the screen and refer to the 

Make and Maintain User Password page to create a password. 
5. Type your password twice and click “Create Account.” 

  

mailto:do-not-reply.SEVP@ice.dhs.gov
https://studyinthestates.dhs.gov/make-and-maintain-user-password
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Important notes: 
You can only use the link once. If you are unable to start the registration process using the link 
provided in the email, you should ask an F-1 Specialist to have the email notice sent again. The 
system only allows you three chances to submit your SEVIS ID correctly. After three failed attempts, 
the portal will lock you out. If your portal account is locked, contact an F-1 Specialist to request a 
reset of your SEVP Portal account. 

 
Step 2: Successfully created your Portal account 

After you click “Create Account”, the portal will open the login page and display a success 
message. This signifies that you have successfully created an SEVP Portal account and may 
now: 

 
o Log in and out of the portal 
o Access portal pages 
o Manage your account 

 
You can do the following at the SEVP Portal: 

o Review your biographic information 
o Edit physical address 
o Edit mailing address 
o Edit email address 
o Edit telephone number 
o Edit employment information 
o View history of changes to your portal 
o Manage your account (Change your password) 

 
For more information, SEVP Portal Help: https://studyinthestates.dhs.gov/sevp-portal-help 

 

  

https://studyinthestates.dhs.gov/sevp-portal-help
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Frequently Asked Questions 

Delivery issues 
 

1. My USPS tracking information shows my package was delivered but I have not received it. 
What should I do? 
Contact your local post office immediately. USCIS mails your card to the address you provided 
on your application. If your mailing address changes after you file your application, you must 
update your address with USCIS and USPS as soon as possible. If you don’t update your 
address promptly, your case could be delayed, your document(s) could get lost, and you may 
need to reapply and pay the fee again. 

 
2. If I do not receive my Social Security Number (SSN) card that I requested on my I-765? 

Please call or visit an Social Security Administration office if you do not receive your SSN card 
within 7 business days after receiving your EAD. 

 
Employment 

 
1. Can I begin working before my OPT is approved? 

NO. You may not begin employment until your OPT approved start date. (The date is on your 
EAD and Form I-797). Working before OPT has been authorized would be considered illegal 
employment. 

 
2. Do I need to be employed while I am on Post-completion OPT? 

Yes. Your total unemployed time cannot be more than 90 days. 
 

3. How many hours do I need to work? 
For post-completion OPT, the work must be for more than 20 hours a week. 

 
4. Does it affect my immigration status if I am not employed? 

Yes. Regulations only allow for 90 days of TOTAL unemployment and your F-1 SEVIS record 
may be terminated when you exceed 90 days of unemployment. You could go home or 
transfer to another U.S. school prior to accruing 90 days of unemployment if you decide not 
to use the remainder of the OPT benefit. 

 
5. Does it affect my immigration status if my employment is not related to my major area of 

study? 
Yes. Work done for OPT must be "directly related to the student's major area of study.” 
Engaging in employment which is not is related to your study is not authorized and your SEVIS 
record may be terminated. 

 
6. If I have one job that is related to my major area of study, can I 

have another job that is not related to my major area of study? 
For example, my major area of study was Biotechnology and I 
work as a Biotechnology Lab Specialist. I am thinking of getting a 
second job as a server at a local restaurant. Can I do that? 

  

Major Work 
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No. All work done for OPT must be "directly related to the student's major area of study”. If 
you engage employment which is not related to your study, it is a violation of your F-1 status 
and will result in termination of your SEVIS record and OPT authorization. 

7. What types of employment satisfy the employment requirement? 
 

• Regular paid employment 
In a position directly related to the student's program of study. For post-completion OPT, the 
work must be for at least 20 hours per week. Students may work for multiple employers, as 
long as it is directly related to the student's program of study. 

 
• Payment by multiple short-term multiple employers 

SEVP says that "Students, such as musicians and other performing artists may work for 
multiple short term employers (gigs). The student should maintain a list of all gigs, the dates 
and duration. The student should maintain a list of all gigs, the dates and duration." 

 
• Work for hire 

SEVP says, "This is also commonly referred to as 1099 employment where an individual 
performs a service based on a contractual relationship rather than an employment 
relationship. If requested by the Department of Homeland Security, students should be 
prepared to provide evidence showing the duration of the contract periods and the name 
and address of the contracting company." 

 
• Self-employed business owner 

SEVP says, "Students on OPT may start a business and be self-employed. The student should 
be able to prove that he or she has the proper business licenses and is actively engaged in a 
business related to his or her degree program." 

 
• Employment through an agency 

SEVP says, "Students on post-completion OPT must be able to provide evidence showing they 
worked an average of at least 20 hours per week while employed by the agency." 

 
• Volunteers or unpaid interns 

SEVP says, "Students may work as volunteers or unpaid interns, 
where this practice does not violate any labor laws. The work 
should be at least 20 hours per week for students on post- 
completion OPT. A student should be able to provide evidence, 
acquired from the student's employer, to verify that he or she 
worked at least 20 hours per week during the period of 
employment.” Note that a volunteer position or unpaid 
internship would be a valid option for someone who otherwise 
might not meet the minimum employment requirement. 
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Travel outside of U.S. 
 

We recommend you avoid travel outside of the U.S. while your application is in pending. 
 

1. What documents do I need if I travel outside the U.S. after applying for OPT? 
 

• Travel and re-enter BEFORE degree completion: 
You must have 
1) Valid passport 
2) Valid F-1 visa stamp in your passport 
3) Valid I-20 with travel signature on page 2 

 
We recommend carrying proof of registration and proof that 
you have funds available to complete your studies (e.g., a 
bank statement). 

 
• Travel and re-enter AFTER degree completion but your OPT is pending (Traveling outside 

the U.S. before OPT approval and without a job offer may present some risks): 
1) Valid passport 
2) Valid F-1 visa stamp in your passport 
3) Valid I-20 with travel signature on page 2 (no older than 6 months) 
4) USCIS receipt notice (Form I-797C, Notice of Action) 
5) If you have a job offer, carry a job offer letter. 

 
• Travel and re-enter after degree completion and your OPT has been approved: 

1) Valid passport 
2) Valid F-1 visa stamp in your passport 
3) Valid I-20 with travel signature on page 2 (no older than 6 months) 
4) Employment Authorization Document 
5) Verification of employment such as job offer letter or pay stub (Students without a job 

could be denied entry). 
 

Reporting Requirements 
 

1. What do I need to report during OPT? 
• Your employment status 
• Your employer’s information 
• When you stop working 
• Update your address, phone, and email 

 
2. How to report? 

You must report your practical training/employment using the SEVP Portal. If you do not 
report your practical training/employment, your F-1 SEVIS record may be terminated 90 
days after the OPT start date printed on your EAD card. A terminated SEVIS record cancels 
the OPT authorization and requires you to leave the U.S. 

  



 14  

Other situations related to OPT status 
 

1. What do I do if my F-1 visa stamp expires while I am on OPT? 
You do not need a valid F-1 visa stamp to stay inside the U.S. if you are maintaining status. 
However, if you go outside of the U.S., you will need to get a new F-1 visa stamp to re- 
enter the U.S. In order to apply for an F-1 visa stamp while you are on OPT, please take 
your I-20 with a travel signature within the last 6 months, your EAD card, proof that you 
have a job, and your passport. 

 
2. What if I want to transfer to university while I am on OPT or after I have finished it? 

If you want to transfer to a university, please submit the online Transfer-out Request form 
along with your admission letter. If you are eligible, F-1 specialist will transfer your SEVIS 
record. Keep in mind if you engage in employment that is not related to your field of study 
or are unemployed for an aggregate of more than 90 days, you are considered out of 
Status. Your SEVIS record cannot be transferred in Active status. 

 
While you are on OPT: 
Your OPT will be cancelled when your SEVIS record is transferred. You cannot work after 
the release date. 

 
After completing OPT: 
You must request a SEVIS transfer within 60 days of completing OPT. (Your SEVIS record 
will complete on Day 61. You will be ineligible to transfer your SEVIS record in Active 
Status. 

 
3. What should I do after OPT authorization ends? 

You have a 60-day grace period after your OPT end date. You can: 
• Stay in the U.S. and make preparation to leave the U.S. 
• Start a new academic program at Shoreline (see academic advisor) 
• Transfer to another US school 
• Change your status 

4. What if I change my mind and want to cancel my OPT application? 
It is difficult and sometimes impossible to cancel an OPT application. We strongly 
recommend that you consider your situation carefully before applying for OPT. If you are 
not sure about your program completion date and other factors that might affect your 
OPT application, please make an appointment to see an advisor. Please contact F-1 
specialist if you consider or decide to: 

 
• cancel your OPT after you submit your application 
• go home without using OPT 

 
5. Am I eligible to continue my international student health insurance while I am on OPT? 

Please check at the front desk for more information. 

https://shoreline.formstack.com/forms/transferout

	What Should I Know Before I Apply for OPT?
	1. What is Optional Practical Training?
	2. What are the eligibility requirements for OPT?
	3. When can I apply for Post-Completion OPT?
	4. What is my program completion date?
	5. What dates will I be given for Post-Completion OPT?

	How to Apply for OPT
	Follow the steps listed below in order. Do not skip.
	1. Read this entire handout (including the Frequently Asked Questions) carefully.
	2.  Apply for graduation.
	3. Submit the OPT Confirmation Request Form.  Your advisor will review your request and submit the OPT Major Confirmation Form to F-1 specialist.
	4.  Prepare the following required documents and save them in your computer with the proper format. (see Format Requirements)

	Format Requirements
	5. Submit the Optional Practical Training (OPT) Worksheet.
	6. F-1 specialist will review your OPT eligibility and check the completeness but not the accuracy of the information on your OPT Worksheet. It is your responsibility to enter the correct information.
	7. F-1 specialist will issue you an OPT recommendation I-20. After you receive it, sign, scan, and save the document in your computer with a proper format.
	8. Create USCIS account at https://www.uscis.gov

	Create a USCIS Account
	How to File Online OPT Application (Form I-765)
	Start the online form.

	Next Steps
	After you submitted the online application
	Tips:

	When your OPT is approved
	1. What do I need to when I receive my EAD card?
	2. Create an SEVP Portal Account
	Step 1: Create your Portal account
	Step 2: Successfully created your Portal account


	Frequently Asked Questions
	Delivery issues
	1. My USPS tracking information shows my package was delivered but I have not received it. What should I do?

	Employment
	1. Can I begin working before my OPT is approved?
	2. Do I need to be employed while I am on Post-completion OPT?
	3. How many hours do I need to work?
	4. Does it affect my immigration status if I am not employed?
	5. Does it affect my immigration status if my employment is not related to my major area of study?
	6. If I have one job that is related to my major area of study, can I have another job that is not related to my major area of study? For example, my major area of study was Biotechnology and I work as a Biotechnology Lab Specialist. I am thinking of ...
	7. What types of employment satisfy the employment requirement?
	 Regular paid employment
	 Payment by multiple short-term multiple employers
	 Work for hire
	 Self-employed business owner
	 Employment through an agency
	 Volunteers or unpaid interns


	Travel outside of U.S.
	We recommend you avoid travel outside of the U.S. while your application is in pending.
	1. What documents do I need if I travel outside the U.S. after applying for OPT?
	 Travel and re-enter BEFORE degree completion:
	 Travel and re-enter after degree completion and your OPT has been approved:

	Reporting Requirements
	1. What do I need to report during OPT?
	2. How to report?

	Other situations related to OPT status
	1. What do I do if my F-1 visa stamp expires while I am on OPT?
	2. What if I want to transfer to university while I am on OPT or after I have finished it?
	While you are on OPT:
	After completing OPT:
	3. What should I do after OPT authorization ends?
	4. What if I change my mind and want to cancel my OPT application?
	5. Am I eligible to continue my international student health insurance while I am on OPT?



