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Applying for OPT Checklist:
1. ____  For post-completion OPT, perform a DegreeWorks audit with your academic advisor to make certain you will fulfill your degree requirements on schedule at the end of this semester. 
2. ____  Submit an OPT Application Form to the ISSS Office. Application Forms can be found on the ISSS website.  We will contact you when you have been issued your new OPT I-20 to come pick it up.
3. ____  Gather copies of your current electronic I-94 Form, your current I-20 Form, your current passport ID page, and current F-1 visa stamp (found inside your passport).

4. ____  Fill in Form I-765 “Application for Employment Authorization”. Found on our website

5. ____  Fill in Form G-1145 “e-Notification of Application Acceptance.” Found on the website
6. ____  Print, sign and date forms in blue ink. 
7. ____  2 passport-style color photos with a white background. USCIS is very picky about OPT photographs! Use this guide from their site: http://travel.state.gov/passport/pptphotoreq/photocomptemplate/photocomptemplate_5297.htm
*Lightly in pencil, write your name and SEVIS Number on the back of each photo.

8. ____  Write a check for $410 made out to “U. S. Department of Homeland Security.” Checks must be from a U.S. bank in U.S. dollars.  You can also pay by credit card, using the online form G-1450.
9. ____  Make an appointment with the Office of International Student & Scholar Services to complete the application process.  Bring to the meeting:
· The completed Form I-765 
· The completed Form G-1145 
· The two passport type color photos (2 inches x 2 inches)
· A check or money order for $410 (or pay online with form G-1450 – make sure to send a receipt of your payment if you choose this option)
· Photocopy of your current I-20 Form 
· Photocopy of your new OPT I-20 that you have just been issued (do not send the original of your new OPT I-20)
· ALL previous EAD cards (if applicable)
· Your unexpired passport (and visa – also bring your expired passport if it contains your student visa)
· Your current electronic I-94 

We will review your application and make copies for your file during the meeting.  
After your application has been reviewed by the ISSS Office, mail it to USCIS.

Make sure to send your application via certified mail with a return receipt or tracking number. Your OPT application must be received by USCIS within 30 days of the issuance of your new OPT I-20. 
The application and all of the required documentation must be sent to the USCIS Service Center Lockbox facility. 
By Courier Service (FedEx, DHL, UPS): 
(We recommend this method) 
USCIS

Attn: AOS 2501 S. State Hwy. 

121 Business Suite 400 

Lewisville, TX 75067 

By U.S. Postal Service: 
USCIS 
Attn: I-765
PO Box 660867 

Dallas, TX 75266 

It is not unusual for the USCIS processing time to take the full three months. Be sure to apply for work authorization well before you will need it.  You cannot begin working without your EAD card in hand.
***On March 23, 2018, the Student and Exchange Visitor Program (SEVP) launched the SEVP Portal for F-1 students participating in Optional Practical Training (OPT).
The portal will allow F-1 students to report personal and employer information directly to SEVP. Through the portal, these students will be able to:
· Add or edit their phone number.
· Add or edit their mailing and physical address.
· Add or edit their employer information.
You will receive an email from SEVP explaining your access to the SEVP Portal and your responsibility to update your information throughout your OPT year.  
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