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The Application Process

Step 1: OPT 

Recommendation

▪ Bring all application 

materials to Salve OIP

▪ Obtain new I-20 with OPT 

recommendation from 

Salve OIP

Step 2: Application to USCIS

▪ Mail paper application 

packet to USCIS

▪ USCIS must receive OPT 

application within 30 days 

of  the date your I-20 is 

issued





Timeline for Applying

 USCIS can take up to 90 days to approve OPT 

 Pre-completion OPT: Eligible to apply 90 days before your 

proposed start date

 Post-completion OPT: Eligible to apply 90 days before your 

program completion date until 60 days after your end date 

 Not possible to expedite USCIS OPT processing





What do I need to apply?

• Salve OPT Recommendation Form

• Completed Form G-1145 

http://www.uscis.gov/files/form/g-

1145.pdf.

• Completed, signed Form I-765

• Photocopies of  ALL previously issued 

I-20s (including from other schools)

• Printout of  electronic I-94 record 

https://i94.cbp.dhs.gov/I94/)

• Photocopy of  passport biographical 

page(s)

• Photocopy of  F-1 visa stamp and all 

previous U.S. visas (except Canadian 

citizens)

• Check or money order for $410 

(payable to U.S. Department of  

Homeland Security)

• Two color U.S. passport-sized photos 

(with name and I-94 written in pencil 

on the back) taken within the last 30 

days

• Photocopy of  previous EAD cards or 

change of  status approvals (if  

applicable)

http://www.uscis.gov/files/form/g-1145.pdf.
https://i94.cbp.dhs.gov/I94/




Salve Regina OPT Academic Recommendation Form 

▪ Complete and print the OPT 

Recommendation Form

▪ Bring it to your OPT 

appointment 

On the form, you will indicate 

the dates you request 

employment authorization. 
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Choosing Dates for Post-Completion OPT

 Start date of  employment must be within 60 days of  program 

completion dateProgram End Date Earliest Possible 

Start Date

Latest Possible

Start Date

May 31 June 1 July 30
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Considerations When Selecting a 

Start Date
▪ Early Start Date vs. Late 

Start Date

▪ Time of  application 

submission

▪ Processing times

▪ You cannot start work until 

you receive your EAD 

card! 

▪ 90 days of  unemployment 

rule

▪ You may not accrue more 

than 90 days of  

unemployment during the 

12 months of  OPT.

▪ If  more than 90 days, OPT 

and F status is 

automatically 

terminated.

You cannot change your dates once you have submitted your 

application! 





Form G-1145

▪ E-notification of  Application/Petition 

Acceptance

▪ Allows you to receive email/text message 

notification with receipt number for case 

http://www.uscis.gov/files/form/g-1145.pdf

WARNING!
USCIS will rarely contact you by phone regarding the status of  your 

OPT application. 

If  you receive a phone call from a person claiming to work for 

USCIS or any other government agency, do not provide your 

personal information to them. Note the person’s name, phone 

number, and email address, and contact the OIP before responding. 

http://www.uscis.gov/files/form/g-1145.pdf
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Form I-765

• Download the I-765 form from the USCIS 
web site. Important: Use the most current 
version. It is best to download it just before 
mailing the application since USCIS updates it 
frequently. 

• How to fill out Form I-765

• Type or print legibly in in black ink. 

• Answer all questions fully and accurately. 

• If  a question does not apply to you, type or 
print “N/A”

• Print and complete ALL pages 1-7. If  any 
pages are missing, your application will be 
rejected! 

https://www.uscis.gov/i-765


Complete the Form I-765

Top Portion: leave this entire section

blank

x

PART 1. Reason for Applying, pg. 1

Check the “1.a.” box for “Initial

Permission to accept employment.”

1

1

Leave blank



Complete the Form I-765

PART 2. Information About You, pg. 1

#1.a.-1.c. Name
Your entire family name should be in CAPITAL letters.

Use upper and lower case for the first name. Please write

your name exactly as it appears on your I-20.

Berkeley International Office

#2.a.-4.c. Other Names Used
Enter your previous names, including nicknames you have 

used in official records or documentation. If  none, write 

“N/A”

FAMILY NAME

First Name

N/A

N/A

N/A

N/A

1

2

N/A

N/A

N/A

N/A

N/A

N/A

If you are typing out the I-765 electronically, be 

aware that the form does not allow you to write the “/” 

character into these fields. You will need to hand-

write the “N/A” wherever this appears in the 

instructions.
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987 Example Street

Newport

RI 02840

x 45A

Complete the Form I-765

PART 2. Infor m at ion About You, pg. 2

U.S. Mailing Address
This is where you would like the Receipt Notice and the EAD card to

be mailed. This is very important!

The address should be valid for at least 3-5 months, the length of  time it

will take to process the application. If you have plans to move during

this time, use a reliable friend or family member’s address to receive the

EAD (indicate this in #5.a.) It is also possible to use a P.O. Box for

mailing addresses. You may also want to use Salve’s address.

# 5.a. If the mailing address belongs to someone other than yourself,

put their full name (First Name Last Name) here. If this is your address,

write “N/A.”

#5.b-5.e Write a valid mailing address in the U.S. It may be a

residence, commercial address, or PO Box.

#6 If you listed a mailing address that is NOT your current physical 

living address, select “No” and complete #7.a-7.e. with your current

physical address. If “Yes,” write “N/A” in #7.a-7.e. Physical address 

should reflect where you actually live.

Berkeley International Office

Oski Bear (or N/A if ths is your address)

123 College Ave

1

3

8x

Newport,

RI 02840

X
If no, complete 7.a-7.d
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Complete the Form I-765
PART 2, pg. 2, cont inued…

Ot her Infor m at ion

Berkeley International Office

# 8 F-1students do not have an A-Number, leave this blan

# 9 F-1students do not have a USCIS Online

Account Number, leave this blank.

# 10-11 The responses to these questions should be

straightforward. Please complete them accurately.

k.

Ds.

#12

Check “No” if  you have never applied for an EAD.

Check “Yes” if  you have previously applied for an

EAD. You will need to provide copies of  your previous EA

Note on 12: This question does not apply to previous on-

campus employment or CPT.

x

If yes, you will need to provide copy(s)
of your previous EAD(s)

Leave blank

1

4

Leave blank

x



Complete the Form I-765
PART 2, pg. 2, cont inued…

# 13.a.-17.b. Social Secur it y Number (SSN)

# 13.a. Check “Yes” if you have been issued an SSN and enter

your SSN with one letter in each box.

# 13.b. Check “No” if you do not yet have an SSN.

# 14. Check “Yes” if you want a new or replacement SSN card and

complete.

# 15-17.b. Check “No” if you do not want a new or replacement

SS card.

Berkeley International Office

You should r eceive your Social Secur i t y car d f r om SSA about 2 weeks af t er

r eceiving your appr oved EAD f r om USCIS.

If yes, complete 13.b.
If no, skip to 14

1 2 3 4 5 6 7 8 9

FAMILY NAME

First Name

FAMILY NAME

First Name

If yes, complete 15-17.b
If no, skip to 18

1

5



Complete the Form I-765

PART 2, pg. 2-3 continued…

The responses to these questions are straightforward. Please 

complete them accurately.

#18 Countries of  Citizenship, pg 2

List all as applicable (use Part 6 of  the I-765 if  needed) or write 

“N/A” in 18.b. if  you do not have multiple citizenships.

#19-20 Place of  Birth, pg 3

List the name of  the country as it was named when you were 

born, even if  it’s name has changed

Make sure your Date of  Birth is in the correct format 

of  MONTH - DAY - YEAR. ( 01/31/1998 not 

31/01/1998)

Berkeley International Office

Australia

N/A

Brisbane

1

6

Queensland

Australia

01/31/1998
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Complete the Form I-765
PART 2, pg. 3 continued…

Information About Your Last Arrival

#21.a. I-94 Number
Use your current I-94 number.  This is at the number found  on 

the electronic I-94 record or on the top left corner of  the paper 

Form I-94 card (see example).

Berkeley International Office

#21.b.-e. Passport Information
Enter the information directly from your passport. This passport 

should match the country on your I-20.

In cases where you entered the US on a passport that is now 

expired, enter the number of  your renewed passport. (You will 

provide information on the expired passport on pg. 7 of  the 

application.)

#21.c. Travel Document
Write “None” here.

2 1 2 3 4 5 6 7 8 9

None

YG000954R

Australia

11/01/2022

1

7

https://internationaloffice.berkeley.edu/immigration/i94
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Complete the Form I-765

PART 2, pg. 3 continued…

#22 Date of  Last Entry into the U.S.
Your most recent entry date can be found on your passport 

admission stamp, electronic I-94 record, or paper I-94 card.

Berkeley International Office

#23 Place of  Last Arrival into the U.S.
Name of  the Port of  Entry city from your most recent entry. 

This information can be found on your passport admission 

stamp,  travel history section of  your electronic I-94 record, or 

paper I-94 card (usually as a code, i.e. “BOS” for San 

Francisco). If  you drove across the border, write the name of  

the city where entered the U.S.

# 24 Imm igrat ion Statu s at Last Ent r y
Status in which you entered the U.S. If you entered with an I-

20 as a student, write “F-1Student.”

# 25 Cur r ent Immigrat ion St at us
Current status should be “F-1student.” If not, talk to a BIO

advisor, and this status should be reflected in your current I-

94.

12/19/2017

1

8

BOS

F-1 Student

F-1 Student

0023104289

#26 SEVIS ID
Your SEVIS ID appears on the top left side 

of  your I-20 and starts with N00…
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Complete the Form I-765

PART 2, pg. 3 continued…

#27 Eligibility Category
Use the code (c) ( 3 ) (B) for post-completion OPT. 

DO NOT USE a different code!

C 3 B

Berkeley International Office

N/A

N/A

N/A

N/A

N/A

Leave blank

Leave blank

#28-31.b. Other Eligibility Categories
Write “N/A” in these fields. N/A means not applicable. These questions are 

NOT applicable to applying for your 12-month Post Completion OPT. #28 

is for STEM OPT applicants only.

1

9
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PART 3. Applicant’s Statement, pg. 4

#1.a. Select 1.a. to indicate that you have read and 

understood the questions.

#3-6 Provide your information as requested

Berkeley International Office

Complete the Form I-765

X

2

0

1234567890

1234567890

oskibear067@gmail.com

Leave blank

Leave blank

mailto:oskibear067@gmail.com
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Complete the Form I-765

PART 3, pg. 4 continued…

Applicant’s Declaration and Certification

Read the entire declaration carefully.

Applicant’s Signature

#7.a.-7.b. Hand sign your name and provide the date of  the 

signature.

Important!

Your signature will be scanned and must fit within the box. It 

must NOT touch the box outline. If  the signature is too big 

and crosses a line, your application could be delayed. Be 

conservative and use a signature smaller than normal. Please 

see the example.

Berkeley International Office

Your signature here (don’t touch the lines)

MM/DD/YYYY

2

1

Troubleshooting Signature Line:

In some cases the “Don’t forget to sign!” automatic 

reminder will not disappear when you print the form.

You should remove the auto filled “Don’t forget to sign!”

We recommend trying:

• To open the form in the most recent version of  Adobe 

Reader.

• To print a blank version of  the form’s second page from 

your web browser.



Complete the Form I-765

N/A

N/A 

N/A

N/A

PARTS 4 and 5, pgs. 4-6

These sections are not applicable to you, since you’ve completed the form yourself, so write “N/A.” This section 

is for those who use an interpreter or other paid preparer to complete the form.

N/A

N/A

N/A 

N/A

N/A
N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/APart 4 pg. 4 Part 4 pg. 5
Part 4 pg. 6
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Complete the Form I-765

Page 7, Part 6 needs to be completed ONLY if  you:

 most recently entered the US on a passport that is no longer valid and 
you now have a renewed passport

 have previously had other SEVIS IDs

 have ever been authorized for CPT or OPT, or STEM OPT Extension

 If  none of  these apply to you, leave Page 7, Part 6 blank, but you must include it in 
your application. You are done with the I-765. 



Complete the Form I-765

How to complete Page 7, Part 6 if  you:. 
have ever been authorized for CPT, OPT, or 
STEM OPT

PART 6, Additional Information, pg. 7

#1.a.-1.c. Provide your name again as listed in 
Part 2, 1.a-1.c.

#2. Leave blank

#3.a.-3.c. Reference Pg. 2, Part 2, Item 12 (If  
you already used sections 3.a.-3.d.use the next 
available section, 4a-d, etc.)

#3.d. If  you have had previous CPT and/or 
OPT, write “see attached documentation for previous 
CPT and/or OPT authorizations” and include 
copies of  all previous CPT and OPT I-20s and 
EAD cards with your application. 



Complete the Form I-765

Berkeley International Office

3 2 21.d

First Name

FAMILY NAME

N/A

I most recently entered the US on MM-DD-YYYY 

with passport ######## and was issued I-94

#######.  Since this date, I have renewed my 

passport. The number of my new passport is

#######. See attached copies of both passports 

and the I-94.

2

5

How to complete Page 7, Part 6 if  you:

most recently entered the US on a passport that is 

no longer valid and you now have a renewed 

passport

If  this does not apply to you, leave Part 6 blank. You are done 

with the I-765; skip to the next slide.

PART 6, Additional Information, pg. 7

#1.a.-1.c. Provide your name again as listed in Part 2, 

1.a-1.c.

#2. Leave blank

#3.a-3.c. Reference Pg. 3, Part 2, Item 21.d.

#3d. Write an explanation that clarifies that you have 

two passports: one that you used for entry but is no 

longer valid, and one that is currently valid.

#3.d. Include copies of  both passports and your I-94 

with your application.
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Complete the Form I-765

How to complete Page 7, Part 6 if  you:

• have previously had other SEVIS IDs

PART 6, Additional Information, pg.  7

#1.a.-1.c. Provide your name again as listed in Part 2, 1.a-

1.c.

#2. Leave blank

#3.a.-3.c. Reference Pg. 3, Part 2, Item 26

(If  you already used sections 3.a.-3.d. use the next available 

section, 4a-d, etc.)

#3.d. List all previously used SEVIS numbers, including from 

all previous F-1 /F-2 or J-1/J-2 programs in the U.S., including 

high school, short stays, language training schools, community 

colleges, or previous I-20s at Salve.

Berkeley International Office

3 2

Previous F-1 SEVIS IDs: N0048798787, 

N0009898989,

Previous J-1 SEVIS ID: N0012345679

26

First Name 

N/A

FAMILY NAME

(These are examples only- use 
your own information from your 
previous I-20s or DS-2019s)

2

6

You may need to contact your 
previous schools if you are missing

any of this information.
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IF YOU COMPLETED any par t of PAGE 7, PART 6,

you must add your signature IN BLUE and the date in the blank space at the bottom of

page 7.

Complete the Form I-765

Oski Bear August 1, 2018
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Berkeley International Office

You are done with the I-765!

1. Review all the information on the form for accuracy. You must submit ALL 7 pages 

of  the I-765.

2. Make a copy of  your completed I-765 application to keep for your records, in case 

there is a problem with the application.

2

8
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I-94 Record

▪ https://i94.cbp.dhs.gov/I94

▪ F-1 status and D/S

▪ Students entering U.S. by land 

will have a white, paper I-94 

card

https://i94.cbp.dhs.gov/I94
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Money Order or Check or Credit Card

▪ USCIS Payment Methods: Check/Money Order or Credit Card 
Payment for $410. 

▪ Check/Money Order should be made payable to "U.S. Department 
of  Homeland Security" with SEVIS number in the memo line. 
Money orders can be purchased at banks, post office, and some local 
grocery stores. Make sure a name and address are printed on the 
check. If  the address has changed, that is fine. 

▪ Do not use “temporary checks” often issued by the bank when opening 
a new account. These checks have no name or address in the upper left 
hand corner.

▪ For Credit Card payment, submit form G-1450, authorized 
payment amount $410. You may only use a credit card account with a 
U.S. billing address—no foreign billing address is allowed. 

https://www.uscis.gov/sites/default/files/files/form/g-1450.pdf




Berkeley International Office

• USCIS must receive your complete OPT  
application no later than 30 days after the  
OPT I-20 ISSUE DATE on page1.

– The issue date is located next to the advisor’s  
signature on page 1of the OPT I-20. Please  
account for mailing time.

• Additionally, USCIS must receive your  
application before the end of your 60 day  
grace period.

• Track the status of your mailed application to  
be certain it was delivered on time.

Your application must be submitted to USCIS from  
within the U.S. If you exit the U.S. after your  
program completion date without applying for OPT,  
you cannot return and will lose your option for  OPT.

We recommend that you apply early.

3

1

The Application Deadline
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TOP 3 MOST COMMON OPT DENIAL REASONS

1. Payment problems:

– Check or Credit Card payment: Money is not in account at time of 
processing

– incorrect fee amount

– Check, money order, or credit card form not completed properly

– Wrong dates on check, money order (U.S Date style = MONTH/DAY/YEAR =
MM/DD/YYYY)

2. Copy of OPT I-20 (pages 1-3) is TOO OLD

– New applications: USCIS must receive your complete OPT application no 
later than 30 days after the OPT I- 20 ISSUE DATE on page 1 of the I-20.

– Resubmission after OPT Rejection or Denial- If your OPT is REJECTED OR 
DENIED you must NOTIFY BIO that  your OPT has been rejected or denied. 
You will need to request a NEW OPT I-20 recommendation FROM BIO  
before you resubmit your OPT application. Again- USCIS must receive 
your new, complete OPT re-application  no later than 30 days after the 
OPT I-20 ISSUE DATE on page 1 of the I-20.

3. I-765 problems:

– Incomplete or incorrect form fields

– Not signed

Applications may be rejected or denied for 
other reasons.  These are the most 
common reasons as observed by OIP

If your application is rejected or denied 
you might still be  able to re-apply to 
USCIS before the end of your 60-day  
grace period.

If you receive a Rejection or Denial (or 
Request for Evidence)  notify OIP
immediately, and ask for advice before your  
response.

58
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Passport Photos

▪ Two official passport-sized color photos. 

You must remove your glasses and your 

head must be bare unless you are wearing 

headwear as required by a religious order 

of  which you are a member

▪ Write your name and SEVIS number 

gently in pencil or a felt pen on the back.

▪ passport-style photos must be 2” by 2”

▪ Do not staple them to application. Put in 

small envelope.  
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Additional Documents Needed

▪ Copy of  identification page(s) of  your passport 

▪ Copy of  F-1 visa and ALL previously issued U.S. visas (except 
Canadians)

▪ Copy of  ALL I-20s ever issued (including from other schools)

▪ Page 1 and travel signature page of  I-20

▪ Copy of  all previously issued EAD cards (front and back) (if  
applicable)

▪ Copy of  change of  status approval (if  applicable)
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Gather the required documentation

▪ Photocopy of  Salve OPT I-20 (all pages):

▪ Must be received by USCIS within 30 days of  
DATE ISSUED on page 1.

▪ Original must be signed by a advisor in before 
copying.

▪ Original must be signed by the student at the 
bottom of  page 1 before copying.

▪ The requested OPT start and end dates will 
appear on page 2.

▪ Do not mail the original I-20. 





▪ Photocopy of  Passport and Visa:

▪ Photocopy the passport biographic 

page with the photo and passport 

expiration date. Use a valid passport 

even if  it is not the passport you used 

to enter the U.S. most recently. (You 

will provide information on the 

expired passport on pg. 7.)

▪ Photocopy the F-1 visa, if  applicable; 

visa does not need to be valid. 

Gather the required documentation



Gather the required documentation

 Photocopy of Previous EAD(s), if applicable:

▪ If an EAD was received in the past, include a copy

of the front and back of  the card.

▪ Can be from OPT approved at a prior institution

or different education level.

▪ Include previous OPT I-20s and I-797 notice of

approval as well if available.
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Step 1: Recommendation 

▪ Make appointment with Office of  International Programs

▪ Bring originals and one photocopy of  all items on the OPT 

checklist

▪ A cover letter to the application is optional, but it is 

required if  you cannot locate I-20s, previous visas or EAD 

cards 

▪ You will be issued a new I-20 with OPT recommendation
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Step 2: Mailing your Application to USCIS

 Watch OPT Tutorial: Mailing your application 

to USCIS for further instructions. 


