GLOBAL PROGRAMS

DAEMEN UNIVERSITY

APPLICATION FOR F-1 OPTIONAL PRACTICAL TRAINING EMPLOYMENT
AUTHORIZATION

Online Instructions

1. Complete the OPT Request Form, Acknowledgement of Responsibilities, and
request a new I-20 from GPO recommending OPT.

2. Gather and Scan Your Supporting Documents

It is best to have digital versions of all required documents ready in a folder to drag and drop into the USCIS system.
Make sure the files are clear and readable, not encrypted or passport-protected, in English, and in one of the
following accepted file formats: JPG, JPEG, PDF, TIF, or TIFF.

To complete the I-765, you must be prepared to pay the $470 fee (once you are ready to submit your form, the
system will automatically direct you to the secure Department of Treasury site, pay.gov, to pay your fee online) and
have these documents:

° Passport style photograph [Photos must be taken within the last 30 days and cannot have previously been
used for a passport, visa, or other US government-related application.

1-94 record

Copy of your passport

Copy of your most recent visa

New [-20 with OPT or STEM OPT recommendation.

For students applying for pre- or post-completion OPT, this I-20 must be uploaded and your complete I-765
application submitted to USCIS within 30 days from the I-20 issue date.

0 For students applying for STEM OPT, this 1-20 must be uploaded and your complete 1-765 application
submitted to USCIS within 60 days from the I-20 issue date and BEFORE your current post-completion OPT
expires.

° For students applying for pre- or post-completion OPT who have had either Curricular Practical Training
(CPT) or OPT previously, you need to include evidence documenting your previous CPT and/or OPT authorization.
This could include previously issued EAD for OPT or an I-20 that lists CPT or OPT authorization.
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° For students applying for pre-completion OPT, you will need to have your transcript or certificate of
enrollment

° For students applying for STEM OPT only, you must also provide scanned copies of:

0 Official transcripts for the degree upon which your STEM OPT extension will be based.

0 If your previous degree is not from Daemen University, you must have a transcript from your previous
institution ready to upload in addition to your latest [-20 from that institution.

° Please note, evidence of institution accreditation is only needed if you are applying for STEM OPT based on

a prior STEM degree (prior to your most recently earned degree from Daemen University).

3. Create a USCIS Account or Sign In To An Existing Account

At the USCIS website, create an account or sign into an already existing account.

4. Complete and Submit the I-765 with all supporting documentation


https://drive.google.com/open?id=1eNVWs_M9aLW9RDLhT9Yuosd02ab-E6vM
https://drive.google.com/open?id=1K-2t14wbXIxyAZI_db7CVNaDQjwoPrfh
https://travel.state.gov/content/travel/en/passports/how-apply/photos.html
https://i94.cbp.dhs.gov/I94/#/home
https://myaccount.uscis.gov/users/sign_up

Select “Application for Employment Authorization (I-765).” It is near the bottom of the form list.
Basis of Eligibility

° If you are applying for work authorization that starts before your graduation date, select Pre-completion OPT
c(3)(A)

° If you are applying for work authorization that begins after you graduate, select Post-Completion OPT
c(3)(B)

° If you are currently on Post-OPT and eligible for a two-year STEM extension, select STEM OPT ¢(3)(C)

If you are applying for a STEM extension, you will need to include the following information:

° What is your degree?

Write your academic level and the CIP code found on your I-20. If you are applying for STEM OPT based on your
previous degree, you can find the CIP code for your previous degree on page 1 of the current format [-20 or at the
top of page 3 of the old format I-20 for that academic program.

° What is your employer’s name as listed on E-verify?
Write your employer's name as listed in the e-verify system (this should also match your [-983)
° What is your employer's E-Verify company identification number or a valid E-Verify client company

identification number?
Write your employer's e-verify number. This is usually 4-7 digits. E-verify number is not the same as EIN. Check
with your employer if you do not know your employer's E-verify number

Reason for Applying

° What is your reason for applying?

Select “Initial Permission to accept employment” If you lost your EAD and are applying for a new card, select
"replacement of lost, stolen, or damaged employment authorization document NOT DUE to US Citizenship and
Immigration Services (USCIS) error." If you are applying for STEM OPT, select "initial permission to accept
employment."

° Have you previously filed Form 1-765?

Select “Yes” if you have previously applied for OPT or ever submitted the I-765 for work authorization to the US
Citizenship and Immigration Services. Select “No” if you have only ever worked on campus or been authorized for
CPT, or if you have not previously worked.

Preparer and Interpreter Information

° Is someone assisting you with completing this application? Select ‘No’
About You

Your Name

° What is your current legal name?

This name should match what is indicated on your passport. Enter your Given name (first name) first. Enter your
middle name if you have one. If you do not have a middle name, do NOT put N/A and leave it blank. Enter your
Family name (last name) last.

° Have you used any other names since birth?

If No, select “No” and continue to the next section.

If Yes, select “Yes” and provide all other names you have ever used, including aliases, maiden name, and nicknames.

Your Contact Information



° How May We Contact You?

Enter your phone number and your mobile phone number. It's okay if items 3 and 4 are the same. Enter your email
address.

° What is your current mailing address?

Please list:

In care of: Global Programs, Box 106, 4380 Main Street, Amherst, NY 14226.
° Is your current mailing address the same as your physical address?
Check "No." If you check "No," you must then write your current address you live at in the “Where in the United

States do you live? ” question that will appear on your screen.

Describe Yourself

° What is your gender?
Mark the box that best describes you.
° What is your marital status?

Mark the box that best describes you.
When and where were you born?

° What is your city, town or village of birth? What is your state or province of birth? What is your
country of birth?

Fill in your place of birth information.

° What is your date of birth?

Ensure you've written the date of your birth in MONTH/DAY/YEAR format.

Your immigration information?
° What is your country of citizenship or nationality?

Type or print the name of the country or countries where you are currently a citizen or national. If you are a citizen or
national of more than one country, select + Add Country to add all of the countries where you hold citizenship.

° What is your Form 1-94 Arrival-Departure Record Number (if any)?
This information can be found on your most recent [-94 record
° When did you last arrive in the United States?

List your arrival date, place of arrival, and status at arrival per your most recent [-94 record. If your ‘status’ listed
says anything other than F-1, please call GPO.

° What is the passport number of your most recently issued passport?

This information can be found on the biography page of your passport

° What is your travel document number (if any)?

We recommend to leave this blank.

° “What is the expiration date of your passport or travel document?” “What country issued your
passport or travel document?” “List the country who issued you your passport”

All of these can be found on your passport

° What is your current immigration status or category?
Select “F-1 - Student, Academic”
° “What is your Student and Exchange Visitor Information System (SEVIS) Number (if any)?”

Use the SEVIS number listed in the top left corner of your most recently issued 1-20. Use the "Additional
Information" section to include all previously used SEVIS numbers.

Other Information

o What is your A-Number?
Either list your A-number or select “I do not have or know my A-number”



° What is your USCIS Online Account Number?

Either list your account number or select “I do not have or know my USCIS online account number”

° Has the Social Security Administration (SSA) ever officially issued a Social Security card to you?
If Yes, list your social security number in the box provided

If No, select that you would like an SSN card, select “yes” to consent of disclosure” then list your parent’s birth
names

Evidence

In this section you will be able to upload the supporting documents you previously gathered in preparation for
completing the [-765 form. This evidence includes previous [-20s with CPT and/or OPT recommendations.

Review and Submit

Here you will review all of the information you have provided so far and you will then click to submit your I-765
online application.

5. Confirm the US Government Received Your Application and Track Your Application
Status

Check your status online and let us know.

6. Review Your Employment Authorization Document (EAD) and Social Security
Number (SSN)

Contact us if you notice any mistakes on your EAD. Please note: you must confirm that the start and end dates of
your post-completion OPT are accurate as soon as your post-completion OPT is approved

7. Report Your OPT Employer to GPO and the US Government within 10 Days of Any
Update

While on OPT, the US government requires you to report your employer information. While you are on
post-completion OPT, you cannot be unemployed for more than 90 days. If you don't report your job information
or you are unemployed for 90 days while on OPT, the government will end your F-1 OPT and terminate your
SEVIS record. You would then need to leave the US immediately.

8. Keep your Daemen email active and check it regularly.



