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Optional Practical Training 

for Students on F-1 Visas

Summary: Optional Practical Training (OPT) is employment authorization granted by the U.S. Citizenship and immigration Service (USCIS).  OPT enables a student to gain work experience in his or her field of study.  It may be used during or after completion of a program.

· There are three categories of optional practical training (see the section “Three Categories” below).

· OPT must be recommended by CIEGE.  Immigration provides authorization through the issuance of an Employment Authorization Document (EAD).

· You must be in possession of the EAD before you can begin employment.

· Part-time OPT is available on a pre-completion basis only.  

· Part-time employment authorization is defined as 20 hours per week or less.  Full-time is more than 20 hours per week.  On-campus work hours must be included when determining total work hours.

· Part-time OPT authorization (20 hours/week or less) is deducted from the total 12 months at one-half the full-time rate.

· A job offer is not required

· OPT authorization granted by immigration cannot be changed, voided, or restored if you do not secure employment within the dates of authorization.

· A 12-month period of OPT is available per degree program as long as the subsequent degree(s) is at a higher educational level.

Eligibility Requirements: To qualify you must:

· Have been enrolled in the U.S. for full-time studies for one full academic year AND,
· Be in valid F-1 status AND,

· Be in good academic standing AND, 

· Have not regained legal status through re-entry during the previous academic year.


Three Categories:

1. Summer Vacation or Semester Break Periods.

· Authorization can be part-time or full-time.  Student must be registered for the next semester.

2. While School is in session (Pre-Completion).  Limited to part-time authorization.  Total hours under this category cannot exceed20 hours/week, on and off campus.

3. Post-Completion Practical Training.  All requirements for your degree, including submission of thesis, must be complete.  The completion date is the date all requirements have been met – not the official graduation date.  Authorization is granted for full-time employment.
When to Apply:

Pre-Completion Application: 4 months before you requested “employment begin date”.

Post-Completion Application: 4 months before your expected date of completion.  The application must be submitted to immigration before all requirements for the program of study have been completed.  Students may not submit an OPT application after completion of studies.

Step 1: Apply to CIEGE for new I-20 with recommendation for OPT.  CIEGE must process a recommendation for your OPT request.  Please submit the following items to CIEGE.  CIEGE cannot accept your application for processing unless all of these items are completed and submitted:
· Student Request/Academic Advisor Verification Form

· Form I-765

· Reduced Course Load Forms (if applicable)

· Unofficial Transcript 

· Valid passport/I-94

It will take CIEGE approximately one week to process the recommendation for practical training.  You are responsible for submitting your application to immigration.

Immigration Application Procedure:

· Immigration requires that your middle name be included on Form I-765.  If you do not have a middle name, write “None” in parentheses.

· Immigration requires a fee to process an application (the fee printed on the Form I-765 might not be accurate).  

· Your application must be mailed to the USCIS service center that has jurisdiction over the address you have specified on Form I-765.  If you intend to relocate to another state for employment, please discuss your plans with CIEGE.  Note: immigration has instructed the postal service to return to sender any mail not deliverable to the addressee, even if a forwarding address is on file with the post office.  If you do not plan to relocate, you application must be mailed to CIEGE.
· It may take as long 45 to 120 days for the service center to process your request and mail your employment authorization document (EAD) to you.  To find out current processing times for I-765 (OPT) applications contact Thomas Ahrens at 614-823-3263.
· Several weeks after your application has been received by USCIS, you should receive a receipt in the mail from USCIS.  If 90 days have passed since the “received date” on the receipt, you may apply for an interim EAD through a district immigration office.

· You cannot begin employment until you have received the EAD.  Any employment, including on-campus, after the completion date noted on your OPT application must be under OPT (i.e. if your OPT application reflects a 6/30/xx completion date, any employment in which you plan to participate after 6/30 must be under OPT authorization, even if you do not complete your program by that date).  The EAD will reflect the dates of your employment authorization.  CIEGE is not able to make requests to the service center for special handling of applications.  

Step 2: Submit the following items to immigration:

· The application must be submitted to immigration before all requirements for the program of study have been completed.

· Form I-765 (send original, keep copy for your records)

· Photocopy of I-20 page 1 and 3 with OPT recommendation (sign page 1 before copying)

· Photocopy both sides of Form I-94.  copy the back even if it is blank.  Do not mail you original I-94. 
· NSEERS registrant: Include Proof of Registration.  (Copy of finger print ID# on I-94 card)

· Two color photos.  The instructions with the I-765 provide detailed information on the photo requirements.  You need to print your full name and most recent I-94 number in pencil on the back of each photo.  Place the photos in a clear plastic bag or an envelope and staple it to your application. 
· Photocopies of one or more of the following that contain your name and photo: the identity page of your passport, an entry visa stamp with a photo, driver’s license, state ID, student ID, or previously issued EAD.  Due to the potential for fraud, immigration will not mail your EAD directly to you unless they are able to verify your identity through one or more of these photocopies.  Be sure that the photocopies are of good quality, clear and distinct.  If immigration does not feel you have provided sufficient identity verification, your EAD will be mailed to the local immigration office, and you will be asked to pick up personally in order to verify your identity.  

· A check or money order payable to “Department of Homeland Security” in the correct amount.  Check with the USCIS website.
Staple your application materials together in the following order:

Form I-765, photocopy of I-20, copies of identity verification, and the photocopy of your I-94.

The small pieces (bag/envelope containing photos and your check) should be placed on top and stapled with the entire application.  Do not put staple holes in your photos.  Mail your application by registered or express mail to obtain a signed receipt.    

Complying with SEVIS Requirements:  Please be aware of the following:

· While on OPT, you are still in F-1 status at OTTERBEIN
· If you have applied for post-completion OPT, you must make your best effort to complete all degree requirements by the completion date of your new I-20.
· Only enrollment for “administrative” purposes is allowed after the completion date on your new I-20.  

· Enrollment/transfer to another school will result in automatic cancellation of post completion OPT.  

· Update your current mailing address through OTTERBEIN Banner and with CIEGE, as this information must be passed on to immigration through SEVIS.  

· Notify CIEGE if you decide to permanently depart the U.S. during your authorized OPT.

· Notify CIEGE if you change your visa status during your authorized OPT.

· CIEGE is required to have a copy of your EAD.  Upon receipt of the EAD, please fax a copy of it to CIEGE at 614-823-1325. 

· When you have completed your degree, your expenses and source(s) of funds might have changed.  If this change is greater than 25%, you will need to obtain a new I-20 from CIEGE.   Once you have applied for post-completion OPT, CIEGE will only produce a new I-20 if you have provided CIEGE with an EAD photocopy.  

Travel during post-completion OPT:

Under normal circumstances, a student who has (1) an EAD for post-completion OPT or I-765 receipt notice (Form I-797) and (2) a job or job offer should not experience difficulty re-entering the U.S. if either of these 2 conditions is missing, then the student is assuming risk.  
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Instructions

Student Request/ Academic Advisor Verification

(F-1 Optional Practical Training)

1. Name, Otterbein ID: Self Explanatory

2. Email: Self Explanatory

3. Telephone (Home and Office): Telephone numbers in the U.S.

4. Completion Date noted on I-20: Self Explanatory

5. Field of Study: Must be field that appears on your I-20

a. Degree Program: Must be the degree program that appears on your I-20

6. Type of Optional Practical Training: Check the appropriate box and complete additional information requested.  Note: On-campus work under student status will not be possible after the graduation date you choose for post-completion OPT.

7. Dates of OPT Request: Fill in beginning/ending dates you are requesting.  Post-completion OPT start date must be within 60 days after the completion date.

a. Hours per week: Indicate the number of hours/week you will be working under OPT.  If you are applying for post-completion OPT, your application must specify 40 hours/week.

8. Employer Name and Location:  Complete if known

9. Describe Proposed Employment: Complete if you do not have a job offer.  Your description should indicate how your employment will be related to your field of study.

Read and Sign the Statement

Academic Advisor Verification

The form must be signed by your academic advisor in your university office if you are a professional, undergraduate, or non-degree seeking student.

Recommendation

Will be completed by CIEGE upon submission of application.
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F-1 Optional Practical Training

Student Request and Academic Advisor Verification

Student Request
1. Student’s Name (Please Print): ___________________________ __________________________ ________





                          Family                                                                 First


M.I.

Otterbein ID # (if known): _______________________ Email: ___________________________________

2. Phone: (Home) _______________________ (Office) _______________________

3. Completion date noted on I-20 *: _______________________

4. Field of Study noted on I-20: _______________________________ Degree Program: __________________

(i.e. BA, BS, MAE, MBA)

5. Type of optional practical training


□ Vacation practical training


□ Pre-completion – while school is in session


□ I will work ______ on the campus and ______ hours off the campus during the dates I am requesting    


   OPT authorization.


□ Post-completion practical training


□ I will complete all requirements for my degree, including thesis submission, by (date): ____________


*Note: On-campus work will not be possible after this date under student status.

6. Dates of the OPT request _____________________ to _____________________ hours per week: ________


*Note: These dates cannot be changed once they have been entered in SEVIS.

7. Employer name and location (city/state), if known: ______________________________________________

8. Describe your proposed employment: _________________________________________________________

STATEMENT: I have read the information on the attached cover pages regarding optional practical training and fully understand the implications of the authorization during and after my program of study.  The information I have provided is true and correct.  

Student Signature: ___________________________________________ Date: __________________________

Academic Advisor Verification
To the Academic Advisor: The student is applying to the U.S. Citizenship and Immigration Service (USCIS) for Optional Practical Training which is work authorization for employment directly related to the student’s major field of study as noted on his/her form I-20 (see I-20 information above to verify major and degree program).  The student is not required to have an employment offer to apply.  Your verification of the information the student has provided is needed to insure that OTTERBEIN UNIVERSITY is in compliance with immigration law.  If you have questions, please call CIEGE at 614-823-3263.


□ I agree with the information
□ I disagree with the information

Academic Advisor Signature: ______________________________________ Date: ______________________

Name (Please Print): _____________________________________________ Phone: _____________________

Department: ___________________________________________

Comments: ____________________________________________________________________________________________________________________________________________________________________________________

Recommendation                                                                                                                    To be completed by CIEGE staff
Completion Date: _____________________

OPT Dates: ____________ - ____________




End Date: ____________________


□ Pre
□ Post
□ Vacation

No. of Months: ________________


□ Part-time
□ Full-time
□ Financial Info

Passport Expiration: ____________


□ Program Plan 
□ Holds

F-1 Visa Expiration: ____________

Date submitted to CIEGE: _________________

Ctr. for Int’l Education & Global Engagement
One South Grove Street

Otterbein University                   
Westerville, OH 43081-2006

Phone: 614-823-3263

Fax: 614-823-1325
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