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Important Information for Seniors

1. Graduation Date

2. Desire for reduced courseload during final semester

3. Plans after Graduation
• OPT

• Returning to Home Country for Employment

• Pursuing Graduate Studies

• Other

4. Details for OPT
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• December 13th – Graduation and all classes
completed

• December 13th – Graduation, but need to take 
J-term to complete courses

• May 15th – Graduation and all classes completed

• May 15th – Graduation, but need to take a summer
class at OBU to complete courses

Expected Graduation Date



• In your last semester, it is possible to receive permission to take 
fewer than 12 credits and remain in status.

• If you do not need 12 credits in your final semester to fulfill your 
requirements for graduation, you must request permission to take a 
reduced courseload BEFORE the start of the semester.

• Permission for a reduced courseload must be entered by a DSO in 
SEVIS before your last semester begins.

• Please set up a meeting with ISS if this applies to you.

Reduced courseload during final semester



US Government Regulations
• As a student on an F-1 visa, after graduation, you have 60 days to leave

the United States.

• You may not work during the 60 days after graduation unless you have
been granted OPT and are working in your field of study.

• Reasons to remain in the United States

• OPT – you have applied and have been approved or are waiting for
approval.
• You may not begin working until you receive your EAD card.

• Pursuing graduate studies



Process for Pursuing Graduate Studies

• Your graduate school must receive your transferred SEVIS record within 60 days of your I-20

end date or EAD end date (if on post-completion OPT).

• You must have the transfer I-20 for your graduate school before that program begins.

• The graduate school should receive your F-1 record from OBU at least 10-14 days before the

graduate program begins. (Your graduate school will have a “Transfer In” form that you will

need to fill out and submit to OBU’s International Student Services Office for your SEVIS

record to be transferred.)

• You can transfer your SEVIS record during OPT or during the 60-day grace period following

your OPT end date, but if you transfer your record while on post-completion OPT, your OPT

will automatically end and you will lose any remaining OPT time.

Information from University of Chicago 

https://internationalaffairs.uchicago.edu/transferin#advantages

https://internationalaffairs.uchicago.edu/transferin#advantages


Optional Practical Training 
Instructions Guide

Special appreciation to Berkeley International Office  
for use of this OPT Tutorial

https://internationaloffice.berkeley.edu/sites/default/files/opt-
tutorial.pdf

Revisions for OBU completed by 

Joy Carl (2019, 2018, 2017), Madeleine Boepple (2018),
Nicolas Brun (2017, 2016), and Levi Salazar (2016)



Optional Practical Training (OPT) is an F-1 student 
employment benefit

• Allows a student to work off campus in their major field of study

• The student must be full time F-1 status for at least one
academic year before participating in OPT.

8



Eligibility for OPT

CPT preferable to Pre-Completion 
OPT

Part-time Curricular Practical Training 
(CPT) is usually a better option for most 
students as it allows the student an off-
campus work authorization in the 
student’s field of study without using any 
of the 12 months of OPT time.

Employment must fulfill requirements of 
the student's program of study.

Post-Completion OPT

Valid student status for one academic year 
means having been enrolled for consecutive:

• Fall – Spring semesters

• Spring – Fall semesters

• Spring – Summer semesters

• Summer (minimum of 12 units) – Fall
semesters

The application for OPT cannot be submitted 
more than 90 days before the student’s 
program completion date.
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Basic Application Process

Use OBU’s OPT Form to request an OPT I-20

The I-20 will be ready for pick up 3 days after turning in the request form to ISS.

Prepare and mail application materials

Allow approximately 1 week to gather and organize the required documents. Allow for 90 days of 
processing after USCIS has received the application.

Receive the Employment Authorization Document (EAD)
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Qualifying Employment 

• Must be a job that is related to the student’s degree program.

• If USCIS questions the relationship between the job and the student’s
field of study, the burden of proof is on the student to demonstrate
the relationship.
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Types of employment allowed during OPT:
• Paid employment
Students may work part time (at least 20 hours per week when on post-completion OPT) or full time in a job 
related to their field of study.

• Multiple employers
Students may work for more than one employer, but all employment must be related to the student’s degree 
program and be recorded in SEVIS.

• Short-term multiple employers (performing artists)
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, and be prepared to give evidence of them 
to DHS if requested.
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• Work for hire
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 DHS, students must be 
prepared to provide evidence of the duration of contract period, name and address of contracting company.

• Self-employed business owner
Students may start a business and be self-employed. In this situation, the student must work full-time (at least 
20 hours/week). The student must be able to prove that he or she has the proper business licenses and is 
actively engaged in a business related to the student’s degree program.

• Employment through an agency
Students must be able to provide evidence showing they worked an average of at least 20 hours per week 
while employed by the agency.
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Types of employment allowed during OPT



Types of employment allowed during OPT

• Unpaid employment
May work as volunteers or unpaid interns, where this does not violate any labor laws. The work must be at 
least 20 hours per week. These students must be able to provide evidence from the employer that the student 
worked at least 20 hours per week during the period of employment.

Students need to maintain evidence for each job: the position held, duration of 
that position, the job title, contact information for the student’s supervisor or 
manager, and a description of the work.  Information needs to be reported to 
International Student Services Office, so it can be recorded in SEVIS.
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Step 1: Requesting the OPT I-20

Complete the OPT Request form

• Confirm your expected program completion
date

• Get the required signature from your
academic advisor

• Decide on your OPT start date (must be
within 60 days of program completion)

• Submit your form to the International Student
Services Office (ISSO)

• The OPT Request Form can be found online
on the International Employment page
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Confirm Your Expected Completion Date

The expected completion date is the day 
you complete your final degree 
requirements for OPT purposes

Undergraduate students:

The last day of the semester in which 
program requirements are completed
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Undergraduates Completing in 
Summer Session

Qualifications for a summer completion date:

• Have a final course requirement to be completed in
the summer

• Be enrolled full time during summer session or
receive reduced course load approval from the ISSO
for the final term

• Use the end date of your specific Summer Session as
your program completion date

If summer is your final semester, any on campus 
employment or Curricular Practical Training is limited 
to 20 hours per week
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Obtain the Required Signature

• Undergraduates

Obtain the signature from your 
academic advisor, or department 
dean
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Choose your OPT Start Date

• Your OPT start date is the date that your 12
months of work authorization begins

• Your OPT start date must be within your 60
day grace period after the program
completion date

• The requested start date will be noted on
page 3 of the new OPT I-20

Once USCIS receives the OPT application, it is 
not possible to change the requested start and 
end dates
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OPT Application 
Timeline

02/16/2020 05/15/2020 07/14/2020

First Day to Apply

Program 
Completion
Date

Final Deadline: 
OPT Received
by USCIS

OPT must begin within 60 days of 
program completion date

Apply to USCIS up to 90 days
before program completion

Apply to USCIS up to 60 days
after program completion

ISSO Processing Time = 3 business days 
USCIS Processing Time = 3 months +

20

For December 
Graduates –Can 
apply now! 
2/11/19 –
Deadline for 
USCIS to receive 
application.



Scenario 1

OPT 
application 
mailed to 
USCIS 

May 2020
Program Completion Date

EAD 
Received

Feb 2020 March April May June July 1, 2020

Travel home

EAD Start Date

12 months
of OPT
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Scenario 2

OPT application 
mailed to USCIS 

May 2020
Program Completion Date

EAD Received

March 2020 April May 10 June July August 2019

Requested OPT 
Start Date

12 months of OPT 
ends in July 2020
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Check your OPT I-20 for Accuracy

• Education level may have changed

• Program completion date will be
updated to the program completion
date on OPT request form

• Make sure there is a OBU DSO
signature. Check the date – USCIS
must receive your application within
30 days of this date

• Sign and date the I-20
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Check your OPT I-20 for Accuracy

• OPT start and end dates requested

• OPT applications must be received by USCIS no
later than 30 days after this date. Please see
the Director of International Student Services if
you have concerns the application will not
arrive on time
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Prepare and Mail Your 
Application Materials



Required Documents for OPT Application
• 2 U.S. Passport Photos (with name and I-94 number written lightly in pencil on back of each), taken within 

the past 30 days

• Check, Money Order, or Credit Card Payment for $410 made payable to: “U.S. Department of Homeland 
Security.”

• Original form I-765 https://www.uscis.gov/sites/default/files/files/form/i-765.pdf 

• Photocopy of OPT I-20 that was issued by the ISSO within the past 30 days. Don’t forget to sign it

• Photocopy of passport biographical page and F-1 visa stamp, if applicable

• Photocopy of paper Form I-94 (both sides) or electronic I-94 record (The electronic I-94 record is available 
ONLY to those with passport admission stamp)

• Photocopies of all previous OBU CPT I-20s

• Photocopy of previous OPT I-20s and EAD card, if applicable

• Form G-1145 to confirm receipt and obtain case number in advance of paper notification:
http://www.uscis.gov/files/form/g-1145.pdf.
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Gather the Required Documentation

The photos required to use for the OPT 
application must meet the specifications of U.S. 
style passport photos

• Passport photos must be 2”x 2” and taken
within the past 30 days.

• Write your name and I-94 number lightly on
the back of each photo.

USCIS has examined passport photos more 
strictly. ISSO recommends students have their 
photos taken professionally.

27



Gather the Required Documentation Cont.

• Use a personal check or money order made payable to “U.S. Department of Homeland Security”.

• 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 on them

• On the memo line, write your SEVIS ID number

• Credit card payments can be made using https://www.uscis.gov/sites/default/files/files/form/g-
1450.pdf if you have a US credit card with U.S. billing address.

28

U.S. Department of Homeland Security

MM/DD/YYYY

410
Four hundred ten dollars and 00/100

Your SEVIS ID Number Signature

Money orders and cashier checks
should include the same

information as a personal check.

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


Gather the Required Documentation Cont.

Form I-765

Download it from the USCIS web site

• Always remember to use the MOST CURRENT
version of the I-765

• If a question does not apply to you, put N/A

• Complete all 7 pages of the application

• The tips in the following slides will help with
possibly tricky questions.
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Complete the Form I-765

Part 1: Reason for Applying

#1a - Check the box for “Initial 
permission to accept employment”

30

X



Complete the Form I-765

#1a: Name: Entire family name 
should be in CAPITAL letters.

Use upper and lower case for the 
first name and middle name.

#2, 3, 4: Other Names Used: Enter 
previous names. If none, write N/A

31

BISON

Shaz

Part 2: Information About You

The



Complete the Form I-765

#5: Put the address where you would 
like to receive the receipt notice and 
EAD card

This is extremely important! - The 
address needs to be valid for at least 3 
months from the date you mail the 
application!!

If you plan to move during this time, 
use a reliable friend or family member’s 
address. Write their name and the C/O 
notation to ensure delivery.
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SMITH

John

Brian

Emma Friend

123 Helpful Lane

Shawnee

OK 74804

X



Complete the Form I-765

#6: Answer “Yes” or “No” 
regarding whether or not your 
mailing address is the same as 
your physical address.

#7: Provide your physical 
address, which is where you 
really live.
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456 College Ave.

Shawnee

OK 74804



Complete the Form I-765
#8-17 Other Information

#8 – F-1 students do not have this.

#9 – F-1 students do not have this.

#10 and 11 – Fill in your gender and marital status

#12 – Answer if you have filed a Form I-765 before.

#13 – If you have a Social Security Number, answer 13a 
& 13b accurately, answer “No” to 14, and then skip to 
#18.

#13 – 17 – If you do not have a Social Security Number, 
you need to answer “NO” to 13a, leave 13b blank, and 
answer all of questions 13 through 17. For your parents’ 
names, use all Capital letters for the family names, and 
both capital and lower case for the given names.
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If you are approved for OPT, you’ll receive the Social Security 
card a couple weeks after the EAD card.



Complete the Form I-765

#18 List all of the countries where you are a citizen or 
national. 

35
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Complete the Form I-765

#19 -20

This is straightforward recording of where and when 
you were born.
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Sabadell

Barcelona

Spain

12/25/1996



Complete the Form I-765
#21 - 26

This is where you record travel information that you 
will find on your I-94 and in your passport.
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1 2  3 4 5 6  7  8 9 1 0

AB012345

N/A

Spain

08/20/2018

01/02/2020

DFW

F-1 Student

F-1 Student

0023456789



Complete the Form I-765

#27: Eligibility Category

Use the code (c) (3) (B) for post–
completion OPT

#28 – 31b: None of these apply to you if 
this is your first time applying for OPT.

For each blank that does not apply to 
you put N/A which means not 
applicable.  Leave #30 and #31b blank.

C    3   B
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Complete the Form I-765

Part 3: Applicant’s Statement, Contact 
Information, Declaration, Certification, 
and Signature

39

X

(405) 123-4567

(732) 123-4567

shaz.bison@okbu.edu



Complete the Form I-765

#7a Sign your name

#7b Fill in the date of signature

IMPORTANT

Your signature must fit completely within the box 
without touching the lines.  If your signature is too 
big, your application could be delayed.

Be conservative and use a signature smaller than 
usual. Note the example.

Put N/A in the boxes in Part 4 and Part 5 as you filled 
out the form yourself and did not pay a professional 
Preparer or Interpreter to help you in the process.

40

Shaz Bison

09/10/2018



Gather the Required Documentation

Photocopy of OPT I-20 (all pages):

• Must be received by USCIS within 30 days of
being issued by the ISSO

• Original must be signed by the student at the
bottom of Page 1

• The requested OPT start and end dates will
appear on page 3

• Do not mail the original I-20
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Gather the Required Documentation

Photocopy of Passport and Visa:

• Photocopy the passport biographic page (with
photo and passport expiration date); passport
must be valid

• Photocopy the F-1 visa, if applicable; visa
does not need to be valid
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Gather the Required Documentation

Photocopy of I-94 Information

The I-94 can be one of either:

• An electronic I-94 record.  Visit
www.cbp.gov/i94 to access and print your
record

OR

• A paper I-94 card stapled into your passport.
Include a copy of both sides, even though the
back side may be blank

43

Online I-94 Record

http://www.cbp.gov/i94


Gather the Required Documentation

Photocopy of ALL previous OBU CPT I-
20s

• Make sure all the I-20s are signed
before copying

• Copy all 3 pages

• Keep the originals for records

• If you haven’t used CPT or OPT
already, previous I-20s are not
required.
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Gather the Required Documentation

Photocopy of previous EAD, 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
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Gather the Required Documentation
Form G-1145

• This is a form used to request text and email
notification(s) regarding your application. You
can download the form at
http://www.uscis.gov/files/form/g-1145.pdf

• Attach it to the top of the OPT application
packet

WARNING

USCIS will rarely contact you by phone regarding 
your application, so if you receive a call from a 
person claiming to work for USCIS or any other 
government agency, do not give them your 
personal information. Instead, take down their 
name and number and contact an OBU ISSO 
advisor before responding.
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Mail the OPT Application

Express Mail:

USCIS

Attn: NFB AOS

2501 S. State Hwy. 121 Business

Suite 400

Lewisville, TX 75067

U.S. Postal Service Mail:

USCIS 

PO Box 660867

Dallas, TX 75266

USCIS Mailing Addresses
For people living in Oklahoma*
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Application Deadline
• USCIS must receive your complete OPT

application no later than 30 days after the
OPT I-20 has been issued

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

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

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.
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Receive the Employment 
Authorization Document (EAD)



I-797 Notice of Action
You should receive the notice by mail within 2 – 4 weeks after mailing the 
OPT application to USCIS

• The I-797 is very important

If you lose the receipt, there is no way to replace it

• The I-797 is necessary if you want to:
1. Inquire about the status of your OPT application
2. Travel outside the U.S. when your OPT is pending

Receipt Number - The case number for the OPT application at USCIS. Check 
the status of the case on the USCIS web site at https://www.uscis.gov

Received date - Date when USCIS begins progressing the application (It may 
not be the actual date the application was received, but it is when the case 
was entered into the system)

Address Information - Verify your name, date of birth, and address on the 
I-765 receipt notice. If incorrect, contact ISSO immediately

Contacting USCIS - If you have any problems or questions with the OPT 
application, contact an ISSO advisor before calling the USCIS Customer 
Service
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Request for Evidence (RFE)

If there is a problem with your application, and 
USCIS needs more information from you in order to 
make a decision on your OPT application, you will 
receive a Request for Evidence (RFE).

Receiving an RFE will usually mean that your 
processing is delayed by one month.

Make sure that you have completely and 
accurately filled out your I-765 in order to avoid 
delays in processing.
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The Employment Authorization Document (EAD)

• Review card to make sure the information is
accurate. If not, contact the Director of
International Student Services

• Present your EAD to employers as proof of
your legal work authorization in the U.S.

• The EAD is a required document for entry to
the U.S during OPT

• Bring your EAD card into the ISS Office, so we
can have a copy on record.
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Your Responsibilities during OPT

1. Reporting Requirements

2. Employment Requirements

3. Travel Documents for Re-entry

4. Applying for an F-1 Visa on OPT
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Your Responsibilities

1. Reporting Requirements
• You must report any changes to your employment, address, and/or name within 10 days. You 

can do this by contacting Joy Carl at the OBU International Student Services Office.  You can 
also use the SEVP portal.

2. Employment Requirements
• You must work a minimum of 20 hours per week in a position related to your field of study

• You cannot exceed more than 90 days of unemployment while on OPT. Days of unemployment 
prior to your EAD start date do not count towards the 90 days. It is your responsibility to keep 
records of you employment and any periods of unemployment
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Reporting Requirements -
When you start your OPT position, you will need to let Joy Carl know 
all of the following information to put into SEVIS:
• How employment is related to your course of study
• Employer Name
• Employer EIN (Employer Identification Number)
• Job title
• Start Date
• End Date
• Full Time (more than 20 hours/week) or Part Time (20 hours or less/week)
• Employer Address
• Supervisor Information

• Last Name, First Name + Telephone Number + Email Address
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Travel Documents for Re-Entry

56

Documents Before completing
program & Before EAD 
issuance

After Completing
Program & Before EAD 
issuance

After Completing
Program & After EAD 
issuance

Valid passport   

Valid visa F-1 stamp   

OPT I-20 with a valid travel
endorsement signed within 6 months
by an ISSO advisor (page 3)

  

Evidence of continued enrollment 

Evidence of financial support Stongly recommended Stongly recommended Strongly recommended

OPT receipt: I-797 Notice of Action 

Job offer letter from employer Stongly recommended 

EAD (Employment Authorization
Document)



Your admission to the U.S. is always at the discretion of the Customs and Border 
Protection Officers.  Travel is not recommended by SEVP.  If you travel, be sure to 
have all the documents listed above.



Important Information on Travel

• Avoid long absences from the U.S. during the OPT period. Time spent outside the US while
unemployed by a US employer counts toward your 90 days of unemployment

• Attempting to re-enter the U.S. close to the expiration date of your OPT can be risky

• You must not enter the U.S. in a status other than F-1. This may result in the loss of your OPT
eligibility

Travel after Program Completion, But Before OPT Card is Received

• There is a higher risk associated with travel and return while your OPT is pending after the
program completion date. If there are any problems with your application, you may not be able to
respond to USCIS in a timely manner, which could delay processing of your EAD

• If your OPT application is denied while outside the U.S, you will not be able to re-enter the U.S. in
F-1 status and will not be able to reapply

57



Applying for an F-1 Visa on OPT
If you are traveling abroad and your F-1 visa had expired, you must obtain a new F-1 visa before 
returning to the U.S. When going to your visa interview, bring the documents below:

1. Valid passport

2. Valid I-20 with travel endorsement from an OBU International Office advisor within the past 6
months

3. EAD Card

4. Job offer in field of study

5. Evidence of sufficient funds (bank statement, a letter for a job offer, etc.)

Check the U.S. Department of State web site for more information about getting a visa and specific 
requirements at the local embassy https://travel.state.gov/content/travel/en.html
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More Information

Consult the U.S. Immigration and Customs Enforcement website for detailed information:

https://www.ice.gov/sevis/practical-training
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Final Check of your OPT Application

Please make an appointment with the International Student Services 
Office in order to review all of your documents with you before you 

send them into USCIS.
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Oklahoma Baptist International Office
Joy Carl, Director of International Student Services

Email: joy.carl@okbu.edu
international.services@okbu.edu

Office Hours: Monday-Friday
8:00 am - 5:00 pm

Special appreciation to Berkeley International Office for use of this OPT 
Tutorial.
Revisions for OBU completed by Joy Carl (2019, 2018, 2017), Maddie Boepple (2018), Nicolas Brun (2017, 2016), and Levi 

Salazar (2016)
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