
How to Apply for OPT 
 

1.  Before coming to the International Education office, you should: 

 Complete the OPT application form available in the Office of International Education. This 

information is used by the office to report your intent to USCIS via SEVIS. 

 Bring proof (or have it emailed) you are on track to graduate (see Karen Arthur at Atkinson, 

Student Services in Law, and undergraduates can provide a copy of the degree audit) 

 Complete Form I-765, Application for Employment Authorization, using a code on #27: 

o (c)(3)(A) for pre-completion OPT (OPT used before graduation) OR  

o (c)(3)(B) for post-completion OPT (OPT used after graduation) 

This form can be downloaded at: http://www.uscis.gov (click on “Immigration Forms” and 

then scroll down to the link for I-765).   

 Write “not applicable” or n.a. or n/a in any fields that do not relate to you. 
 Download Adobe Acrobat Reader so you can complete the form and then PRINT it 

BEFORE coming to the OIE.  Handwriting can be confusing, so it’s best to type the 

form. 

 NOTE:  Your Employment Authorization Document (EAD) will be sent to the 

address you list on the I-765.  If you move from this address, your EAD card 

will not be forwarded.  It will be returned to USCIS!!  

 If you want to use the OIE for the mailing address, write address as:  OIE, 

900 State Street OIE, Salem, OR 97301 

 If you want to use the OIE for the mailing address, be sure to complete 

USPS form ps3801, available at https://about.usps.com/forms/ps3801.pdf . 

You just need to fill out the top: 

o Your name 

o For address:  900 State Street OIE, Salem, OR 97301 

o Your signature 

o Your telephone number 

o DO NOT fill in any authorized agent names (the mail center will 

complete that part of the form) 

 Complete form G-1145, E-Notification of Application/Petition Acceptance.  You can find this 

form on the same page as the I-765. 

 Use form G-1450 for credit card payment OR write a check payable to “Department of 

Homeland Security” for the I-765 processing fee, currently $410 (check www.uscis.gov to 

make sure fee hasn’t changed before mailing!).  You can link to this form from the I-765 

page from the “filing fee” section. 

 Obtain two passport style photos (see I-765 instructions for size requirements).  Make sure 

the pictures are cut to the correct size by the photo place so that they are not rejected by 

USCIS.  If you cut them yourself and they are wrong, you may have to buy more 

pictures.  Write your name in pencil on the back of your photos.  Don’t use old photos.  If 

they look like photos you’ve already used for your passport or visa, they’ll reject them! 
 Include a copy of your electronic I-94 (see link in “My Folder”), passport identity/photo page, 

passport visa page. 

 If you’ve ever had OPT before, submit a copy of your previous OPT approval and EAD cards 

 Original I-20s (all of them you’ve ever had) – ORIGINALS, NOT COPIES 

 

 



2. Once you’ve filled out these forms and gotten your items, bring them to the OIE, Global Learning 

Center.  OIE staff will enter your information into SEVIS, and then return a new SEVIS OPT   I-

20 and your USCIS forms back to you. 

 

3. YOU MUST MAIL YOUR APPLICATION TO USCIS WITHIN 30 DAYS of the date your OPT 

request was entered into SEVIS.  If you take longer than 30 days to mail things, your fee will not 

be returned (USCIS keeps your money) but your application will be rejected. 

 

4. Before mailing to USCIS [90 days or less before your I-20 end date and no later than the end 

of your 60-day grace period], you need to: 

 Double check the processing fee and make sure you’re including a check or credit form for the 

correct amount (it can increase at any time). 

 Make sure you’re submitting your items as soon as possible after the SEVIS request has been 

processed. 

 Make sure none of the pieces are missing from your application. 

 Make sure you’ve typed your forms so that they are legible to USCIS processing staff! 
 

5. Send everything to USCIS:  Once you have the endorsed SEVIS I-20 with OPT authorization 

from the OIE, you are able to submit your application.  Clip your check, I-765, I-20 copy (all 

pages), and copies of passport identity, visa, and I-94 together.  Then attach a sealed envelope 

(containing photos) to the above items on the top left corner making certain the photos are not 

harmed.   REMEMBER, NEVER MAIL YOUR ORIGINAL I-20 TO USCIS. 
 

Express or Overnight Mail (UPS or Fedex)  

USCIS 

Attn: AOS 

1820 E. Skyharbor Circle S 

Suite 100 

Phoenix, AZ 85034



Download form I-765 from the www.uscis.gov website.   

We do not give you this form because it is frequently updated and if you use the incorrect 
version, your application can be rejected. It is best for you to download the form just before 
you are ready to apply.  It is also a good idea to double check BEFORE you mail your form that 
the version you used is still the version on the website. 
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