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Optional Practical Training (OPT) 
TUTORIAL

Please note that this tutorial is for instructional purposes only. 

An OPT application to USCIS is your own personal application. You 
alone are responsible for timely filing with full documentation, 
understanding F-1 rules regarding OPT, and properly maintaining F-1 
status.

Please review the entire tutorial and ask your DSO if you have 
questions. 

2



• What is OPT, OPT Eligibility Requirements, 
Application Process Overview

• Completing TBI’s OPT I-20 Request Process
• Choosing a Start Date & Scenarios
• Checking your OPT I-20 for Accuracy
• Preparing your OPT Request to USCIS

o Your G-1145 Form
o The I-765
o Your Photos
o Paying the USCIS Fee
o Completing the I-765 Form
o Your OPT I-20 Copy
o Your Passport & Visa copies
o Your I-94 Record
o Your Previous I-20 Copies
o Your Previous EAD Card Copy 

• Top 3 USCIS OPT Denial Reasons

• Mailing your Application & Application 
Deadlines

• Receiving your I-797c receipt notice

• Tracking your USCIS case status 

• Requests for Evidence and 
Rejections/Denials

• Receiving your EAD Card

• Maintaining Your F-1 Status, Reporting and 
Employment Requirements

• Travel Requirements

• Completing OPT & Grace Period 

OPT Tutorial Outline
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What is OPT?
Optional Practical Training is an F-1 student employment benefit 
that allows for off campus work authorization in a student’s major 
field of study.

Students must be in full-time F-1 status for at least one academic 
year.*

* Some students who change visa status to 
F-1 and who have been continuously 
enrolled in a full-time degree program for 
at least 1 academic year may qualify for 
OPT prior to 1 year in F-1 status.
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Are you eligible for OPT?

Pre-Completion OPT

For most students, Curricular Practical 
Training (CPT) is a better option. It allows for 
off-campus work authorization in your field 
of study without using any of the 12 months 
of OPT time. For a detailed description of 
Curricular Practical Training, please contact 
the International Student Advisor.

You do NOT need to have a job offer to apply for OPT. The 
authorization is based on your program completion, not a 
specific employer. See the OPT FAQ webpage for more 
commonly asked questions. 

Post-Completion OPT

Have you been continuously in a valid 
student status for one academic year?

At TBI, one academic year means full-time 
enrollment (minimum 12 credits) for 
consecutive three quarters:

Will you be completing your program of 
study at TBU in the next 90 days? 

The application for OPT cannot be submitted 
more than 90 days before your program 
completion date.
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Are you eligible for OPT?
CPT Usage

• If you have used 1 year or more of full-time Curricular Practical Training 
(CPT), during your current degree level, then you do not qualify for OPT.

• Part-time CPT does not count towards OPT disqualification.

• Note that heavy CPT usage either part-time or full-time can cause your 
OPT application to be subject to additional scrutiny. Be prepared to 
provide evidence of all prior CPT I-20s, as well as the academic work 
related to your CPT. 
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Types of Qualifying Employment

During your 12 month OPT period, OPT employment must be a minimum of 20 
hours per week in a job that is directly related to your degree program. The 
burden of proof is on the student to demonstrate the relationship. The types of 
employment allowed during the initial 12-month period of OPT include:

Employment must be DIRECTLY RELATED to your Major field of study. 

• Paid employment

• Multiple employers

• Work for hire (commonly referred to as 
1099 

• Self-employed business owner

• Employment through an agency

• Unpaid / Volunteer employment

See the OPT Qualifying Employment webpage 
for a detailed explanation of each category.
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Application Process Overview
1. Request an OPT I-20 

 The I-20 will be ready for pickup 3 business days after submitting the OPT request form and Post-
Completion Services Fee payment to TBI International Student Office.

2. Prepare and mail your application materials-APPLY EARLY!

 Allow approximately 1 week to gather and organize the required documents. After USCIS has received your 
application, allow approximately 3-5 months for processing. (The observed average processing is 90-120 
days, but processing can take longer in some cases.) See current USCIS processing times for Form“I-765”for 
“Potomac Service Center” here: https://egov.uscis.gov/processing-times/

3. Receive the Employment Authorization Document (EAD)
Can I do anything about the long USCIS 
processing time?
There is nothing you can do about the USCIS 
processing time, other than to apply as early 
as possible and be honest with your 
employer about your possible start date! See 
USCIS Issues & Tracking for how to report a 
case processing longer than the current 
USCIS processing time.
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Step 1:
Request your OPT I-20
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Step 1: Request your OPT I-20
Complete the OPT Request Form [pdf]:

• Confirm your expected program completion date.

• On Campus Employment-All current on-campus employment authorization MUST END 
on or before your Program Completion Date. You can only begin work again, directly 
related to your field of study, after your OPT EAD approved start date.

• Get the required signature from your academic advisor.

• Choose your OPT start date.

• Pay/prepare your $100 Post-Completion Services Fee to TBI via credit/debit card, check, 
or money order (no cash). Attach proof of payment to OPT Request form.

• Credit/Debit Card: Pay online. Call the International Student Office at (312) 658-5114 to 
pay. You must print your receipt/proof of payment and attach it to your OPT I-20 
Request form.

• Check or Money Order: Make check or money order payable to order of “Taylor 
Business Institute" and write your Student ID Number in the notes/memo section; 
attach your check or money order to the OPT I-20 Request form.

OPT Requests without proof of payment will not be accepted
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Choose your OPT start & end date
• Your OPT start date is the date that your 12 months of work authorization begins.

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

• The end date will usually be 1 year from your start date (i.e. a July 2 start date 
will have a July 1 end date.)

• DON’T WAIT until you get a job offer to apply for OPT or select your dates. 
Estimate when you would like to be available to work, and choose that start date. 
If you wait for an offer, you may not be able to apply for OPT in time.

• On Campus Employment- All current on-campus employment MUST END on or 
before your Program Completion Date. You can only begin work again, directly 
related to your field of study, after your OPT EAD approved start date.

• The requested start & end dates will be noted on page 2 of the new OPT I-20.

NOTE: Once USCIS receives the OPT application, it is not possible to change the 
requested start and end dates. 

Step 1: Request your OPT I-20
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Obtain Academic Recommendation and 
signature

•Obtain the signature from the 
Academic Dean.

•Expected completion/graduation = 
The last day of the quarter in which 
program requirements are 
completed.

Step 1: Request your OPT I-20
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Program completion
To qualify for a OPT, students must:

• Have a final course requirement to be completed by 
the program completion date.

• Be enrolled full time during or receive Reduced 
Course Load approval from the International 
Student Office for final term.

• Use the end date of your final term as your program 
completion date.

Note: If enrolled in your final semester, any on-campus 
employment or Curricular Practical Training is limited to 20 
hours per week. 

Step 1: Request your OPT I-20
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Program Completion & Employment

• Your I-20 will be shortened to reflect your Program Completion 
date.

• ALL CURRENT EMPLOYMENT must STOP on or before your Program 
Completion date- this includes on or off-campus employment.

• After your program Completion Date, you may only work during the 
dates listed on your approved OPT EAD card. Working before or 
after the EAD card dates is a serious violation of F-1 status.

• Think carefully about your employment needs when choosing your 
OPT start date. 

14

Step 1: Request your OPT I-20



Check your OPT I-20 for accuracy
After receiving your OPT I-20, notify the DSO immediately if there 
are any errors.

Education Level

Program End Date—Program completion date will be updated to the 
program completion date on the OPT request form. (I-20 will remain 
valid through OPT authorization period on page 2 or the approved EAD 
card dates)

Remember: All current on or off-campus employment authorization 
MUST END on or before your Program End Date. You can only begin 
work again, directly related to your field of study, after your OPT EAD 
approved start date. 

School Attestation—Make sure there is a DSO signature. Check the DATE 
ISSUED–USCIS must receive your application within 30 days of this date.

Student Attestation—You should sign & date I-20. Students 18 and over 
do not need a parent’s signature.

DSO Signature

Student Signature

I-20, Page 1
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Check your OPT I-20 for accuracy

OPT start and end dates requested (OPT start 
date may be adjusted in SEVIS if USCIS does 
not complete the processing of your OPT by 
the requested date. Apply as early as possible.

You will receive a new travel signature at the 
time you request your OPT I-20.
Please note: USCIS must receive your 
application within 30 days of the DATE ISSUED 
date on PAGE 1, not the travel signature date. 
(The travel signature may be a later date.)

I-20, Page 2
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Step 2:
Prepare & Mail Your
Application Materials
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Required Documents for OPT Application
All documents should be printed or copied single-sided
❑ 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.
❑USCIS Fee of $410. Check, Money Order, or Credit Card payment made payable to: “U.S. Department of Homeland Security. 

”Write your SEVIS ID in the memo line.
❑ Form G-1145 to confirm receipt and obtain case number in advance of paper notification: http://www.uscis.gov/files/form/g-

1145.pdf 
❑Original form I-765: http://www.uscis.gov
❑ Copy of OPT I-20 (pages 1-3) issued by ISO within the past 30 days. Don’t forget to sign it! 
❑ Copy of currently valid passport biographical page and F-1 visa stamp, if applicable. 
❑ Copy of expired passport biographical page if you used that document to enter the U.S. most recently. 
❑ Printout of electronic I-94 record (https://i94.cbp.dhs.gov/I94/) or copy of paper Form I-94 (both sides).
❑ Copies of all previous CPT I-20s (from TBI and/or previous schools), if applicable.
❑ Copies of all previous OPTI-20s and EAD card(s) (from TBI and/or previous schools), if applicable.
❑ SPECIAL CASES (RARE): If your TBI OPT I-20 shows less than 1 academic year (2 semesters) of enrollment
❑Readmitted/Transfer students –1) Copies of I-20s from previous Transfer schools and 2) DSO Transfer I-20 Letter
❑ Change of Status students –1) Copy of Change of Status Approval Notice and2) Official TBI transcript and 3) DSO Change of 

Status letter 
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No documents are required for 
F-2 dependents.

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


Gather the Required Documentation
Passport Photo Requirements

The photos required to use for the OPT application must meet the specifications of U.S. style passport photos. 
To see a full description of these specifications, go to the U.S. Department of State website.

• Submit 2 identical color passport photos taken within 30 days of filing your application. The photos must 
have a white to off-white background, be printed on thin paper with a glossy finish, and be unmounted and 
unretouched. The passport-style photos must be 2” by 2”. 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.

• Using pencil or felt tip (soft) pen, lightly print your name and I-94 number on the back of the photo. Do not 
damage the photo surface by pressing hard while writing.
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Professional Photography

USCIS has been examining passport photos more strictly. TBI recommends 
students have their photos taken professionally. Recently, students have 
been visiting the following locations to obtain their photos. 



Gather the Required Documentation
Check, Money Order, 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. You can use cards with Visa, MasterCard, 
American Express, and Discover. 

• MOST OPT DENIALS ARE DUE TO BAD PAYMENTS! IF YOU USE A CHECK OR 
CREDIT CARD MAKE SURE YOU MAINTAIN SUFFICIENT FUNDS IN THE ACCOUNT.
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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
Form G-1145
• Attach to the top of the OPT Application Packet

• Use this form to request text and email notification(s) 
regarding your application. Download the form at 
http://www.uscis.gov/files/form/g-1145.pdf
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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 DSO before responding.

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


Gather the Required Documentation

Form I-765
Download the I-765 form from the USCIS web site and review the I-765 instructions found there. Important: Use 
the most current version. It is best to download it just before mailing the application since USCIS updates it 
frequently.
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Step 2: Prepare and Mail the OPT Application

Some parts of the I-765 can be confusing. The following slides will 
help you complete those “tricky” questions. Contact DSO with ANY 
questions or uncertainties about completing the I-765.

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!

• Print all pages single-sided



Complete the Form I-765

Top Portion: leave this entire section

blank

PART 1. Reason for Applying, pg. 1

Check the “1.a.” box for “Initial
Permission to accept employment.”
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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 in the Surname/Family Name and 
Given Name fields on your I-20. Note your I-20 DOES NOT use the Middle Name field!

#2.a.-4.c. Other Names Used
Enter your previous names, including nicknames you have used in official records or 
documentation. If your I-20 Preferred Name is different then the names you wrote for #1, 
include that here. If none, write “N/A” 
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Step 2: Prepare and Mail the OPT Application

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.



Complete the Form I-765
PART 2. Information 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.

#5.a. If the mailing address belongs to someone other than yourself, put their full 
name (First Name Last Name) here. This person MUST be listed as a resident of 
the address with the U.S. Postal Service. 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. You may not use TBI’s address.

#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.
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If you live outside of CA, please pay attention to the special 
mailing instructions later in the tutorial.



Complete the Form I-765
PART 2, pg. 2, continued…

Other Information

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

#9 F-1 students 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.

#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 EADs.

Note on 12: This question does not apply to previous on 
campus employment or CPT.
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Complete the Form I-765
PART 2, pg. 2, continued…

#13.a.-17.b. Social Security 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. Skip this if you don’t already 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.
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You should receive your Social Security card from 
SSA about 2 weeks after receiving your approved 
EAD from USCIS.



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, pg2

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, pg3

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)
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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). I-94 numbers issued prior to 
May 2019 are 11 characters long and contain only numbers. Example: 01234567890. I-94 
numbers starting in May 2019 have a format of 9 numbers, followed by a letter, then another 
number. Example: 012345678A1.

#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 
expired passport. (You will provide information on the new passport on pg. 7 of the 
application.)

#21.c. Travel Document

Write “None” here.
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https://i94.cbp.dhs.gov/I94/#/recent-search


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.

#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. “SFR” for San Francisco). If you drove 
across the border, write the name of the city where entered the U.S.

#24 Immigration Status at Last Entry

Status in which you entered the U.S. If you entered with an I-20 as a student, write 
“F-1 Student.”

#25 Current Immigration Status

Current status should be “F-1 student.” If not, talk to a DSO, and this status should be 
reflected in your current I-94.
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Complete the Form I-765
PART 2, pg. 3, continued…

#27 Eligibility Category

Use the code (c) (3) (B) for eligibility category Post-Completion OPT. DO NOT USE a different 
code!

#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 Extension applicants 
only. Remember-you are applying NOW for your 12-Month Post-completion OPT, NOT the 
STEM OPT Extension.
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c



Complete the Form I-765

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 
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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.

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!”
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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
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.
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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.
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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.
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You may need to contact your previous 
schools if you are missing any of this 
information.



Complete the Form I-765
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.b.

#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 TBI.
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You may need to contact your previous 
schools if you are missing any of this 
information.



Complete the Form I-765
IF YOU COMPLETED any part of PAGE 7, PART 6,

you must add your signature and the date in the blank space at the bottom of page 7.
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Complete the Form I-765

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.

3. Next, gather the required documentation and copies… see the following 
slides.
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✓



Gather the Required Documentation
Photocopy of TBI OPT I-20 (all pages):

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

• Original must be signed by the DSO 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.
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Gather the Required Documentation

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 US 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.
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Gather the Required Documentation

Photocopy of I-94 Information:

The I-94 can be 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.

OR

• A copy of an I-797 Change of Status Approval 
Notice which includes a new I-94.
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Paper I-94 (front) Paper I-94 (back)

http://www.cbp.gov/i94


Gather the Required Documentation

Photocopy of all previous OPT and CPT I-20s:
• Include copies of all previous CPT and OPT I-20s at 

TBI and previous schools.

• Old and new versions of the I-20 are acceptable.

• Copy all 3 pages.

• Keep the originals for your records.

• Copies of original I-20s are best, but you may need 
to request copies of any lost CPT/OPT I-20s.
o TBI I-20s : request these from DSO when you turn in your OPT 

Request Form.

o Previous School I-20s: contact them directly

• If you have never used CPT or OPT in the past, you 
do not need to include previous I-20s.
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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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The Application Deadline
• USCIS must receive your complete OPT application no 

later than 30 days after the OPT I-20 Issue Date on 
page 1.

o The issue date is located next to the advisor’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.

• 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.
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Step 2: Prepare and Mail the OPT Application

We recommend that you apply early.



TOP 3 MOST COMMON OPT DENIAL REASONS
1. Payment problems:

o Check or Credit Card payment: Money is not in account at time of processing
o incorrect fee amount
o Check, money order, or credit card form not completed properly
o 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
o 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.
o Resubmission after OPT Rejection or Denial-If your OPT is REJECTED OR DENIED you must NOTIFY DSO that your OPT 

has been rejected or denied. You will need to request a NEW OPT I-20 recommendation FROM DSO 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:
o Incomplete or incorrect form fields
o Not signed
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Step 2: Prepare and Mail the OPT Application

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

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 the DSO immediately, and ask for advice before your 
response. The DSO sees many re-application denials which 
could have been avoided by consulting an adviser before 
response.



Mailing the OPT Application from Illinois
USCIS Chicago Lockbox
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Step 2: Prepare and Mail the OPT Application

TBI recommends FedEx as a reliable 
option. If using FedEx, DHL or UPS, use 
the above address. Be sure your mailing 
option includes tracking and guaranteed 

delivery

If using USPS, choose Express or 
Priority Mail option and use the above 
address. Be sure your mailing option 

includes tracking and guaranteed 
delivery.

Based on your 
eligibility category 
and where you 
live. For a list of 
eligibility categories 
and descriptions, 
please see the 
link Direct Filing 
Addresses for Form 
I-765, Application 
for Employment 
Authorization

FedEx, UPS, and DHL deliveries:

USCIS

Attn: I-765 C03 (Box 805373)

131 South Dearborn - 3rd Floor

Chicago, IL 60603-5517

U.S. Postal Service (USPS):

Attn: I-765 C03

P.O. Box 805373

Chicago, IL 60680-5374

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


Step 3:
Receive the Employment 
Authorization Document (EAD)
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I-797C Notice of Action
You should receive the notice by mail within 2-4 weeks after mailing the OPT 
application to USCIS.

• The I-797C is very important.
 If you lose the receipt, it may be very difficult to replace it.

• The I-797C is necessary if you want to:
1. inquire about the status of your OPT application.
2. travel outside the U.S. while 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 processing the application. (It may not be the actual 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 the DSO 
immediately.

Contacting USCIS
If you have any problems or questions with the OPT application, contact the DSO before calling the 
USCIS Customer Service.
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Step 3: Receive the Employment Authorization Document (EAD)

https://www.uscis.gov/


USCIS Issues & Tracking Your Case
Sign up for an account at https://www.uscis.gov. This will 
allow you to receive automatic updates and monitor your 
case. Click “Check Your Case Status” and then select “Sign 
Up.”

General Case Tracking:
If you don’t sign up for an account, you can still track your 
case using the “Check Your Case Status” Tool.

Address Changes:
If your address changes, you can update it online through 
the “Change of Address” tool. Keep in mind that address 
changes can take 10 business days to process, and could 
jeopardize your OPT EAD delivery. We recommend 
keeping the same address for your entire OPT processing, 
if possible.
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Step 3: Receive the Employment Authorization Document (EAD)

https://www.uscis.gov/


USCIS Issues: Case Inquiries & Expedites
Case Inquiries & Processing times:
You can submit inquiries and requests about your case using the Case Inquiry tool for these issues:
• If you don’t receive your receipt notice, EAD or other notifications
• If your case is pending longer than the normal processing time. See current USCIS processing times for Form“I-765” for 

“Potomac Service Center” here: https://egov.uscis.gov/processing-time/
• If there is an error on your receipt notice or EAD card

Expedites:
USCIS almost always denies F-1 student expedite requests for OPT. You can find expedite criteria here: 
https://www.uscis.gov/forms/how-make-expedite-request. USCIS may consider expediting if the request meets one or more of the 
following criteria:
• Severe financial loss to a company or person, if expedite is not due to applicant’s failure: (1) to file the benefit request in a 

reasonable time frame; or (2) to respond to any RFE in a timely manner;
• Urgent humanitarian reasons;
• Compelling U.S. Government interests (such as urgent cases for the Department of Defense or DHS, or other public safety or 

national security interests); or
• Clear USCIS error.
NOTE: 1) Severe financial loss to a company means the company would be at risk of failing. 2) The need to obtain employment 
authorization, standing alone, without evidence of other compelling factors, does not warrant expedited treatment
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https://egov.uscis.gov/processing-time/
https://www.uscis.gov/forms/how-make-expedite-request


Application Problems: RFE and Rejection/Denial
RFE

If there is a problem with your application, the USCIS may send you a 
notice by mail called a “Request for Evidence (RFE).”An RFE does not 
mean that your application has been rejected. It simply means that 
you need to send in additional documents before your EAD can be 
issued.

• Getting an RFE will delay the processing of your application.

Rejection/Denial

In some cases, the USCIS will return the entire application to you. If 
this happens, you must make corrections and send a new application 
before the end date of your 60-day grace period.

NOTIFY the DSO that your OPT has been rejected or denied! You 
MUST request a NEW OPT I-20 recommendation from the DSO before 
you resubmit your OPT application. 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.
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Step 3: Receive the Employment Authorization Document (EAD)

Contact the DSO 
IMMEDIATELY if you 
receive an RFE, 
rejection, or denial.

To avoid delays, review your 
application materials for 
completeness and sign all 
the forms before mailing 
them to the USCIS.



The Employment Authorization Document (EAD)

• Review your EAD card to make sure the information 
is accurate. If it is not, contact the DSO at TBI 
immediately!

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

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

• You can ONLY work during the dates listed on the 
approved EAD card-not before and not after!

• Submit a copy of your EAD card to the DSO at 
Taylor Business Institute.
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Driver License Applications & Renewal

• If your Illinois Driver License has expired, you 
can only renew the license after your OPT EAD 
has been approved.

• This is because your I-20 has expired, and 
without proof of the OPT approval (and 
continuing F-1 status) you won’t qualify to 
renew the license.

• If you live in a state other than Illinois, check 
with the local DMV regarding requirements for 
renewal
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Avoiding Immigration Scams

• It is very rare for USCIS or SEVP to contact you via phone regarding your 
application or your SEVIS record. Most notices from SEVP Portal are sent by 
email, and most notices from USCIS are sent via mail. They will generally never 
ask you for money.

• See USCIS’s website on how to avoid immigration scams, report fraud, and find 
authorized legal services.

• You can report immigration scams by contacting the FTC. Please visit the USCIS 
Avoid Scams Initiative website to learn more about avoiding immigration 
scams and reporting fraud.
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https://www.uscis.gov/avoid-scams/report-scams
https://www.uscis.gov/avoid-scams/find-legal-services
https://www.uscis.gov/avoid-scams


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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1. Reporting Requirements:

Taylor Business Institute DSO - Mandatory

• ALL STUDENTS ON OPT ARE REQUIRED TO SUBMIT OPT UPDATES TO THE DSO AT TBI.

SEVP Portal—OPTIONAL

• The Student Exchange Visitor Program (SEVP) has its own “SEVP Portal” for students on 
OPT. On Day 1 of your Approved OPT, you will receive an email from SEVP with 
instructions on how to create an account. This email will come from do-not-
reply.sevp@ice.dhs.gov.

• Be aware of scams—SEVP will NEVER ask you for a payment to register to register for 
the optional SEVP Portal.

• Registration for SEVP Portal is OPTIONAL.
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Reporting Requirements: TBI DSO
ALL STUDENTS ON OPT ARE REQUIRED TO SUBMIT OPT UPDATES TO THE DSO AT TBI.

The following information must be reported to the DSO at TBI during the post completion OPT period of authorization 
within 10 days of any changes:

• Your residential address
• Your phone and email address
• Employer's name
• Employer's address
• Job Title(s)
• Explanation of how your job(s) relates to your major area of study at TBI (see following section for further detail)
• Start and/or end dates of employment
• Any periods of unemployment
• Date of exiting the U.S. (You must provide date of exit if you decide to exit the U.S and complete your OPT status 

prior to the end date of your OPT)
• If your visa status changes while on OPT
• You are required to update this information within 10 days of any changes. Keep a receipt copy of the web site each 

time you report a change.
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2. Employment Requirements

• You can only work during the dates listed on your approved OPT card.

• You must work a minimum of 20 hours per week in a position related to your field of 
study. For more information, visit “Qualifying OPT Employment.”

• 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 your employment and any periods of unemployment.

• For more information see: OPT Unemployment Allowances

• Cannabis Industry - be aware that use and sale of cannabis is illegal at the federal level, 
although it may be legal in some U.S. states. To avoid possible deportation or 
inadmissibility form the U.S., students should avoid positions related to federally illegal 
substances.
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Direct Relation to Degree

• Federal regulations require that F-1 students on OPT provide a 
description of how their employment relates to their major area 
of study.

• There must be a logical connection between the duties involved 
in the OPT employment and the student's major area of study. 
In the written description, the regular duties should be 
explained and the connection between those duties and the 
degree should be described
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Examples: Direct relation to degree
1. Electronics Engineering: I work full time as an Electronics Engineering Technician at ABC Corp., a 

government contractor. In my job, I analyze and test electronics and electrical systems for quality assurance. 
My work requires understanding of electronics and electrical circuit theory, which I studied in-depth at the 
University of ABC.

2. Accounting and Business: I work full time as a Bookkeeper at a mortgage company, Happy Homes, where I 
perform journal entries, enter vendor invoices and reconcile with other departments. On a daily basis, I use 
the knowledge I gained in accounting and businesses classes that I took as part of my major program of 
study.

3. Allied Health: I am working at a hospital medical records office. I process billing claims for patients seen at 
the hospital. On average, I work at the hospital 35 hours a week. My duties directly utilize the skills and 
knowledge I acquired from my coursework and degree in allied health.

4. Criminal Justice & Security Administration: I am working 25 hours a week in a health food store as a 
security officer., monitoring through surveillance cameras any possible theft in the store. My expertise in 
preventing loss for my employer are a result of my studies and classwork in criminal justice and security 
administration program.
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3. Travel Documents for Re-entry

Your admission to the U.S. is always at the discretion of the Customs and Border 
Protection Officers. To avoid problems, you must have the required

documents outlined above.
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Documents
Before Completing Program 

& Before EAD issuance
After Completing Program 

& Before EAD issuance
After Completing Program 

& After EAD issuance

Valid Passport ✓ ✓ ✓

Valid F-1 visa stamp (if applicable) ✓ ✓ ✓

OPT I-20 with a valid travel endorsement signed 
within 6 months by a TBI DSO (page 2) ✓ ✓ ✓

Evidence of continued enrollment (e.g. Enrollment 
Verification from the Registrar Office) ✓

Evidence of financial support Strongly recommended Strongly recommended Strongly recommended

OPT receipt: I-797 Notice of Action ✓

Job offer letter from employer Strongly recommended ✓

EAD (Employment Authorization Document) ✓



Important Information on Travel
• Avoid long absences from the U.S. during the OPT period. Time spent outside of the U.S. 

while unemployed by a U.S. 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.
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4. Applying for an F-1 Visa on OPT
If you are traveling abroad and your F-1 visa has 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. 
For more information, visit: http://www.tbiil.edu/opt

1. Valid passport

2. Valid I-20 with travel endorsement from the DSO at TBI within the past 6 months

3. Unexpired EAD Card

4. Job offer letter or proof of current employment directly related to your field of study

5. Evidence of sufficient funds (e.g. a bank statement, a letter from a sponsor or a job offer 
letter)

Check the U.S. Department of State web site for more information about getting a visa and 
specific requirements at the local embassy or consulate at www.travel.state.gov
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5. Completing OPT & Grace Period
You have a 60 day grace period following the end of the OPT EAD.

• Failure to exit, continue your F-1 status, or timely file an Extension or USCIS Change of Status 
will result in accrual of days of unlawful presence.

If you do not extend your OPT, and your EAD expires, you have the following options before the 
end of the 60 days grace period:

1. Exit the US within 60 days
2. Continue your F-1 Status & Studies: Transfer your I-20 to continue studies at another school 

OR request a Change of Educational Level to begin new studies at Taylor Business Institute.
3. Work with immigration legal counsel regarding a Change of Status application to a new visa 

category. You will need to check with your legal counsel regarding your allowed period of 
stay or required exit date if you have a pending change of status when your grace period 
ends.
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More Information
Consult the Taylor Business Institute OPT webpage for detailed 
information related to:

Frequently Asked Questions (FAQs)

Address and Employer Reporting System

Types of Qualifying Employment

90-Day Unemployment Rule

Beginning a New Program of Study

Taking Classes While on OPT

Traveling Outside the U.S.

Early Completion of OPT
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Final check of your OPT application

Want to review all your documents in 
detail before mailing them to USCIS?

Still have questions?

Come see the DSO in person at TBI 
International Student Office.
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Taylor
Business
Institute

International Student Office Education Office

 Roney Kumi, DSO Syed Faizuddin Misbah

  roney.kumi@tbiil.edu registrar@tbiil.edu

 (312) 658-5114 (312) 658-5119
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