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Review

 The following presentation is for TMCC students 
applying for post-completion OPT.

 If you are finishing your studies at TMCC, it’s best to 
submit your OPT Request to TMCC International Student 
Services about 4 months BEFORE your expected 
completion date.

Pay special attention to information 
highlighted in red through the presentation!

Truckee Meadows Community College, 2018



What is OPT?

 OPT is a type of work authorization that permits F-1 students to gain 
work experience in their major field of study while in the United 
States.

 Post-completion OPT is authorized by the United States Citizenship 
and Immigration Services (USCIS) in the form of an EAD card for 
12 months.

 When you complete a degree at a higher education level, you may 
be eligible for OPT based on the new degree level.
 Example: Tugba was granted 12 months of OPT based on completion of 

her A.S. degree. When she finishes her B.S. degree, she will qualify for 
another 12 months of OPT at the Bachelor’s level.
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Who Can Apply for OPT?

You can apply for post-completion OPT if you:
 have been enrolled at TMCC for one full academic year
 have maintained F-1 status
 are in good academic standing
 are in your final academic term 

at TMCC
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OPT Application Process

STEP 1.
Request an I-20 with OPT 

recommendation from TMCC 
International Student 

Services

STEP 2.
Prepare and mail your OPT 

application materials to 
USCIS

STEP 3.
Receive the EAD (Employment 
Authorization Document) from 

USCIS to begin OPT work
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Documents to Begin

The following slides will help you complete the 

OPT Request Form and Form I-765.

To begin, it’s best to have the following documents with you:

 OPT Request Form

 Form I-765 (at http://www.uscis.gov/i-765)

 I-20

 Passport with 

 Most current I-94

Truckee Meadows Community College, 2018



When Can I Apply for OPT?

 Students can apply for OPT as early as 90 days 
BEFORE their program completion date and up to 60 
days AFTER their program completion date.

 Examples:
Final TMCC term TMCC program ends on Can apply for OPT as 

early as (90 days before)
But no later than 
(60 days after)

Fall 2018 December 15, 2018 September 16, 2018 February 13, 2019

Spring 2019 May 17, 2019 February 16, 2019 July 16, 2019

USCIS will deny OPT applications that are received outside these dates.
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OPT Timeline

TMCC program ends on 
December 15, 2018

12 months of OPT
90 days before 60 days after

OPT start date must be 
between 12/16/2018 and 

2/13/2019

Application timeline:
90 days before and 60 days after program completion.

60-day grace 
period:

NO work or 
international travel!

USCIS will deny OPT applications received more than 90 days 
BEFORE and 60 days AFTER TMCC program completion date.
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OPT Start Date

 The OPT Start Date has to be within 60 days of your TMCC program completion date. 
It cannot be the same day as your date of completion.

 Example:

Lea will finish her program at TMCC on December 15, 2018. Based on that completion 
date, she could choose any date as her OPT start date from 12/16/2018 and 
2/13/2019. Lea applied for OPT 90 days before her program completion date and 
chose 1/15/2019 as her OPT start date because she wanted to give herself some time 
to find a job, knowing that she would only have 90 days of unemployment from her 
OPT start date.

12/16/2018
First available 
OPT start date

Lea’s available OPT dates based on 12/15/2018 TMCC program completion:
12/16/2018-2/13/2019

01/15/2019
Lea’s requested OPT Start Date

02/13/2019
Last available 
OPT start date

X
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Date Calculator

 To calculate your OPT dates, try using this 
simple online tool:
http://www.timeanddate.com/date/dateadd.html

 Type in your start date and add months or 
days to get an exact date.

Truckee Meadows Community College, 2018



OPT Start Date Suggestions

It is recommended that you choose an “early” OPT start date if you:

 have a job offer

 would like to be available for employment right after finishing your 
program at TMCC

It is recommended that you choose a “later” OPT start date if you:

 do not have any job offer(s) at the time of OPT application

 do not expect that you will be able to find a job soon

 submitted your application “late”(e.g. during the 60-day window after 
TMCC program completion)
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STEP 1: Request an OPT I-20

 Complete the TMCC OPT 
Request Form.

 Choose your OPT start date.

 Have your International 
Academic Advisor verify your 
degree completion date.

 Submit completed OPT 
Request Form to TMCC 
International Student Services.

 Your OPT request will be 
processed in 5 working days.

 You will receive an email to 
pick up your OPT I-20.
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STEP 2: Prepare and Mail your OPT 
Application Materials to USCIS

 We will guide you through the OPT Application Checklist 
so have the necessary immigration documents in front of 
you.

 For more detailed OPT information, visit our 
International Student Employment page (at 
http://www.tmcc.edu/international-student-services/student-
employment/optional-practical-training/)
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Preparing OPT Documentation: 
Form I-765

 Form I-765 is the U.S. Citizenship and 
Immigration Services form to officially 
request an EAD card.

 The I-765 fee is $410 (fees are subject 
to change).

 Available at www.uscis.gov under 
“forms” and “I-765”.

 Always use the latest version.

 Fill in form electronically or use black 
ink if filling in by hand.

 The following slides will help you 
complete Form I-765, so be sure to 
have Form I-765 in front of you.
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Form I-765 (Continued)
• Select the box for “permission to accept 

employment” 

• #1 Fill in all legal names (don’t use 
nicknames!)

• #2 Leave “other names” field blank if no 
other legal names

• #3 Use a physical U.S. address* where 
you would like to receive your EAD card 
(no P.O. boxes!) If the address listed is 
outside of Nevada, contact TMCC 
International Student Services.

• The address should be valid for a 
minimum of 3 months from the time the 
OPT application is mailed

• #3 Alternative: If you plan to move 
during this time, use a reliable friend or 
family member’s address. Write “c/o” 
(“care of”) that person to ensure delivery 
of EAD.
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Form I-765 (Continued)

#4-8 Complete with accurate information

#9 Social Security Number (SSN):

• Students do not need a SSN to apply 
for OPT

• Leave blank if you do not have a SSN

• Students can apply for a SSN after 
receipt of their EAD or on/after their 
OPT start date, whichever comes later

#10 I-94 Number:

• 11-digit number found on the 
electronic I-94 or front page of the 
paper I-94 card. See sample I-94 slide 
for more information. 
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Form I-765 (Continued)

#11 Prior work authorization

• Indicate “no” if you have NEVER applied for 
an EAD card.

• Indicate “yes” if you have applied for an EAD 
card in the past and complete the information 
related to that EAD card.

• Attach a copy of the EAD or write “lost EAD” if 
you cannot find that EAD card.

#12 Date of Last U.S. Entry

• Copy information from passport admission 
stamp, electronic or paper I-94.

#13 Place of Last U.S. Entry

• Copy information from passport admission 
stamp, electronic or paper I-94. 

• Place refers to Port of Entry of city where you 
entered the U.S., usually a three-letter code 
such as “LAX” for Los Angeles.

#14 Status of Last Entry

• Indicate your immigration status when 
you LAST entered the U.S. For example, 
if you entered using an I-20, you would 
write “F-1” or “F-1 student.”
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Form I-765 (Continued)

#15 Current Immigration Status

• Status should be F-1. If current 
immigration status is not F-1, contact 
TMCC International Student Services.

#16 Eligibility Code

• Indicate (C) (3) (B) as shown for post-
completion OPT.

#17 STEM Eligibility

• Leave blank

#18 H4 Permission

• Leave blank
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Form I-765 (Continued)

Pandora Sanchez

• Sign your name smaller than usual.

• Signature has to be above 
“applicant’s signature” line, fit in the 
white signature area and not touch 
the text above. 

• Leave this area blank unless 
another authorized person 
completed form I-765 on your 
behalf.

Not following signature guidelines may 
result in a delay of the EAD issuance.
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Preparing OPT Documentation: I-20

 Pick up OPT I-20 from TMCC with photo 
ID.

 Review I-20 for accuracy and sign the 
bottom of page 1 of your new I-20.

 After signing the OPT I-20, make a copy for 
USCIS of ALL 3 pages.

 The original OPT I-20 stays with you.

 OPT dates are shown on page 3.

 USCIS must receive OPT I-20 within 30 
days of TMCC issuance (refer to date next 
to TMCC International Student Services’ 
signature).

Reminder: Keep all previous I-20s in a 
safe place and use new OPT I-20 as 
current F-1 immigration document.
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Preparing OPT Documentation: Passport

Photo source: http://www.internationalcenter.ucla.edu

 Make a copy of the 
biographical page in your 
passport, showing:
 picture
 passport expiration date

 Passport must be valid for 6 
months into the future at all 
times.
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Preparing OPT Documentation: I-94

Photo source: www1.columbia.edu

 The I-94 is your U.S. arrival/departure record. 
 To access your I-94 information, visit www.cbp.gov/i94
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Preparing OPT Documentation:
Form G-1145

USCIS E-notification:

 If you would like to receive 
an email or text message 
regarding your application, 
file Form G-1145.

• Available at www.uscis.gov 

• Complete the bottom 
section of page 1 of Form 
G-1145, as shown.

• Paperclip it to the first page 
of your OPT application. 

Recommended!
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Preparing OPT Documentation: $ Fee

U.S. Department of Homeland Security

MM/DD/YYYY

Four hundred and ten dollars and 00/100
410

Photo source: www.psdgraphics.com

SEVIS ID # Pandora Sanchez
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 Fee is non-refundable.

 Do not abbreviate.

 Cashier’s checks or money orders are acceptable 
and should include the same information as sample 
personal check below.



Preparing OPT Documentation: Photos

 Photos must be 2” x 2” and taken within 30 days

 Photos must meet U.S. passport photo 
requirements

 For photo specifications, visit: 
https://travel.state.gov/content/travel/en/us-visas/visa-
information-resources/photos/photo-composition-
template.html

 Handwrite in pencil or a thin permanent marker on 
back of each photo:

 last name, first name

 SEVIS ID (located in the top section of your I-
20, beginning with the letter N)

Note: USCIS does not accept damaged photos! 
Don’t press too hard when writing on back of photos!

Photo source: cotonou.usembassy.gov
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Preparing OPT Documentation: Photos
(Continued)

Obtain your photos at any of the businesses below; click on the link and 
type in your zip code to find the nearest location.
 U.S. Post Office (at https://tools.usps.com/go/POLocatorAction.action)

Choose “passports” under “location types” when searching for the closest 
USPS.

 Costco (at http://www.costco.com/warehouse-locations?langId=-
1&storeId=10301&catalogId=10701)

 Walgreens (at http://www.walgreens.com/storelocator/find.jsp)

 FedEx (at http://local.fedex.com/nv/reno/)
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Mailing the OPT Documentation

 Make a copy of your OPT documents for you to keep.

 Mail your OPT documents to either address, depending on how fast you 
would like USCIS to receive your application:

Standard U.S. Postal Service (USPS):
Choose a tracking option:
USCIS
P.O. Box 21281
Phoenix, AZ 85036

Photo source: www.lerablog.org

Photo source: www.Logostage.com

Photo source: www.sodahead.com

IMPORTANT NOTE
If your address on the I-765 is NOT in Nevada, please 

contact TMCC International Student Services. 
The OPT application may have to be mailed to a different 

USCIS address.

For Express Mail and Courier Deliveries:
USCIS
Attn: NFB AOS
1820 E. Skyharbor Circle S
Suite 100
Phoenix, AZ 85034
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STEP 3: Receiving the EAD Card From 
USCIS

1. Notice of 
Action or I-797 

2. Request for 
Evidence

3. EAD Card

4. OPT 
Responsibilities
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I-797: Notice of Action

 I-797: “Notice of Action”

 Expect to receive a Notice of Action within 2-4 weeks of mailing your OPT application to 
USCIS.

 This is a very important document that cannot be replaced, so keep it in a safe place.

 With the Notice of Action you can inquire about the status of your OPT application, and it 
serves as proof of your OPT application until receipt of the EAD card.

 Important information on Your I-797:

 WAC #: USCIS case number for your OPT application. It is a good idea to check the status of 
your OPT application (at https://egov.uscis.gov/casestatus/landing.do).

 Receipt Date: refers to the date USCIS began processing your application.

 Address Information: verify that all information is correct; if incorrect, contact TMCC 
International Student Services right away!
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Request for Evidence (RFE)

 If there are errors or omissions in the OPT application, 
USCIS may issue an RFE.

 The RFE will explain the required additional documents 
and provide return mailing instructions.

 Contact your International Student Advisor if you receive 
an RFE!

 Use the USCIS return envelope and submit all required 
documents by the deadline in the RFE.
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Employment Authorization Document: 
(EAD) Card

Photo source: www.uscis.gov

 Verify all information for accuracy; if inaccurate, contact TMCC International 
Student Services.

 The EAD serves as proof of employment; present to employers when 
verifying employment eligibility (I-9).

 When traveling internationally on OPT, present as proof of F-1 status (along 
with other required travel documents; see international travel slide for more 
information).

 Email a copy of your EAD to TMCC International Student Services at 
international@tmcc.edu so we can ensure EAD dates match OPT dates in the 
SEVIS System.
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OPT Responsibilities 

1. OPT 
Reporting 

Requirements

2. OPT 
Employment 

Types

3. Traveling 
Internationally

4. F-1 Visa 
Renewal
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OPT Reporting Requirements

 You are required to report to TMCC the following within 10 
days of any change:
 Residential or Mailing Address

 Email Address

 Legal Name

 Employment/Unemployment Status

 Employer Name and Address

 Permanent Departure from the U.S.

 Report changes via email to international@tmcc.edu
 TMCC will then reflect changes in the SEVIS System.
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Optional: OPT Portal Reporting

 On March 23, 2018, SEVP launched the SEVP Portal, an optional reporting tool 
that allows you to do the following:

 Update physical home address

 Update mailing address

 Update telephone number

 View OPT employment authorizations

 Add or delete employers

 Edit employment information 

 We prefer that you still continue to follow OPT reporting requirements 
(see previous slide) and report all required changes within 10 days to 
International Student Services. 
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OPT Reporting (Continued)
Email information in the following format:

 Address Reporting:

 Complete the TMCC Student Address Change Form (at http://www.tmcc.edu/international-
student-services/downloads/) and email as an attachment to international@tmcc.edu

 Employment Reporting:

 Employed:

 Employer Name

 Employment Dates: (MM/DD/YYYY-MM/DD/YYYY)

 Employer Address: (Street, City, Zip Code and State)

 Unemployed:

 I am currently unemployed, as of MM/DD/YYYY

Reno Graphics

01/02/2016-12/31/2016

123 Wild Mustang Road

Reno, NV 89519

TMCC does not need copies of your employment contracts; keep them for your records.
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Eligible OPT Employment

 You need to work a minimum of 20 hours per week (20 
hours per week in a month’s time if weekly employment 
is variable).

 The work can be paid or unpaid in your field of study at 
the appropriate degree level, as indicated on your TMCC 
I-20.

 For a complete list of eligible OPT employment types, 
refer to the latest OPT Policy Guidance (at 
http://www.ice.gov/doclib/sevis/pdf/opt_policy_guidance_042010.pdf), 
section 7.2.1 
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Unemployment

 90-day maximum of unemployment during 12 
months of OPT.

 The 90-day clock starts on the effective date 
printed on the EAD.

 Counted as calendar days, NOT working days.

 Keep track of your unemployment days!

 Days of unemployment prior to the EAD dates do 
not count towards the 90-day maximum.

 There is no 60-day grace period if 90-day 
maximum of unemployment is reached.

Contact TMCC International Student Services if 
nearing 90-day maximum of unemployment.
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Employment Suggestions

 Start the job search early, but remember that you are only 
eligible for employment (paid/unpaid) once you have 
received the EAD card, starting on the effective date 
printed on the EAD.

 If securing a paid job is difficult, search for an unpaid 
position.

 Verify with employer’s Human Resources that unpaid 
position (e.g. volunteer, unpaid intern, etc.) does not 
violate U.S. Labor laws (at http://www.dol.gov/). Labor 
laws vary by state.

 Always obtain an employment verification letter, 
especially for unpaid positions, on company letterhead to 
confirm:

 dates of employment, number of hours per week employed, 
position title, supervisor’s name and contact information.

Tip:
Use TMCC’s Career Center 
(at http://www.tmcc.edu/career-center/) 

for assistance with the job 

search, resume writing, 

interviewing and more!
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International Travel on OPT
 Traveling internationally during OPT is possible, as long as you continue to maintain F-1 status. Refer to the table 

below for common travel situations and the documents required for re-entry to the U.S. for each scenario.

 Prior to traveling abroad on OPT, TMCC recommends scheduling an appointment with TMCC International Student 
Services.

Documents Before TMCC Program 
Completion & 
Before EAD Issuance

After TMCC Program Completion & 
Before EAD Issuance 
(higher risk = least recommended)

After TMCC Program 
Completion & 
After EAD Issuance

Valid passport* X X X

Valid F-1 Visa** X X X

OPT I-20 signed for travel in 
the last 6 months by TMCC 
International Student
Advisor 

X X X

TMCC Enrollment 
Verification

X

Proof of Financial Support X X X

I-797: Notice of Action X

Employment offer or 
verification letter on 
company letterhead

X X

EAD Card X

*Passport should be valid for 6 months into the future at all times.
**Your F-1 visa is valid until the expiration date on the F-1 visa stamp. Citizens of certain countries may be exempt from the visa requirement.
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International Travel on OPT (Continued)

 Avoid the following risky travel situations and contact TMCC International 
Student Services if you’re concerned about traveling outside the U.S. on 
OPT.

 TMCC recommends against international travel in the following
situations:

 at the very end of your OPT period

 after TMCC program completion and before receipt of your EAD card

 absence from the U.S. for long periods of time during OPT 

 time spent outside the U.S. on OPT while unemployed counts towards the 90-day 
maximum

 if employed, authorized dates of travel must be in writing on company letterhead
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F-1 Visa Renewal on OPT

 If you are traveling outside the U.S. and your F-1 visa has expired, you must renew your F-1 visa 
for re-entry to the U.S.

 Renewing your F-1 visa at the end of your OPT period is not recommended. If you are in this 
situation, contact TMCC International Student Services.

 Take the following documents with you for your F-1 visa renewal to the local U.S. 
Embassy/Consulate:

 Valid passport (must be valid for 6 months into the future)

 Valid I-20 signed for travel by TMCC within the last 6 months

 EAD Card

 Job offer or verification letter (include authorized dates of personal or business travel) in major field of study, 
on company letterhead

 Evidence of sufficient funds to cover living expenses (follow embassy/consulate’s guidelines for acceptable 
forms of financial documents). For more information, visit http://www.travel.state.gov/content/visas/en.html
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60-Day Grace Period

 If you maintained your F-1 status on OPT, you automatically have a 60-day grace 
period following your OPT (counts from EAD expiration date).

 During this time you may: 

 transfer to a SEVIS-approved school (OPT benefit ends on SEVIS release date)

 change your immigration status (OPT benefit ends when new immigrations status begins)

 prepare for departure from the U.S.

 If you plan to leave the U.S., report your departure to TMCC International Student 
Services at international@tmcc.edu

 If you plan to transfer to another SEVIS-approved school or change your immigration 
status, plan ahead and contact TMCC International Student Services at 
international@tmcc.edu

IMPORTANT REMINDERS:
• You do not qualify for a 60-day grace period if you have exceeded the 90-day 

maximum of unemployment.
• You may not leave and re-enter the U.S. during your grace period.
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School Transfer or Change of Status

 If you get accepted to a new SEVIS-approved school 
during your OPT:
 Contact TMCC to have your SEVIS record transferred to the new 

school

 Your OPT benefit ends on the SEVIS release date, when your 
record is transferred to the new school

 If you apply for a change of status from F-1 to a new 
immigration status, your OPT benefit ends on the day 
the new immigration status takes effect.
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OPT Reminders
 OPT Application Timeline: 

 Don’t apply for OPT in the last minute! Approximate USCIS processing time is 3 months, and 
you cannot begin OPT without your EAD.

 After you Receive Your EAD:

 Email us a copy of your EAD card so we can update the SEVIS System, if necessary.

 Required OPT Reporting: 

 Always email us at international@tmcc.edu within 10 days of any changes in your employment, 
address, or immigration status. 

 Stay within the 90-day maximum of unemployment.

 Post-OPT Planning: 

 Contact us in advance if you plan to transfer to another SEVIS-approved school in the U.S., 
change your immigration status from F-1, or if you are leaving the U.S. permanently.

Maintaining your F-1 status is your responsibility, but TMCC is here 
to help. Contact us at any time if you have any questions.

Truckee Meadows Community College, 2018



Frequently Asked Questions

 Question: I expected to graduate from TMCC in Fall Semester but just found out that I will have to retake a course 
during Spring Semester. I have already applied for OPT based on my Fall completion. Can I still continue my 
OPT?

 Answer: First, TMCC will have to extend your program end date to your newly expected program completion date 
in SEVIS. TMCC will then issue a new I-20 for you for the program extension. While you are completing your 
program at TMCC, you will be limited to part-time employment on OPT, and you will still be subject to the 90-day 
maximum of unemployment.

 Question: I have already mailed out my OPT application and just found out that I got a job. My employer wants 
me to start working as soon as possible. Can I change my OPT start date? 

 Answer: After you mail out your OPT application, it is very difficult to change your OPT start date. You may risk 
losing the OPT application fee and losing OPT time by requesting a change in your OPT start date. After your OPT 
request has been processed by USCIS, your OPT start date cannot be changed. Communicate your OPT situation 
to your employer or contact International Student Services so we can explain your situation to your prospective 
employer on your behalf.

 Question: Can I work for our family business while on OPT?

 Answer: You can work for the family business, but you must work at least 20 hours per week, your job duties must 
be related to your TMCC major field of study and the work must be at the appropriate degree level. Any paid or 
unpaid work at the family business must be during your authorized OPT period with your EAD card. Make sure to 
document the work: have the family business provide a job offer or verification letter that includes your job title, job 
description, dates of employment, and supervisor’s name and contact information.
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Glossary
 SEVIS System: the U.S. government’s database for tracking F-1 international students. Your information in SEVIS, 

which is identified by the SEVIS ID number located at the top of your I-20, must always be up-to-date.

 OPT: Optional Practical Training or OPT is an employment benefit of the F-1 status, authorized by USCIS. 

 Post-completion OPT: OPT that begins after you complete your academic program at TMCC.

 Program completion: the last day of instruction in the semester when you complete all your degree requirements at 
TMCC.

 USCIS: U.S. Citizenship and Immigration Services or USCIS is the office that handles immigration issues in the U.S.

 EAD Card: the Employment Authorization Document or EAD is your license to work on OPT.

 I-94: 11-digit number that serves as proof of your U.S. arrival/departure, recorded either electronically or in a hard 
copy format.

 I-765: USCIS application form to apply for an EAD.

 G-1145: USCIS form (optional) to include with your OPT application if you want to receive an e-mail/text about the 
status of your application.

 RFE: you may receive a Request for Evidence (i.e. detailed letter) or RFE from USCIS after you have applied for 
OPT if USCIS considers your OPT application incomplete. 

 SSN: the Social Security Number or SSN is a 9-digit number that helps the U.S. government track the money you 
earn in the U.S. A Social Security number is required for employment in the U.S., but you only qualify for a SSN once 
you have received an official employment offer.
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Contact Us

TMCC International Student Services
Email us at international@tmcc.edu

Call us at 775-337-5605
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