OPT Application Process and Reporting Requirements
To complete the OPT application process, you must:

1. Complete an I-765 form. Use the I-765 instructions as a guide to complete the form. Links to 


both forms can be found on the ISS Moodle.

2. Once you've filled out the form you need to:

· Photocopy your passport picture page

· Photocopy your visa

· Photocopy the back and front of your I-94 (departure) card

· Photocopy all past I-20 forms

· Photocopy past EAD card (only if you've participated in OPT in the past)

· Obtain 2 passport-style photos of yourself, following the guidelines outlined in the I-765 instructions.

· Make a check or money order for $380 payable to U.S. Department of Homeland Security (this is the OPT application fee)

· Complete a G-1145 form if you want to receive an e-mail and/or a text message that your Form I-765 has been accepted at a USCIS Lockbox facility (not required)

3. After completing all of the above, schedule a meeting with Dana or Paul to have your OPT 


application endorsed. You must bring all the above documents to the meeting.

4. During the meeting, Dana or Paul will provide you with two I-20s. One copy is for you to keep, 


the other is to send to USCIS. Once you receive the I-20s, mail one of them, along with all the 


aforementioned photocopies, the passport-style photos, and the check or money order to:
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5. You should receive a receipt notice from the government a couple of weeks after sending in your application. Please make a copy (or scan) of the receipt and drop it off  (or email) it to Dana. If you are unsure if you’ll still be at Reed when your receipt notice or OPT card (EAD) arrive, and don’t know where you’ll be living, feel free to have your documents addressed care of me, as follows:




<Your Name>




c/o Dana Bays




3203 SE Woodstock Blvd.




Portland, OR 97202

6. Before your graduation date, please make sure to provide Dana the following information:

· New address

· Non-Reed email

· Contact phone (ideally your cell)

7. As changes occur in your work and living situation, you must update Dana promptly. Please ensure to follow the guidelines below as appropriate.

· Once you graduate, and are therefore no longer using a Reed mailstop, you need to send Dana an update of your home address in the U.S.

· As soon as you obtain your first job with OPT, please send Dana the following information:

· Name of the employer

· Start date of employment

· Mailing address for the employer

· If you change to a new job, please send Dana the following information:

· Name of the previous employer

· Ending date of the employment with the previous employer

· Name of the new employer

· Start date of the new employment

· Mailing address for the new employer

· If you become unemployed with no prospect for immediate employment (less than 10 days of 

unemployment), please send Dana the following information:

· Name of the former employer

· Ending date of the employment 

· If you decide to exit the U.S. and complete your F-1 status prior to your OPT end date, please send Dana the following information: 

· Date you are departing the U.S.
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