
What You Should Know about Optional Practical Training (OPT):  
Application Process and Reporting Requirements 

International Student Services at Reed College 
 

F-1 students may qualify for Optional Practical Training, or “OPT”, which allows you to engage in 
temporary employment to gain practical experience in your field of study. Your OPT can be used 
before you graduate (pre-completion) or after you graduate (post-completion). OPT is available for 
a cumulative maximum of 12 months per educational level. An extension of 24 months is available 
to certain STEM degree recipients.  
 
Important things you should know about your OPT: 

● You must apply for this work authorization benefit (application processing may take 3+ 
months) 

● You must have been enrolled in F-1 status for at least one academic year 
● You do not need to have a job offer to apply 
● Your work must be directly related to your course of study 
● You must be employed full-time (defined as 20 hours (or more)/week) if working during 

breaks or post-graduation 
● Volunteer or unpaid work qualifies as work, however, you should be sure to keep records 

of your hours/dates worked and ask for documentation from your employer or volunteer 
coordinator to verify your employment 

● Important Timelines: 
o Pre-completion OPT- You may apply for OPT as early as 90 days prior to your 

requested work authorization start date. 
o Post-completion OPT - You may apply for OPT as early as 90 days prior to your 

program end date (graduation) and as late as 60 days following your program end 
date. Your selected post-completion OPT work authorization start date must be 
within 60 days of your program end date/graduation 

● You can be unemployed for up to 90 days while on OPT (this includes weekends) 
 
Process for applying for Optional Practical Training 
 

1. Make an appointment to apply for OPT with your DSO, the Program Director for 
International Student Services. Before your meeting, you are required to complete the OPT 
quiz. The link will be sent to you prior to your appointment. 
 

2. Collect and prepare the documents needed, including: 
 

☐ Completed form I-765  
● See “Instructions for I-765”, found at: http://www.uscis.gov/i-765 
● Review the guidance at the end of this document for form specific help 

☐ I-765 filing fee  
● $410 check or money order payable to the U.S. Dept. of Homeland Security 
● You can also complete the G-1450 form to authorize a credit card transaction at 

https://www.uscis.gov/g-1450  
☐ Two passport photos (must be recent photos) 

● Write your name in pencil on the back of each photo 
● You can get passport photos taken at the Walgreens on SE 39th and Holgate 

☐ Copy of your passport  
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☐ Copy of your visa  
☐ Copy of past EAD card(s) (only if you’ve participated in OPT in the past) 
☐ Printed copy of your electronic I-94 record accessible at https://i94.cbp.dhs.gov/I94/ - /home.  
Select “Get Most Recent I-94”.  
☐ Complete the G-1145 form to receive an email and/or text confirming receipt accessible at 

https://www.uscis.gov/g-1145  
 

Additional requirements for the one-time STEM OPT extension: 
 

☐ Copy of your degree from Reed College 
☐ You must be currently employed to qualify for the STEM OPT extension 
☐ Your Employer must be registered with E-Verify, include the E-Verify number on your I-765  
☐ A training plan, on form I-983, developed in collaboration with your employer, to be 
reviewed by the DSO/Program Director for ISS. 

 
3. At your meeting with the DSO, the above documents will be reviewed and you will 

determine your employment start date.  
● For pre-completion, you will determine your start and end dates.  
● For post-completion, the employment start date must be within 60 days of your 

program end date/graduation.  
The DSO will recommend you for OPT in SEVIS and you will receive a new I-20, one that 
endorses your application for OPT. You will sign the new I-20 and make a photocopy. You 
will keep the original and send the copy along with your application. 
 

4. Mail the checklist of materials above, including a copy of your new I-20 (make sure you 
have signed the new I-20), to the USCIS Lockbox within 30 days of receiving your OPT 
endorsed I-20. Request tracking for your shipment and keep the tracking information in a 
safe place. 
Warning:  Your application will be denied if your application is not received by USCIS 
within 30 days of the DSO’s signature on your I-20. 
● If you plan to live outside of Oregon, double check the correct lockbox address here: 

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

USCIS Chicago Lockbox (temporary during COVID-19 pandemic, verify before 
mailing) 

For U.S. Postal Service (USPS) deliveries: 

USCIS 
PO Box 805373 
Chicago, IL 60680 

For FedEx, UPS, and DHL deliveries: 

USCIS 
Attn: I-765 C03 
131 South Dearborn - 3rd Floor 
Chicago, IL 60603-5517 
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Important Reporting Requirements while on OPT: 

Before you graduate, be sure to send ISS your: 
1. New address 
2. Non-Reed email address 

 
Throughout the time you are on OPT, you must continue to report the following 

1. Change of address 
2. Change of name 
3. Your employment information, including any future change of employer. This information will 

include the start/end date of employment, contact information for the employer, and a statement 
of how your work is directly related to your major 

4. Any interruptions in employment 
 
If you decide to leave the U.S. and complete your F-1 program, please send the DSO the date you are 
departing the U.S. 
 
Travel and Re-Entry on OPT 
 
Travel outside of the United States while awaiting approval for OPT or while on OPT can be tricky and 
should be approached with caution. Please consult with ISS before traveling internationally. In general: 
 

● If you have both an EAD card and a job, you should not experience difficulty reentering the 
United States. 

● If either of the above two conditions are missing, i.e.: you don’t yet have your EAD, or you 
are unemployed, you are assuming risk. 

 
When traveling internationally, you should always: 
 

● Travel with the following: 
o EAD card (“OPT card”) 
o OPT-endorsed I-20 with a travel signature 
o Passport (with at least six month’s validity)  
o F-1 visa (which should be renewed if it is expired, not applicable for Canadians) 
o Letter verifying employment from your employer 

 
What happens at the end of your post-completion OPT? 
 
Once your employment end date comes, you have a few options: 
 

1. Depart the United States. You have a 60-day grace period. This time is to be used to prepare 
for your departure and you cannot work during this time. 
 

2. Transfer your F-1 program to another school. If you have plans to transfer to a graduate school 
in the U.S., contact ISS for assistance in transferring your SEVIS record to your new school. 
This must be completed during the 60-day grace period following your employment end date. 

 
3. If applicable, you can apply for a 24-month STEM OPT extension (only for those who majored in 

a STEM field at Reed). Contact ISS for more information regarding the process for the STEM 
OPT extension, but do so at least three or four months prior to your OPT end date. You can 
submit an application 90 days before your OPT expiration. 
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4. Change your status. Most commonly, this means that an employer has offered to sponsor your 
H-1B visa. You will work with your employer and legal counsel to apply for this work 
authorization. 

 
Please don’t hesitate to contact International Student Services with any questions regarding your OPT 
work authorization!  
 
International Student Services 
iss@reed.edu 
 
 
 
 
Form I-765 Guidance  
 
Please review this section for specific guidance on completing Form I-765.  
 
General Guidelines: 
 

● We recommend typing into the form vs. handwritten. 
● If you choose to handwrite your responses, you must use black ink. It is important that you 

write legibly and clearly.  
● If a question does not apply to you (for example, if you have never been married and the 

question asks, “Provide the name of your current spouse”), type or print N/A” unless otherwise 
directed.  

● If your answer to a question which requires a numeric response is zero or none (for example, 
“How many children do you have” or “How many times have you departed the United States”), 
type or print “None” unless otherwise directed. 

● There shouldn’t be any totally blank fields – write N/A or None in any field that does not apply to 
you. 

 
Guidance on specific questions: 
 
Part 1. Reason for Applying 
 

● Select 1.a., Initial permission to accept employment (select this for pre-, post-, and STEM OPT) 
 
Part 2. Information About You 
 

● Your Full Legal Name: 
o Use your name as it is written on your passport and I-20. 

 
● Your U.S. Mailing Address: 

o Seniors: You do not want to use your Reed College mail stop for your mailing address. 
Your mail stop will close when you graduate and government mail does not forward. We 
recommend using an off-campus address where you know you will be living, or use the 
ISS mailing address. Please note that we will open your mail to make copies and alert 
you via email when it has arrived to arrange for pick-up. If you would like ISS to receive 
mailing related to your OPT application, please use the following address: 

o 5.a. Gwen Sandford/ISS 
o 5.b. 3203 SE Woodstock Blvd. 
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o 5.d. Portland 
o 5.e. OR 
o 5.f. 97202 

 
● Other Information: 

o 8. Alien Registration Number (A-Number) – you do not have this number, write N/A. 
o 9. USCIS Online Account Number – you do not have this number, write N/A. 

 
● Information About Your Last Arrival in the United States: 

o 21.a., Form I-94 Arrival-Departure Record Number – see your printed I-94 record for this 
number. 

o 21.b. – see your passport for this number. 
o 21.c. – if you listed your passport in the field above, enter N/A in this field. 
o 26. – see your I-20 (upper left) for this number.  

 
● 27. Information About Your Eligibility Category: 

o Use (c)(3)(A) for pre-completion OPT 
o Use (c)(3)(B) for post-completion OPT 
o Use (c)(3)(C) for STEM OPT extension 

 
Part 6. Additional Information 
 

● If you have had more than one SEVIS ID number (example, if you took a leave of absence from 
Reed of more than five months) and record during your time in the U.S. as an F-1 student, list 
your other SEVIS ID numbers in 3.d. 
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