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Phone: 206.221.7857 Fax: 206.543.9772
iss.washington.edu

I-765 Form Completion Guide: 12 Month “Standard” OPT
Important Advice:
1) Type your I‐765
 Typing is preferred. Typing helps prevent unclear handwri ng from causing errors on your OPT card
and helps avoid mail delivery problems or delays. Use the ﬁllable PDF I‐765 on the USCIS website to
type in your answers.
 If you can’t type your form, clearly print answers in black ink.
2) Sign your I‐765 in black ink
 Typed signatures are not acceptable. The government will reject and return I‐765s that are not
signed.
3) Carefully prepare the I‐765 fee
 The government will reject and return OPT applica ons if there is not enough money to pay the fee
when the applica on arrives at the government center. Do not send a check and plan to add mon‐
ey to your bank account later. Have 100% of the fee money ready when you mail your applica on
to the government.
 The check or money order for the fee must be drawn on a bank or other ﬁnancial ins tu on
located in the United States and must be payable in U.S. currency:
 Do not use a check or money order from a foreign bank with online U.S. accounts. This is most
common for Canadian students with U.S. dollar Canadian bank accounts.
 Make the check or money order payable to U.S. Department of Homeland Security
NOTE: Spell out U.S. Department of Homeland Security; do not use ini als like “DHS”
 Dates on a check or money order are cri cal! Write the current date on the check or money order;
do not write a future date.
 Use standard U.S. date style of Month Day Year (example: June 15 2016)

Sample check or money order

I‐765 Form Ques ons
Ques on 1: Full Name
Write your Family Name in CAPITAL le ers. Put space between your names.

If you can’t ﬁt your full name in the space, you can send it on a separate page. Ask your ISS advisor for help if you can’t ﬁt
informa on into the form.

Ques on 3: U.S. Mailing Address
Important mail about your OPT applica on, including your oﬃcial receipt and Employment Authoriza on Document (approval
card) will be mailed to the address you write here.
You can use your personal residen al address on the I‐765 form, but this address must be guaranteed valid for at least 4
months in the future. Government mail will not be forwarded to a new address by the U.S. Postal Service, even if you ﬁle a
request for forwarding.
If you might change addresses, your op ons are:
A) Rent a P.O. box at the Post Oﬃce. This is also convenient because you can pick up mail day, night, or weekends.
B) Use a friend’s address. (Be careful — what if they move unexpectedly?)
C) Use ISS’s address.

If you choose delivery to ISS, it does take a few days for mail to be sorted and delivered to ISS in Schmitz Hall a er it is deliv‐
ered to the campus main mail room. This means you may see “status: delivered” updates on the government OPT status
tracking website, or receive delivery no ces from the government or post oﬃce by email/text. This does not mean ISS has
received your mail yet: your mail may be being sorted or carried across campus. You will have to wait un l ISS contacts you
to pick up your mail. Remember, ISS is not open evenings, weekends, or holidays.

Ques on 10: Alien Registra on Number or I‐94 Number (if any)
Use the 11‐digit number from your I‐94. Most students have an online I‐94; download this at h ps://i94.cbp.dhs.gov/.
A small number of students will have a paper I‐94 card (small, white card in your passport).

Ques on 11: Have you ever before applied for employment authoriza on from USCIS?
No: The most common answer for this ques on is “no”. Students with Curricular Prac cal Training (CPT) should answer “no”,
because there is no EAD card for CPT employment. Students with on‐campus jobs also answer “no.”
Yes: Check “yes” only if you have previously applied for an EAD card from USCIS. Also provide the informa on on the date and
USCIS center where your past applica on was processed, the approximate date, and include a copy of your past card.
What USCIS Oﬃce?
Enter the name of one of the 5 USCIS centers that pro‐
cessed your previous work authoriza on. If you don’t re‐
member which center processed your request, check your
old EAD card or receipt no ce for the ﬁrst three le ers;
they are a code for the center.
 WAC = California Service Center
 EAD = Vermont Service Center
 LIN = Nebraska Service Center
 SRC = Texas Service Center
 YSC = Potomac Service Center
Date: Please use the “received date” from your previous
applica on’s receipt no ce.
Results: Granted, Denied, or Pending

Ques ons 12, 13: Date and Place of Last Entry into the U.S.
Check your I‐94’s travel history and passport stamps for this informa on. In some cases your most recent entry to the U.S.
was a er a short trip to Canada or Mexico, and there will not be fresh trip informa on in your I‐94 record or in your passport.
This is standard, and it will be ﬁne to use the informa on on your I‐94 instead.
Ques ons 14, 15: Status at Last Entry and Current Immigra on Status
Most OPT applicants will write “F‐1 Student” for ques on 14, and “Student” for ques on 15.
If you have changed from a diﬀerent immigra on category to F‐1 status by ﬁling paperwork with the U.S. government, include
a copy of your change of status Approval No ce.

Ques on 16: Eligibility Category
Write C 3 B If your requested OPT start date is a er the end of your ﬁnal quarter of class enrollment

Ques on 17 & 18
Leave these ques ons blank.
Signature
Your signature must be above the black line and ﬁt in the white
area of the form. Signatures that ﬁt will be scanned and printed
on your EAD card. If the signature is too big, your applica on
could be delayed.
Be conserva ve and use a signature smaller than normal.

This grey area is completed if a lawyer or other person com‐
pletes the I‐765 form for you. If you complete your own form,
leave this area blank.

Photo Tips
The photos for the OPT applica on must meet the government speciﬁca ons for U.S. passport photos.
Passport photos must be taken within the past 30 days. Do not reuse old photos — if the government sees that the same pho‐
tos were used in your visa or passport, your applica on will be denied and returned.
Passport photos must be 2”x2”. Your head size on the 2”x2” square photo is very important. Photos where the head is too big
or small frequently cause problems. Your eyes must also be the correct distance from the bo om of the 2”x2” square photo.

Sample Completed Form I-765: Optional Practical Training (OPT)
Don't forget to check this
box!
3.
The government will send all mail
about your OPT to the address you
write here. It must be clear and
accurate.
wUse an address valid for at least 4
months into the future.
wThe post office will not forward
OPT mail.
wIf you might change your address,
options are:
sRent a post office PO Box
sUse a friend's address
sUse ISS's address (see below)

15. If your most
recent entry was
not in F-1 status,
check with ISS
before completing
form

16. The code
(c) (3) (b)
means you
are applying
for OPT that
will start after
you have
completed
your program
of study.

Warning! Do not copy this
example address. Use your
own information.
9. Leave blank if you have no U.S.
Social Security number
10. Use number from I-94.
Download at:
s https://i94.cbp.dhs.gov/

IMPORTANT: Sign the form by
hand in black ink. Typed
signatures are not acceptable.
The government will reject and
return forms that are not
signed.

11. Answer yes only if you
have applied directly to USCIS
for an Employment
Authorization Document (EAD
card) in the past.
This does not include oncampus employment or CPT.

12. and 13.
Check I-94 travel history page
or passport stamps if not sure
of date or location of last entry

14. If your most recent entry
was not in F-1 status, check
with ISS before completing
form

Make sure this information is printed at bottom of your form.
The government's scanning system uses this information and
if it is missing your application will be returned.
Also make sure you are using the most recent form. You can
download the most recent version (fillable) and type your
answers (recommended!) at https://www.uscis.gov/i-765

