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Use this form to request an electronic notification (e-Notification) when U.S. Citizenship and Immigration Services accepts your 
immigration application.  This service is available for applications filed at a USCIS Lockbox facility.


Complete the information below and clip this form to the first page of your application package.  You will receive one e-mail and/or 
text message for each form you are filing. 


We will send the e-Notification within 24 hours after we accept your application.  Domestic customers will receive an e-mail and/or 
text message; overseas customers will only receive an e-mail.  Undeliverable e-Notifications cannot be resent.


The e-mail or text message will display your receipt number and tell you how to get updated case status information. It will not 
include any personal information.  The e-Notification does not grant any type of status or benefit; rather it is provided as a 
convenience to customers.  


USCIS will also mail you a receipt notice (I-797C), which you will receive within 10 days after your application has been accepted; 
use this notice as proof of your pending application or petition.  


AUTHORITIES:  The information requested on this form is collected pursuant to section 103(a) of the Immigration and Nationality 
Act, as amended INA section 101, et seq.


PURPOSE:  The primary purpose for providing the information on this form is to request an electronic notification when USCIS 
accepts immigration form.  The information you provide will be used to send you a text and/or email message.


ROUTINE USES:  The information provided on this form will be used by and disclosed to DHS personnel and contractors in 
accordance with approved routine uses, as described in the associated published system of records notices [DHS/USCIS-007 - 
Benefits Information System and  DHS/USCIS-001 - Alien File (A-File) and Central Index System (CIS), which can be found at 
www.dhs.gov/privacy].  The information may also be made available, as appropriate for law enforcement purposes or in the interest 
of national security.


What Is the Purpose of This Form?


General Information


USCIS Privacy Act Statement


Complete this form and clip it on top of the first page of your immigration form(s).


Applicant/Petitioner Full Last Name Applicant/Petitioner Full First Name Applicant/Petitioner Full Middle Name


Email Address Mobile Phone Number (Text Message)


DISCLOSURE:  The information you provide is voluntary.  However, failure to provide the requested information may prevent 
USCIS from providing you a text and/or email message receipting your immigration form.



http://edocket.access.gpo.gov/2008/E8-22802.htm

http://edocket.access.gpo.gov/2008/E8-22802.htm

http://edocket.access.gpo.gov/2007/E7-375.htm

http://www.dhs.gov/privacy
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Use this form to request an electronic notification (e-Notification) when U.S. Citizenship and Immigration Services accepts your immigration application.  This service is available for applications filed at a USCIS Lockbox facility.

Use this form to request an electronic notification (e-Notification) when U. S. Citizenship and Immigration Services accepts your immigration application.  This service is available for applications filed at a U S C I S Lockbox facility.

Complete the information below and clip this form to the first page of your application package.  You will receive one e-mail and/or text message for each form you are filing. 

We will send the e-Notification within 24 hours after we accept your application.  Domestic customers will receive an e-mail and/or text message; overseas customers will only receive an e-mail.  Undeliverable e-Notifications cannot be resent.

The e-mail or text message will display your receipt number and tell you how to get updated case status information. It will not include any personal information.  The e-Notification does not grant any type of status or benefit; rather it is provided as a convenience to customers.  

USCIS will also mail you a receipt notice (I-797C), which you will receive within 10 days after your application has been accepted; use this notice as proof of your pending application or petition.  

U S C I S will also mail you a receipt notice (I-7 97C), which you will receive within 10 days after your application has been accepted; use this notice as proof of your pending application or petition.  

AUTHORITIES:  The information requested on this form is collected pursuant to section 103(a) of the Immigration and Nationality Act, as amended INA section 101, et seq.

AUTHORITIES:  The information requested on this form is collected pursuant to section 103(a) of the Immigration and Nationality Act, as amended INA section 1 01, et sequentia.

PURPOSE:  The primary purpose for providing the information on this form is to request an electronic notification when USCIS accepts immigration form.  The information you provide will be used to send you a text and/or email message.

ROUTINE USES:  The information provided on this form will be used by and disclosed to DHS personnel and contractors in accordance with approved routine uses, as described in the associated published system of records notices [DHS/USCIS-007 - Benefits Information System and  DHS/USCIS-001 - Alien File (A-File) and Central Index System (CIS), which can be found at www.dhs.gov/privacy].  The information may also be made available, as appropriate for law enforcement purposes or in the interest of national security.

ROUTINE USES:  The information provide on this form will be used by and disclosed to DHS personnel and contractors in accordance with approved routine uses, as described in the associated published system of records notices [D H S-U S C I S-0 0 7 - Benefits Information System and  D H S-U S C I S-0 0 1 - Alien File (A-File) and Central Index System (C I S), which can be found at w w w.d h s.gov/privacy].  The information may also be made available, as appropriate for law enforcement purposes or in the interest of national security.

ROUTINE USES:  The information you provide on this form may be shared with other Federal, State, local, and foreign government agencies and authorized organizations following approved routine uses described in the associated published system of records notices [D H S - U S C I S - 0 0 7  - Benefits Information System and D H S - U S C I S - 0 0 1  - Alien File, Index, and National File Tracking System of Records, which can be found at w w w.d h s.gov/privacy].  The information may also be made available, as appropriate, for law enforcement purposes or in the interest of national security.

What Is the Purpose of This Form?

General Information

USCIS Privacy Act Statement

U S C I S Privacy Act Statement

Complete this form and clip it on top of the first page of your immigration form(s).

Applicant/Petitioner Full Last Name

Applicant/Petitioner Full First Name

Applicant/Petitioner Full Middle Name

Email Address 

Mobile Phone Number (Text Message)

DISCLOSURE:  The information you provide is voluntary.  However, failure to provide the requested information may prevent USCIS from providing you a text and/or email message receipting your immigration form.
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F-1 OPTIONAL PRACTICAL TRAINING 
ACADEMIC ADVISOR RECOMMENDATION FORM  


 


OPTIONAL PRACTICAL TRAINING is a type of temporary employment authorization available to international students in F-1 


status that provides them an opportunity to gain practical experience in their field of study. This form must be entirely completed by 


the student and the academic advisor before International Student Services can process the recommendation. Please read the separate 


OPT Instructions handout for specific eligibility details and application procedures. 


 


SECTION A: To be completed by Student 
 


Name Exactly as in Passport:  ________________________________________________________________________    
                                     (Surname/Family name)                   (Given name)               (middle or other name if applicable) 
 


______________________________________      __________________________    ________________________ 
E-mail Address                                Phone # and Type                    Alternate Phone # and Type 
 


Dependents: (Spouse and/or minor children who are currently in the U.S. as your F-2 dependents): 
 


1.         2.         
        Surname/Family name,  Given name                         Surname/Family name, Given name 


 


Previously authorized periods of practical training: 


 [   ] CPT     [   ] OPT     [   ] Full Time     [   ] Part Time Dates Authorized    to    


 [   ] CPT     [   ] OPT     [   ] Full Time     [   ] Part Time Dates Authorized     to     
 


Type of position or job you will apply for that relates to your academic program:  


                                                   


__________________________________________________________________________________________________ 
 


SECTION B: Recommendation to be completed by Academic Advisor 
 


IMPORTANT!!! ACADEMIC ADVISOR MUST COMPLETE ALL SIX (#1-6) ITEMS BELOW: 
 


#1 Educational Level:  [    ] Bachelor    [    ] Master      #2   Major:______________________________  
 


#3 Term in which ALL degree requirements are anticipated to be completed:   
 


[    ] Fall 20____                      [    ] Spring 20____                     [    ] Summer 20____      
      


[    ] Within the initial week(s) of ____________ term 20_____ before enrollment is required 
 


#4   Mark the one statement that will be applicable during the “Requested Period of OPT” indicated above: 
 


 _____ All DEGREE requirements have been/will be completed BEFORE the start of OPT. 
 


 _____ All COURSE requirements have been/will be completed EXCEPT FOR THESIS, OR EQUIVALENT.    


 The student will continue to pursue a full course of study during the training period. 
 


 _____ The training will occur only during a summer vacation or other period when school is officially not in session  


 and the student will resume a full course of study following the period of training. 
 


 _____ The training will occur during a regular fall or spring term and will not exceed 20 hours per week.  The  


 student will continue to pursue a full course of study during the training period. 
 


#5   Briefly explain how/why the type of position or job title sought (noted above) is relative to student’s degree: 


_______________________________________________________________________________________ 


_______________________________________________________________________________________ 


#6 I have reviewed the student’s academic record and verify the above to be true and correct. I recommend the student 


be permitted to engage in Optional Practical Training for the requested period of training as described above. 
 


 Academic Advisor’s Signature:          Date:     
 


 Name (typed or printed):          Phone:     
 


 E-mail:         Department:        





		Within the initial weeks of: 
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		Alternate Phone  and Type: 

		2: 
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FORT HAYS STATE UNIVERSITY 
STUDENT’S REPORTING RESPONSIBILITIES 


while on Optional Practical Training (OPT) 


While engaged in a period of approved Optional Practical Training (OPT), I acknowledge that I 
must comply with the following reporting requirements to maintain my F-1 status:  


□ I will report to International Student Services, within 10 days, of any changes to the following:


-immigrant status classification (i.e. change to H-1B status)


□ I will continue to make a validation report to International Student Services at the beginning of every
month starting from the date of my Employment Authorization and ending when my F-1 status ends, or the
OPT period, whichever is first.


□ I will report the above, required information directly to International Student Services at:
international@fhsu.edu.  International Student Services will in turn report my information to the Federal
government through the SEVIS system.  It is suggested you print a screen shot as confirmation of your compliance
with the reporting requirements.


Furthermore, I understand that: 
International Student Services a copy of the I-765 application receipt received from USCIS (Form I-


797) as well as a copy of the EAD once the OPT is approved.


-1 status is dependent on employment, I may not accrue an aggregate of more than 90 days of
unemployment during the total 12-month OPT period.  If unemployment exceeds the limits outlined by DHS, DHS 
may deny me future immigration benefits or may terminate my SEVIS record.  


departure, to change education levels at the same school, to transfer to another school, or apply for a change of 
status.  


remaining portion of OPT.  


My duration of status and work authorization are automatically extended if I am a beneficiary of an H-1B petition 
and a request for change of status providing: 1) H-1B petition is timely filed before OPT expires*; 2) the stated 
employment start date is for October 1 of the following fiscal year; and 3) I have not violated the terms or condition 
of my non-immigrant status. See the separate “Cap Gap” handout for details. Note: Automatic extension of F-1 
duration of status and employment are immediately terminated if the H-1B petition is rejected, denied, or revoked.  


* If the H-1B petition is filed during the F-1 60-day grace period after OPT expires only duration of status will be
extended. Work authorization will not be extended (therefore, the student can stay in the U.S. until the H-1B is
approved, but cannot work during the automatic extension period).


I certify that I have read and understand the above stated responsibilities that are required of me while engaged in 
Optional Practical Training. I agree to provide to Fort Hays State University’s International Student Services 
Office the required information stated above and understand that failure to do so can result in a violation of 
F-1 status and subsequent termination of my SEVIS record.


Signature: Date: 


Print Name: Email: 


Important: Submit this original signed form to International Student Services and keep a copy for your records. 





		I will report to International Student Services within 10 days of any changes to the following: Off

		I will continue to make a validation report to International Student Services at the beginning of every: Off
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		Text2: 

		Date3_af_date: 

		Text4: 








I-765 Instructions for OPT Application 
 


Complete the I-765 Form 
 


Once I-765 Form is completed, save and email form to Marnie at 
mkohl@fhsu.edu  
 


PART 1 REASON FOR APPLYING: 


Chose 1a 


 


PART 2 INFORMATION ABOUT YOU: 


Full legal name 


1a-c. Family Name ALL Caps / First Name / Middle Name 


Other names used 


2, 3, 4 a-c. Other names used 


Your US mailing address 


5a. FHSU International Office 


5b. 700 College Dr. 


5c. LEAVE BLANK 


5d. Hays 


5e. KS (Kansas) 


5f. 67601 


6. Check YES 


7. Leave 7a-d BLANK 


Other Information 


8. LEAVE BLANK  


9. LEAVE BLANK 


10. Gender 


11. Martial status 


12. If you have applied for any previous employment authorization (CPT, OPT) 


you must check YES.  Then, you must indicate which USCIS office processed 


your work authorization request and whether your request was approved or 


denied, attaching documentation regarding this result. 


13a. Check what applies to you 


 NOTE:  If you answered ‘no’ to Item 13a, skip to Item number 14.  If you 


 answered ‘yes’ to Item 13a, provide the information requested in Item 


 Number 13b. 


13b. Complete if this applies to you 


14. Check NO 


15. Check NO 


16a-b. LEAVE BLANK 


17a-b. LEAVE BLANK 


 


 



mailto:mkohl@fhsu.edu





Your Country or Countries of Citizenship or Nationality 


18a-b Enter Country(s) 


 


PART 2 INFORMATION ABOUT YOU (Cont) 


Place of Birth 


19a-c. Enter your information 


20. Enter your date of birth 


Information about your last arrival in the US 


21a. You can find this number on the printed I-94 document using the instructions 


provided to print this document.  https://i94.cbp.dhs.gov/I94/#/home  


21b. Enter passport number 


21c. LEAVE BLANK 


21d. Country that issued passport 


21e. Enter passport expiration date 


22. Enter date of your LAST arrival to the US 
23. Enter place of your LAST arrival to the US 
24. Enter F1 student 


25. Enter F1 student 
26. Enter SEVIS number from your I-20 


27. (C) (03) (A) for pre-completion or (B) post completion 
28a. Enter the degree you will receive 
28b. LEAVE BLANK 


28c. LEAVE BLANK 
29. LEAVE BLANK 


30. Check which applies to you 
31a-b. LEAVE BLANK 


 
PART 3 APPLICANTS STATEMENT, CONTRACT, INFORMATION, 
DECLARATION, CERTIFICATION, SIGNATURE 


Applicant’s Statement 
1a. Check Box 


1b. Do not check 
2. Do not check 
Applicant’s Contact Information 


3. Enter your phone number 
4. Enter your mobile phone number 


5. Enter your email address 
6. Check if this applies to you 
Applicant’s Signature 


7a. LEAVE BLANK—you will come in to sign once processed 
7b. LEAVE BLANK—you will come in to date once processed 


 
Parts 4,5,6 LEAVE BLANK 
 


CERTIFICATION - You will sign and date the form after Carol Solko-Olliff processes 
the OPT application and prints the new I-20.  An email will be sent to notify you to 


come in to the office for signatures. 



https://i94.cbp.dhs.gov/I94/#/home






G:/International Folder/O P T & C P T/OPT grade check form  last updated 10/19/2016 mlk 


Name:____________________________________________________________________________________ 
     Family/last name Given/first name 


FHSU ID#:_________________________________ Major:____________________________________ 


Student Instructions:  Please complete the table below with your current course schedule (name of course, 


section number, & instructor’s name).  The instructor will complete the current grade in course section, 


instructor’s signature, and date columns.  Once this form is completed, please return it to the International 


Student Services Office, Sheridan Hall 204. 


Name of Course Section 


Number 
Instructor’s Name Current Grade 


in Course 
(for Instructor to 


complete) 


Instructor’s 


Signature 


Date 


NOTE TO INSTRUCTORS:  The International Student Services Office is requesting this information as the above named 


student is applying for Optional Practical Training (OPT).  Our office would like to ensure that the student is making 


satisfactory progress toward graduation in his/her current courses.  If the student is not, they will not be eligible to apply 


for OPT.  PLEASE USE BLUE INK 


Our office is asking that you complete these three sections above:  Current Grade in Course, Instructor’s Signature, and 


Date.  When indicating current grade, please write the letter grade (A-U) which best reflects the students grade up to this 


point.  A final grade check will be performed by the International Student Services Office at the end of the semester to 


ensure the student has successfully completed the courses.  If, after final grades have been submitted, it is found the 


student has not successfully passed a course, the ISSO will revoke the student’s OPT application.  If you have further 


questions or concerns regarding this form, please contact our office at 4176.  Thank you for your assistance in helping 


track the progress of our international students. 


NOTES FROM INSTRUCTORS:______________________________________________________________ 


__________________________________________________________________________________________


__________________________________________________________________________________________


__________________________________________________________________________________________ 


Optional Practical Training 
Grade Check Sheet for Instructors 


Section A:  To be Completed by Student


Section B:  To be Completed by Students Instructor’s





		Name: 

		FHSU ID: 

		Major: 

		Name of CourseRow1: 

		Section NumberRow1: 

		Instructors NameRow1: 

		Current Grade in Course for Instructor to completeRow1: 

		DateRow1: 

		Name of CourseRow2: 

		Section NumberRow2: 

		Instructors NameRow2: 

		Current Grade in Course for Instructor to completeRow2: 

		DateRow2: 

		Name of CourseRow3: 

		Section NumberRow3: 

		Instructors NameRow3: 

		Current Grade in Course for Instructor to completeRow3: 

		DateRow3: 

		Name of CourseRow4: 

		Section NumberRow4: 

		Instructors NameRow4: 

		Current Grade in Course for Instructor to completeRow4: 

		DateRow4: 

		Name of CourseRow5: 

		Section NumberRow5: 

		Instructors NameRow5: 

		Current Grade in Course for Instructor to completeRow5: 

		DateRow5: 

		Name of CourseRow6: 

		Section NumberRow6: 

		Instructors NameRow6: 

		Current Grade in Course for Instructor to completeRow6: 

		DateRow6: 

		NOTES FROM INSTRUCTORS 1: 

		NOTES FROM INSTRUCTORS 2: 

		NOTES FROM INSTRUCTORS 3: 

		NOTES FROM INSTRUCTORS 4: 








 


 


 


1. Create your online USCIS account: https://myaccount.uscis.gov/ 


2. Gather the following documents: 


Digital 2x2 color passport photo that meets USCIS specifications 


A scan of your passport photograph ID page  


As scan of your Visa page 


A scan of the front and back of any previous EAD cards (if applicable) 


A scan of any previous I-20s with CPT or OPT information (if available) 


A digital copy of your I-20 with an OPT recommendation 


• Must be issued within the last 30 days for post-completion OPT and within the last 60 


days for STEM extension OPT. You MUST consult with ISS to receive a new I-20 


before filing for your OPT online. 


• The I-20 must be signed by an ISS advisor and by you. You can use a digital or 


handwritten signature. 


• Your most recent form I-94. 


• https://i94.cbp.dhs.gov/I94/#/home 


• Select “Get Most Recent Form I-94” 


• A credit card with which you can pay the filing fee 


3. File a form online 


• Application for Employment Authorization (I-765) 
Post-completion OPT, Category C3B 


Getting Started 


Basis of eligibility 


Select C3B 


Reason for applying:  Select Initial permission to accept employment 


 


Have you previously filed Form I-765? 


• Check No if you have not previously applied for work authorization with an I-765 


• Check Yes if you have previously filed an I-765 (provide evidence) 


 


Is someone assisting you with completing this application?   Check No 


 


 


Recommended Steps for Completing 
the I-765 Application Online 


 



https://myaccount.uscis.gov/

https://i94.cbp.dhs.gov/I94/#/home





About You 


Your Name:   What is your current legal name?    Have you used any other names since 


birth? 


 


Your contact information: 


How may we contact you? 


Daytime telephone number 


Email address 


What is your current U.S. mailing address? 


Is your current mailing address the same as your physical address? 


 


Describe yourself: 


What is your gender? 


What is your marital status? 


When and where you were born 


What is your city, town or village of birth? 


What is your state or province of birth? 


What is your country of birth? 


What is your date of birth? 


 


Your immigration information 


What is your country of citizenship or nationality? 


What is your Form I-94 Arrival-Departure Record Number? 


1. When did you last arrive in the United States? 


2. Date of Arrival 


3. Place of arrival (airport) 


4. Status at last arrival 


Select F-1 unless you changed your status after your most recent arrival 


What is the passport number of your most recently issued passport? 


What is your travel document number (if any)? likely leave this section blank 


What is the expiration date of your passport or travel document? 


What country issued your passport or travel document? 


What is your current immigration status or category?:    Select F-1 


What is your Student and Exchange Visitor Information System (SEVIS) Number? 


Take a look at the top left of your most recent I-20. Your SEVIS ID is listed there. 


Other Information 


What is your A-number? Check “I do not have or know my A-Number.” 


What is your USCIS Online Account Number? 


Check “I do not have or know my USCIS Online Account Number.” 







Has the Social Security Administration (SSA) ever officially issued a Social Security 


Card to you? 


Do you want the SSA to issue you a Social Security card? 


If you do not have a social security number or do not have your card, you should check “yes.” 


You will need to complete the required information so that the SSA can issue you a social 


security card. 


Evidence 


1. 2x2 photo 


2. Form I-94, which can be obtained here. 


3. Previous Employment Authorization Document if applicable. 


4. If you do not have a former EAD, you should upload a copy of the photo page of your 


passport here. 


5. I-20s with former CPT or OPT details, if applicable. You should include previous 


degree level CPT and OPT here if available. If you do not have these document 


available, see “Additional Information” below. 


6. Form I-20 


7. This is the I-20 you will receive from ISS after submitting your OPT I-20 Request Form. 


DO NOT upload a previous I-20 without an OPT recommendation from the last 30 


days on page 2. 


8. The I-20 must be signed by an ISS advisor and by you. You can use a digital or 


handwritten signature. 


 


Additional Information         


If you have previously authorized CPT or OPT and do not have former I-20s with these 


details, you should do the following: 


Section: Evidence 


Page: Post-completion CPT or OPT 


Question: Post-completion CPT or OPT 


 


Additional Information: 


Type of previously authorized practical training (CPT, OPT, etc.) 


Dates of previously authorized practical training 


Application status (approved, denied, or withdrawn) 


Degree Level (bachelors, masters, PhD, etc.) 


Receipt or Card Number if known 


 


Review and Submit 


1. Review your application 


2. Read and agree to the “applicant’s statement” 


3. Digitally sign 


4. Pay the application fee 


5. MAKE SURE EVERYTHING REQUIRED IS UPLOADED BEFORE Submitting your 


application  


6. Submit your OPT application 








 
 


OPT Online Packet for Undergraduate students 
 


______ Review and complete all required steps from the “Recommended Steps for Completing the I-765 


Application Online” 
 
 


______ Completed Academic Advisor Recommendation Form and submit to International Office 


 
______ Completed Grade Sheet Check for Instructors—to show current grade, not final grade, to 


International Office 
 


______ Complete Form G-1145 and submit to the International Office  
 


______ Complete the OPT Reporting Document and submit to the International Office 








 


  


F-1 OPTIONAL PRACTICAL TRAINING 


INFORMATION & INSTRUCTIONS 


Contact the International Student Services to learn more about Workshops each semester.  


Definition 


Optional Practical Training (OPT) is an opportunity for F-1 international students to participate in 


professional, temporary employment that is directly related to their major area of study, but not a part of 


the academic curriculum. 


 


Eligibility 


F-1 students are eligible for Optional Practical Training after they have completed two, full-time 


semesters (fall and spring). Time spent on an approved full-time study abroad program may be counted 


toward the two-semester requirement as long as the student has completed one semester in the U.S. 


before studying abroad.   
 


Students are not eligible for Optional Practical Training if they: 


• are in violation of their F-1 status. 


• will not have completed two full-time semesters of study by the requested employment start date. 


• have already completed their degree. 


• were previously authorized for 12 months of full-time Curricular Practical Training at the same 


degree level. 


• were previously authorized for 12 months of Optional Practical Training at the same degree level. 


 


Maximum Time Allowed 


A maximum period of twelve months (full-time) per degree level can be granted.  Students are 


eligible for an additional twelve months with each higher degree level.  Part-time OPT is deducted from 


the total amount of available full-time OPT at one-half the full-time rate. (e.g., four months part-time = 


two months full-time) Students in STEM fields can apply for a 24-month extension. 


 


When Eligible to Work Part Time or Full Time 


Optional Practical Training may be granted at four stages in a student's academic career.  Timing dictates 


if it can be part-time or full-time.  Full time means more than 20 hours of work per week and part-time 


means 20 hours or less per week. OPT may be used incrementally within or among all four potential 


periods of authorization, but a separate application must be submitted for each different period requested. 
 


1) During summer or other vacation periods when school is not in session – OPT may be either full-time 


or part-time. 


2) During the fall and spring semesters* – may only be part time, except as noted in #3 below. 


3) After the completion of all course requirements for the degree, but before completion of the thesis, 


dissertation or equivalent* – may be either full-time or part-time.   


4) After completion of the degree – may only be full-time. 
 


 *Note: Students in situations 2 or 3 must continue to enroll in a full course of study while on OPT. 


 


 







 


  


When To Apply 


International Student Services (ISS) recommends you apply three months before your program 


completion date OR 60 days after program completion date.  Post-completion OPT cannot be requested 


earlier than the beginning of a student’s final semester.  F-1 students cannot apply earlier than the 20th 


day of classes of their last semester.   


 
 


How To Apply: 


1) Complete Section A of the “Academic Advisor/Academic Department Recommendation Form”. 
 


Don’t forget to complete the Requested Dates of Optional Practical Training and the Type of Job 


being sought. Be certain of the dates you are requesting. Attempts to change your application once it 


has been submitted to USCIS will result in processing delays and potential loss of your OPT. 
 


2) Have your academic advisor/academic department complete Section B of the “Academic      


      Advisor/Academic Department Recommendation Form.”  Note: All fields are required.  If any  


      item is left blank, International Student Services cannot provide a recommendation.  
        


IMPORTANT! The program completion date will be adjusted in SEVIS to reflect the anticipated 


completion date indicated by the advisor on the recommendation form.  The Optional Practical Training 


I-20 will show this adjusted completion date. If you do not complete your degree by this time you 


must apply for a program extension prior to the expiration of your new OPT I-20. Failure to do this 


will result in a status violation that will also invalidate your OPT authorization.  
 


3) Download and complete USCIS Form I-765 (http://www.uscis.gov/files/form/i-765.pdf).The 


category code for  line #16 on the I-765 is  “(c) (3) (b)” 
 


NOTE REGARDING ADDRESS:  The primary reason for failing to receive an OPT Employment 


Authorization Document (EAD) is due to problems with the address used on the I-765.   


• Use an address where you can receive mail for the next four months: a receipt is usually sent within 


2-4 weeks and the EAD can take up to four months. 


• We recommend using the International Student Services Office. 


• When using someone else’s address or the International Student Services Office- 


o make sure your name is on his/her mailbox/P.O. Box OR  


o include the International Student Services Office OR other person’s name in the address (item 


#3) using “c/o” (in care of) 


▪ “c/o” is not valid with PO Boxes 


▪ “c/o” International Student Services, 601 Park St., MU 014 


▪ “c/o” proper format: c/o Friend’s Name, Friend’s Address 


• The post office is not required to forward EADs through a mail-forwarding request. 


• If your address changes while your application is pending (is still being processed by USCIS): 


o Change your address online with USCIS at: https://www.uscis.gov/addresschange  



http://www.uscis.gov/files/form/i-765.pdf).The

https://www.uscis.gov/addresschange





 


  


4) Make an appointment at International Student Services to meet with an international student 


advisor.   Bring or have available for review the following completed information. 


CHECKLIST FOR APPOINTMENT: 


❑ Academic Advisor/Academic Department Recommendation form - ALL fields must be completed. 


❑ I-765 


❑ Current and all previously issued I-20’s 


❑ Official Transcript 


❑ Visa used for your most recent entry 


❑ Passport 


❑ I-94 


❑ Previously issued EADs (if any) 


❑ $410 until 3/31/2024 after 4/01/2024  $555 –  Credit or Debit card can be used to pay. 


❑ 2 passport style photographs – Refer to Photo Guidelines on page 4  
 


5) The International Student Services advisor will verify your F-1 status during your appointment. 


Recommendations for students to engage in Optional Practical Training cannot be made for those 


who are out of status. 


If everything is okay, the advisor will electronically request a new I-20 with the recommendation for 


Optional Practical Training. Also, if applicable, the advisor will shorten your program end date in 


SEVIS.  When the new I-20 is ready, you will receive an e-mail (usually within 2-3 business days) to 


come pick it up at the International Student Services Office. 
 


6) Pick up your new I-20 with an OPT recommendation from International Student Services. Sign the 


I-20 in Section #11. Be sure to ask the receptionist to make a copy.  Keep the original with you. 
 


7) Gather the following documents: 


a. Digital 2x2 color passport photo that meets USCIS specifications 


b. A scan of your passport photograph page 


c. A scan of the front and back of any previous EAD cards (if applicable) 


d. A scan of any previous I-20s with CPT or OPT information (if available) 


e. A credit or debit card with which you can pay the filing fee 


8) Create your online USCIS account: https://myaccount.uscis.gov/ 


a. A digital copy of your I-20 with an OPT recommendation 


i. Must be issued within the last 30 days for post-completion OPT and within the last 60 


days for STEM extension OPT. You MUST consult with ISS to receive a new I-20 


before filing for your OPT online. 


ii. The I-20 must be signed by an International Student Services advisor and by you. You 


can use a digital or handwritten signature. 


b. Your most recent form I-94. 


i. https://i94.cbp.dhs.gov/I94/#/home 


ii. Select “Get Most Recent Form I-94” 


9) File the form online 


Application for Employment Authorization (I-765) 


 


Provide a copy of all documents sent and received from USCIS to the International Student Services 


Office as well as keeping a copy for yourself.   



https://myaccount.uscis.gov/

https://i94.cbp.dhs.gov/I94/





 


  


Photo Guidelines 


Seven Steps to Successful Photos 


1. Frame subject with full face, front view, eyes open 


2. Make sure photo presents full head from top of hair to bottom of chin; height of head should measure 


1 inch to 1 3/8 inch (25 mm to 35mm) 


3. Center head within frame (see Figure below) 


4. Make sure eye level is between 1 1/8 inch to 1 3/8 inch (28 mm and 35 mm) from bottom of photo 


5. Photograph subject against a plain white or off-white background 


6. Position subject and lighting so that there are no distracting shadows on the face or background 


7. Encourage subject to have natural expression 


 
 


Current Processing Times and Online Status Check 
While filing Form I-765 online allows for immediate filing and receipt of your application, the overall 
processing time for the I-765 application is the same regardless of paper vs. online filing. See 
the USCIS website for current processing times 
 


Authorization 


The U.S. Citizenship and Immigration Service (USCIS) has the final authority to grant Optional Practical 


Training.  Authorization is issued in the form of a card referred to as an EAD (Employment authorization 


Document). Employment may not begin until the student receives a valid EAD.  


 


During Optional Practical Training 
While on Optional Practical Training, any change in name, change in address, or early termination of 
OPT MUST be reported to International Student Services – international@fhsu.edu   You will receive an 
email from SEVP (Student Exchange Visitor Program) with information to set-up your “portal” account.  
This portal will be used to update your employment information, so you do not accrue and exceed the 
“unemployment” days. 
Transferring to another school or beginning study at another educational level automatically terminates 


OPT. During your appointment, the International Student Services advisor will give you a handout 


entitled “F-1 Optional Practical Training Post-Recommendation Guideline” with specific details on 


issues of concern while you have an application pending and while you are participating in OPT. Be sure 


to read and comply with this.  If you don’t receive this handout, please inform International Student 


Services. 


 


Thank you for choosing Fort Hays State University and we wish you the best with practical training 


endeavors! 
 


Reference: 8 CFR 214.2 (f) (10) (ii) – (13)



https://egov.uscis.gov/processing-times/

mailto:international@fhsu.edu





 


  


F-1 OPTIONAL PRACTICAL TRAINING 


ACADEMIC ADVISOR/ACADEMIC DEPARTMENT RECOMMENDATION FORM  
 


OPTIONAL PRACTICAL TRAINING is a type of temporary employment authorization available to international students in F-1 


status that provides them an opportunity to gain practical experience in their field of study. This form must be entirely completed by 


the student and the academic advisor/academic department before International Student Services can process the recommendation. 


Please read the separate Optional Practical Training Instructions handout for specific eligibility details and application procedures. 


 


SECTION A: To be completed by Student 
 


Name Exactly as in Passport:  ________________________________________________________________________    
                                     (Surname/Family name)                   (Given name)               (middle or other name if applicable) 


_____________________________  ________________________  ________________________ 
E-mail Address                  Phone # and Type                Alternate Phone # and Type 
 


Dependents: (Spouse and/or minor children who are currently in the U.S. as your F-2 dependents): 
       Surname/Family name,  Given name Surname/Family name, Given name  


1.         2.         


Previously authorized periods of practical training: 


 ❑ CPT ❑ OPT ❑ Full Time ❑ Part Time Dates Authorized    to    


 ❑ CPT ❑ OPT ❑ Full Time ❑ Part Time Dates Authorized     to     
 


Requested Period of OPT: Beginning (mm/dd/yy) ___/___/___ Ending (mm/dd/yy) ___/___/___ 


This may “not” be the actual date you receive on your Employment Authorization Document 


Type of Position or Job Title Sought:            
 


SECTION B: Recommendation to be completed by Academic Advisor/Academic Department 
 


IMPORTANT!!! ACADEMIC ADVISOR/ACADEMIC DEPARTMENT MUST COMPLETE ALL SIX 


(#1-6) ITEMS BELOW: 
 


#1 Educational Level:  [   ] Bachelor    [   ] Master      #2   Major:______________________________  
 


#3 Term in which ALL degree requirements are anticipated to be completed:   
 


[   ] Fall 20____                      [   ] Spring 20____                     [   ] Summer 20____      
      


[    ] Within the initial week(s) of ____________ term 20____ before enrollment is required 
 


#4   Mark the one statement that will be applicable during the “Requested Period of OPT” indicated above: 
 


 ____ All DEGREE requirements have been/will be completed BEFORE the start of OPT. 
 


 ____ All COURSE requirements have been/will be completed EXCEPT FOR THESIS, OR EQUIVALENT. 


The student will continue to pursue a full course of study during the training period. 
 


 ____ The training will occur only during a summer vacation or other period when school is officially not in session 


and the student will resume a full course of study following the period of training. 
 


 ____ The training will occur during a regular fall or spring term and will not exceed 20 hours per week.  The 


student will continue to pursue a full course of study during the training period. 
 


#5   Briefly explain how/why the type of position or job title sought (noted above) is relative to student’s degree: 


_______________________________________________________________________________________ 


_______________________________________________________________________________________ 


#6 I have reviewed the student’s academic record and verify the above to be true and correct. I recommend the student 


be permitted to engage in Optional Practical Training for the requested period of training as described above. 
 


 Academic Advisor’s Signature:          Date:     
 


 E-Mail:          Phone:     
 


 Academic Department’s Signature:          Date:     


 E-Mail:          Phone:     





