
12-Month Post-Completion OPT 
Form I-765 Paper Filing Guide 

Last updated 8/2021 

 As of 12/4/2020, the current version of Form I-765 is the 8/25/2020 Edition. Please consult USCIS’s Form I-

765 page and contact an ISO advisor to confirm the most up-to-date information about Form I-765 during 

this period of transition. Using the wrong version of Form I-765 can result in rejection of your application. 

 This guide should only be used for 12- Month Post-Completion OPT application paper filing, not any other 

type of USCIS application. If you are replacing a lost, stolen, or incorrect EAD card, please consult an ISO 

advisor. 

 This guide provides information about various application forms, but the OPT application also requires    

specific supporting document copies. Please see the following pages for assistance with the I-765 and a full 

list of materials to include with your OPT application.  

 This document, as well as any other application review support from ISO, should not be considered legal 

advice. We highly recommend having your application materials reviewed by an ISO advisor before    

sending your application to USCIS, but please be aware that ISO advisors are not legal professionals and 

any recommended changes are only suggestions based on experience. You are responsible for accurately 

completing your forms and timely submitting your application! 

 The information in this guide is updated regularly. We advise that you check the most updated version of 

this guide on our website. 

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


Leave this section blank. 

Please note that Form I-765 must always 

be submitted with appropriate sup-

porting documentation. Consult the ISO’s 

OPT Application Checklist for more infor-

mation about this documentation. 

 

Enter your full name as it appears 

on your passport. If your full name 

does not fit in these boxes, you can 

use Part 6: Additional Information 

(page 7) to write out your full name. 

We highly recommend filling out this 

form electronically (typing in the infor-

mation). If you must fill any sections out 

by hand, use black ink and write clearly. 

Form I-765 and official instructions: 

https://www.uscis.gov/i-765  ! 

! 

Check this box. 

Enter N/A in any fields that do not apply 

to you throughout the application. 

You can use this section if you have ever 

changed your name OR if your name ap-

pears differently on different legal docu-

ments (e.g. your names are in a different 

order, with a dash [-], with or without an 

extra space, etc). If this does not apply to 

you, enter N/A in any unused fields. 

USCIS released a new version of Form  

I-765 that must be used starting Au-

gust 25, 2020. Note the current edition 

date in the bottom left (8/25/20). In 

case of sudden changes, make sure to 

download the most recent version of 

the form from the USCIS website for 

your application. 

http://iso.rochester.edu/employment/students/prepare.html
https://www.uscis.gov/i-765


The address you enter here is where 

your EAD card and any other notices 

from USCIS will be mailed. This should 

be an address where you can securely 

receive mail for the next 6 months.  

If the mailing address you are using is 

different from where you live, select 

“No”. If the mailing address you are 

using is the same as your physical ad-

dress, select “Yes” and skip to #8. 

If you selected “No” in #6, fill in your 

current residential address here.  

[Some students have issues with the fillable 

PDF not working for this section—if you are 

not able to type this in, you can use a text 

box or neatly hand-write in black ink after 

printing your forms.] 

Answer #10, #11, & #13a appropriately 

based on your personal circumstances.  

If you already have a Social Security 

Card and have not lost it, you can 

select “No” in #14 and skip to #18a. 

If you have never had a Social Secu-

rity Number or have lost your offi-

cial Social Security Card, you can 

select “Yes” in #14. [Being approved for 

OPT automatically makes you eligible for a 

Social Security Number, so you can apply for 

one along with your OPT application. Your 

Social Security Card will be sent to the mailing 

address used for this application.] 

If you select “Yes” in #14, fill in 

#15—17b. These questions are only 

for the Social Security Number appli-

cation. 

If you have a Social Security Number, 

enter it into #13b. 

If you have previously applied for OPT, 

you can enter the 9-digit “USCIS #” on 

your current EAD card as your “A-

Number”. Most students do not have a 

USCIS Online Account Number, but if 

you do have one, enter it in #9. 

List your country of citizenship in 

#18a. 

If you have dual citizenship, list your 

second country of citizenship in 

#18b. If you do not have dual citizen-

ship, you can enter N/A in #18b. 



Fill in #19a - 19c appropriately. If 

State/Province does not apply to 

you, you can enter N/A. 

Fill in your date of birth. 

Enter your I-94 admission number.  

Enter your current passport number.  

Enter the country that issued 

your passport and your pass-

port expiration date. 

Enter the date of your last arrival 

to the United States and the Port 

of Entry where you passed 

through US Customs.  

F-1 student 

F-1 student 

Enter your SEVIS ID number 

(listed on your I-20). 

Enter your immigration 

status history. 

Your answer to #24 may be 

different from #25 if you changed 

your status inside the United 

States via a Form I-539 applica-

tion and have not traveled inter-

nationally since. 

Link to look up your I-94 record online: 

https://www.cbp.gov/i-94 

c      3     B 

Leave blank. 

You will need to look up your most recent    

I-94 record and travel history online in order 

to complete #21a, #22, and #23. Your most 

recent I-94 should ideally reflect your most 

recent entry to the United States. However, 

if you took a short trip to Canada, Mexico, or 

an island near the United States, your I-94 

record may not have been updated. This 

travel should be reflected in your travel his-

tory and/or you should have a Port of Entry 

stamp in your passport from when you 

passed through United States Customs. If 

your I-94 record and travel history do not 

match, fill in #21a, #22, and #23 based on the 

available I-94 record and your actual travel 

dates and then use Part 6: Additional Infor-

mation (page 7) to provide explanation. See 

page 8 of this guide for more information. 

Enter this eligibility code for 

Post-Completion OPT. 

N/A 

N/A 

N/A 

N/A 

Students who do not have a pass-

port may have a travel document. 

If this is the case for you, enter 

your travel document # in #21c. If 

not, enter N/A. 

https://www.cbp.gov/i-94


 

If you completed Form I-765 by 

yourself, without the assistance of a 

legal preparer or attorney, select 

this option. 

Fill in your phone number and an 

email address where you can be 

reached for the next 6 months.  

N/A 

N/A 

N/A 

N/A 

N/A 

Please note that you must file Form 

I-765 from within the US. Please 

contact an ISO advisor if you have 

questions or concerns about this. 

N/A 

N/A 



Sign and date this form in dark 

blue or black ink after printing 

(no gel pen, no digital signatures). ! 

N/A 
N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 



N/A 

N/A 

N/A 

N/A 
N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

N/A 

Leave blank. 



1                         2                         1 

***EXAMPLE, DO NOT COPY!!!*** 

Complete legal name: 

 

Last name: _______________ 

First name: _______________ 

Middle name: _______________ 

3                         2                         22 

***EXAMPLE, DO NOT COPY!!!*** 

 

Public I-94 record system was not up-
dated after most recent travel to Cana-
da. The I-94 record associated with the 
I-94 number in #21a does not reflect 
my most recent entry to the United 
States referenced in #22 and #23. 

Example format: Clarifying full legal name 

that didn’t fit in space provided (Page 1, 

Part 2, Item #1). 

Example format: Clarifying I-94 record/

number that does not match most recent 

entry to United States (Page 3, Part 2, 

Item #22). 

If you are filling out Form I-765 electroni-

cally, this section is usually auto-filled 

(from the name you entered earlier in the 

form)—if not, be sure to fill it out. 

Part 6: Additional Information of Form       

I-765 can be used to provide additional 

information regarding anything you in-

cluded earlier in the form. If you do not 

have anything to add, you may just leave 

Part 6 blank. 

Three common reasons students use Part 

6 are (1) to add your full name if it did not 

fit above, (2) to clarify discrepancies be-

tween your I-94/travel history, and (3) to 

address any previously authorized CPT or 

OPT (see next page of this guide). 

You can use as many sections of Part 6 as 

necessary. Start by using #3a-d, then 

move to #4a-d if necessary, then #5a-d, 

etc. 



Example format: Multiple SEVIS IDs, mul-

tiple academic levels, no previous off-

campus work authorization. 

Example format: Only one SEVIS ID num-

ber, previous CPT authorization at cur-

rent academic level. 

Example format: One SEVIS ID, multiple 

academic levels, no CPT, previous OPT. 

Example format: Multiple SEVIS IDs at 

multiple academic levels, CPTs at pre-

vious academic level. 

Example format: Multiple SEVIS IDs at 

multiple academic levels, CPTs at cur-

rent and previous academic level, OPT 

at previous academic level. 

You should use as many sections of Part 

6 as necessary to communicate the 

information you are trying to get 

across. Start by using #3a-d, then move 

to #4a-d if necessary, then #5a-d, etc. 

***EXAMPLE, DO NOT COPY!!!*** 

 

Current SEVIS ID: N00______ 

Bachelor’s level 

 

Previous SEVIS ID: N00______ 

Summer high school program 

3                         2                         27 

3                         2                         27 

***EXAMPLE, DO NOT COPY!!!*** 

 

Current SEVIS ID: N00______ 

Master’s level 
 

Previous SEVIS ID: N00______ 

Bachelor’s level 

Full-time CPT [start date] - [end date] 

Part-time CPT [start date] - [end date] 

***EXAMPLE, DO NOT COPY!!!*** 
 

Current SEVIS ID: N00______ 

Master’s level 

CPT: See attached I-20 copies. 

***EXAMPLE, DO NOT COPY!!!*** 

 

Current SEVIS ID: N00______ 

Master’s level 
 

Bachelor’s level 

Post-completion OPT: See attached EAD. 

3                         2                         27 

3                         2                         27 

3                         2                         27 

***EXAMPLE, DO NOT COPY!!!*** 

Current SEVIS ID: N00______ 

Master’s level 

CPT: See attached I-20 copies. 
 

Previous SEVIS ID: N00______ 

Bachelor’s level 

Post-completion OPT: See attached EAD. 

Full-time CPT [start date] - [end date] 

 

If you are filling out Form I-765 

electronically, this section is usually 

auto-filled (from the name you 

entered earlier in the form)—if not, 

be sure to fill it out. 

The official instructions for Form I-765 say 

the following: [If using code (c)(3)(B) for 

Post-Completion OPT], use Part 6. Addi-

tional Information to provide all previous-

ly used SEVIS numbers and evidence of 

any previously authorized CPT or OPT and 

the academic level at which it was author-

ized.   

If you have had multiple SEVIS ID num-

bers, or if you have been authorized for 

any off-campus work permission in the 

past, please consult our examples for 

guidance on how to fill out this section. 

You should use a format or combination 

of formats appropriate for your specific 

situation. If you have only ever had one 

SEVIS ID number and have never been 

authorized for CPT or OPT before, you will 

not need to add any information about 

this to Part 6.  



Application Materials 
 

All document copies can be in black and white OR in color, as long as they are clear and accurate reproductions of your original documents. Do not send any 
of your original immigration documents to USCIS.  
 
When filing the paper application, we recommend that you prepare your documents as mentioned on the ISO website. Your application should be     as-
sembled in the order the documents are listed below. Documents should be printed single-sided and secured with a paperclip (not stapled).  
 

 FILING FEE 
 

The filing fee can be paid by personal check, bank check, money order, or credit card. ISO recommends paying by check if possible, due to numerous issues 
students have had with the credit card authorization form. Please see page 11 of this guide for further details about these options. 
 

 PHOTOS 
 

2 identical passport – sized printed photos cropped to the appropriate size. Write your name and A-Number (USCIS #) OR I-94 number on the back of your 

photos. Also be sure to enclose them in a protective covering (e.g. envelope, Ziploc bag, etc.) to avoid damage during mailing. 

  FORM G-1145  
 

Form G-1145 E-Notification of Application/Petition Acceptance is a one-page form that allows you to receive electronic notifications from USCIS about 
your application. Be sure to list an email address you will be able to access for at least 6 months. 
 

  FORM I-765  
 

Form I-765 Application for Employment Authorization is the application form for OPT and STEM OPT. Make sure to download the most recent version of 
Form I-765 from the USCIS website for any new application. Please note that Form I-765 requires an original signature in Part 3 #7a.-b. Sign Form I-765 in 
dark blue or black ink after printing. USCIS will reject unsigned applications. 
 

 DOCUMENT COPIES:  
 

 Recommendation I-20 
 Previous CPT and/or OPT I-20s 
 Passport 
 I-94 Record 
 Previous/Current EAD(s) 

http://www.iso.rochester.edu/employment/students/prepare.html
https://www.uscis.gov/g-1145
https://www.uscis.gov/i-765


Personal check: Make sure to sign and date the check as you fill it out in pen, see example below:   

 
 

 
 
 
 
 
 
 
 

 
Form G-1450 Authorization for Credit Card Transactions requires an original signature. 

 

https://www.uscis.gov/g-1450

