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This manual contains instructions on how 
to apply for the 12-month OPT.  If you are 
applying for the 24-month STEM OPT 
extension, go to the “STEM OPT Manual.”  

Warning:  
The information in this manual is subject 
to change.  Therefore, discard any copies 
you have googled, downloaded, or 
bookmarked!   
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 Apply as early as possible!



Benefits of filing online

Filing a form online is better than mailing a paper form because you can:

●



  Extremely important filing deadlines!
ć *Î3ÎKÎ ê āĀăÎāãkäãĀĀäãnäã)ä

3nvnxl dfYdvnxf¦ kz¥ ¢¥fÝbzw¢vf¨nzx AHM Yxd ¢z¦¨Ýbzw¢vf¨nzx AHMÎ
(1) Students may file a Form I-765 for ¢¥fÝbzw¢vf¨nzx OPT ©¢ ¨z Ĉÿ dY±¦ before being enrolled for one full 
academic year, provided that the period of employment will not start prior to the completion of the full 
academic year.
(2) For ¢z¦¨Ýbzw¢vf¨nzx OPT, the student must properly file his or her Form I-765 ©¢ ¨z Ĉÿ dY±¦ prior to his or 
her program end date and xz vY¨f¥ ¨mYx ąÿ dY±¦ after his or her program end date. The student must also file 
the Form I-765 with USCIS ¯n¨mnx Ăÿ dY±¦ of the date the DSO enters the recommendation of OPT into his or her 
SEVIS record.

The date you “file” your  application is the date you submit your 
application online and receive the receipt number.  Your 
application will be denied if it is not filed within these periods: 

1. Up to  90 days before your program end date
2. Within 60 days after your program end date        
3. More than 30 days after your date your Form I-20 

requesting OPT was issued
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● Are you planning to obtain another degree at the same education level? 
You  can receive OPT more than once, as long as you complete another program at a higher education 
level.  Therefore, if you are planning to obtain a second degree at the same education level, you should 
consider whether you want to use up your OPT now or wait until you complete the second degree.  Or, 
you may split the 12 months of OPT between the two programs.    

● What if you think you may not finish, or you fail to  finish, your program on time?  
If you are not sure if you will finish your program on time, and you are taking less than the required 
number of units in your last term, be sure to submit a Reduced Course Load for Last Term to the OISS!  If 
your OPT has been approved, you may work part time until you complete your program.   If you wish 



 5z¯ ¨z bYxbfv z¥ ¯n¨md¥Y¯ ±z©¥ AHM

● As long as you have not filed your application, you may ask the OISS to cancel your 
OPT request or change the requested OPT start date.       

● If you have already filed your application, you should immediately submit a letter to 
USCIS requesting a withdrawal of your application.  Contact the OISS to receive a 
sample withdrawal request letter.  You must act quickly, since there is no guarantee 
that your request will be received and processed by USCIS on time.   
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What happens if a student (excluding those students who have completed all program requirements aside from thesis or 
equivalent) applied for post-completion OPT before his or her program end date and subsequently fails to complete the 
requirements for his or her program? 

✓ The student should contact his or her DSO immediately for guidance. 

✓ If the employment authorization application has not been adjudicated by USCIS, the student may withdraw the application by 
notifying the Service Center where the application was filed. The DSO should also withdraw the recommendation for OPT in 
SEVIS. 

✓ If the employment authorization application has already been approved, the DSO should extend the student’s program end 
date to the appropriate date. The student may work ¢Y¥¨ ¨nwf while enrolled in courses to complete the requirements for his 
or her program and full time during breaks and vacations. After successful completion of all the program requirements, the 
student may work full time. 

✓ However, even though the student’s program end date was extended, because the OPT was granted as post-completion OPT, 
the student is subject to the 90-day limitation on unemployment. 

Source: http://www.ice.gov/doclib/sevis/pdf/opt_policy_guidance_042010.pdf

https://www.google.com/url?q=http://www.ice.gov/doclib/sevis/pdf/opt_policy_guidance_042010.pdf&sa=D&source=editors&ust=1623224997007000&usg=AOvVaw1NggyNNIgbgcp-UIM-XQs7
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 Submit your OPT Request e-form to the OISS 
ć *Î3ÎKÎ ê āĀăÎāãkäãĀĀäãnä

Student responsibilities. A student must initiate the OPT application process by requesting a recommendation 
for OPT from his or her DSO. Upon making the recommendation, the DSO will provide the student a signed Form 
I-20 indicating that recommendation.
Start of employment. A student may not begin employment prior to the approved starting date on his or her 
employment authorization except as noted in paragraph (f)(11)(i)(C) of this section. A student may not request a 
start date that is more than 60 days after the student's program end date. Employment authorization will begin 
on the date requested or the date the employment authorization is adjudicated, whichever is later.

● Submit the OPT Request e-form to the OISS about four months before your expected program 
end date (Note:  this is the date you will complete studies, NOT the date of the graduation 
ceremony).  

● You may request any OPT start date within 60 days after your program end date.  For 
example, if your program end date is May 1, you can select any OPT start date from May 2 
through June 30. 

●



  
Create an online account

1. Go to  https://www.uscis.gov/file-online   

2. Click on “sign in” (on the top right corner of the page)

3. Click on “create account” (do not use your Pepperdine email address)

4. Select “File a Form Online”

5. Select “Application for Employment Authorization (I-765)” 

6. Before filling out the I-765, read carefully the information about:

     eligibility
     filing deadlines
    fee
    documents you may need
     biometric services appointment
    what you should do after su ppointment ͻ ̾̾̾ͧ ̾̾̾̾

https://www.google.com/url?q=https://www.uscis.gov/file-online&sa=D&source=editors&ust=1623224997547000&usg=AOvVaw0sFcWYggma0OZ9kDo2m7kD


“Getting started” 
Basis of eligibility:
● Select c(3)(A) Student Pre-completion OPT if you are applying for permission 

to work before completing your program
● Select c(3)(B) Student Post-completion OPT if you are applying for permission 

to work after completing your program
● If you are applying for the STEM OPT extension, please go to the STEM OPT 

Manual  

Reason for applying:
● Select “initial permission to accept employment”  
● If you are applying for a replacement employment authorization document 

(EAD), contact the OISS
● If you are applying for the STEM OPT extension, please refer to the STEM 

OPT Manual  

Preparer and Interpreter information:
● If someone is assisting you with your application, contact the OISS.  

Otherwise, answer “no.”
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“About you”

Answer all questions that apply to you.
For your “mailing address,” enter the name of the person other than yourself 
in the “in care of” field only if you are using that person’s address.



https://www.google.com/url?q=https://my.uscis.gov/forms/application-for-employment-authorization/4950581/evidence/photographs&sa=D&source=editors&ust=1623224997767000&usg=AOvVaw1STuA3XoRarPiFas_la4eG
https://www.google.com/url?q=https://my.uscis.gov/forms/application-for-employment-authorization/4950581/evidence/I-94-arrival-and-document-record&sa=D&source=editors&ust=1623224997767000&usg=AOvVaw0esc1xIO5QZIWVHVQAvn7e
https://www.google.com/url?q=https://i94.cbp.dhs.gov/I94/%23/home&sa=D&source=editors&ust=1623224997767000&usg=AOvVaw3N16cPDN7esyO-1vGYc2hS
https://www.google.com/url?q=https://my.uscis.gov/forms/application-for-employment-authorization/4950581/evidence/government-issued-ID&sa=D&source=editors&ust=1623224997767000&usg=AOvVaw0Xg4fqPSoYiKPxy0iM-S_d
https://www.google.com/url?q=https://my.uscis.gov/forms/application-for-employment-authorization/4950581/evidence/proof-of-enrollment&sa=D&source=editors&ust=1623224997767000&usg=AOvVaw2yvgbmE7GWKuLqfnMdXeTs
https://www.google.com/url?q=https://my.uscis.gov/forms/application-for-employment-authorization/4950581/evidence/previous-authorized-cpt-or-opt&sa=D&source=editors&ust=1623224997768000&usg=AOvVaw2pH3EghCi06CTHEfX_5vGn
https://www.google.com/url?q=https://my.uscis.gov/forms/application-for-employment-authorization/4950581/evidence/form-I-20&sa=D&source=editors&ust=1623224997768000&usg=AOvVaw0EHMdnTxeZaU36XMmfWxzW


“Additional information”
This section allows you to provide any explanation or information that may be helpful to 
USCIS.  Be sure to include the following information:

If you have had more than one SEVIS number, provide all of the numbers you used before  
your current one:
1. For ñsection,ò select ñabout youò
2. For ñpage,ò select ñyour immigration informationò
3. For ñquestion,ò select ñwhat is your Student and Exchange Visitor Information System 

(SEVIS) Number (if any)?
4. In the text box, enter the SEVIS number(s) you previously used

If you were previously authorized CPT of OPT, provide information about the CPT or OPT:
1. For ñsection,ò select ñevidenceò
2. For ñpage,ò select ñpreviously authorized CPT or OPTò
3.



“Review and submit”

● After completing the Form I-765, we recommend that 
       you send a copy of your draft I-765 to oiss.pepperdine.edu
        for review, in case of any errors. 

● You will be directed to pay.gov to submit your fee 
payment by credit/debit card or withdrawal from a 
checking/savings account.

● Your receipt notice will be generated as soon as you submit 
your application. You should also expect an official paper 
receipt notice to be sent to you by mail.

       
                     17



  Respond to a  “Request for Evidence (RFE)” on time

● Check the “documents” tab in your online account frequently in case you 
have been issued a  Request for Evidence (RFE).  You should expect the 
RFE to be mailed to your mailing address.

● If you receive a Request for Evidence (RFE), immediately send a copy of it 
to the OISS so we can make sure that you respond to it correctly.  If you 
fail to provide the requested evidence to USCIS by the deadline indicated 
on the Request for Evidence (RFE), your application will be denied!

● You may also receive a notice to appear for a biometric services  
appointment to provide fingerprints, photograph, and/or signature.  

          If you fail to show up at your  appointment, your OPT will be denied!

● If you are traveling or using someone else’s mailing address, it is 
important to have your mail checked often to make sure mail  from 
USCIS is opened immediately.    
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 Submit the OPT Report to the OISS

As soon as you receive your OPT approval, you must report to the OISS by 
submitting the OPT Report e-form. 

Step One:    Go to https://oiss.pepperdine.edu/istart/controllers/start/StartEngine.cfm  and click 
on “New Student/Scholar Login”

Step Two:   Select ñEmail me my Limited Access PINò at the bottom of the page.

Step Three: Enter and submit your University Identification Number (CWID).

Step Four:   After receiving the confirmation message, open a new browser window or tab and       
check your email to retrieve your PIN. Your PIN will be emailed to your alternate email, as 
provided to Pepperdine through your Wavenet account. Then, go back to the OISS Home Page.

Step Five:   Fill in your CWID, Date of Birth, and PIN in the appropriate fields and click ñLogin."

Step Six:    On the left column, click on "F-1 Practical Training" and complete the OPT Report, 
making sure that all required fields are correctly filled in. Click ñSubmitò to submit your form. 

https://www.google.com/url?q=https://oiss.pepperdine.edu/istart/controllers/start/StartEngine.cfm&sa=D&source=editors&ust=1623224998514000&usg=AOvVaw1nxHxEsmnQFngqhO5OtNCK


The SEVP Portal
As soon as your OPT becomes effective, you will receive an email message from SEVP with a link to 
create an account in the SEVP Portal, which is a tool  launched by the U.S. Department of 
Homeland Security for  students  on OPT.   Use of the SEVP Portal is optional. 

IMPORTANT! You must report all changes directly to the OISS, even if you have updated your 
information in the SEVP Portal!  

 The SEVP Portal allows you to :  

● Update your physical home address, mailing address, and telephone number
● Monitor and update your employer information (DO NOT DELETE PREVIOUS EMPLOYERS 

https://www.google.com/url?q=https://sevp.ice.gov/opt/%23/login&sa=D&source=editors&ust=1623224998744000&usg=AOvVaw0FM8qRnPiFVyBYdsBmZi9f
mailto:do-not-reply.SEVP@ice.dhs.gov
https://www.google.com/url?q=https://studyinthestates.dhs.gov/&sa=D&source=editors&ust=1623224998745000&usg=AOvVaw2E-zoQHlUoZ9pBj30ZUfLV




What if your OPT is denied?                 
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Unlawful Presence

An OPT denial will trigger the INA § 222(g) visa cancellation and INA 212(a)(9)(B) unlawful presence 
provisions.  If you are present unlawfully for more than 180 days but less than one (1) year, and you 
voluntarily depart the US prior to the initiation of removal proceedings, you will be rendered 
inadmissible for 3 years.  If you are present unlawfully for one (1) year or more, you will be rendered 
inadmissible for ten (10) years.  



  Types of OPT employment allowed

25

L.SH Hzvnb± 4©ndYxbf ĀÿÿăÝĂĂ

✓ >©v¨n¢vf fw¢vz±f¥¦Î A student may work for more than one employer, but all employment must be related to the student’s 
degree program and, for pre-completion OPT, can not exceed the allowed per week cumulative hours.

✓ Lmz¥¨Ý¨f¥w w©v¨n¢vf fw¢vz±f¥¦ ã¢f¥kz¥wnxl Y¥¨n¦¨¦ä. A student, such as a musician or other type of performing artists, may 
work for multiple short term employers (gigs). The student should maintain a list of all gigs, the dates and duration.

✓ Tz¥u kz¥ mn¥fÎ This is also commonly referred to as 1099 employment, where an individual performs a service based on a 
contractual relationship rather than an employment relationship.  If requested by DHS, the student must be prepared to 
provide evidence  showing the duration of the contract period and the name and address of the contracting company.

✓ LfvkÝfw¢vz±fd a©¦nxf¦¦ z¯xf¥Î A student on OPT may start a business and be self-employed. The student must be able to 
prove that he or she has proper business licenses and  is actively engaged in a business related to the student’s degree 
program (self-employment is not allowed for STEM OPT).    

✓ .w¢vz±wfx¨ ¨m¥z©lm Yx Ylfxb± z¥ bzx¦©v¨nxl kn¥wÎ A student on post-completion OPT must be able to provide evidence 
showing he or she worked on average of Y¨ vfY¦¨ āÿ mz©¥¦ ¢f¥ ¯ffu while employed by the agency (for STEM OPT, the I-983 
must be signed by the employer that provides and oversees the training).

✓ HYnd fw¢vz±wfx¨Î A student may work part time (at least 20 hours per week when on post-completion OPT) or full time.

✓ Nx¢Ynd fw¢vz±wfx¨Î A student may work as a volunteer or unpaid intern, where this practice does not violate any labor laws. 
The work must be at least 20 hours per week for a student on post-completion OPT. A student must be able to provide 
evidence acquired from the student’s employer to verify that the student worked at least 20 hours per week during the period 
of employment (for STEM OPT, employment must be paid)

   



  Travel during OPT
ć *Î3ÎKÎ ê āĀăÎāãkäãĀĂä

Temporary absence from the United States of F-1 student granted employment authorizationÎ 
An F-1 student who has an unexpired EAD issued for post-completion practical training and who is otherwise 
admissible may return to the United States to resume employment after a period of temporary absence. The 
EAD must be used in combination with an I-20 ID endorsed for reentry by the DSO within the last six months.

)fkz¥f df¢Y¥¨©¥fË knvv z©¨ Y Travel 
Permission or I-20 Update RequestÇ

TY¥xnxlÇ   Vz© ¯nvv xz¨ af Yavf ¨z 
¥f¨©¥x ¨z ¨mf NL ¨z fxlYlf nx AHMÎÎÎ   



 H-1B cap-gap OPT Extension
✓ Students who wish to continue working after OPT usually apply for the H-1B visa (students in 

STEM majors should apply for the STEM OPT extension even if they plan to apply for the H-1B).  
Go to the USCIS website for more information on the H-1B and other temporary work visas.

      
✓



If you terminate or complete your OPT
ć *Î3ÎKÎ ê āĀăÎāãkäãĀÿäãnn)

Duration of status while on post-completion OPT. For a student with approved post-completion OPT, the 
duration of status is defined as the period beginning when the student's application for OPT was properly filed 
and pending approval, including the authorized period of post-completion OPT, and ending 60 days after the OPT 
employment authorization expires (allowing the student to prepare for departure, change educational levels at 
the same school, or transfer in accordance with paragraph (f)(8) of this section). 

Termination of practical trainingÎ Authorization to engage in optional practical training employment is 
automatically terminated when the student transfers to another school or begins study at another educational 
level.

You must promptly submit the Exit or Transfer Request e-form to the OISS if you intend to 
take any of the actions below.  

● Depart the US 


