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OPT APPLICATION CHECKLIST 
Submit single-sided documents only 

1. Complete OPT request form & responsibilities page
2. Approval from your GPD (GR) or Academic Advisor (UG)
3. Signed I-765 form 
4. Copies of passport ID page, expiration date page, visa stamp
5. I-94 arrival record print-out
6. Single-sided copies of all I-20s ever issued to you by ODU or any other school that you have attended
7. 2 photos taken within 30 days of filing your application. The photos must be in color with full face, 

frontal view on a white to off-white background. Your head must be bare unless you are wearing 
headwear as required by a religious order of which you are member. With a pencil, lightly write your 
name and SEVIS ID number on the back.

8. G-1450 form to authorize credit card payment OR a check for $ 410 made out to “U.S. Department of 
Homeland Security”; write “OPT” and your SEVIS ID # in the memo section at the bottom left; sign the 
bottom right

9. G-1145 form (E-Notification for Application/Petition Acceptance) - OPTIONAL



OPT Request Form 
View your addresses in LeoOnline

Enter your academic program info

Enter your requested OPT EAD start date
Start date can be as early as the day after your program end 
date and must be no later than 60 days after your program 
end date

Your Academic Advisor (UG) or Graduate Program 
Director (GR) must complete this section

SIGN & DATE HERE 



OPT Responsibilities Form

CAREFULLY READ AND 
SIGN THE 

RESPONSIBILTIES FORM 



I-765 FORM – PAGE 1 OF 7

Part 1. Item 1.a. Select Initial Permission to accept 
employment 
Part 2. Item 2.a. Your other names such as maiden name, 
nicknames
Write N/A for not applicable 

Part 2. Item 1.a. Your Family and Given Name



I-765 FORM – PAGE 2 OF 7
Item 5.a. “In care of name”: if your mail is sent to someone 
other than yourself, write the recipient’s name. 
IMPORTANT!!! THIS IS THE ADDRESS TO WHICH YOUR 
EAD CARD WILL BE MAILED 

Item 7.a. – 7.d. If you checked “NO” in Q6. Enter your 
current SEVIS address 

Item 14. If you 
do not have a 
social security 
number, you 
can request 
one by 
selecting 
“YES” 

Item 6. U.S. Physical address will become fillable when you 
select “NO” here

Item 8. If you do not have A #, write “NONE” 
If you have had an EAD card before, your EAD card will have the 
9-digit number beneath “USCIS #.”
Do not enter your I-94 #. You will enter your I-94 number in Q21. 
Item 9. If you have filed an application with USCIS online, write 
your account number here. If you have never filed an application 
online, write “NONE”.

Item 18.a & 18.b. Answer both questions.



I-765 FORM – PAGE 3 OF 7

Item 21.a. Retrieve I-94: i94.cbp.dhs.gov
I-94 can be retrieved within 5 years of entry

! IMPORTANT!
Item 27. 

ENTER “C 3 B”

Item 26. Your SEVIS # from your current I-20

Item 24. Write “F-1 student” if you entered the US on an F-1 visa.
If you entered the US on a different visa and changed your status 
to F-1 after you arrived, write the visa status that you used to 
enter the US.

Item 23. Name of the Port of Entry city, 
for example: Washington DC, Atlanta, New York  

Item 21.c. Document used to enter the US instead of the 
passport. Write “NONE” if you have a passport 

Items 28 –
30c
Leave Blank

Item 25. Write “F-1 Student”



I-765 FORM – PAGE 4 OF 7

Items 30.d – 31.b
Leave Blank

Select Item 1.a. 

Complete Items  
3-5.



I-765 FORM – PAGE 5 OF 7

IMPORTANT! 
SIGN WITH BLUE OR BLACK PEN AND DATE 

NO PHOTOCOPIES 
NO ELECTRONIC SIGNATURES 

SIGNATURE MUST FIT INSIDE BOX

Items 3a – 7b
Leave Blank

Part 4. Items 1.a, 1.b, and 2. Write N/A for not 
applicable 



I-765 FORM – PAGE 6 of 7



I-765 FORM – Page 7

You need to complete this part 6 if you:
• had a different SEVIS Number
• completed CPT
• applied for OPT before
• changed your visa status in the US.

If you need to enter multiple events on this page, 
enter what happened most recently in item 3.a., 
next recent in item 4.a. etc.

For example: 



Photocopies of Your ALL I-20s  

• Please do not submit your original I-20s or copies of your dependents’ I-20s. 
• Make sure you have signed all your I-20s on page 1.  



Photocopy of Your Passport Biographical  
Page

• Photocopy should be in the middle of the page 
• Do not modify the size of your passport



Photocopy of your US visa stamp page OR Change of Status Approval Notice

• Visa photocopy should be in the middle of the page 
• Do not modify the size of your visa stamp 

OR



I-94 arrival record 

Electronic I-94:
You can get the most recent I-94 :
https://i94.cbp.dhs.gov

Paper I-94:
U.S. Customs & Border Protection (CBP) began the 
automation of the I-94 records on April 30, 2013

OR

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


Payment 

Check for $410 made out to U.S. Department of 
Homeland Security OR

Completed G-1450 – Authorization for Credit 
Card Transactions 

IMPORTANT! 
DO NOT FORGET TO 

SIGN THE G-1450 FORM

DOUBLE CHECK YOUR 
DEBIT/CREDIT CARD 

NUMBER



2 Photos : 2 by 2 inches  (51 mm x 51mm)

• 2 identical color passport-style photographs taken recently
• white to off-white background, be printed on thin paper with a glossy finish
• Glasses are not allowed
• Directly facing camera with a neutral expression, eyes are clearly visible
• Head centered and sized between 1” and 1.4” (25 and 35 mm)
• Using a pencil or felt pen, lightly print your name and your SEVIS Number on the back of the photo.

Acceptable Unacceptable 



OPTIONAL: G-1145 E-notification of Application Acceptance 

Completed G-1145 Form 

E-Notifications do not include any personal 
information, including your name, because email 
and text message are not secure ways for us to 
transmit this information. The notification will list 
your receipt number and tell you how to obtain 
case status information.

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


STEM OPT APPLICATION
SUBMIT YOUR APPLICATION 90 DAYS 

BEFORE YOUR REGULAR OPT END DATE 

CHECK YOUR STEM ELIGIBILITY HERE:
https://studyinthestates.dhs.gov/eligible-

cip-codes-for-the-stem-opt-extension

https://studyinthestates.dhs.gov/eligible-cip-codes-for-the-stem-opt-extension
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