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Optional Practical Training 
 

Application Instructions 
 

Follow the instructions below to apply for OPT by mail. 

 
1. Attend an OPT workshop hosted by the Center for International Students (CIS). To 

find the next workshop, email iso01@truman.edu. Attending an OPT workshop is 

necessary to apply for OPT. 

2. Prepare your application materials, upload all documents to Google Drive, and 

share it with iso01@truman.edu. Application documents are:  

□ $410 check or money order made payable to ‘Department of Homeland 

Security.’ 

□ Two passport-style photos with your name and I-94 Number written on the 

back in pencil.   

□ Completed I-765 Form TYPED. Access the form here.  

□ Completed SEVIS Release Form. Access the form here.  

□ Copies of all immigration documents. 

o Passport 

o Visa 

o Most recent port of entry stamp  

o I-94: Printout of electronic I-94 OR a scan of front and back of I-94 

o All previous I-20s or DS-2019s 

o All Change of Immigration Status approval forms, if applicable 

o Front and back of all previous work permits 

□ Completed Form G-1145 (E-notification form). Access the form here. This 

form is suggested but not required.  

3. Once the CIS has approved your application, we will notify you to pick up your new 

I-20 that includes the recommendation for OPT.  

4. Once you sign your new I-20, make a copy and mail it and all application 

documents immediately.  The signature from the Designated School Official is only 

valid for 30 days. If USCIS does not receive your application within 30 days of the 

new I-20 being issued, your application will be denied with no refund. You will have 

to reapply and pay the fee again. 

 

 

 

 

mailto:iso01@truman.edu
mailto:iso01@truman.edu
https://www.uscis.gov/sites/default/files/document/forms/i-765-aead.pdf
https://international.truman.edu/files/2020/07/Fillable-SEVIS-Work-Permit-Release-Revised-April-2020.pdf
https://www.uscis.gov/sites/default/files/document/forms/g-1145.pdf


Google Drive Instructions: 
 

In Google Drive, save your documents in this order with the following format: 

1. SEVIS Release, Last Name (Banner ID) 

2. I-765, Last Name (Banner ID) 

3. Passport, Visa, Entry Stamp, Last Name (Banner ID) 

4. I-94, Last Name (Banner ID) 

5. I-20s, Last Name (Banner ID) 

6. Passport-style Photos, Last Name (Banner ID) 

7. Fee, Last Name (Banner ID)  

8. Other, Last Name (Banner ID) 

 
Please save all files as PDFs. Only passport photos may use a different format (e.g. JPG, JPEG, 

etc.). 

 

See below for an example: 

 

 

 

 

 

 



Photo Instructions 

 
USCIS can be very picky about photos, and we want you to have the best chance of being 

approved, so we are also very picky about photos.  Show this to your photographer if you have to, 

but make sure you get the best photos possible. This photo must be different from your passport, 

visa, and any other work permit photo. We recommend Walgreens. 

 
 

Well-Composed Photos 

 
  
                          Head Position & Placement                                                                                           
 

□ Subject framed with full face, front view, eyes 

open 

□ Photo presents full head from top of hair to 

bottom of chin; height of head should measure 1 

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

□ Head centered within frame (see example above) 

□ Eye height is between 1-1/8 inches to 1-3/8 

inches (28 mm and 35 mm) from bottom of 

photo 

□ Plain white or off-white background 

□ No distracting shadows on the face or 

background 

□ Natural expression 
 

 

 
For more information, please see the Department of State’s guidelines for passport-style photos. The 

Department of State also provides a tool to verify whether your photos are compliant. 

 

 

 

 

 

 

 

 

https://travel.state.gov/content/travel/en/passports/how-apply/photos.html
https://tsg.phototool.state.gov/photo


 

Sample I-765 Form 
Follow these guidelines when filling out your application: 

 

***If possible, please download I-765 using Adobe Acrobat Reader.

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Part 1 Check ‘Initial 

Permission to accept 

employment’ 

 

 

 

 

 

 

 

 

 

Part 2 

 

Line 1a. and 1b. 
Family name is 

followed by all first 

and middle names as 

they appear in the 

machine readable 

zone on your passport 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Line 5  
USCIS will mail your EAD card to 

this mailing address after your OPT 

is approved. If you do not know 

your mailing address for at least 4 

months into the future, use the CIS 

address provided.  

 

Line 5a M. CRIST 

 

Line 5b 100 E Normal Avenue 

 

Line 5c Check Ste. and write CIS 

 

Line 5d Write Kirksville 

 

Line 5e Select MO 

 

Line 5f Write 63501 

 

Line 8 This number is listed on your 

most recent EAD card. It can be 

found under the “USCIS#” area. If 

you do not have an EAD or lost it, 

then you can leave this blank.  

 

Line 9 Refer to the USCIS I-765 

instructions: Item 9 on page 17. 

Leave this blank if it does not apply 

to you.  

 

Line 10 Required 

 

Line 11 Required 

 

Line 12 If you answered “Yes”, 

provide copies of previous EADs 

with your application, if available. If 

unavailable, you can explain in Part 

6.  

 

Line 13a  
Answer “Yes” if you have an SSN 

card. Complete 13b and skip 14-17.  

 

Answer “Yes” if you had an SSN 

card and would like a replacement 

card. Answer “Yes” to 14 and 15 

and complete 16-17.  

 

Answer “No” if you were never 

issued an SSN card. Skip 13b and 

complete 14-17.  

Line 13b Required if checked ‘Yes’ on Line 13a. 

 

Line 14 If checked ‘No’ on line 13a, you may request a social security number 

in addition to your OPT card. If this is of interest to you, check ‘Yes’. 

 

Line 15-17 Required if checked ‘Yes’ on Line 14. 

 

Line 18 List country (s) of citizenship. 

 
 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Line 19 Required 

 

Line 20 Required 

 

Line 21a Retrieve your I-

94 Number at cbp.gov/I94  
 

Line 21b Required 

 

Line 21d Required 

 

Line 21e Required 

 

Line 22 Enter the last 

date you entered the 

U.S. For most of you, 

this should be the date 

stamped in your 

passport and should 

match your I-94 entry 

date.  

 

Line 23 Required. (City 

AND State) 

 

Line 24 F 1 student 

 

Line 25 F 1 student 

 

Line 26 SEVIS number 

found on Form I-20. 

 

Line 27  (c)(3)(B) 

 

Line 28-31 Leave Blank  

(This is only for STEM 

extensions) 

 

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


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Part 3 

 

Line 1a Check ‘I can 

read and understand 

English and I have read 

and understand every 

question and instruction 

on this application and 

my answer to every 

question.’ 

 

Line 3 and 4 Provide a 

U.S. phone number if 

available 

 

Line 5 Provide student 

email address 

 

 

Line 7 Sign and date the 

form with a pen! 

 

 

Page 6-7 Should be 

included in 

application, but do not 

need to be completed 

if they do not apply to 

you.  



 

Sample SEVIS Release Form 

Follow these guidelines when filling out your SEVIS Release Form: 

 Check box for current visa status. 

 Check box for ‘Optional Practical Training (F-1 visa only)’ 

 The first line is the start and end dates.  

o Start date must be within 60 days after graduation. 

o End date is a year minus a day from the start date. 

 Fill in graduation date and major. 

 Complete the bottom section on work permit 

 

 

 

 

 
 


