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Optional Practical Training (OPT) Application Process 

F-1 students may apply for OPT from 90 days before to 60 days after

the Program End Date as shown on their most recent I-20s.

1. Fill out & Submit the Optional Practical Training (OPT) Request Form to CTSB Administrative Office. 

Download the form at https://www.catu.edu/publications/.

2. Make the Payment for OPT I-20 Processing Fee ($300) to California Trinity University. Contact 

Accounting Department for more information.

3. Prepare Images/Scanned copies of following documents.

1. One passport-style photo (2x2 inches) - Photo Composition tools

2. I-20 – all I-20 forms must be properly signed by a DSO and you

1) OPT I-20

2) Part-time CPT I-20 issued by CalTrinityU (if any)

3) CPT I-20 and/or OPT I-20 issued by previous school(s) (if any)

3. Passport - at least 6 months prior to the expiration date

4. I-94 - Download an electronic copy at https://i94.cbp.dhs.gov/

5. Front and back of your previous Employment Authorization Document (EAD) (if applicable)

[Caution!!]

Your MUST file the OPT application

within 30 days of the date the DSO first

issues your OPT I-20 or your application

will be denied.

It is your responsibility to file it on time! 

https://www.catu.edu/publications/
https://travel.state.gov/content/travel/en/us-visas/visa-information-resources/photos.html


Create an USCIS Account & Sign in

• Go to https://www.uscis.gov/i-765

• Scroll down and Click on  “File Online” to
create an account and sign in.

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


Click on 

the yellow areas 

to proceed

Start a Form

➡

Select “I-765, Application for Employment Authorization”



Read through the instructions to grasp an overview. Select “(c)(3)(B) Student Post-Completion OPT”

Eligibility CategoryForm I-765 Instructions 



Mark Initial Permission to accept employment if;

• You are applying for OPT for the first time.

• You Previously received OPT when you completed other degree 
program(s). Now you have completed or are completing a program 
at CalTrinityU and you are applying for a second or third OPT.

Renewal of Permission to accept employment

• Does not apply to current CalTrinityU students.

Have you previously filed Form I-765?

• Select “YES”, if you have previously filed the Form I-765 to USCIS
regardless of visa categories. Otherwise select “NO.”

Reason for Applying



If a legal representative assisting 
you, answer “YES.”

Have you used any other names since 

birth?
- If you answer “YES,” another name field will appear.

Email address

• Provide your personal email

address.

US Mailing Address

• This is where USCIS will send the

EAD card once your application is

approved.

In care of name (if any)
• If you need to send the EAD card to

someone other than yourself, include

that person's name in the "In Care Of

Name" field.

Be sure to fill in the fields without spelling mistakes.



Be sure to fill in the fields without spelling mistakes.



When did you last arrive in the 

United States?

Date of arrival 

• Found on your I-94

Place of arrival

• See your Travel History

section on the I-94 website

Status at last arrival

• Found on your I-94

What is your A-Number?

• If you have been issued Employment 
Authorization Documents (EAD) by USCIS 
before, provide the USCIS# on the EAD 
card. This USCIS# is the same as the A-

number. Otherwise, check “I do not have 
or know my A-Number.”

What is your USCIS online Account

Number?

• If you have created an account for this

OPT application, you do not yet have a

number. USCIS will issue you a new

number after this application is filed.

Be sure to fill in the fields without spelling mistakes.



Photo Composition tools

• To verify your photo/image, go to

https://travel.state.gov/content/travel/en/us-visas/visa-

information-resources/photos.html

Upload Form I-94Upload 2 x 2 inches photo

• I-94 - Download an electronic copy at https://i94.cbp.dhs.gov/

• If you have changed your visa status to F-1 in the U.S., you may find an I-94

at the bottom of the I-797 Notice of Action (F-1 Approval Form).

https://travel.state.gov/content/travel/en/us-visas/visa-information-resources/photos.html
https://i94.cbp.dhs.gov/


• Upload a scanned copy of front and back of your previous

Employment Authorization Document (EAD) card If you

have been issued.

• Otherwise, upload a copy of your PASSPORT.

• Do NOT include the parts of I-20(s) for F2 dependent(s).

• Make sure it is SIGNED before scanning.

• Scanned copy of pages 1-3 of the CPT I-20(s) from CalTrinityU (if 

any).

• Scanned copy of pages 1-3 of the OPT I-20(s) and CPT I-20(s) from 
other schools (if any).

Upload Previously Authorized CPT or OPTEmployment Authorization Document (EAD) or Government ID



Upload an OPT I-20 Additional Information

- Be sure to SIGN before making a scanned copy.

- Do not include the parts of I-20(s) for F2 dependent(s).



Check your application thoroughly before you submitting

➡



Review the I-765 form Information Applicant’s statement



Pay for and submit your application

• Once the payment is completed, 

Pay.gov will email you with your 

payment confirmation. Make sure to 

keep the confirmation notice for 
your record.

• The filing fee is $470.00.

Applicant’s Declaration and Certification Pay for and submit your application



After Submitting OPT Application to USCIS: 

• When you receive the Receipt Notice from USCIS, you can check the status of your application on the USCIS website by 
searching for "CASE STATUS ONLINE." Enter the USCIS Receipt Number (13 characters) as it appears on the Receipt Notice.

• The average USCIS processing time is 90 days.

• If you receive a Request for Evidence (RFE) from USCIS, contact the CalTrinityU Admin office (#400) immediately and we will 

help you respond. This request is time sensitive, so bring it as soon as possible.

After Approval of OPT Application:

• You will receive an OPT approval notification email from SEVP with instructions on how to create an account on the SEVP portal.

Use the link provided in the email to create an account in order to report your employment records. If the link says “it has

already expired” and you are unable to create an account and/or input your employment information, contact the administrative

office to re-open.

• USCIS will mail the EAD card to the address provided on the I-765 form. You will be able to work only after having the card in

your hands.

• During the period of the OPT work authorization, you must not exceed a total of 90 days of unemployment, otherwise, your

OPT will be cancelled.


