
 

 
 

Post-Completion OPT Checklist 
 

 Meet with your Program Director or Academic Advisor to con�irm that all 
requirements to graduate have been met.  

 Review the Post-Completion OPT Information and Post-Completion OPT Tutorials 
on ISSS website to determine eligibility and understand the step-by-step process.  

 Attend an OPT Workshop. 
 Complete the Maintaining Your Status During OPT Canvas course. 
 Pay the OPT SEVIS Maintenance Fee ($102) on the ISSS e-Store. 
 Gather the required documents: 

o Copy of Passport ID Page  
o Copy of F-1 Visa or Change of Status I-797 Approval Notice 
o Most Recent I-94 
o Receipt of OPT SEVIS Maintenance Fee Payment ($102 fee) 
o Proof of Completion of Maintaining Your Status During OPT Canvas course 

with a score of 100% on all quizzes 
o Copy of any previous EAD cards (front and back) 

 Submit the Pre-/Post-Completion I-20 Request via DocuSign to ISSS at least one 
month before �iling the I-765.  

o Wait 5 business days for ISSS to process your Post-Completion OPT I-20 
Request. Your new I-20 with the Post-Completion OPT recommendation will 
be emailed to your SMU email or ready for pick up at the ISSS Front Desk.  

 Prepare your documents to �ile with the Form I-765:  
o 2x2 inch photo (taken within the past 30 days) 
o Most Recent Form I-94 
o Scanned Copy(ies) of All Previous EADs 
o Scanned Copy(ies) of Current Passport(s) and F-1 Visa or Change of Status I-

797 Approval Notice 
o Form I-20 with Post-Completion OPT Recommendation issued within the 

past 30 days 
o Scanned Copy of Diploma and Of�icial Transcript with the Conferral Date 

 

https://www.smu.edu/enrollmentservices/international/optionalpracticaltraining#stem-extension
https://www.smu.edu/enrollmentservices/international/eventcalendar
https://www.smu.edu/oit/services/canvas
https://www.smu.edu/enrollmentservices/international/optionalpracticaltraining#paying-the-opt-sevis-maintenance-fee
https://i94.cbp.dhs.gov/search/recent-search
https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=d19c9c1c-878a-40a0-b0f0-bd03cc433c6f&env=na2&acct=8ca07d01-f8d9-4976-a06a-dc99723fd907


 File the Form I-765 with USCIS. USCIS must receive your application before the end 
of your 60-day grace period.  

o Do not �ile your I-765 online without a Post-Completion OPT I-20 issued 
within the past 30 days from ISSS. 

o Can be �iled as early as three months before your ‘Program End Date’ on your 
I-20.  

 Wait 3-4 weeks for your Post-Completion OPT receipt notice (i.e. I-797 Notice of 
Action) to be delivered in the mail. 

 Wait about 90-100 days for your Employment Authorization Document (EAD) to be 
approved and delivered in the mail. While your Post-Completion OPT application is 
pending, you may not start working.  

 Start employment no earlier than the start date listed on your EAD. 
 Create your SEVP portal login. 

o Review SEVP Portal Information on Study in the States.   
 Report any updates to your contact and employer information to ISSS. 
 Refer to the Reporting Requirements Guide.  

o Complete and submit validations every six months to ISSS. 
o Ensure employment and biographical information is accurately reported in 

SEVIS by checking your SEVP portal. 
 Request an updated I-20 after reporting employment changes by submitting the 

Document Request/Reprint Form via DocuSign. 

 

https://www.uscis.gov/i-765
https://smu365-my.sharepoint.com/personal/garciaal_smu_edu/Documents/Login/SEVP%20Portal%20ICE%20|%20U.S.%20Immigration%20and%20Customs%20Enforcement%20(.gov)%20https:/sevp.ice.gov%20%E2%80%BA%20opt
https://studyinthestates.dhs.gov/sevp-portal-help
https://www.smu.edu/-/media/site/enrollmentservices/isss/opt/opt-reporting-employment---04172024.pdf
https://smu365-my.sharepoint.com/personal/garciaal_smu_edu/Documents/Login/SEVP%20Portal%20ICE%20|%20U.S.%20Immigration%20and%20Customs%20Enforcement%20(.gov)%20https:/sevp.ice.gov%20%E2%80%BA%20opt
https://powerforms.docusign.net/ad61f9a2-a715-4759-b14a-3159acfda5ca?env=na2&acct=8ca07d01-f8d9-4976-a06a-dc99723fd907&accountId=8ca07d01-f8d9-4976-a06a-dc99723fd907&recipientLang=en
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