
Tips for Completing 

USCIS Form I-765 

Application for Employment 

Authorization Document (EAD)

We encourage all SCU students and scholars 

to use this document when applying for OPT, 

STEM OPT Extension, or J-2 work 

authorization.

Contact ISS@scu.edu with any questions.
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The ISS Team is here to help with your 
EAD Application.

If you are applying for post-completion OPT, we will review your I-765 at 
your OPT appointment. 

If you are applying for STEM OPT Extension, you can have your I-765 
reviewed during drop-in advising hours after your STEM OPT I-20 has 
been created.

If you are applying for J-2 EAD, you can have your I-765 reviewed by 
appointment (email scholars@scu.edu).

If you find an error on your I-765 after mailing or if you have any 
questions about your EAD application, contact ISS. Do not ever 
contact USCIS directly.
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General Tips

 This form should be entirely typed. Do not hand write the form. 

 If you are having difficulty typing the form, try downloading it to 
your desktop or to a desktop computer with Adobe installed.

 You must print all pages of the form, even if the fields are left 
blank.

 You must print the form single sided.

 If you find an error on your I-765 or in your application after 
mailing or if you have any questions about your EAD 
application, contact ISS. Do not ever contact USCIS directly.
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 Each USCIS Form has a “Version Date” which can be found in the 
bottom left corner of each page of the form.

 At any given time USCIS will have rule about which version of the form 
will be accepted.

 You can download the most recent fillable version of the I-765 form, and 
see information on which versions are accepted at 
https://www.uscis.gov/i-765

 These instructions are updated each time the form changes. 

 In this document we are providing instructions for the 05/31/2018 version 
of the I-765 Form.

I-765 Form Version

https://www.uscis.gov/i-765
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Leave these sections blank. 

The top section is for USCIS use only. 

The second section would only be used if you were working 
with an accredited attorney or immigration preparer. 
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If you are applying for Post-
Completion OPT, select initial. 

If you are applying for STEM 
OPT Extension, select 
renewal.

If you are applying for your 
first J-2 EAD, select Initial. If 
you are applying for a J-2 EAD 
extension, select renewal.

If you are applying for a 
corrected or replacement 
card, select replacement. 
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Enter your name as it appears on 
your most recent I-20 or DS-2019 
(this is based on the machine 
readable line of your passport).

If your name does not fit, please 
add the full name as an 
addendum on page 7 of the I-765. 

If you have additional names that 
have been used on official, legal 
or government documents, enter 
them under “other names used”.
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Enter the exact U.S. address where 
you would like USCIS to mail your 
EAD Card.

If the address is not your own, 
please list the person who lives at 
the address in the “In Care of” 
field.

If this address is your current 
address, select Yes to question 6 
and skip the next section. 

If the address is a friend of family 
member, select No to question 6 
and complete the U.S. Physical 
Address section.
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If this address you listed in the prior 
section is your current address, 
select Yes to question 6 and skip the 
next section. 

If the address is a friend or family 
member, select No to question 6 and 
complete the U.S. Physical Address 
section.

For people in F-1 status: the U.S. 
Physical Address listed on your I-765 
should match Permanent Address 
you have listed in eCampus. 

Visit our website for more 
information on how to keep your 
contact information up-to-date.

https://www.scu.edu/globalengagement/international-students/immigration-status-travel-and-visas/maintaining-status/address-update/
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Alien Registration Number: This does not apply to most 
students and should be left blank unless you have an A-
Number from a prior USCIS filing, list it here. 

USCIS Online Account Number: This does not apply to 
most students and should be left blank unless you’ve 
previously filed a USCIS form online using the ELIS 
system

Gender: select the box that matches the sex listed on 
your passport.

Marital Status: select the box that applies to you on the 
day of filing.

Prior I-765 Filing: If you have ever filed an I-765 form 
before, pleas select Yes and include copies of all prior 
EAD card (and / or denials).

Prior Employment: If you have any prior employment 
authorization (including CPT, prior OPT, or prior EAD 
cards from other statuses, you must list them on page 7 
of the form. See page 25 for more instructions. 
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If you already have a U.S. Social 
Security Number (SSN), select Yes 
and enter your SSN in question 13b 
(do not include any the dashes). 
Select No to question 14. Skip 15,16, 
and 17. Move on to question 18.

If you do not have a U.S. Social 
Security Number (SSN), select No 
and skip question 13b and move on 
to question 14.
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If you do not have a U.S. Social 
Security Number (SSN) and 
answered No to question 13a, this 
series of questions will give USCIS 
permission to share data with the 
U.S Social Security Administration 
so that they can create your SSN 
shortly after your EAD card is 
approved.

Skip question 13b, select Yes to 
question 14, select Yes to question 
15 and then enter your parent’s 
names in 16 and 17.  
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Enter your country of Citizenship.

If you are a dual citizen, enter the 
country that is listed on your I-20 in 
18a and the other country in 18b.
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Enter the information about your 
city, state and country of birth.  

This information should match your 
passport / birth certificate.

If your country name has changed, 
enter the country name as it was at 
the time of your birth. 
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I-94: Enter the I-94 number of your most 
recent I-94. You can view and download 
the document at https://i94.cbp.dhs.gov/

Passport Number: Enter the passport 
number from your most recent passport 
(even if the passport was not used to 
enter the U.S.).

Travel Document: Leave this blank.

Country that Issued your Passport: 
Enter your country of citizenship (even if 
your passport was issued while you were 
living in another country).

Expiration Date: Enter the expiration date 
on your most recent passport. 

https://i94.cbp.dhs.gov/
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Date of Arrival: Enter the date of arrival from 
your I-94.

Place of Arrival: Enter the City and State of your 
most recent arrival in the U.S. If you enter the U.S. 
via Pre-flight inspection (PFI) at a border entry 
outside the U.S., enter the city and country and 
write PFI.

Immigration Status on Arrival: Enter the 
immigration status you used to most recently 
enter the U.S. See an ISS advisor if you have 
questions.

Current Immigration Status: Enter your current 
immigration status. It should read either F-1 
Student or J-2 Spouse.

SEVIS ID Number: Enter the SEVIS ID from your 
most recent I-20; if you have more than one 
SEVIS ID, see page 26 for more instructions.
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If you are applying for Post-
Completion OPT, enter C3B. 

If you are applying for STEM 
OPT Extension, enter C3C.

If you are applying for your 
first J-2 EAD, enter C5.

If you are applying for a 
corrected or replacement 
card, enter the same eligibility 
category from your original 
application.
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You will only complete Questions 28 if you are 
applying for STEM OPT extension. All other 
applicants will skip this question. STEM OPT 
Extension applicants:

28.a. Enter your degree and major. You may 
have to abbreviate, for example, MS Info Sys 
or MS Comp Eng

28.b. Enter the company name as it appears 
on your paystubs and / or the company’s E-
Verify registration.

28.c. Enter your company’s E-Verify number. 
The E-Verify number is a 5-7 digit number 
your company will have to provide you. The E-
Verify number is not found on the I-983 
Training Plan and is not available via any 
online database. The E-Verify number is not 
the same as the company’s Federal Employer 
Identification Number (FEIN), which is a 9 digit 
number (XX-XXXXXXX).
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Questions 29, 30, 31 are for 
people applying for other 
types of EAD Cards. 

People applying for post-
completion OPT, STEM OPT 
Extension and J-2 EAD should 
skip questions 29, 30 and 31.
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Select box 1a, “I can read and 
understand English…”
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Enter your daytime phone 
number, which may be your 
mobile number. Do not enter 
any dashes. Do not enter the 
country code.

Enter your mobile phone 
number. Do not enter any 
dashes. Do not enter the 
country code.

Enter your preferred email 
address.

Skip question 6.
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Review the attestations before 
you sign the form. 

Generally people applying for 
post-completion OPT, STEM 
OPT Extension and J-2 EAD are 
not required to submit 
biometrics.
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Sign the form. 

Do your best to keep your 
signature inside the box.

Date the form.
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Skip all of Part 4. You will not 
be using an interpreter. 

Skip all of Part 5. This section 
would only be filled out of if 
an attorney was filing the I-765 
on your behalf, in which case 
the attorney will fill out this 
section.
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Part 6 should be used if you need 
additional space for any questions. An ISS 
advisor may also have you use this section. 
If you use this page, you must include you 
name (as it appears on page 1 of the form) 
here.

If you have ever been granted employment 
authorization, including CPT, OPT or STEM 
OPT (even at another school or prior 
degree level) you must list in the following 
format:

Page 2, Part 2, Item 12

Employment, Degree Level, Authorization 
Dates, Full or Part Time

(for example: CPT, Bachelor’s, 06/20/2015 
to 09/10/2015, Add FT/ PT) 
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Part 6 should be used if you need 
additional space for any questions. An 
ISS advisor may also have you use this 
section. If you use this page, you must 
include you name (as it appears on page 
1 of the form) here.

If you have ever used another SEVIS ID 
number (for example, with prior J-1, F-1, 
J-2, F-2 status, even at another school or 
prior degree level) you must list each 
prior SEVIS id in the following format:

Page 3, Part 2, Item 26

Type of Record, SEVIS ID Number

(for example: F-2, N0012345678) 
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For information on where to mail your application, visit:  
https://www.uscis.gov/i-765-addresses

For information on the current USCIS filing fee, visit: 
https://www.uscis.gov/i-765

For additional tips, sample cover letters and information 
on what supporting documents to submit with your 
application visit:                                                     
scu.edu/iss

https://www.uscis.gov/i-765-addresses
https://www.uscis.gov/i-765
scu.edu/iss

