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Customs and Border Protection (CBP): The United States
(U.S.) government agency that interviews foreign nationals
seeking admission to the U.S., either before you enter the
U.S. (such as in the airport before departure) or after arrival
in the U.S.

Department of Homeland Security (DHS): U.S. government
agency with the mission to keep U.S. safe. Some of the
agencies within the DHS include CBP, USCIS, Coast Guard, and
Immigration and Customs Enforcement. These agencies,
along with others, are involved with immigration and all
aspects of foreign nationals coming to or leaving from the
u.s.

Department of State (DOS): The U.S. government agency that
operates U.S. Embassies and Consulates worldwide. It is

responsible for issuing visas.

Designated School Official (DSO): Immigration contact at
universities for foreign students.

E-Verify: The E-Verify program is the mechanism for
employers to determine employment eligibility of new hires
and the validity of their social security numbers (SSN).
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Employment Authorization Card (EAC): The actual card
issued by the USCIS as a result of an approved Employment
Authorization Document.

Employment Authorization Document (EAD): Document

approved by the USCIS which authorizes employment for
certain non-U.S. citizens.

Social Security Administration (SSA): U.S. government

agency that provides a broad range of social services. Collects
taxes from all who are employed for later retirement or
disability.

Social Security Number (SSN): Your first and continuous link
with Social Security (SS) is your nine-digit SSN. It helps the
SSA to maintain an accurate record of your wages and to
monitor your record once you start getting SS benefits.

US Citizenship and Immigration Services (USCIS): The U.S.
government agency that reviews and approves the petitions
and applications for certain types of visas.
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Foreign Nationals in certain immigration statuses may have an EAD approved by the USCIS.
The EAD should be applied for at least 120 days before employment begins. Once the EAD is
approved, the USCIS will issue an EAC (see sample below).

- UNITED STATES: :
Mohini Verma 08 Oct 1981 Sumame
= o Verma
Given Name
{ Mohini
uUsScCis# Category Card#
|| 213-892-2434 COSPF SRC12124548954

Country of Birth
India

Terms and Conditions
None
. Date of Birth Sex : .
' 08 Oct 1981 F Fingerprint
- Valid From: 127112711 Here
JAMPLE - IMMIHELP.COM | ©8rd Expiras: 12111112 ——

SERVES AS |-512 ADVANCE PAROLE

It is not enough to have an EAD approval either from the USCIS website or in paper form and
you will not be allowed to start work for any employer with just a paper document. You must
have the actual card in hand on the first day of employment.

A person with an approved EAD can work for any number of U.S. employers. It is not tied to a
specific employer.
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The F-1 Student Visa and the EAD

Students who graduate with a degree are eligible to remain in the U.S. for Optional Practical Training (OPT). The
purpose is to provide an opportunity for employment experience in a student’s field of study.

Regular OPT work authorization is for 12 months. Students in the Science, Technology, Engineering, and Mathematics
(STEM) fields of study are eligible for an additional 17 months of OPT work authorization (called STEM-OPT).

The USCIS grants both OPT and STEM-OPT by approving an EAD. As explained earlier, once the EAD is approved, USCIS
will issue an EAC.

Employment cannot be performed legally until the following two conditions are satisfied:
1. The EAC is received in hand by the student (not just notification of approval), and
2. The start date on the EAC is effective (cannot start work before the date on the card).

Application for the EAD is made by the student with the necessary endorsement by the university DSO. The fee is paid
by the student.

Students can apply for the EAD no more than 90 days prior to graduation per USCIS regulations; however, the university
may have additional requirements.
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The F-1 Student Visa and the EAD

Like a regular EAD, the student can work for anyone; the EAD is not tied to one specific employer. However, students
with an EAD based on OPT or STEM-OPT must work within the area of their academic degree. Also, students working
under the STEM-OPT have the additional restriction of only being able to work for U.S. employers who are enrolled in
the E-Verify program.

Only certain students are eligible for the STEM-OPT. To determine if you are eligible, please look at page 3 of your I-20
and the line that says "Primary Major." Your area of study and a six digit code (xx.xxxx) will be listed there. Once you
have the six digit code, you can see if it is listed on the STEM-OPT CIP Code List. If your code is listed, you must apply for
the STEM-OPT extension with the assistance of your DSO at the university.

The 17 month extension requires the student to do a simple immigration filing that is exactly the same as the filing
done to get the original EAD approval. The student contacts their DSO, obtains a new I-20 showing the STEM-OPT
extension information and files another I-765 application with USCIS. Each university has information about the STEM-
OPT process and the F-1/OPT employee is strongly advised to contact their DSO at least four months before their
current OPT-EAD expires.

UT-BATTELLE

7/13/15 OAKRIDGE NATIONAL LABORATORY Page 5




EAD Renewals

Depending upon the situation, the USCIS may not always renew the EAD.

The employee should know whether or not his or her EAD is renewable. If the EAD can be
renewed, the employee must ensure that the renewal application is filed with USCIS at least 120
days before the current EAD expires. This is the only way to ensure that the new EAD is
approved and in hand before the current EAD expires.

In general, a pending EAD application does not provide permission to work, so those with a
pending EAD application cannot work in the U.S. If the new EAD is not in hand at the time the
previous EAD expires, the employee will need to leave the payroll until the new EAD is received,
with the following exception:

The only exception to this rule is for F-1 students who are STEM-OPT eligible. F-1 students
applying for the STEM-OPT 17-month extension are permitted to work for an additional 180
days while the EAD application is being processed. However, the F-1 student only gets this
benefit if the EAD application was filed with USCIS before the first OPT-EAD expires. If the STEM-
OPT application for EAD was not filed in a timely fashion, the 180 day extension cannot be used.
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OPT TIMELINE

Grace period of 60 days to

Apply up to either leave U.S., transfer to
Graduation
3 months another school, or change
before Date to another visa category.
N ; 60 Days
Application Window
(==
90 Days OPT
< > > v
® ® & & =
OPT employment of 12 months *Please note —If
*If eligible, can file for STEM 17-month extension. Must youlare sm’_}plv
file before expiration of EAD card. ;en'ltc;lnmg in U.S.
* or € grace
60 Davs Cannot accrue more than 90 days aggregate total of :
= Y S unemployment during 12 months. period, you
cannot leave and
re-enter.
Can choose any day within 60 End date on 12 month Depart
Day window after graduation for EAD card. Last day to uU.s.
OPT start date. work unless extended
*Cannot have_ start date MORE THAN 60 days by uUscIsS.
after graduation date.
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The ORNL Immigration Services Office Process

Initially the Immigration Services Office will send you a Visa Services Questionnaire to complete and return.
Next you will receive 2 email messages generated from our online visa management system (GlobeTrotter).

The first message contains:
a. The web address (URL) of the webpage with this Orientation that you must access, and

b. A user name to access GlobeTrotter to answer questions and upload documents. The messages are from
donotreply@ww3.welcomeclient.com.

c. The first message is entitled “Welcome YOUR NAME.” Sample below:

From: donotreply@ww3.welcomeclient.com
Sent: 15 July 2012 17:07

To: Sunny Smiles

Subject: Welcome Sunny Smiles

Dear Sunny,

Congratulations on your acceptance of a position......

d. The second message is entitled “Information you Requested.”
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The Immigration Services Office Process

You must read this document and ensure that you understand its contents. If you have questions about
anything in this Overview, please contact me.

When you log into GlobeTrotter, you will find links to “Questionnaire” and “Required Documents” on
the left side of the screen. The questionnaire must be answered in full and ALL required documents
must be uploaded.

You can log into GlobeTrotter as often as needed to answer the questions or submit the required
documents. If a document is not available to you in that it cannot be obtained or significant time will be
spent obtaining it, contact us immediately. Do not waste time struggling with this issue without talking
to us. The greatest causes for delays in processing by the Immigration Services Office are incomplete
answers and lack of submission of required documents. Please help us to be our most efficient for you
by answering all questions in full and supplying the needed documents.

After you complete the questionnaire and upload the required documents, your case will be processed.
Once processing is complete, a definite report-to-work date can be set.

You must keep the Immigration Services Office apprised of all foreign travel plans.
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1-94 Arrival/Departure Record

Form |-94 is the DHS Arrival/Departure Record issued to aliens who are admitted to the U.S., who are adjusting
status while in the U.S., or extending their stay, among other things.

CBP will stamp the passport for each traveler to confirm the date of admission and immigration status. Travelers
arriving by sea or air will retrieve the 1-94 Arrival Record online at https://i94.cbp.dhs.gov/194/request.html;

however, CBP will continue to issue a paper 1-94 Arrival/Departure Record at land ports of entry.

The electronic Form 1-94 printed from CBP’s website replaces the handwritten Form 1-94 and can be used as
evidence of lawful admission. A printed electronic Form 1-94 may also be used to establish eligibility for
immigration benefits or for evidencing employment authorization eligibility and lawful status. When processing
petitions and applications for benefits, USCIS will accept photocopies of passport pages that contain an
individual’s biographic information, visa and admission stamp in lieu of an electronic Form 1-94.

For more information, please visit: http://www.cbp.gov/sites/default/files/documents/i94_factsheet_2.pdf
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U.S. Customs and Border Protéction

Securing America’s Borders

OMB No. 1651-0111
Expiration Date: 11/30/2014

Get I-94 Number |

1-94 FAQ

Admission (1-94) Number Retrieval

Get |-94 Number

The following information is required to retrieve your Admission (1-94) number. Enter the information as it appears on the travel
document you used to enter the United States.

*See our Privacy Policy regarding our request for your personal information.

Federico

Family Name: P
First (Given) Name: »

Birth Date (MM/DD/YYYY): P

Passport Number: P

o
©
i
2

Country of Issuance: » Italy -
Date of Entry (MM/DD/YYYY): B> 05/11/2013 select
Class of Admission: P Fl ~

| Submit

> Note: For security reasons, we recommend that you close your browser after you have finished retrieving your 194 number.

An agency may not conduct or sponsor an information collection and a person is not required to respond to this information unless it displays a
current valid OMB control number. The control number for this collection is 1651-0111. The estimated average time to complete this application is
4 minutes. If you have any comments regarding the burden estimate you can write to U.S. Customs and Border Protection, Office of Regulations
and Rulings, 90 K Street, NE, Washington DC 20229

%] Securing America’s Borders

£
S
oo v

OMB No. 1651-0111
Expiration Date: 11/30/2014

Get I-94 Number |

1-94 FAQ |

Admission (I-94) Number Retrieval

Admission (1-94) Record Number: ||| N N ]JNNNEE

Admit Until Date (MM/DD/YYYY): D/S

Print

Details provided on Admission (1.94) form:

Family Name: _
First (Given) Name: Federico

girth Date (umoovyy): |
Passport Number: ]

Passport Country of Issuance: Italy
Date of Entry (MM/DD/YYYY):  05/11/2013

Class of Admission: F1

P erfective April 26, 2013, DHS began automating the admission process. An alien law fully admitted or paroled into the U.S. is no longer
required to be in possession of a preprinted Form |-94. A record of admission printed from the CBP websie constitutes a law ful record of
admission. See 8 CFR § 1.4(d).

P> if an employer, local, state or federal agency requests admission information, present your admission (-94) number along with any addtional
required r by that employer or agency.

P Note: For security reasons, we recommend that you close your browser after you have finished retrieving your 1-94 number.
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Front

DEPARTMENT OF HOMELAND SECURITY
U.S. Customs and Border Protection

Departure Record

I

Back

OMB No. 1651-011 Warning A nonimmigrant who accept thorized employment is subject to deportatio
Important Retain t > n osseusion; you must surrender it when you leave the U.S
ranur O e O ay delay vour entry to the U.S. i he | I
You are authonzed 1 1y in the US. only until the date writt n this form. To rema
vithout permission fro Jepartment of Home 1 Secunty authoritics, 1s & violation of t

Surrender this permit when you leave the US.:
By sea or air, to the transportation line

0 Across the Canadian border. to a Canadian Offici

Across the Mexican border, to a U.S. Official
r . — . YL e e L i } f)// Students planning to reenter the U.S. within 30 days y return to the
L | | | ‘ N Departure”™ oggpage 2 of Form 1-20 prior to surrendering this permit.

19. First (Given) Namg I

See Other Side
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Record of Changes

s 7 SEVIS~

"n ;mn }\..‘]1|>\A:\;\-\i = . é),\ "l ‘BQ (2N ﬁ&hw"g < J&&’Jnﬂ‘
AP —

Schgol

| Agfﬁggéf
} ATL214F00)02000

Departure Record
Port:

Date:
Carrier:
CRBP Form 1-94 (0508 . .
Flight No./ Ship Name:
STAPLE HERFE
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Your First Day at ORNL

The Department of Energy requires that all employees, guests, and visitors present proof of identity
upon arrival at an ORNL Security Checkpoint. Once through the checkpoint and when you arrive at the
Visitor Center, each foreign national must show original documents to verify identity, citizenship, and
current immigration status (i.e., visa, passport, DS-2019, 1-20, 1-94, etc.). The 1-94 should be retrieved
from the CBP’s website before arrival at ORNL, if possible.

Normally, employees start their first day of work at ORNL in New Employee Orientation (NEO). The date,
time, and location of NEO will be communicated to you before your arrival at ORNL.

Either during NEO or later during your first day at work, a Human Resources Division employee will meet
with you to complete documents and forms. Included with these forms will be the Employment
Verification Form I-9, which is required from all employees regardless of citizenship or immigration
status. To successfully complete this form, you will need proof of identity and document(s) that
authorize you to work. Please review the list of acceptable documents to complete the I-9 Form at
http://www.uscis.gov/i-9 to ensure you bring the appropriate documents to NEO.
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Traveling Outside the U.S.

If you plan to travel outside the U.S. during your stay at ORNL, you must contact the ORNL Immigration
Services Office prior to departure to determine what documentation is necessary for you to be able to
re-enter (such as a new visa or a confirmation of employment letter).

Upon your return to the U.S., you must provide the Immigration Services Office with a copy of your
new I-94 and visa stamp. It may be possible to scan and upload these documents directly to
GlobeTrotter. Your Immigration Specialist will advise you of the best way to transmit these documents to
the Immigration Services Office.

If you are on the F-1 Student Visa, you MUST also contact your DSO before any foreign travel.
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Please let us know if you have questions or comments.

ORNL Immigration Services Office

Carol Johnson Sara Trammell Nina Wilson
Immigration Specialist Immigration Specialist Immigration Specialist
4500N, Room G-001A 4500N, Room G-001B 4500N, Room G-001C
1-865-576-3909 1-865-241-9404 1-865-241-3305
johnsoncf@ornl.gov trammellsi@ornl.gov wilsonnp@ornl.gov

Vanessa Black

International Services Coordinator
4500N, Room G-008

1-865-576-9479
blackmv@ornl.gov

Mailing Address:
Oak Ridge National Laboratory, Immigration Services Office, PO Box 2008, MS 6203, Oak Ridge, TN 37831-6203
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