
March 31, 2010 
Broken Arrow, Oklahoma  

Welcome to the NAFSA  
State Training 



TodayÕs Topics of Discussion 

¥! Transfers 
¥! Reinstatement 
¥! SEVIS Reporting 

Ð!Full Time Enrollment 
Ð!Reduced Course Load 

¥! Temporary Leave of Absence 
¥! OPT 
¥! Dept of State Name Citing  



Transferring Schools 

Transfer Out School 
¥!  Steps for the DSO 

Ð!Determine that the student is in status 

Ð!Collect from the student: acceptance 
letter, SEVIS school code, transfer-in DSO 
contact information 

Ð!Discuss transfer release date 

Ð!Perform SEVIS transfer  



Transferring Schools 

Date of Release after discussion with student 

Select transfer out school  

Remarks:  Optional  



Transfer In School 
¥! Steps for the DSO 

Ð!When transfer release date has been 
reached, the school can access the 
studentÕs record 

Ð!Create I-20 by completing required 
documentation  

Ð!Submit, print I-20 Òinitial attendance- 
transfer pending from School XÓ.  

Transferring Schools 



¥! Cont. Transfer In School  
Ð!Student must contact DSO within 15 days to 

complete the registration process in SEVIS. 
Ð!DSO must complete this registration no later 

than 30 days following the program start date 
Ð!ÒContinued attendanceÓ Remarks: ÒTransfer 

from [name of transfer out school] completed 
on Month/Day/Year. Reprint I-20 to reflect the 
continued attendance I-20.   

Transferring Schools 



¥! Eligibility for school transfer 
Ð!Student must be in status  
Ð!Student must be admitted to a course of study to 

begin within 5 months of the end of the course of 
study or the release date 

Ð!OPT student, course of study must begin within 5 
months of the end of OPT or the release date set for 
the transfer  

Ð!Student in Active status that requests a transfer must 
maintain status until release date. 

Ð! Internal transfer forms Ð transfer in and transfer out 
forms may be useful for documentation 

Transferring Schools 



¥! Clarification: 
Ð!60 day grace period Ð student is eligible for transfer 

through the end of the grace period.  
Ð!This means DSO at the transfer out school must 

update the studentÕs SEVIS as a transfer-out and set 
the release date before the end of the 60 day grace 
period 

Ð!SEVP guidance states that a transfer student must 
start attending classes within 5 months of the last day 
of classes or end of OPT, or the next available 
session, whichever comes sooner 

Ð!Exception: Annual or summer vacation but the five 
months from end of classes or end of OPT  

Transferring Schools 



¥! Student is eligible for a transfer only if he or she has 
been accepted by another school with a program start 
date that is within 30 days of the student's initial 
admission into the United States . 

¥!  If the new program start date is not  within 30 days of 
entry, the student must study at the original school until 
eligible for a regular transfer, or withdraw from the 
program and have his or her SEVIS record terminated 
for reason "Authorized Early Withdrawal," leave the 
United States within 15 days, and reenter later with a 
new I-20 from a new school. 

¥! Student needs to report to DSO via email, phone, and or 
fax.   

Transfer of New Initial Records 



¥! Process initial student record 
Ð!DSO transfer out school must register the 

student record  by using ÒtodayÕs dateÓ. 
Ð!Next session start date, use ÒtomorrowÕs dateÓ  

Ð!Select Transfer Out link 
¥!Transfer Release Date Ð Use tomorrowÕs date 

¥!Write Òtransfer of initial student not enrolled at this 
schoolÓ in the remarks  

Transfer of New Initial Records 



 TodayÕs Date 

TomorrowÕs Date 

Current U.S. 
Address 



¥! Cancelling a transfer 
Ð!Cancel transfer if before the release date is 

reached 
Ð!If release date has past DSO needs to contact 

the SEVIS help desk for guidance 

Cancelling a Transfer 



¥! Out of Status student with a terminated record 
has three options 

1.! Reinstate at the current school 

2.! Transfer the record and file for reinstatement at the 
transfer in school 

3.! Depart of the U.S. with an initial attendance I-20 
from the new school and reenter to begin a new F-1 
status 

Reinstatement denial: Student must leave the U.S. and 
will be subject to the INA 222(g) Overstay provision 
of accumulating unlawful presence INA 212 (a)(9) 
(B) . Be Cautious  

Transfer with Terminated Record 



¥! If a student has been transferred to a school in 
error and the transfer release date has already 
passed  at the transfer-out school, the PDSO at 
the transfer-in school may perform a transfer 
correction to transfer the student record to the 
correct school. 

¥! If the release date has not yet passed, the 
PDSO or DSO at the transfer-out school can 
cancel the transfer.  

Transfer Out Correction 



Transfer Out Correction 

Create an I-20: 
¥! Primary MajorÑGeneral 

Studies 
¥! Normal Length of StudyÑ1 
¥! Program Start DateÑTodayÕs 

date 
¥! Program End DateÑ

TomorrowÕs date 
¥! English ProficiencyÑYes, 

Yes 
¥! Number of Months in 

Academic TermÑ1 
¥! Tuition and FeesÑ1 
¥! Living ExpensesÑ1 
¥! StudentÕs Personal FundsÑ2 

¥!  Click Transfer Out 
link in the 
Corrections menu. 

¥! Click the I Agree 
button. 

¥! Create/collect 
information to 
document the 
correction. 



ÒStudent was erroneously transferred 
to our school when the record 

should have been transferred to 
<name of correct school>.Ó 

(print in both the remarks & reason for correction ) 



Transfer Back to Original School 

¥!  If the student decides to remain at his/
her original school (after the transfer 
release date), contact the SEVIS Help 
Desk (800) 892-4829) and request that the 
transfer be canceled.  

¥!  Performing a transfer correction on a 
student wishing to remain at his/her 
original school will create a new student 
record and important information will be 
lost. 



¥! ÒOPT ends on the transfer release date 
because it marks the official release of a 
SEVIS record from the transfer-out school 
to the transfer- in school.Ó  8CFR 214.2 (f)
(10(ii)(B).  

¥! DSOÕs will need to take in consideration 
the end date of the OPT before releasing 
the SEVIS record to the new school.  

OPT Terminates in Transfer 



Reinstatement to F-1 Status 



Reinstatement to F-1 Status 

¥! Documents for submission of reinstatement 
Ð! Complete form I-539 
Ð! Fee - $300.00 
Ð! Form I-20 for reinstatement 
Ð! Letter from student, advisor, or DSO if applicable 
Ð! Copy of new financial statement 
Ð! Original of I-94 
Ð! Copies of passport biographical pages, and visa  
Ð! (Do Not Send Original Passport)  

USCIS Vermont Service Center   
75 Lower Welden Street 
St. Albans, VT 05479-0001 



¥! Letter of explanation addressed to CIS, 
stating the following: 
Ð!Why he or she is out of status (specify the 

violation) 
Ð! Reason for the status violation 
Ð!The effect on the student of failure to receive 

reinstatement (hardship) 
Ð!Statement that he or she is currently a full 

time student 
Ð!Request that CIS reinstate him or her 

Reinstatement to F-1 Status 



Reinstatement to F-1 Status 

Write down the Request ID for future reference! A Request ID will be assigned to the 
Reinstatement  request, and the PDSO/DSO should record the Request ID as it will not 
display on any other pages in SEVIS.  



¥! If CIS approves the reinstatement application, the 
adjudicating officer updates the student's SEVIS record 
to indicate the approval, and both the PDSO and the 
DSO who submitted the reinstatement application will 
receive an e-mail notification of the approval.  

¥! After the approval, a DSO at the school must check the 
session and program end dates that are currently active 
in the student's SEVIS record and make any required 
updates. 

¥! Future start date the record will be placed in Òinitial 
statusÓ.   

¥! Past start date the record will be in Òactive statusÓ, need 
to reset the registration dates.  

Reinstatement to F-1 Status 



¥! Consequences of a reinstatement denial 
Ð!INA ¤ 222(g) (overstay and visa cancellation) and 

¤ 212(a)(9)(B) (unlawful presence) are two 
penalty provisions that can be activated if a 
request for reinstatement is denied. 

Ð!Denial of the reinstatement would be considered 
a Òformal finding of a status violationÓ.   

Ð!VISA IS AUTOMATICALLY CANCELLED 

Ð!MUST APPLY FOR NONIMMIGRANT VISAS IN HOME 
COUNTRY IN FUTURE 

Ð!UNLAWFUL PRESENCE, OVER 180 DAYS BARRED 
FROM US FOR THREE YEARS, OR ONE YEAR 
BARRED FOR 10 YEARS. 

Reinstatement to F-1 Status 



¥! Employment while reinstatement is pending 

Ð!Generally, a student who is not in F-1 
status is not eligible for F-1 employment 
benefits; however, SEVP employment FAQ 

reads: 

Reinstatement to F-1 Status 

1.9. If otherwise eligible, can F 1 students 
continue to work on-campus with a pending 
application for reinstatement or change of 
status?  
Yes. 



Alternative to Reinstatement 

¥! Alternatives to reinstatement: Travel & Re-entry 
Ð!Issue new I-20 with new SEVIS number (initial 

attendance)  
Ð!Student needs to pay $200 SEVIS fee 
Ð!Caution student that there will be a terminated 

record that can create a concern from the 
consular officer or POE officer 

Ð!Upon studentÕs re-entry it is viewed as a new F-1 
entry.  Restrictions will be placed - e.g. OPT 
application and other employment benefits  



SEVIS Registration/Reporting 

¥! Initial SEVIS Registration  must take place no 
later than 30 days after the "Program start date" 
listed in SEVIS and on the student's Form I-20, 
for students who are in the United States in 
"Initial" SEVIS status who are beginning a new 
program. 

¥! Continuing SEVIS Registration  must take 
place each term or session, no later than 30 
days after each "Next session start date," for all 
continuing students in "Active" SEVIS status. 



¥! In addition to Initial and Continuing 
SEVIS Registration requirements , each 
term or session (including the first term or 
session in which Initial SEVIS Registration 
takes place), within 30 days of the school's 
deadline for registering for classes, DSOs 
must also report in SEVIS any 
unauthorized under enrollment or failure to 
enroll of all "Active" F-1 students  

SEVIS Registration/Reporting 



SEVIS Registration/Reporting 



¥!  Initial to Active Status (Issue a continued 
attendance I-20) 

¥! Active status ÐPDSO/DSO must update 
studentÕs record each semester/term to indicate 
that the student is still enrolled at your school. 

¥! Record not updated Ð See alert list to report 
records according to situation 

¥! Deadline for registering records is 30-days from 
the end date of class registration 

SEVIS Registration/Reporting 



¥! Registration options for SEVIS records on 
students who are not enrolled: 
Ð!ÒCancelÓ if student has not entered the U.S. 
Ð!ÒTerminateÓ record if record is in active status 

and not enrolled, or did not transfer, or 
entered the U.S. and did not report to school 

Ð!ÒCompleteÓ record if student graduated or 
completed the program and you know for 
certain the student returned home.   

SEVIS Registration/Reporting 



DATE 

DATE 

Current U.S. 
Address 



¥! Full Enrollment Ð if student is registered in 
SEVIS in a timely fashion and is enrolled full 
time nothing else needs to be done.   

¥! Failure to Enroll Ð If student is registered in 
SEVIS in a timely fashion, but is not enrolled the 
SEVIS record should be terminated with 
appropriate reason. 

¥! Drop Below Full Course of Study without DSO 
approval Ð Registered in SEVIS in a timely 
fashion, but not enrolled full time DSO should 
terminate record Òunauthorized drop below full 
course of studyÓ.   

Reporting on Full-time 
Enrollment 



¥! Fact-Finding Prior to Terminating Record 
Ð!Terminating a SEVIS record should not be 

done lightly. 
¥!What is your school policy? 

¥!What is your professional responsibility? 
¥!How was the student educated about their 

responsibility?  

¥!What office resources do you have?  
Ð!Note:  Difficulty is having the time and resources to 

complete the fact finding tasks to meet the reporting 
deadlines.  

Reporting on Full-time 
Enrollment 



Reason for Termination 



FULL COURSE OF STUDY 

Undergrads: 
College or Univ. 

At least 12 credit 
hours per term, 
except in the last 
term 

Graduates:  
College or Univ. 

As certified by 
DSO to be a 
full course of 
study 

Post 
Secondary : 
Associate or 
other degree 
At least 12 
clock hrs. per 
week or 
equivalent 

Other 
Schools:   
18 clock 
hrs. per 
week if 
classroom 
time 
dominates 

22 clock 
hrs. per 
week if lab 
dominates 

Note: No more than one on-line/
distance learning class or three 
credit hours may count toward 
full-time enrollment. 



Exceptions to Full Course of Study 

¥! DSO must authorize a drop below full 
course of study or commonly known as 
Òreduced course loadÓ RCL. 

¥! DSO must update SEVIS prior to student 
dropping the course 

¥! DSO must document the decision and 
may need to refer to school policy.  



¥! DSO must select one of these choices. 
Ð!Illness or Medical Condition 

Ð!Initial Difficulty with English Language 
Ð!Initial Difficulty with Reading Requirements 
Ð!Unfamiliarity with American Teaching 

Methods 
Ð!Improper Course Level Placement 

Exceptions to Full Course of Study 



¥! Maximum duration is 12 months for F-1 students. 
¥! RCL segments may not overlap 
¥! End date of the authorization can not be less than the 

date the request is entered and not greater than the 
studentÕs program end date.  

Exceptions to Full Course of Study 



Temporary Leaves of Absence 

¥! Scenario 1  
Ð!Current student elects to take a leave of 

absence of less than 5 months out of the U.S. 
Action:  Within 30 days of the studentÕs return 

to the U.S. or visa interview, DSO should 
open a ticket with the SEVIS Help Desk to 
request that the studentÕs record be returned 
to active status.  I 

Ð!Issue I-20 mail to student  



¥! Scenario 2 
Ð!Current student elects to take a leave of 

absence of 5 months or more outside of the 
U.S.  

Action:  Student must apply for and obtain a 
new visa. An initial Form I-20 will be issued 
and mailed to the student 

Temporary Leaves of Absence 



¥! Scenario 3  
Ð!Student has earned and is on an annual summer 

vacation 

Action: SEVP notes that an F-1 student is considered 
to be in status during the annual vacation.  If student 
is out of the U.S. during the annual vacation the DSO 
should terminate record for authorized early withdraw 
when registering student for the next session. Student 
will have 5 months to return to the U.S.  

Temporary Leaves of Absence 



¥! When to use the Òabsent from country for 5 
monthsÓ termination 
Ð!The nonimmigrant student departs the U.S. expecting 

to return to his or her program, but was gone for a 
period that exceeded the 5 month limit.  Need to 
ensure that student is not currently in US and has not 
been for 5 months.  Could ask for travel dates to add 
in remarks.  

Ð!Use this reason when studentÕs visa was delayed or 
not renewed in a timely manner.  

Temporary Leaves of Absence 



Filing Deadlines for Initial OPT 
Applications   

¥! A student will be able to file the OPT application up to 90 days 
prior  the end date of the degree program, and up to 60 days 
after  the end date of the degree program.   

¥! However, the application for OPT must be submitted to the 
USCIS Processing Center within 30 days of the date the DSO 
enters the recommendation for OPT into the SEVIS record.   

¥! Students who have issues with a G.P.A in order to graduate 
may choose to apply for OPT after the grades have been 
reported.  The new regulations will allow for that choice. 

¥! 14 month limitation Ð 60 days + 12 months = 14 



Post-Completion OPT is 
Dependent on Employment   

¥! Students on post-completion OPT may not accrue an 
aggregate of more than 90 days  of unemployment under 
the initial 12-month period of OPT. 

¥!  Students granted a 17-month OPT extension may not 
accrue an aggregate of more then 120 days  of 
unemployment during the total 29-month OPT period.  

¥! At this time it is unclear as to the consequences of a 
student who is actively seeking employment after 90 
days. 

¥! One solution  Ð Immigration has provided an opportunity 
for students to volunteer with a non-profit organization, or 
participate in an unpaid internship for at least 20 hours a 
week.   



Reporting Requirements for 
Students While on OPT   

¥! All students on OPT must report to the OSU 
International Students and Scholars office the 
following information: 

Ð!Any change in name or address  

Ð!The name and address of their employer  
Ð!Any change to the name and address of the employer  

Ð!Any interruption of such employment (laid off dates) 

¥! See handouts on reporting statements   



Optional Practical Training 

¥! Now your questions on OPT  



Dept. of State Name Citing 

¥! Name submissions must be consistent on all official 
travel documents (passports, visas, Forms I-20, 
Certificate of Eligibility for Nonimmigrant (F-1) Student 
Status Ð For Academic and Language Students, and 
Forms I-94). The earliest official document sets the 
standard. For most nonimmigrant students, this is the 
United States--issued visa. The next best source is the 
passport or national identification document.  



Dept. of State Name Citing (Cont.) 

¥! When you create an Initial student record in SEVIS, use 
the name exactly as it appears on the nonimmigrant 
studentÕs passport. If no passport is available, use the 
name on the birth certificate (or marriage certificate, if 
applicable). If none is available, instruct the 
nonimmigrant to carefully verify the spelling and name 
sequence.  



Dept. of State Name Citing (Cont.) 

¥! If the studentÕs language uses an alphabet other than 
English, use the name provided by the student on his or 
her application. Be certain that the student understands 
the U.S. standard of first name and last name, and 
enters the information correctly on application forms 



Dept. of State Name Citing (Cont.) 

¥! In certain countries, many nationals have only a 
surname. In those cases, use FNU (First Name 
Unknown) in the First Name field in SEVIS. This 
guidance represents a departure from previous SEVP 
instructions but is consistent with DoS naming 
conventions and will be followed in SEVIS II. 
Nonimmigrants with one name should be aware that 
some government officials are not familiar with the FNU 
acronym and may look for the nonimmigrant to show that 
his or her first name is FNU. The nonimmigrant should 
be able to explain the acronym if it is causing problems 
with any government process.  



Dept. of State Name Citing (Cont.) 

¥! Hyphens and special characters will not be used in 
SEVIS II. If you have used a hyphen or a special 
character in a studentÕs name in SEVIS, it will be cleared 
during migration to SEVIS II. It is not necessary to make 
the change in SEVIS as the system will make the 
changes as part of migration.  

¥! Name entries must be in English and must use standard 
U.S. characters. Letters such as –, Ž, Ÿ, • are accepted 
by SEVIS, but not by SEVIS II or Department of State 
Consular Affairs. Enter names like Mu–oz and SŽmonin 
as Munoz and Semonin. Do not change spellings to 
reflect sounds of the language of origin. 



Dept. of State Name Citing (Cont.) 

¥! Consistency with capitalization is helpful, but not critical.  



Dept. of State Name Citing (Cont.) 

¥! Tips for Advising Students on Name Usage  

¥! Students must be consistent in how they enter their last, 
first and middle names. For example: some Mexican 
students may use their motherÕs maiden name as part of 
their name. Sometimes it is given as a middle name and 
other times as part of a hyphenated last name. Either 
usage is acceptable; however, one version must be used 
consistently, and no hyphen may be used when two last 
names are used by the student.  



Dept. of State Name Citing (Cont.) 

¥! Tip 1: Use these naming standards in creating SEVIS 
records for prospective nonimmigrant students.  

¥! Tip 2: Advise your nonimmigrant students to review the 
Form I-20 you create for them. Make corrections only to 
conform to these rules.  

¥! Tip 3: Advise the nonimmigrant to use the information as 
it is presented on the corrected Form I-20 when ready to 
pay the I-901 SEVIS fee and to complete the 
Department of State Form DS-156, Nonimmigrant Visa 
Application, the Form DS-157, Supplemental 
Nonimmigrant Visa Application, or the consolidated Form 
DS-160, Nonimmigrant Visa Electronic Application.  



Dept. of State Name Citing (Cont.) 

¥! Tip 4: Once the nonimmigrant student receives the visa, 
advise the student to review it immediately and to make 
sure that the name and date of birth are recorded as 
they appear on the corrected Form I-20. Also, it is 
important for the nonimmigrant to ensure that he or she 
has received the correct type of visa.  



¥! The DoS previously had their protocol for name citation 
for visas available in the Foreign Affairs Manual Vol. 9 
Appendix F at 
http://www.state.gov/documents/organization/
87981.pdf  That link is now dead. The best alternate is 
their protocol for name citation for passports which is 
located at 
http://www.state.gov/documents/organization/94676.pdf 

¥! Country specific information and examples can be found 
there. 


