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ISSI Form 111

Before You Apply for a Social Security Number:

e You must be in possession of a valid, unexpired passport and valid Form 1-20 or Form DS-2019.

e You must have completed the “Immigration Clearance” process with an International Student &
Scholar Institute (ISSI) Advisor and have your SEVIS record “activated.’

e You must possess a non-immigrant visa classification such as F-1 student or J-1 student for which part-
time employment (on- or off-campus) may be authorized.

e As mandated by the Social Security Administration, F-1 students must have both evidence of
employment eligibility or eligibility to work under their non-immigrant visa classification and evidence
of employment which can be in the form of a job offer. If you have satisfied these two requirements,
you must complete the On-Campus Employment Confirmation Form (ISSI Form 125), available at
the 1SSI prior to applying for a Social Security Number. ISSI Form 125 can be downloaded from the
following web link: http://www.issi.neu.edu/forms.htm#100

e J-1 students under Northeastern’s J-1 Exchange Visitor Program will need evidence of employment
eligibility; and may come to the ISSI to meet with an advisor for further information. J-1 sponsored
students who are not under Northeastern University’s J-1 Exchange Visitor Program sponsorship will
need to check with their sponsor or designated advisor directly to find out if they will be permitted to be
employed or obtain employment authorization which is usually in the form of a letter from the
sponsoring organization. The J-1 sponsored student should then make an appointment with an ISSI
advisor.

e Please note that F-2 and H-4 visa holders are not eligible to apply for employment. However, J-2
dependents (spouse and/or children under 21 years of age) may apply for employment authorization
through the U.S. Citizenship and Immigration Services (USCIS). Contact the ISSI for further
information.

Evidence of Employment Eligibility:

If you are an F-1 or J-1 student and permitted to work on-campus, the I1SSI may issue you an Immigration
Status Verification Form (ISVF) to verify your employment eligibility. In order to obtain an ISVF, F-1
students must complete the On-Campus Employment Confirmation Form (ISSI Form 125) as indicated
above, have it signed by the on-campus hiring manager, and bring it to the 1SSI for endorsement by an 1SSI
Advisor. The review process for this form may take 2-3 business days.

Application for a Social Security Number for Co-op Employment:

Students who participate in co-op or who have a required work component in their degree program
(Curricular Practical Training) must obtain the appropriate employment authorization from the ISSI Co-op
Specialist or ISSI advisor prior to the beginning of their co-op employment. The endorsement for
employment authorization indicated on Page 3 of the 1-20 together with the International Student Eligibility
for Cooperative Education Employment Letter for F-1 students and the International Student Eligibility for
Cooperative Education Employment Letter for J-1 students both serve as work authorization and evidence
of employment. These documents along with other required documentation should be submitted to the
Social Security Administration as soon as possible after employment is authorized.

While waiting for their Social Security Numbers, students may begin working and may be paid as long as
they inform their employers that they submitted an application for a Social Security Number (SSN) and
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provide their employer with a receipt from the Social Security Administration office showing the date they

requested the Social Security Number.

Further regulations governing employers whose employees are awaiting Social Security Numbers is

available online at the Social Security Administration web site at:

http://www.ssa.gov/employer/hiring.htm under “Employer Responsibilities When Hiring Foreign

Workers.”

Procedures and Required Documentation for the Social Security Number Application:

Undergraduate (day) students

*Those who participate in co-
op should refer to the section
“Application for a Social
Security Number for co-op
Employment.”

The ISSI will issue an to eligible
students with a job offer. The ISSI
will give students On-Campus
Employment  Confirmation Form
(Form 125), to be signed by the on-
campus employer, which must then be
returned to the ISSI for endorsement.

School of Professional &
Continuing Studies students

Same as above.

Graduate students who do not
have a graduate award

Same as above.

Graduate students who have a
graduate award (All SGAs:
NUTA, RA, TA)

The ISSI will issue an and On
Campus Employment Confirmation
Form (Form 125) to be endorsed by
the  Graduate  Student  Services
Coordinator in the respective Graduate
School. New graduate students with
awards will receive these forms at the
Immigration Clearance session during
the OASIS Orientation Program.

English  Language Center

(ELC) students

Students in this group are required to
be enrolled at the English Language
Center for at least one academic term
prior to requesting work authorization
and must bring a recommendation
letter signed by the core class ELC
teacher and by the Director of the ELC
to the ISSI. Then the ISSI will issue an

to eligible ELC students with a
job offer. The ISSI will give students
the On-Campus Employment
Confirmation Form (Form 125) to be
signed by the on-campus employer,
which must then be returned to the
ISSI for endorsement.

Undergraduate students

The ISSI will issue an
upon request at the I1SSI.

for you

Graduate students

Same as above.
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Sponsored Students (including
IIE, LASPAU, or AMIDEAST
sponsored students.)

You must obtain work permission
from your sponsoring agency and J-1
Exchange Visitor program Advisor
before you apply for an from
the ISSI.

When Applying for your Social Security Number:

At the Social Security Administration branch office, you will have a brief interview and
complete a one-page application form. No fee is charged. Processing of Social Security
Numbers for non-immigrants may take from 4 to 12 weeks. Be sure to ask for a receipt for
vour Social Security Number application. Bring the receipt to the I1SSI in order to complete the

required Form 1-9 and have it available to show to your prospective employer.

For more

information, please check the Social Security Administration web site: http://www.ssa.gov

Documents to Present at the Social Security Administration:

Valid Form 1-20
Unexpired passport

1-94 card

Immigration  Status Verification Form
(ISVF)

On-campus  Employment  Confirmation
Form (ISSI Form 125) or a co-op
authorization letter

Employment Authorization Card (EAD) for
those granted Optional Practical Training or
authorization for “Part-time Work Off-
Campus for Economic Need” by the U.S.
Citizenship and Immigration  Service
(USCIS).

Valid DS-2019

Unexpired passport

1-94 card

Immigration  Status  Verification Form
(ISVF)

Authorization letter from the Alternate
Responsible  Officer  for  off-campus

employment or a co-op authorization letter

It is recommended that students wait for two weeks after their initial arrival in the U.S. before
going to the Social Security Administration Office to apply for a Social Security Number.

The Form 1I-9:

The ISSI will issue a Form 1-9 for all eligible international students with employment
authorization who obtain a Social Security Number or a receipt from the Social Security
Administration branch office showing the date of application for the number.
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Social Security Administration Office Hours and Locations:

All offices are officially open from Monday through Friday, from 9:00 a.m. to 4:00 p.m.
Some offices open early so that you can begin to wait in line. The telephone number for all
Social Security Offices is 1-800-772-1213. Addresses of some local Social Security Offices
are listed below. Consult the Social Security Administration web site,
http://www.ssa.gov/boston/MA.htm, for a more comprehensive listing of other branch
offices of the Social Security Administration in Massachusetts:

Thomas P. O’Neill, Jr. Federal Building, Room 148,

10 Causeway Street, Boston, MA 02222-1098
From Northeastern, take the Green Line or Orange Line inbound and get off at “North Station.” The Social
Security Administration office is located a block from the station.

LI Marks Building, Davis Square

" $$" 240 Elm Street, Somerville, MA 02144
Take Red Line outbound to “Alewife.” Get off at “Davis Square.” Walk one block on EIm Street. The office is
on the right, after the ‘Dunkin’ Donuts’ shop.

%" 115 Freeport Street

Dorchester, MA 02124
From Northeastern, take the Green “Arborway” E Line to “Park Street” station and change to the Red Line that
goes in the direction of “Ashmont” and get off at “Fields Corner.” Take Bus #28. Let the bus driver know you
want to get off at the stop near Freeport Street. When you get off, walk two blocks east and you will find the
office near Dorchester and Kimbell.

$ " Malden Government Center
200 Pleasant Street, Room 215, Malden, MA 02148

From Northeastern, take the Green Line to “North Station,” and change to the Orange Line that goes in the
direction of “Oak Grove,” and get off at the “Malden” stop and walk one block from the station.

&" ( 1250 Hancock Street, Suite 210N

Quincy, MA 02169
From Northeastern, take the Green Line to “Park Street” and get off and change to the Red Line train that goes to
“Braintree.” Get off at “North Quincy” station and take Bus #210 and ask the driver to let you off near 1250
Hancock Street.

$ $" 4200 Washington Street

Roslindale, MA 02131
From Northeastern, take either the Orange Line outbound train from “Ruggles” Station or Bus #39 across from
the Arborway Northeastern “T” stop on Huntington Avenue to the end of the line and get off at “Forest Hills”
station. Then take any one of the following buses to “Roslindale Square”: #34, 34E, 35, 36, 37, 40, or 50. The
office is within walking distance from “Roslindale Square” on Washington Street.

) " ( 10 Malcolm X Boulevard

Roxbury, MA 02119
From Northeastern, walk or take Bus #39 to the “Brigham Circle” stop and from there, take Bus #66 to
“Malcolm X” Boulevard.

When Social Security Offices are closed:
Social Security Administration Offices are generally closed on U.S. federal holidays
including the following:

New Year’s Day Labor Day Christmas Day
Martin Luther King Day Columbus Day Independence Day
Presidents’ Day Veterans Day

Memorial Day Thanksgiving Day
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