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E-Verify STEM OPT Extension Process 

Please note: The process below does not apply to your department if it’s decided to not 
hire any employee on a STEM OPT Extension now or in the future. 

 

If hiring new employee on STEM OPT 
Extension 

If extending a current employee who 
is already on STEM OPT 

1) Fill out the I-9 and the E-Verify in 
HireRight simultaneously 
 

**PLEASE NOTE: An official SSN is required 
to run the E-Verify Check. Please do not 
submit any documentation with a temporary 
SSN. 

1) Fill out the I-9 and the E-Verify in 
HireRight simultaneously 

 
**PLEASE NOTE: An official SSN is required 
to run the E-Verify Check. Please do not 
submit any documentation with a temporary 
SSN. 

2) Submit the completed I-9 with the 
following documentation in Wasabi: 

- Employee Authorization Document 
Card (EAD)  

- Completed E-Verify Report 
 

2) Submit an updated I-9 with the 
following documentation in Wasabi: 

- Employee Authorization Document 
Card (EAD) 

- Completed E-Verify Report 
 
** Please write “update” at the top of the I-9 and 
include the employee’s HUID and pay group** 

3) Once the I-9 and supporting 
documentation is approved by Central, 
submit the hire form with the end date 
being the last date of the extension 

 
**Please be sure to keep a copy of the 
completed I-9 and E-Verify report housed in 
your Department.** 

3) Once the I-9 and supporting 
documentation is approved by Central, 
extend the employees current 
appointment end date to reflect the end 
date of their STEM  
OPT Extension 

**Please be sure to keep a copy of the 
completed I-9 and E-Verify report housed 
in your Department.** 

 
4) Continue doing this process for every 

new employee moving forward who 
needs to submit an I-9 Form, including:  
 

- Staff (Support and Admin/Prof.) 
- Temporary Staff (LHT/Interns) 
- Faculty 
- Academic Appointees 
- Students 
- Interns 

4) Continue doing this process for 
every new employee moving forward 
who needs to submit an I-9 Form, 
including:  

 
- Staff (Support and Admin/Prof.) 
- Temporary Staff (LHT/Interns) 
- Faculty 
- Academic Appointees 
- Students 
- Interns 
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Please let HR know when an employee on the STEM OPT Extension leaves your 
department. We will release the Wasabi trigger so that your department no longer needs 
to E-Verify all new hires moving forward.  

 

Restrictions: OPT cannot begin until USCIS has granted the application for employment 
authorization (Form I-766). Once granted, the employee should receive an Employment 
Authorization Document Card (EAD).  Employees cannot begin work until the E-Verify is 
complete. 

 

Questions (FAQ):  
1) Can we hire a new employee that is currently on a STEM OPT at another school (at 

Harvard or another university), and then extend them here? 
a. Yes – any university 

2) Can we hire a new employee strictly on a STEM OPT extension? Or do they need to 
already be employed here on a STEM OPT? 

a. Doesn’t matter, can do either 

 


