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                                                                                   INTERNATIONAL STUDENT SERVICES

Instructions to Apply for Social Security Card 
On-campus employment opportunities can be found in Aggie Access under the My Info tab. F-1 visa holders may only work University Funded Positions. Remember, employment is limited to twenty (20) hours per week or less when school is in session. During Summer Break the student must be enrolled in order to be eligible to work on-campus. 

Steps Once Hired:
1. Obtain a Worker Offer Letter from the hiring department

2. Bring Worker Offer Letter to the P/DSO in the International Admissions Office 

a. Obtain an Authorization Letter

b. Receive the Application for a Social Security Card

3. Bring the following to the Social Security Administration Office, located at 1610 SW Lee Blvd

a. Work Offer Letter

b. Authorization Letter

c. Social Security Application (NOTE: #5 mark legal lien, #9&#10 mark unknown)
d. Form I-20

e. I-94

f. Passport

Additional Information for the Social Security Administration Office:
· Open: Monday, Tuesday, Thursday, Friday from 9 am to 3 pm and Wednesday from 9 am to 12 pm

· No appointments, served on a walk-in basis

· Public transportation: red LATS bus (corner of 17th and Lee Blvd)

· Ask for a receipt notice from the Social Security Administration Office. Bring the receipt notice to the International Student Services Office to be scanned to Human Resources. The receipt notice allows the student to begin work.

· The Social Security Card will be sent to the International Admissions Office and will arrive in about two weeks. When the card arrives the International Admissions Office staff will contact the student. 
Sample of Work Offer Letter:
Print on official school or department letterhead with employer’s original signature
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