Office of International Programs

The University Of Akron
Polsky Bldg, Rm 483

Akron, OH 44325-3101
HOW TO OBTAIN A SOCIAL SECURITY CARD
Who must have a Social Security Card
International students in F-1/J-1 visa status who have been offered on campus employment, graduate assistantships, or who are authorized for off campus employment as permitted under immigration regulations must apply to the Social Security Administration (SSA) for the Social Security Card to obtain a U.S. Social Security Number (SSN).  

Social Security Number (SSN).
This is a unique nine-digit number assigned by the SSA to all US citizens, permanent residents, and non-immigrants authorized to work in the US and being paid by the US employer.  Its primary function is to track individuals for taxation purposes; it serves as a Federal Taxpayer Identification Number and used by the Internal Revenue Service for collecting federal income taxes and enforcing tax reporting and collection law.  Each individual may have only one SSN.  
On campus employment
On campus employment includes work on the school premises such as in the school library, cafeteria, and administrative offices, academic departments.  It includes employment with on-location commercial firms which provide services for students on campus, such as the school bookstore or cafeteria.  It does not include employment on the school’s premises for a commercial firm that is not providing on-campus service for students, such as construction work for a school building.   
On campus employment can be used throughout the period a student is engaged in the program and maintaining valid visa status.  The employment is limited to 20 hours per week during the Fall and Spring Semesters; can be up to 30 hours per week during Summer Semester.  Note: Summer on-campus employment requires registration.  The number of credits required should be verified with the Student Employment Office. 

Off campus employment
Off campus employment includes Curricular Practical Training (CPT), Optional Practical Training (OPT), Academic Training (AT), employment due to economic hardship.  Information on these types of employment can be found on the OIP website http://www.uakron.edu/oip (click Immigration, and then click “Downloads”); a hard copy can be picked up at our lobby.  

Verifying documents

When you apply for the SSN, the Social Security Administration (SSA) will verify your immigration status through the Department of Homeland Security (DHS) databases including the SEVIS (Student and Exchange Visitor Information System).   Verification will be successful if your SEVIS record is active.  How soon the record will be activated by the Office of International Programs (OIP) depends on your timely reporting to the OIP upon your arrival to Akron and submitting all required documents. Upon activation, the SEVIS record will remain active while you maintain valid non-immigrant status. 
Please note: SEVIS information can reach SSA in 10 days upon activation of your record.  Therefore, the SSA advises students to apply for SSN not earlier than in 10 calendar days after the student’s record is activated in SEVIS.

When to apply
You may apply for the SSN when you have or have been offered employment.
a. If you are applying for the SSN for on-campus employment, graduate assistantship, or for the CPT, AT, your employment start date cannot be later than 30 days in the future. 

b. If you have the Employment Authorization Document (EAD) issued by the Immigration Service for the OPT or for economic hardship employment, you need to apply for the SSN on or after the starting date indicated on the EAD.  The SSA will not process your SSN application if the EAD shows future authorization date. 
Required documents
You need to bring to the Social Security Agency (SSA) the following documents:
a. If you have on-campus employment, an assistantship/ fellowship:

· An official original letter from the employer on the department’s letterhead (see a sample letter below). 

· An official original letter from the OIP confirming the student’s valid status. The letter is issued by the DSO (Designated School Official - for F-1 students) or the RO (Responsible Officer – for J-1 students).  Please see the procedure on obtaining of the OIP letter below. 

Note: If J-1 students have the form DS-2019 issued by the organization other than The University of Akron (Fulbright, USAID programs), they must submit a letter from their organization permitting on campus employment.
· Copy of an assistantship contract if you are employed as a graduate assistant.

b. If you are authorized to start the CPT:

· Submit the I-20 with the CPT authorization.
c. If you start the OPT or economic hardship employment:

· Submit the EAD issued by the Immigration Service. 
d. If you are a J-1 student in AT or economic hardship employment:

· Submit the letter of employment authorization from the OIP. 
In addition to documents above, all applicants must submit:

· A completed form SS-5, Application for a Social Security Card.  The form can be obtained in SSA office or downloaded from its website www.socialsecurity.gov/online/ss-5.html
· Your immigration documents: valid passport with a visa stamp reflecting your F-1/J-1 status, the I-94 Form, I-20/DS-2019.  Note: Canadian citizens are exempt from visa requirements.
· The University’s ID Card.

You may apply to any SSA office in Akron.  The nearby Office is located at 2 S. Main Street (Corner of Main Street and Market Street).   

How to obtain a DSO/RO’s letter of valid status

You need to complete the Letter Request Form (see below) and attach the letter from the hiring department.  If you have an assistantship, please attach the contract also.  If you are a J-1 student with the DS-2019 issued by the organization other than The University of Akron, please attach the letter from this organization. 

If your F-1/J-1 status is valid, the confirmation letter will be issued; you will be notified by e-mail that you can pick up both letters (from the OIP and the hiring department) for the SSN application.  No appointment is needed. 

Working While Awaiting an SSN

You may work while your application for the Social Security Card is being processed.  You need to submit the application receipt to the employer, so the employer will comply with its payroll withholding obligations.  The employer can find information on how to report wages for an employee who has not yet received the SSN on the SSA’s website http://www.socialsecurity.gov/employer/hiring.htm. 
IRS has provided guidance “Delays in Issuing SSNS to Aliens by the Social Security Administration at http://www.irs.gov/businesses/small/international/article/0,,id=129227,00.html.

SAMPLE LETTER FROM THE ON-CAMPUS EMPLOYER

(The letter should be typed on official department letterhead and contain the employer’s original signature)

Social Security Administration

To Whom It May Concern:

This is to verify that
       



 





Student’s Name
has been offered on campus employment (or is already working as a student assistant or a graduate assistant).  



Nature of Student’s Job: 
Start Date:   



         Number of Hours/Week:  


Employer’s Contact Information:          Empl. ID 34-6002924.
Employer Identification Number (EIN)

Employer’s Telephone Number
Student’s Immediate Supervisor
Employer Signature (Original):

Signatory’s Title:


Date: 














Proc: SSN08

REQUEST FOR A DSO/RO’s LETTER TO APPLY FOR A SOCIAL SECURITY CARD

Please complete and attach documents required above (see page 2 of the handout). 
You will be notified by e-mail when the letter is ready. 
Univ. of Akron ID #:_____________________       Male _______        Female _______
Name: 



Last              




First

Current Visa Status: 
        The semester starting the program: 
E-mail address: _______________________________________________________
Signature                                                    
 Print Name                                               

Proc: SSN08
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