VOLUNTEER LETTER TEMPLATE – OPTIONAL PRACTICAL TRAINING (OPT) 
Important: Must be on letterhead.



[date]


[Name of alum], [Student ID Number If Available] currently on Optional Practical Training (OPT), has been offered an unpaid volunteer position with [name of department/company/organization] for the period of [Start Date] to [End Date].  [Name of alum] is expected to volunteer [Number: ≥ 20] hours per week. The particulars of this volunteer position are outlined below:

· Organization address
· Supervisor’s name, title, phone number, address (if different from above address)
· Position Title (e.g., research volunteer, project volunteer) and duties (must reflect connections with alum’s field of study)


Employer Attestation:

The position is unpaid, strictly voluntary, one that would not otherwise be paid and does not violate any U.S. labor laws. No remuneration in any form will be provided. The volunteer duties are in line with the alum’s academic field of study, per immigration regulations. Documentation of hours volunteered and duties performed, which is the sole responsibility of [Name of Alum] to provide to me on a weekly basis, will be kept on hand for purposes of answering inquiries from the Department of Homeland Security, U.S. Department of Labor, and related agencies. 

Signature of Employer:						

Title:

Date:

Student/Alum Attestation:

I understand that I will not be paid or otherwise receive remuneration in any form for this volunteer position; that I will stay in compliance with all immigration rules and regulations while on OPT; I will report this employment and any changes to this employment (i.e. end date) to SEVP; I am responsible for keeping records of my volunteer hours with a description of tasks performed relating to my field of study, and will submit a copy of the records to [Name of Employer] on a weekly basis; and that a volunteer position is not a STEM-OPT eligible position. It is my understanding that the volunteer position is directly related to my academic field of study, and that if it is not, it will not count towards my OPT employment; rather, it will count toward the allowed 90 days of unemployment.

I also understand that failure to adhere to the terms and conditions delineated in this document could result in my removal from the United States.

Signature of Student/Alum:						

SEVIS ID number:

Date:
