THE UNIVERSITY OF TENNESSEE

CHATTANOOGA

Obtaining a Social Security Number to Work in the United States

Have you received a graduate assistantship, CPT, OPT, or permission to work on campus? To begin
working in the U.S., you must complete the following steps to obtain a Social Security number.

1. Talk with your immigration advisor about working in the U.S.
Your immigration advisor will share important information regarding work regulations for F-1 and J-1
visa holders and confirm whether you are eligible to apply for a Social Security number.

2. Register as a full-time student.
To achieve full-time status, undergraduate students must register for 12 credit hours, and graduate
students must register for nine.

3. Submit your international new semester immigration check-in form, and your immigration advisor
will upload your Student and Exchange Information System (SEVIS) records.
Make sure your immigration advisor has your current U.S. address.

4. After arriving in the U.S., wait 10 days before applying for a Social Security number.
This waiting period will ensure that your arrival information is updated in all government systems.

5. Request an employment verification letter from your academic advisor/supervisor.
Your supervisor should write the letter using the template below. Bring this letter to your immigration
advisor, who will then write a letter to the Social Security Administration.

6. Apply for a Social Security number at the Social Security Administration office.
Bring the following documents:
e Completed Social Security card application

e Valid passport
e 1-20 (F-1 visa holders) or DS-2019 (J-1 visa holders)
e Printout of your 1-94 admission number

e Your graduate assistantship job offer letter
e The employment verification letter from your supervisor
e The letter from your immigration advisor

The Chattanooga Social Security Administration office is located at 1290 Premier Drive, Suite 140,
Chattanooga, TN 37421. The office phone number is (423) 954-9364.
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https://www.ssa.gov/forms/ss-5.pdf
https://i94.cbp.dhs.gov/I94/#/recent-search

THE UNIVERSITY OF TENNESSEE

CHATTANOOGA

Official Letter Template for UTC Departments Hiring International Students

Please print on your department letter head and provide an original signature.

[Date]

To Whom It May Concern:

This is to certify that [student name] has been offered, or is already working in, general on-
campus employment as a [detailed description of job title and duties] to begin [actual date of
employment in MM/DD/YY format], for [number] hours per week in the [department name].

Employer Contact Name:

Employer Identification Number (EIN):

Employer Signature:

Title:
Phone:
Email:
Date:
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