 (
DENTON
 
◊
 
DALLAS
 
◊
 
HOUSTON
 
   
 
TEXAS
 WOMAN’S UNIVERSITY
DENTON
 
◊
 
DALLAS
 
◊
 
HOUSTON
)



Office of International Education
Jones Hall 2nd floor Suite 200
940.898.3338
(Fax) 940.898.2048

Social Security Checklist for International Students Employed on Campus
· 1.	 Get a job on campus. To find a job visit the Career Services website at www.twu.edu/o-cs/ and/or contact your department.

· 2.	Get a letter from your employer. Letter must be printed on the department’s letterhead and signed by your supervisor. See attached template for information required.

· 3.	Bring Letter to Office of International Education (OIE) and fill out the Letter Request form and the On-Campus Employment Form (pink form), which will need to be signed by a Designated School Official (DSO).

·  4.	You will be issued a letter from OIE called Enrollment Verification stating that you are currently enrolled and in good standing. While you wait to get this letter from OIE, take the signed pink form and the letter from your employer to Career Services located in the Human Development Building (HDB) on the second floor, room 200. They will keep the pink form and make a copy of your employer’s letter.

·  5.	After receiving the Enrollment Verification letter from OIE take that letter, the letter from your employer, TWU ID, your passport, visa, I-94, and I-20 (all originals) to the Social Security Office.

· 6.	After receiving Social Security card take it to Career Services, Registrar’s Office, Human Resources and OIE so that a copy can be made for their records.


*International Students are allowed to work pending arrival of Social Security card, however they will not be paid until the Social Security number is on record with Career Services and Human Resources.

