
International Student Employment Authorization and 
Social Security Application (SSA) Checklist 

All university employees must have a Social Security Number in order to work on campus. Employment is the ONLY way to 
receive a Social Security Number for students with an F or J visa. Follow these steps to apply for a Social Security Number 
(SSN) OR replacement card.  

1. Locate employment
a. Go to the office, in which you are interested in working and ask about openings
OR 
b. The online job bank at http://www.unco.edu/careers/ - Click “Bears Career Connection” on the right
NOTE: Do NOT apply for jobs that require Work-Study  
NOTE: If student has a Social Security Number, SKIP to Item #7. 

2. Have employer complete and sign the attached Employment Letter (Last page of this packet)
3. Take Employment Letter to CIE
4. CIE will use information from your employer to write a Sponsorship Letter that will:

a. Authorize your employment
b. Indicate what work you will be doing, for whom and where
c. CIE will keep your Employment Work Authorization to set up your time sheet.1
 Allow 2 business days for the letter to be completed

5. Go to the Social Security Office (address below).  Take the following with you:
a. Sponsorship Letter
b. I-20 OR DS-2019

c. Passport
d. I-94 (print from www.cbp.gov/i94)

 NOTE: Wait at least 5 days after arriving in the USA before applying
 Request an Acknowledgment Letter before you leave that office
 You may begin working AFTER you have applied for the SSN

6. Your Social Security number should arrive within two (2) to six (6) weeks after you apply.
 IF YOU DO NOT RECEIVE YOUR SOCIAL SECURITY CARD AFTER 3 WEEKS, TALK WITH AN

INTERNATIONAL ADVISOR AT CIE.
7. Complete form I-9 at Human Resources in Carter Hall room 2002.  Take your:

a. I-20 OR DS-2019
b. Passport
c. I-94 (print from www.cbp.gov/i94)
d. Original Social Security Card

e. W-4 Form
f. I-9 Form
g. Direct Deposit Form

 For Off-Campus Employment, please take the above information to your employer
8. Fill in the following information on the form I-9:

a. Indicate that you are “an alien authorized to work until” and enter your I-20 or DS-2019 end date
b. Enter I-94 number for “Alien # or Admission #”
c. Under List A enter Passport information

9. Speak with General Accounting about tax treaties with your country
 You may be exempt from taxes.

The Social Security Office is located at:   5400 W 11th St., Suite A, 
Greeley, CO 80634 
877-405-9195  
800-772-1213  

REMEMBER: You MUST not work off campus without special authorization. 

Some tips for your application: 

• You can work for up to 20 hours per week when school is in session and full-time during the breaks.

• Once you receive your Social Security card, it is recommended that you carry it ONLY when you need it – identity theft
is very common in the United States. IT MAY BE VERY DIFFICULT TO OBTAIN A REPLACEMENT CARD. 

http://www.unco.edu/careers/
http://www.cbp.gov/i94
http://www.cbp.gov/i94


A note regarding taxes:  
• If you are not a full-time student, you may be required to pay Medicare and retirement taxes.  
 
• If you would like to be exempt from taxes, contact the payroll office in Carter Hall room 2005; or call 970-351-2700  

Non Resident Alien (NRA) – W4 Instructions 
 

Department of the Treasury Internal Revenue Service Notice 1392 
Nonresident aliens (NRA) must follow special instructions when completing Form W-4. 

 
Nonresident aliens may claim exempt ONLY if they have filed a Tax Treaty agreement. 
Nonresident aliens may be exempt from wage withholding on part or all of their compensation for dependent personal 
services under an income tax treaty.  (Only then can they claim “Exempt”).   
 

• Meet with Cheri Shomers, 351-2388, in Finance (Carter Hall) to determine if there is a tax treaty with your country 
• If there is, she will have you sign an 8233 and complete a W4 for Payroll so that you can be set up Exempt for 

withholding purposes. The ONLY way an (you) can file EXEMPT is if you have signed an 8233. 
 
Otherwise the IRS requires you to complete 
your W4 as follows: 
 
Stated in IRS Publication 15 
(www.irs.gov/pub/irs-pdf/p15.pdf) 
 
 
 
 
 
 
Number of Allowances - Enter "1" Allowance unless:  

 You are from Canada or Mexico. If so, you will be taxed as Single, but may claim additional allowances for your 
dependents for both Federal and State purposes. Your dependents DO NOT need to live with you in the USA.  

 You are from Republic of Korea. If so, you will be taxed as Single, but may claim additional allowances for your 
dependents for both Federal and State purposes ONLY if your dependents live with you in the USA.  

 
Updated NRA requirements 1/1/2011  

http://www.irs.gov/pub/irs-pdf/p15.pdf


NRA











 

General Accounting Office 

 
 
Dear International Employee, 
 
Welcome to the University of Northern Colorado.  Your status as a non-resident alien employee may create an 
opportunity for you to be exempt from having taxes withheld from your paycheck, if there is a tax treaty between your 
home country and the United States.   
 
To determine whether there is an applicable tax treaty that will exempt you from paying US employment taxes, please 
contact the General Accounting Office here at UNC and speak with either Cheri Shomers at 970-351-2388 or 
cheri.shomers@unco.ed or Lacey Snyder at 970-351-1604 or lacey.snyder@unco.edu.   
Please be prepared with the following information: 
 

- Whether you are a student employee, faculty member, etc 
- What country you are from 
- How long you have been in the United States or plan to be here 
- If you have a Social Security Number or Tax Payer Identification Number.  Without a SSN or TIN, you are not 

eligible to apply for a tax treaty benefit.  
- Whether you are currently working at a location outside of UNC and are already taking advantage of this 

exemption 
 
If it is determined that you are eligible for exemption from United States employment taxes, an appointment will be 
made with either Cheri Shomers or Lacey Snyder to assist you in completing the required paperwork.  At this meeting 
you will complete Form 8233-Exemption from Withholding on Compensation for Independent (and Certain Dependent) 
Personal Services of a Nonresident Alien Individual as well as a letter, if required, that will be submitted to the Internal 
Revenue Service of the United States.  You will also fill out a W-4 form to be filed with the University payroll office. You 
will need to bring a copy of your VISA, Passport and Social Security Card.   
 
Every calendar year that you are employed at the University, you will need to complete the paperwork again.  Please 
contact the above mentioned General Accounting staff to assist you in completing a new Form 8233 after Jan 1st of each 
subsequent calendar year you are employed by the University. 
 
Thank you, 
 
Cheri Shomers and Lacey Snyder 
General Accounting Office 
University of Northern Colorado 
 
  

mailto:cheri.shomers@unco.ed
mailto:lacey.snyder@unco.edu


 
 

 

Employment Letter Form 
 
International students seeking employment while in the US are required to have a Social Security Number 
(SSN). In order to obtain a SSN, employers must complete this form and return it to the Center for 
International Education.  
 
Off-Campus Employers – please include the employer identification number is required.  
 
If there are any questions about this form, please direct them to cie@unco.edu. 
 
STUDENT INFORMATION: 

Name: _________________________ Bear Number: _______________________________________________ 

Email: ____________________________________ Phone: __________________________________________ 

Visa Type: ____________________ Country of Citizenship: __________________________________________ 

 
EMPLOYMENT INFORMATION: 

Employer:  ________________________________ Job Title: _______________________________________ 

UNC Employer Number: 846000546 Off-Campus Employer Number: __________________________________ 

 
SUPERVISOR INFORMATION: 

Name: _______________________________________ Title: ________________________________________ 

Signature: ______________________________________________ Date:  _____________________________ 

Address:  _________________________________________________________________________________ 

Email: ______________________________________ Phone: __________________________________  
 
 
Note to CIE Student Assistant: 

1. Use the above information to complete a “SSN Sponsorship Letter” located on the shared drive (L:) 
2. Print the letter in color 
3. Attach the SSN Sponsorship Letter to this packet and return to the student 
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