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Applications for Curricular practical training (CPT) and/or Optional practical training (OPT) must be
submitted to an ISSS adviser during scheduled walk-in hours or a scheduled appointment.

CPT – Submit to ISSS Adviser
•  Student Request Form
•  Academic Adviser Verification Form
•  Course Description or evidence of degree program requirement or co-op agreement
•  Form I-20
•  Unofficial Transcript
•  Passport
•  Exception from a Full Course of Study form(s) as required

It may take one week to process the CPT authorization. For further information see Curricular Practical Training on the ISSS
web site.
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INSTRUCTIONS

STUDENT REQUEST FORM
(for F-1 Curricular Practical Training)

1. Name: Self-Explanatory

2. Phone/Email: Self-Explanatory

3. Degree Program/Field of Study noted on INS Form I-20: Self-Explanatory

4. Completion Date noted on INS Form I-20: Self-Explanatory

5. Curricular Practical Training Hours: Indicate the number of hours/week you will work for your employer as well as
the dates (month/day/year) the employment will begin and end.

6. On Campus Employment Hours: If you intend to work on the campus during the dates you are requesting CPT
authorization, please specify the number of hours you will work on the campus and include the dates (month/day/year) of the
on-campus employment. If you do NOT intend to work on the campus during the dates of CPT authorization, write N/A (Not
Applicable) in this space.

7. Type of CPT authorization you are requesting. Answer “Yes” to the appropriate category.
Required: The employment must be required by the degree program. Attach evidence of the program requirement to the CPT
application you submit to ISSS. (Note: The Course Description Form will not be required for this type of CPT request).
Course Credit: If the employment is elective (not required by the degree program), you will need to enroll for a course that
requires your participation in the employment. Fill in the Course Title and Number. Submit the completed Course
Description form with your CPT application.
Co-op Program: You must have received approval from your college or department to participate in a bona fide co-op
program. Submit with your CPT application, evidence of the co-op approval.

8. Completion of course requirements for degree: Self-Explanatory

9. Describe proposed employment: Your description must make it clear that the job is related to your major field of
study.

10. Curricular Practical Training Employer: Name of company/institution
Address: Street Address, Suite or Room Number, City, State and Zip.

Read and Sign the Statement

Your academic adviser will need to see your completed Student Request Form before s/he
will be able to complete the Academic Adviser Verification Form.
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INSTRUCTIONS
COURSE DESCRIPTION FORM

(F-1 Curricular Practical Training)

1. Description
To be completed by course instructor.

2. Number of credits
To be determined by course instructor; may be as few as 1 credit.

3. Semester and Year
For summer work, the course credit may be taken in the Spring, Intersession, Summer Session or
Fall Semester. For work taking place during the academic year, the student should enroll for
course credit in the semester during which the employment begins. If it is too late in the semester
to enroll, enrollment must take place in the following semester. An Incomplete for the course
must be given if the period of the employment extends beyond the ending date of the semester.

4. Begin and end dates for employment
To be determined by course instructor based on requirements of job offer. Cannot exceed one
year.

5. Number of Hours/Week
Number of hours to be worked for Curricular Practical Training employer.

6. Description of course
The employment must be a requirement of the course. The course instructor may include
additional requirements.




