
Curricular Practical Training Employer Offer Letter Template 

Employers/internship supervisors�����)�H�G�H�U�D�O���U�H�J�X�O�D�W�L�R�Q�V��
�D�O�O�R�Z���L�Q�W�H�U�Q�D�W�L�R�Q�D�O���V�W�X�G�H�Q�W�V���W�R���H�Q�J�D�J�H���L�Q���S�D�L�G���D�Q�G���X�Q�S�D�L�G���R�I�I���F�D�P�S�X�V���S�U�D�F�W�L�F�D�O���H�[�S�H�U�L�H�Q�F�H�V��
�G�L�U�H�F�W�O�\���U�H�O�D�W�H�G���W�R���W�K�H�L�U���P�D�M�R�U���S�U�R�J�U�D�P���R�I���V�W�X�G�\�����7�R���T�X�D�O�L�I�\�����W�K�H���V�W�X�G�H�Q�W���P�X�V�W���U�H�F�H�L�Y�H���D���O�H�W�W�H�U���I�U�R�P��
�W�K�H�L�U���H�P�S�O�R�\�H�U�����Z�K�L�F�K���W�K�H���X�Q�L�Y�H�U�V�L�W�\���Z�L�O�O���U�H�W�D�L�Q���L�Q���W�K�H���V�W�X�G�H�Q�W�¶�V���L�P�P�L�J�U�D�W�L�R�Q���I�L�O�H�����3�O�H�D�V�H���G�U�D�I�W���W�K�H��
�O�H�W�W�H�U���R�Q���F�R�P�S�D�Q�\���O�H�W�W�H�U�K�H�D�G�����D�Q�G���L�Q�F�O�X�G�H���W�K�H���I�R�O�O�R�Z�L�Q�J���L�Q�I�R�U�P�D�W�L�R�Q����

�x �7�R�G�D�\�¶�V���G�D�W�H
�x �&�R�P�S�D�Q�\���Q�D�P�H�����S�K�R�Q�H���Q�X�P�E�H�U�����D�Q�G���H���P�D�L�O���D�G�G�U�H�V�V��
�x �6�W�U�H�H�W���D�G�G�U�H�V�V���Z�K�H�U�H���W�K�H���V�W�X�G�H�Q�W���Z�L�O�O���Z�R�U�N�����L�Q�F�O�X�G�H���F�R�P�S�D�Q�\�¶�V���R�I�I�L�F�H���O�R�F�D�W�L�R�Q���L�I���W�K�H

�V�W�X�G�H�Q�W���Z�L�O�O���Z�R�U�N�������������U�H�P�R�W�H�O�\��
�x �6�W�D�U�W���D�Q�G���H�Q�G���G�D�W�H�V
�x �$���E�U�L�H�I���G�H�V�F�U�L�S�W�L�R�Q���R�I���W�K�H���V�W�X�G�H�Q�W�¶�V���G�X�W�L�H�V���D�Q�G���W�K�H���H�G�X�F�D�W�L�R�Q�D�O���J�R�D�O�V���R�I���W�K�H���H�[�S�H�U�L�H�Q�F�H��
�x �6�L�J�Q�D�W�X�U�H

An international student may not begin working until s/he has received an I-20 from the 
immigration coordinator with a CPT authorization on Page 2. 

�3�O�H�D�V�H���F�R�Q�W�D�F�W���-�L�P���:�L�O�G�H�U���Z�L�W�K���D�Q�\���T�X�H�V�W�L�R�Q�V���D�W�����������������������������R�U���M�L�P���Z�L�O�G�H�U�#�F�D�O�Y�L�Q���H�G�X�����$�Q��
�)�$�4���I�R�U���H�P�S�O�R�\�H�U�V���F�D�Q���E�H���I�R�X�Q�G���D�W���K�W�W�S�V�������F�D�O�Y�L�Q���H�G�X���G�L�U�H�F�W�R�U�\���S�R�O�L�F�L�H�V���F�S�W���L�P�P�L�J�U�D�W�L�R�Q��

Students�����3�O�H�D�V�H���I�L�O�O���R�X�W���W�K�H���V�H�F�W�L�R�Q���E�H�O�R�Z���X�V�L�Q�J���W�K�H���L�Q�I�R�U�P�D�W�L�R�Q���S�U�R�Y�L�G�H�G���L�Q���\�R�X�U���H�P�S�O�R�\�H�U�¶�V��
�O�H�W�W�H�U�����7�K�L�V���G�R�H�V���1�2�7���U�H�S�O�D�F�H���W�K�H���H�P�S�O�R�\�H�U���O�H�W�W�H�U�����L�W���V�H�U�Y�H�V���W�R���H�Q�V�X�U�H���W�K�D�W���D�O�O���L�Q�I�R�U�P�D�W�L�R�Q���K�D�V��
�E�H�H�Q���S�U�R�Y�L�G�H�G���D�Q�G���F�D�Q���E�H���D���T�X�L�F�N���U�H�I�H�U�H�Q�F�H���I�R�U���\�R�X�U���I�X�W�X�U�H���Y�L�V�D���L�P�P�L�J�U�D�W�L�R�Q���I�L�O�H�V������

Company name���B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B��

Phone number�����B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B��

Email address�����B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B��

Address where student will work�����������������������B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B��

���G�R�Q�¶�W���I�R�U�J�H�W���F�L�W�\�����V�W�D�W�H�����D�Q�G���=�,�3���F�R�G�H�������������������B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B��

This employment will be: _____Part-time or _____Full-time at _____ of hours per week* 
�����Q�X�P�E�H�U����

Date scheduled to begin**________________   Date scheduled to end** ________________ 

Course number of course requiring the job or internship:__________________________

�%�\���V�L�J�Q�L�Q�J�����,���F�R�Q�I�L�U�P���W�K�D�W���,���Z�L�O�O���Q�R�W���Z�R�U�N���E�H�I�R�U�H���U�H�F�H�L�Y�L�Q�J���D���Q�H�Z���,���������Z�L�W�K���&�3�7���D�X�W�K�R�U�L�]�D�W�L�R�Q�����,��
�Z�L�O�O���Q�R�W���Z�R�U�N���R�X�W�V�L�G�H���W�K�H���G�D�W�H�V���R�Q���S�D�J�H�������R�I���W�K�H���Q�H�Z���,������������

�6�W�X�G�H�Q�W���V�L�J�Q�D�W�X�U�H�����V�L�J�Q���E�\���K�D�Q�G�����'�2���1�2�7���W�\�S�H���Q�D�P�H�������B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B���'�D�W�H�B�B�B�B�B�B�B�B��
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