Career Services Co-op/Internship Student Checklist

Student Name: ___________________________________				        	         Semester: ___________________

Pre-screen Process:								               DATE:

1. Do you hold a Graduate Assistant position/student employment at any department at the university?	
  Yes	                No 

If yes, please note that you can either choose CPT or Graduate Assistantship/student employment. You CANNOT have both.

2. Completed UBjobnet profile							 		______________
3. Resume approval on UBjobnet								______________
4. Signed Student Co-op & Internship Registration form						______________
(Signed by the Director of Career Services)

5. CPT Application Forms
a. Student Statement	(signed by you, the student)						______________
b. Co-op Education/Internship Agreement form (Signed by Employer & Career Services)			______________
c. CPT Recommendation Form (Signed by Career Services & Dean/Faculty Advisor)				______________
d. Offer Letter NEEDS to include (refer to the CPT Offer Letter Template[footnoteRef:1] enclosed in this packet):		______________ [1:  CPT Offer Letter Template is for reference purposes only. Make sure you include all the required information specified in 5d on the Company’s Letterhead.] 

i. Company’s letterhead
ii. Job title
iii. DETAILED job description
iv. Start date and end date
v. Hours per week
vi. Salary per hour/week (please specify if unpaid)
vii. Contact information of the supervisor
viii. Job title of supervisor
ix. Contact phone and E-mail address of supervisor
x. Physical location where the student will work (The job location must be within a 100 miles radius of UB).

e. Student confirmation – faculty project guidelines
f. Verify your academic standing 	(HELPFUL HINT: Check your Unofficial Transcript thru WebAdvisor)
i. No holds (SFS, Health, etc.)
ii. GPA (Grad: minimum GPA of 3.0, Undergrad: minimum GPA of 2.5)
iii. Ensure there are NO pending grades 

Schedule a Screening Session Appointment with Career Services 			  			   ______________
(Undergraduate students – required to attend, Graduate Students – optional to attend)
Additional Requirements:
Mandatory Workshop
1. Mid-semester check-in 							 		     _______________
 

International Student Services (ISS) Documentation Requirements

Please bring with the following additional documents to International Student Services (ISS) for CPT I-20 Issuance:
· Copy of Unofficial Transcript									     _______________

· Sections from the most recent UB Catalog proving relevance of your internship to your current major 
	(For example: Under Courses of Instruction, or Major Requirements)					     _______________

· Proof of $0 balance (Statement of Registration and Tuition Statement)
		    _______________

Evaluations will be sent out mid-semester & end of semester!
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