
 

Company Letterhead 
Your offer letter should have the 

company's official letterhead, 

including the official company 

name, logo, and address. 

1 

Student’s Name 

CPT Description including: 
- Responsibilities  

- Learning Objectives 

CPT Location* 
Where the CPT will take place if 
different from address of company 

 

Specific Start & End Date* 
Number of Hours of CPT 

activity per week** 

Supervisor Name 
Hiring Official Signature 
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3 

4 

5 

6 
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Please note! 

Your offer letter does not need to look 

exactly like this sample. But it should 

have all 8 elements shown here. 

*You can start your CPT up to two weeks before the beginning of the term as long as it does not overlap with the previous semester. If you are 

graduating within the term of this CPT, your CPT end date must be the Friday of graduation week. If you are continuing your degree, your CPT may 

extend two weeks after the end of the semester.  

**Part-time CPT is limited to 20 hours or less per week. Full-time CPT must do 21 hours or more per week.  

   

Remote Work 
If the employment or 

internship is a remote 

experience, indicate that the 

job is a remote position. Do 

not put your home address 

as the CPT location.  

 


