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Application and Authorization Procedures for Curricular Practical Training 

_________________________ 
 
 
Step 1 
Obtain an offer for off-campus employment or practical training for a position that is directly related to your 
field of study. 
 
Step 2 
Request a completed Curricular Practical Training (CPT) Agreement form from your employer.  
 
Step 3 
Complete the mandatory Curricular Practical Training (CPT) online module at www.miami.edu/cpt.  
 
Step 4.  
Determine how you will satisfy curricular requirements for CPT authorization. Review the two options below 
carefully to ensure you complete the appropriate CPT Authorization Request form.  
 

• If your academic program requires an internship (and is outlined in the UM academic bulletin), or if you 
will earn credit toward degree requirements, follow instructions below for Required/For Academic 
Credit Internship Instructions.  (Page 3) 
 

• If your academic program does NOT require an internship or if you will NOT earn credit toward your 
degree for the experience, you may enroll in a UM Internship credit by participating in the Toppel 
Internship Program (TIP). Follow Optional – UM Internship Credit through Toppel Internship Program 
instructions. (Page 2) 
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Optional – UM Internship Credit through Toppel Internship Program instructions: 
 

1. Sign up for the Toppel Internship Program (TIP). Complete the Learning Contract so that Toppel can 
enroll you in the appropriate UM Internship (UMI) course, if eligible. Please remember that if your 
internship will be over the course of multiple semesters, you must submit a new learning contract and 
obtain CPT Authorization for each semester, Summer or Winter session. 

 
2. Submit your request for CPT authorization from ISSS:  Click on CPT Authorization Request - UM 

Internship Credit (Toppel Internship Program), carefully review and complete Sections A through E, and 
submit the request so it gets routed to the Toppel Career Center and your academic advisor. 

 
3. The Toppel Career Center will review your CPT Authorization Request and will confirm receipt of the 

Learning Contract and enrollment in the UM Internship (UMI) Course. 
 

4. Your academic advisor will receive a notification e-mail and will be asked to complete their section of 
the e-form and to submit it. 

 
5. Now that all signers have completed their sections, your ISSS advisor will review the request and, if 

eligible, authorize you to engage in CPT and e-mail you an updated Form I-20 within 5 business days.  
The CPT authorization is noted on page 2 of the I-20.   

 
Note: You will receive automated updates about the status of your e-form. Please follow up with any of the 
signers, if necessary. Keep in mind that you may not begin employment before you have received your new Form 
I-20 and until the CPT start date, and you must end employment on the date noted.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://hireacane.miami.edu/gain-experience/tip/index.html
https://umiami.qualtrics.com/jfe/form/SV_e5qJdynI9xgs8gl
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnextgensso2.com%2Fsp%2FstartSSO.ping%3FPartnerIdpId%3Dhttp%3A%2F%2Fauth.miami.edu%2Fadfs%2Fservices%2Ftrust%26SpSessionAuthnAdapterId%3DmiamiDF%26TargetResource%3Dhttps%253a%252f%252fdynamicforms.ngwebsolutions.com%252fSubmit%252fStart%252f41b67707-3fba-4a96-b4cb-c25c65ba889d&data=05%7C01%7Ckponge%40miami.edu%7Cb5f5556e4e7c446722b508db79aeb965%7C2a144b72f23942d48c0e6f0f17c48e33%7C0%7C0%7C638237563562610411%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=hiQE2LoHGCLjtPGcgMz9fYYzI%2F1qdjroj7AoWSKax%2BU%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnextgensso2.com%2Fsp%2FstartSSO.ping%3FPartnerIdpId%3Dhttp%3A%2F%2Fauth.miami.edu%2Fadfs%2Fservices%2Ftrust%26SpSessionAuthnAdapterId%3DmiamiDF%26TargetResource%3Dhttps%253a%252f%252fdynamicforms.ngwebsolutions.com%252fSubmit%252fStart%252f41b67707-3fba-4a96-b4cb-c25c65ba889d&data=05%7C01%7Ckponge%40miami.edu%7Cb5f5556e4e7c446722b508db79aeb965%7C2a144b72f23942d48c0e6f0f17c48e33%7C0%7C0%7C638237563562610411%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=hiQE2LoHGCLjtPGcgMz9fYYzI%2F1qdjroj7AoWSKax%2BU%3D&reserved=0
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Required/For academic credit Internship Instructions: 

1. Determine if your practical training is (a) a requirement for your degree program, or (b) for academic 
credit.

a) Review specifics of your program requirements in the UM Academic Bulletin. Enroll in an 
internship or practicum course if course enrollment is the requirement, and review the UM 
Academic Calendar, as the term of enrollment will indicate the maximum duration of your CPT 
Authorization, unless stated otherwise.

b) Enroll in the internship or practicum course and review the UM Academic Calendar, as the term 
of enrollment will indicate the maximum duration of your CPT Authorization, unless stated 
otherwise in the UM Academic Bulletin.

2. Submit your request for CPT authorization from ISSS:  Click on CPT Request – Program Requirement or 
Academic Credit, carefully review and complete Sections A through E, and submit the request so it gets 
routed to the additional signers.

3. The academic department representative overseeing curricular objectives and then your academic 
advisor will receive a notification e-mail and will each be asked to complete their sections of the e-form 
and to submit it. They will be required to upload the Curricular Practical Training (CPT) Agreement form 
completed by your employer.

4. Now that all signers have completed their sections, your ISSS advisor will review the request and, if 
eligible, authorize you to engage in CPT and e-mail you an updated Form I-20 within 5 business days. 
The CPT authorization is noted on page 2 of the I-20.

Note: You will receive automated updates about the status of your e-form. Please follow up with any of the 
signers, if necessary. Keep in mind that you may not begin employment before you have received your new Form 
I-20 and until the CPT start date, and you must end employment on the date noted.
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https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnextgensso2.com%2Fsp%2FstartSSO.ping%3FPartnerIdpId%3Dhttp%3A%2F%2Fauth.miami.edu%2Fadfs%2Fservices%2Ftrust%26SpSessionAuthnAdapterId%3DmiamiDF%26TargetResource%3Dhttps%253a%252f%252fdynamicforms.ngwebsolutions.com%252fSubmit%252fStart%252f78edb24d-16e4-4d36-9d98-26dbb3ffe621&data=05%7C01%7Ckponge%40miami.edu%7Cb5f5556e4e7c446722b508db79aeb965%7C2a144b72f23942d48c0e6f0f17c48e33%7C0%7C0%7C638237563562610411%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=UVDKqQouajUlI4rXRT6vIOKBVdyJXZt1hnHBF8t1f20%3D&reserved=0
https://isss.miami.edu/_assets/pdf/cpt-employer-agreement.pdf
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