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To:

Jones Graduate School Second-Year Students 

Date:

March 3, 2004
Re:

Curricular Practical Training (CPT) Programs
WHAT IS CPT?

The Jones School seeks to enhance the quality of the MBA experience for F-1 students who contribute an important global perspective to the program, and who face unique challenges as international students.  In 1997, Jones School administration and faculty, in coordination with the Office of International Students and Scholars, created a Curricular Practical Training (CPT) program that meets immigration regulations.  The program is similar to what is offered at many of the top graduate business schools.  The concept is to combine an employment opportunity with an academic learning experience for second-year students.  The CPT program applies to summer, fall and spring internships.  Students who participate in these courses must be second-year students who have completed all first-year core requirements before the internships begin.  
WHO REGISTERS FOR CPT?

CPT is intended for F-1 students (J-1 students must meet Academic Training laws) who are willing to take on the challenge and responsibility of obtaining a summer, fall or spring internship in the U.S. and to combine it with academic coursework.  However, the course is open to any student in the Jones School.  Students must sign up for an independent study course (MGMT 703, 704 and/or 705).  Students may enroll in each course one time only.      

HOW DOES A JONES SCHOOL STUDENT REGISTER FOR CPT?

Below, please find instructions on how to register for MGMT 703, 704 and/or 705.  Each course’s instructions vary somewhat.

CPT I:  MGMT 703, Field Study in American Business I (Summer)
First, a student should register for MGMT 703, Field Study in American Business I in the spring 2003 semester (to be enrolled for the summer course).  This a pass/fail course and will count as 0 credit hours.  The course will NOT count toward your 60 hours required to graduate at the Jones School.    
You must add MGMT 703 via ESTHER (http://esther.rice.edu/) by April 2, 2004.  You are allowed to register for the course before you have a job offer in hand.  This is very important since CPT will count as a spring 2004 class.  Please see Christa VanDrie in the MBA Program Office if you have problems adding the course. 

Second, you must obtain a summer internship and receive an offer letter from the employer.  The offer letter must include the following:

· Company letterhead stationery

· Internship position description

· Expected working hours

· Beginning and ending dates (can begin as soon as May 10, but must end no later than August 23)

· Salary information

CPT II:  MGMT 704, Field Study in American Business II (Fall)
First, a student should register for MGMT 704, Field Study in American Business II in the fall  2004 semester.  This a pass/fail course and will count as 0 credit hours.  The course will NOT count toward your 60 hours required to graduate at the Jones School.    
You must add MGMT 704 as soon as possible.  You are allowed to register for the course before you have a job offer in hand.  Please see Christa VanDrie in the MBA Program Office if you have problems adding the course. 

Second, you must obtain a fall internship and receive an offer letter from the employer.  The offer letter must include the following:

· Company letterhead stationery

· Internship position description

· Expected working hours (no more than 10 hours per week while classes are in session – may work up to 20 hours per week during school breaks and holidays)

· Beginning and ending dates (can begin as soon as August 23, but must end no later than December 31, 2004)

· Salary information

CPT III:  MGMT 705, Field Study in American Business III (Spring)
First, a student should register for MGMT 705, Field Study in American Business III in the spring 2005 semester via ESTHER (http://esther.rice.edu).  This a pass/fail course and will count as 0 credit hours.  The course will NOT count toward your 60 hours required to graduate at the Jones School.    
You must add MGMT 705 via ESTHER (http://esther.rice.edu/) no later than January 14, 2005.  You are allowed to register for the course before you have a job offer in hand and must do so if you plan to work prior to the start of classes in January 2005.  Please see Christa VanDrie in the MBA Program Office if you have problems adding the course. 

Second, you must obtain a spring internship and receive an offer letter from the employer.  The offer letter must include the following:

· Company letterhead stationery

· Internship position description

· Expected working hours (no more than 10 hours per week while classes are in session – may work up to 20 hours per week during school breaks and holidays)

· Beginning and ending dates (can begin as soon as January 1, but must end no later than May 7, 2005)

· Salary information

WHAT DOES A STUDENT DO AFTER HE RECEIVES A JOB OFFER?

When you have accepted your job and have your offer letter in hand, you should immediately:

· See Kathy Spradling in the MBA Program Office with your completed CPT faculty advising form (attached) and copy of your offer letter.  Make sure you turn in the CPT form that corresponds to the course you are registering for.  

· Make an appointment to see a member of the Office of International Students and Scholars (OISS) office (713-348-6095) with:

· signed CPT faculty advising form (Kathy will give you a copy after form has been signed)

· your offer letter

· your passport 

· your I-20 form

· A representative from the OISS will then process your request as soon as possible.

WHEN SHOULD ALL OF THE STEPS ABOVE BE COMPLETED?

All of the steps above should be completed at least one week before you start your internship (see beginning dates above).  Work authorization takes time – do not wait until the last minute to begin this process.  Both the MBA Program Office and OISS need time to process paper work.  Your patience is appreciated.     

WHAT ARE THE ACADEMIC REQUIEMENTS TO COMPLETE CPT?

You will have a Jones School faculty adviser assigned to the course (Carrie Miller).  The course will require:

· gaining field experience (summer, fall or spring internship)

· producing a research report to be submitted at the end of the semester

You will carry an "Incomplete" until you turn in your internship report and finalize your grade with the faculty adviser.  The faculty adviser will submit a Grade Change Form once the course requirements have been fulfilled.  Assuming you have completed all of the course requirements successfully, the "I" (Incomplete) will turn to a "P" (Pass).  If you do not complete all of the requirements successfully, the "I" will turn to an "F" (Fail).  CPT does not count toward your 60-hour requirement for graduation.  

OTHER IMPORTANT INFORMATION

You may not work on a paid or non-paid basis until you have received your work authorization from OISS.  This work authorization is employer-specific; before you could change internship employers, you would need to get a new work authorization. 
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MGMT 703 (Summer 2004 CPT)

Field Study in American Business I 

Faculty Advising Form

Date:
_____________

To:
Office of International Students & Scholars, Rice University

From:  Christa H. VanDrie


MBA Program Associate

Jesse H. Jones Graduate School of Management, Rice University

Re:
_______________________________



   Student Name


_______________________________


              Company Name

This is to certify that the student listed above will be taking the Jones Graduate School course MGMT 703, Field Study in American Business I, under my supervision.  In order to gain appropriate credit for the course, the student must complete the following requirements between May 10 and August 23, 2004:

· Submit research report at the end of the summer.

· Gain field experience in a full-time internship at: ________________________________








            Company Name

This student’s summer internship is an MBA elective course designed to allow practical application to the theoretical foundations acquired in the first year MBA program.



















Signed:____________________________________









Christa H. VanDrie      

    MBA Program Associate
Student Disclaimer:
I understand that if I work without completing all requirements, I may have committed unauthorized work employment.


Signed:_____________________________________






Student Name


Date:
_____________________________________
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MGMT 704 (Fall 2004 CPT)

Field Study in American Business II

Faculty Advising Form

Date:
_____________

To:
Office of International Students & Scholars, Rice University

From:  Christa H. VanDrie


MBA Program Associate


Jesse H. Jones Graduate School of Management, Rice University

Re:
_______________________________



   Student Name


_______________________________


              Company Name

This is to certify that the student listed above will be taking the Jones Graduate School course MGMT 704, Field Study in American Business II, under my supervision.  In order to gain appropriate credit for the course, the student must complete the following requirements between August 24 and December 31, 2004:

· May work no more than 10 hours per week at company while classes are in session.  May work up to 20 hours per week during school breaks and holidays.

· Submit research report at the end of the fall internship.

· Gain field experience in a part-time internship at: ________________________________








            Company Name

This student’s fall internship is an MBA elective course designed to allow practical application to the theoretical foundations acquired in the first year MBA program.



















Signed:____________________________________









Christa H. VanDrie      

   MBA Program Associate
Student Disclaimer:
I understand that if I work without completing all requirements, I may have committed unauthorized work employment.








Signed:_____________________________________






Student Name


Date:
_____________________________________
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MGMT 705 (Spring 2005 CPT)

Field Study in American Business III

Faculty Advising Form

Date:
_____________

To:
Office of International Students & Scholars, Rice University

From:  Christa H. VanDrie


MBA Program Associate


Jesse H. Jones Graduate School of Management, Rice University

Re:
_______________________________



   Student Name


_______________________________


              Company Name

This is to certify that the student listed above will be taking the Jones Graduate School course MGMT 705, Field Study in American Business III, under my supervision.  In order to gain appropriate credit for the course, the student must complete the following requirements between January 1 and May 7, 2005:

· May work no more than 10 hours per week at company while classes are in session.  May work up to 20 hours per week during school breaks and holidays.

· Submit research report at the end of the spring internship.

· Gain field experience in a part-time internship at: ________________________________








            Company Name

This student’s spring internship is an MBA elective course designed to allow practical application to the theoretical foundations acquired in the first year MBA program.



















Signed:____________________________________









Christa H. VanDrie 

    MBA Program Associate
Student Disclaimer:
I understand that if I work without completing all requirements, I may have committed unauthorized work employment.








Signed:_____________________________________






Student Name


Date:
_____________________________________

