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Curricular Practical Training (CPT) Authorization Instructions for Contextual Education

International students pursuing off-campus internships as the fulfillment of their Contextual Education requirements must receive Curricular Practical Training (CPT) authorization from the International Students and Scholars Office (ISSO) prior to the start of their internship. It is necessary to receive this authorization in order to maintain F-1 visa status. Students will not be permitted to engage in any activities at their Contextual Education internship site without CPT authorization. The process for requesting CPT authorization is as follows (you may also find this information on the ISSO website under “Begin Your Request for CPT Authorization”). 

1. Secure an Official Internship Offer Letter from your internship site
a. This offer letter should be on the organization’s official letterhead and include the following: 
i. Dates of your internship (These dates MUST match the dates of the semester in which you are requesting CPT authorization. If you are in an internship for both fall and spring semesters, you must secure a separate internship offer letter for each academic term.)
ii. The name and signature of your supervisor
iii. The number of hours you’ll be interning per week
iv. Compensation details
1. If you are receiving a Contextual Education Scholarship from your site, this is not compensation for hours worked. Internships are considered unpaid unless your site is paying you directly as an employee

2. Initiate your CPT authorization request through the ISSO system
a. Log into the ISSO Portal > Go to the Request Center > Initiate a “CPT – Add New” request 
b. Follow the instructions in the request to complete the questionnaire, upload required documents, and confirm your understanding of conditions to maintain status
c. You will be asked for the name and email of the BU staff or faculty member authorized to review and approve your request for CPT authorization
i. Please list the Director of Contextual Education, Rev. Dr. Anastasia Kidd (akidd@bu.edu) as your authorized reviewer. The system will automatically send an email once you submit the form, notifying the Contextual Education Office of your request
ii. Once your request has been approved by the Contextual Education Office, it will be submitted to the ISSO for final review and processing

3. Monitor the status of your request 
a. You can do this through the Request Center in the ISSO Portal
b. Your ISSO Advisor will review your request and update the ISSO Portal within 10 business days
c. You will receive an email notifying you of your CPT authorization approval, to request clarification/additional documentation, or communicating a denial of your request

4. Review your updated I-20
a. If your request for CPT authorization is approved, your new I-20 with your CPT authorization will be uploaded to the ISSO Portal
b. You can download and print your new I-20 from the Document Center in the ISSO Portal


If you have questions about the CPT authorization process, please contact your ISSO advisor.


The Contextual Education Office recommends that you begin your request for CPT authorization as soon as possible. Because processing may take up to 10 business days and you may be required to resubmit certain documents, it’s best to seek approval early so that you are permitted to begin your Contextual Education internship at the start of the academic term. 

We look forward to supporting you as you pursue your Contextual Education! 

All the best,
The ConEd Team
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