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Note:  Courtesy Placements are considered only for cases in which extenuating circumstances will not allow a candidate to intern in the Troy University service area. This would include a mandatory change of a spouses’ employment location, a military transfer, or documented medical reasons. Each Courtesy Placement Request is reviewed on an individual basis. Courtesy Placements are not simply made due to the fact that a candidate wants to move home during internship for financial reasons. A GPA of 3.2 for anyone requesting a Courtesy Placement is desired. 

In order to request a Courtesy Placement the candidate must provide the completed Courtesy Placement Request Form along with documentation of EXTENUATING CIRCUMSTANCES that would necessitate a Courtesy Placement. A disposition form must be completed by a professor (that has taught you) in your content area and in the COE.  Documentation of the candidate’s current cumulative GPA is required. Submission of a Courtesy Placement Request Form does not ensure the candidate will receive a Courtesy Placement but allows for the appropriate persons to review the request and documentation to determine whether or not a Courtesy Placement will be granted.  Once a determination has been made as to whether the Courtesy Placement will be granted or not, the candidate will be notified in writing.

A candidate requesting a Courtesy Placement for a FALL Internship should submit the Courtesy Placement Request Form and appropriate documentation to the appropriate Internship Placement Staff member at the candidate’s home campus location by March 15th of the Spring Semester/Term 3 prior to the candidate’s intended Fall Internship. Circumstances such as military orders issued after the deadline date will be evaluated on a case-by-case basis.

A candidate requesting a Courtesy Placement for a SPRING Internship should submit the Courtesy Placement Request Form and appropriate documentation to the appropriate Internship Placement Staff member at the candidate’s home campus location by September 15th of the Fall Semester/Term 1 prior to the candidate’s intended Spring Internship. Circumstances such as military orders issued after the deadline date will be evaluated on a case-by-case basis.

A candidate requesting a Courtesy Placement is responsible for ALL tuitions and fees charged from Troy University and the Courtesy Placement fees associated with university supervisors and/or cooperating teachers assigned by the hosting institution. (Note: A candidate granted a Courtesy Placement is NOT exempt from signing up for the appropriate Internship and Internship Seminar Courses at Troy University, or completion of all assignments made within those courses. It is the responsibility of the candidate to inquire about ALL financial responsibilities from the Courtesy Placement University and to pay those as directed by the Courtesy Placement University.)






First Name:   _____________________________________  Middle Name: ___________________________________

Maiden Name: ___________________________________  Last Name: ______________________________________

Student ID Number _____________________________  Home Campus Location ________________________

Semester of Internship _________________________________________________________________

Cumulative GPA _______________________ (Attach unofficial transcript from candidate’s campus Records Office. Copies printed from the candidate’s Trojan Web Express account are NOT acceptable.)

Provide a narrative and appropriate documentation of complete rationale for requesting a Courtesy Placement. Documentation should be addressed in the narrative and copies of supporting documentation should be attached to the form. 

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________


(Additional pages may be used for narrative if needed)

Information (provided by the candidate) on the University where the Troy candidate is requesting the Courtesy Placement:

University Name and Address: _____________________________________________________________________

				    ______________________________________________________________________

                                                          ______________________________________________________________________

Contact Person for the University (This is the person who has agreed to accept the candidate for Courtesy Placement.):  
		
		Name:  ________________________________________________________________

		Title:  _________________________________________________________________

		Phone:  _______________________________________________________________

		Email:  _______________________________________________________________










Date Form and Documentation turned in to appropriate Internship Placement Staff person on Candidate’s Home Campus: 

Date turned in: _________________________________________________  

Candidate’s Signature: ________________________________________

Date received by Internship Placement Staff person:  ____________________________________________

Internship Placement Staff Person Signature:  ____________________________________________________
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