
INSTRUCTIONS FOR FILLING OUT AND UPLOADING THE REQUIRED DOCUMENTS 

• DPR 

• RESUME 

• PLACEMENT REQUEST 

You access the DPR in your student portal and you must download it as shown 

below: 

 

After your download your DPR, rename it “your last name, first name, DPR 

Spring 2022 internship” and email it as a pdf document. Do not send a Google 

Docs link, attach the actual document. 

DPRs not downloaded and saved as shown above will be rejected 

 

 



RESUME: 

 

Examples of how education should be listed are shown below. You must follow 

one of the examples.  

 

 

 

 

 

 

 

 

 

 

 

The resume must be saved in pdf and attached to your email with the document 

name “Your last name, first name, Resume Spring 2022 internship” 



When writing your email on the resume do NOT make the reader think you have 

problems or that you think an email address is supposed to be split like in the 

example below: 

haralds@csu 
fresno.edu 
If you are unable to list your email on one line, you are doing something wrong. 
 
PLACEMENT REQUEST: 

You must first download it, open it with your computer, fill in all of the 

information asked for, depending on your choices of placement, and you must 

type in your student email address. Your name must also be listed as it appears on 

your university student portal. 

You then resave as a pdf with the document name: “Your Last name First name 

Placement Request Spring 2022 internship” 

After that you attach it to your email request for a permission number. 

Do not send a Google Docs link for the required documents. You must attach 

the actual document as a pdf.  Do not send screenshots, photos, and other 

formats. 

Also indicate when you completed the online tutorial and if you obtained a 

perfect score. 

ALL OF THESE INSTRUCTIONS ARE ALREADY POSTED IN THE TUTORIAL THAT 

YOU COMPLETED. 

ALL DOCUMENTS MUST BE SUBMITTED AS A PDF DOC 

AFTER YOU CORRECTLY FOLLOW THESE INSTRUCTIONS AND ARE ISSUED A 

PERMISSION NUMBER, YOU MUST IMMEDIATELY REGISTER FOR AN INTERNSHIP 

CLASS. THE SECTION IS IRRELEVANT. 


