TO: 

KSC Co-op Coordinator
FROM: 
Returning KSC Co-op
SUBJECT:
Returning to Duty Notification
It is each student’s responsibility to notify both your university’s Co-op Office and KSC of your intent to return to work at least six weeks in advance of your expected return date.  
Please fill in the appropriate information on this sheet and take it to your university’s Co-op Coordinator to provide the information requested.  Return this sheet to the address below or fax it to 321-867-2454.  Remember, you are also required to register with your university’s Co-op Office prior to returning to work.  As a courtesy, also please notify your supervisor of your expected return date. 
NASA
Mail Code: BA-C/Steve Chance
Kennedy Space Center, FL  32899
	     
	
	     

	(PRINTED NAME)
	
	(PRINTED EMAIL)


	I expect to return to duty on MONDAY
	     


	
	     

	Student Signature
	Current Telephone Number


TO BE COMPLETED BY THE UNIVERSITY CO-OP OFFICE

THE ABOVE STUDENT IS CONSIDERED TO BE AT THE FOLLOWING ACADEMIC LEVEL IN SCHOOL.  

	 FORMCHECKBOX 

	FRESHMAN
	 FORMCHECKBOX 

	SOPHOMORE
	 FORMCHECKBOX 

	JUNIOR
	 FORMCHECKBOX 

	SENIOR


	 FORMCHECKBOX 

	ONE YEAR GRADUATE
	 FORMCHECKBOX 

	SECOND YEAR GRADUATE


	THIS STUDENT IS MAJORING IN
	     
	 AND WILL HAVE

	COMPLETED 
	     
	HOURS TOWARD THEIR DEGREE AT THE END OF THIS TERM

	WHICH DEGREE REQUIRES 
	     
	HOURS TO GRADUATE.  THE STUDENT’S

	OVERALL GPA IS 
	     
	ON A 4.0 SCALE AND MEETS THIS INSTITUTION’S

	ACADEMIC STANDARDS TO RETURN TO WORK.


	THIS SCHOOL CHARGES A FEE STUDENTS MUST PAY TO PARTICIPATE IN THE COOP

	PROGRAM.
	 FORMCHECKBOX 
 YES
	 FORMCHECKBOX 
 NO  IF YES, THE FEE IS $     


	School Co-op Coordinator Signature
	Date



	     
	     

	School Co-op Coordinator Printed Name
	Telephone Number


