DATE

NAME

ADDRESS

CITY, STATE, ZIP

Dear NAME,
Please insert appropriate information in blue text fields and delete all blue informational notes/symbols excep
I am pleased to offer you a [insert title Graduate Assistant or Teaching Assistant] appointment for [inset period of appointment and service dates, e.g., the 20xx-20xx academic year, August 16, 20xx-May 15, 20xx]. This appointment will be for [insert percentage] %-time. The current wage for the assistantship we are offering you is $ [insert amount] per month. [If desired, insert information about the tuition waiver.] 

The duties connected to this appointment are [insert description of duties]. Your supervisor will be [insert title and name], who will provide detailed information about your assignment.

Please respond with your acceptance or declination of this appointment by return letter or e-mail to [insert name and contact information] as soon as possible. You may complete Section 1 of the enclosed I-9 form and return it with your acceptance. [If needed insert: In order to process this appointment, we need you to come to the department office and bring the following information <insert list as applicable>.  We cannot process your appointment until you have provided this information, so it essential that you come in not later than <insert date>.]   If this is your initial position on the Urbana-Champaign Campus, you will be asked to present proof of your citizenship and eligibility to work (see the I-9 form). We must receive your acceptance and all supporting documents in order to process your appointment.

As a condition of this offer, you are required to be a student in a graduate program that has not been designated as cost-recovery or self-supporting.  If you are in a cost-recovery or self-supporting degree program during the appointment period referenced above, you will not be eligible for this position.  Additional information can be found at http://www.grad.illinois.edu/gradhandbook/chapterVII/section04.  If you have questions related to this provision of the offer, please contact your academic department or the Graduate College prior to accepting this offer.
To receive and hold an assistantship, a student must be in good standing.  In the fall and spring terms, students receiving assistantships must be registered for the semesters of appointment.
For more information on assistantship policies and tuition and fee waivers, please refer to the Graduate Handbook which can be found on the Graduate College website at http://www.grad.illinois.edu/gradhandbook.
[Please insert: A(n) <insert mandatory or optional> orientation session(s) will be held on <insert date, time, and location>.]

This position is subject to a collective bargaining agreement between the Board of Trustees of the University of Illinois and the Graduate Employees Organization covering wages, hours, terms and conditions of employment, which may be found at http://www.ahr.illinois.edu/Grads/index.htm . Pursuant to this agreement, appointment and contact information related to your employment will be forwarded to the GEO each term in the absence of suppression under the Family Education Rights to Privacy Act (FERPA).


We are pleased to be able to make this offer to you, and look forward to your response.

Sincerely,

NAME

TITLE

Facilities & Services

I accept the appointment as described above: __________________________ Date: __________








NAME

CC:
HR REP, F&S ER&HR


Helen Coleman, Interim Executive Director, Facilities & Services

