Date
Dear Name of Prospective GA:

On behalf of the Board of Trustees of Illinois State University and its Appointing Unit Name, I would like to offer you a  FORMDROPDOWN 
 (50%) Administrative/Operational graduate assistantship where you will generally be working 20 hours per week.*  Your appointment begin date is appt begin date and your end date is appt end date; not to exceed 1 year.  Please see the Graduate Assistant Handbook for restrictions on additional employment on or off campus.  Your total monthly stipend is $monthly stipend.  This assistantship comes with a full tuition fellowship during the contract period, and if a fall or spring appointment it also includes a tuition fellowship for up to 12 credit hours for the following summer session (if you have not yet graduated from your degree program).  You are required to pay student fees.

This offer for a graduate assistantship is contingent upon: (1) the programmatic needs of the department and/or the allocation of funds for the position; (2) prior to the beginning date of this offer, completion of a Bachelor’s Degree or a minimum of 120 undergraduate hours if in an integrated degree program [If the position posting specifies Doctoral enrollment, completion of a Master’s degree (or similar program approved by your academic department) prior to the beginning of date of this offer.] ; (3) registration for not less than 9 hours of academic work each semester for an appointment held in the Fall or Spring semester(s); (4) a Graduate Admission GPA of 2.8 and a Cumulative GPA of at least 3.0 each term.

Your duties are as outlined in the position posting.
As a graduate assistant you will be expected to adhere to the  FORMDROPDOWN 
 calendar and the following guidelines: departmental guidelines regarding days off.
This offer is valid only if you meet the following conditions:

· Respond to this offer via e-mail by forwarding this message back to the sender (and anyone copied on the original e-mail) so this Offer Letter remains attached.  We prefer that you respond to the offer prior to date, but the offer will remain open until date, which cannot be prior to April 15 for Fall appointments.
· By replying and accepting this GA offer you acknowledge that you have read this offer letter and the Graduate Assistant Handbook (http://www.hr.ilstu.edu/downloads/GA_Handbook.pdf), understand its contents, and accept the terms and conditions as outlined herein.   
· Complete and return the Graduate Assistant Health Insurance Certification form. The form may be downloaded at http://www.shs.ilstu.edu/insurance/forms/.  If your Assistantship is 26% (full-time, over 10 hours per week) or over, you may be eligible for reimbursement of this Health Insurance charge.  Please refer to the Graduate Assistant Handbook for further information.  This certification must be completed each semester.
· If this position was listed in the posting as Security Sensitive, this offer is contingent upon a satisfactory criminal background investigation.  You may not begin work until the criminal background investigation results have been received and cleared by Human Resources.
· Failure to report to our office located at office location by the first day of your contract may void this offer.
· IF YOU ARE A NEW GRADUATE ASSISTANT (Returning Graduate Assistants who have no break in employment at Illinois State except for summer may ignore this section): For employment verification purposes and in order to receive your stipend, please read the instructions for form http://www.uscis.gov/files/form/i-9.pdf and be prepared to provide the ORIGINAL appropriate Section 2 documentation to your department.  Using your original documentation (not photocopies of documents or a completed I9 form), an online I9 will be completed by your department on or before the third business day after your hire date. All international students must go to Human Resources (Nelson Smith Building, Room 101) to complete the I9 form. 
The receipt of a Graduate Assistantship Tuition Fellowship can impact your financial aid package (if applicable).  If a tuition fellowship is added to your financial aid package, your aid will be reviewed to determine if any loans need to be reduced.  Conversely, if you are not approved for or you decline a Graduate Assistantship position and your tuition fellowship is removed, your financial aid package can be reviewed to increase your loan.  You must contact Shawn Rigsby in the Financial Aid Office, 309-438-2744, to have your financial aid package reviewed to determine if your loans can be increased.
While this appointment includes a tuition fellowship, depending upon the timing of your acceptance it is possible that you may still be billed for tuition.  If you should receive a tuition bill, contact us to ensure the appropriate paperwork has been submitted to Human Resources.
Sincerely,
name, title, department
· If you are an international student the rules/laws for your visa status may place limits on your employment eligibility.  Students are responsible for knowing and following all applicable visa status rules/laws.  If you are not certain whether your visa status allows you to accept an assistantship or additional work hours, contact the Office of International Studies and Programs immediately for clarification. The University cannot grant exceptions to visa status rules/laws.  

