Domestic GA Offer Letter Template

<date>
Dear <GA’s name>:

On behalf of the Board of Trustees of Illinois State University and its <appointing unit name> I would like to offer you a <full-time or part-time> graduate assistantship where you will be working <##> hours per week. Your appointment begin date is <##/##/####> and your end date is <##/##/####>. Your total monthly stipend is $<$$$$$> and you are provided a full tuition fellowship for the time of your appointment including any courses that you take during the <20##> Summer session. You are required to pay your 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) completion of a Bachelor’s Degree or a minimum of 120 undergraduate hours if in an integrated degree program; (3) satisfactory service; (4) registration for not less than 9 hours of academic work for an appointment held in the fall or spring semester(s); (5) a GPA of at least 3.0 each term; and (6) satisfactory progress toward a degree (see Graduate Catalog). 

Your duties will include: 
As a <teaching – research – residential living – administrative/operational – graduate practicum> graduate assistant you will be expected to adhere to the <academic – administrative> calendar and the following guidelines: 
This offer is valid only if you meet the following conditions:

· Respond to this offer via e-mail to sender by replying to this message by <##/##/####> indicating you have read this document and accept the terms and conditions as outlined herein.
· Complete the Graduate Assistant Health Insurance Certification form. The form may be downloaded at http://www.shs.ilstu.edu/insurance/forms/  
· Arrive on campus and check in at our office located at <office location> on or before <##/##/####> to sign the necessary employment forms
If these conditions are not met, this offer is void.

While this appointment includes a tuition waiver, 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, be assured that once your appointment is on the system your tuition will be waived.
Sincerely,

<name – title – department>

