[Department Header]



[Date]
Dear [GA’s Full Legal Name] - ([9-digit UID if known]):
On behalf of the Board of Trustees of Illinois State University, I would like to offer you a graduate assistantship. Details regarding this graduate assistantship offer are as follows:
	Position Details

	Classification Title
	Graduate Teaching Assistant

	Full-time Equivalency (FTE)
	[FTE]

	General Number of Hours per Week of Work
	[Hours per Week]
	Appointment Period

	Start of Assistantship*
	[Start Date]

	End of Assistantship**
	[End Date]

	Compensation

	Stipend for Full Month, Gross Pay (Prorated for Partial Month)
	[Stipend Rate]

	Estimated First Pay Date
	[Date]

	Credit Hours Covered by Tuition Waiver
	[Covered Credit Hours]

	Department & Supervisor

	Hiring Department/School/Unit
	[Department/School/Unit]

	Supervisor’s Name
	[GA Coordinator Name]

	Supervisor’s Email Address
	[Email]



*The appointment period must include the date(s) of any mandatory meeting(s), including those that precede the start of the academic semester. You will be notified as soon as practicable if the department determines that the date of a mandatory meeting will require an adjustment to the start date of the assistantship.
**The assistantship ends on the date noted above. It does not carry over into the next academic semester or year. Continued employment as a graduate assistant requires a new offer of appointment.
In addition to your monthly stipend, as part of your compensation package, you will receive:
· A tuition waiver covering [Covered Credit Hours as Indicated above] (excluding student fees for any semester you receive a waiver) during the appointment period. Additional information regarding the terms of this tuition waiver can be found in the Graduate Assistant Handbook.
· Student fee credit equal to 30% of actual mandatory student fees charged to you, up to a maximum of 9 credit hours for the fall semester and 9 credit hours for the spring semester. There is no fee credit for courses taken during the summer semester.
· Mandatory fees are subject to change. Additional information about mandatory fees can be obtained from Student Accounts.
· Reimbursement of the student health insurance fee, less applicable taxes, if you choose to remain enrolled in the student health insurance plan. The fee is automatically reimbursed to all eligible graduate assistants through their paychecks, typically during the final two months of each semester. 
· Additional information regarding the Student Health Insurance Plan can be obtained from Student Health Services. Additional information regarding the terms and eligibility for reimbursement of the student health insurance fee can be found in the Graduate Assistant Handbook.
The general duties of the graduate teaching assistantship position offered to you are described in the position posting. Generally, a majority of the graduate teaching assistant’s primary duties are in support of instruction, including but not limited to the following responsibilities:
1. Serve as primary or secondary teaching instructor in a class or laboratory
2. Assist a faculty member with teaching-related tasks
3. Grade student assignments which require knowledge of subjects taught in a class or laboratory
4. Meet with and/or tutor students, hold office hours, prepare instructional materials, and assist during class and/or lab, etc.
The [Department/School/Unit] has tentatively determined (check one):
☐ The specific duties of the graduate assistantship offered to you will tentatively include: [Specific Duties].
OR
☐ The specific duties of the graduate assistantship position offered to you will be finalized at a later date.
You will be expected to adhere to the [Calendar Type] calendar and departmental guidelines regarding days off. Additional terms and conditions of graduate assistantships can be found in the Graduate Assistant Handbook. 
Contingencies:
This offer/appointment is contingent upon University’s needs, including but not limited to: the best interests of the University; availability of funding; allocation of departmental funds; program needs; and/or departmental/office needs; and sufficient enrollment to support the assistantship. You must also meet and continue to meet all the requirements for the graduate assistantship, including but not limited to minimum credit hours, GPA requirements, restrictions on additional graduate assistant or other employment on or off-campus, English-language competency verification, and registration requirements as outlined in the Graduate Assistant Handbook.
This position is subject to criminal background investigations based on University Policy 3.1.30, and any offer of employment is contingent upon your passing a satisfactory criminal background investigation. You may not begin work until the criminal background investigation results have been received and cleared by Human Resources. 
All offers/appointments are also contingent upon proof of eligibility for employment at Illinois State University to perform the required duties described above on your scheduled start date. The Immigration and Control Act of 1986, Public Law 99-603, requires all new employees to file an I-9 in person and no later than the start date of employment. Failure to comply with this law will result in the cancellation of this offer/appointment. Additional information regarding this requirement can be found below in the “Required Steps to Accept This Offer” section of this letter. 
Illinois State University is authorized to do business within the State of Illinois. If you accept this offer, ALL work under your appointment is required to be performed from within the State of Illinois. Illinois State University does NOT authorize out-of-state work. 
If you are an international student, the rules/laws for your visa status may place limits on your employment eligibility. You 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 International Student and Scholar Services (ISSS) immediately for clarification. The University cannot grant any exception to visa status rules/laws.

Required Steps to Accept this Offer and Start Employment:
Please read each of the following and carefully follow the instructions. Failure to do so may result in cancellation of this offer.
1. To accept this offer of a graduate assistantship, please:
a. Read the offer letter
b. Read the Graduate Assistant Handbook
c. Forward this email with the attached original offer letter and a message stating whether you accept or decline the assistantship to GAOfferLetter@ilstu.edu and [Appointing unit staff member]. By forwarding this message, you acknowledge that you have read this offer letter and the Graduate Assistant Handbook, understand its contents, and accept the terms and conditions as outlined in each. This email will be sent to Human Resources.

Please note that you must accept or decline this offer within fourteen (14) calendar days from the date of this offer letter, or by April 15th, whichever date is later. Offers not accepted by the applicable deadline will be considered declined.

Note: The ISU Graduate School endorses the 1965 Resolution by the Council of Graduate Schools, which provides clear guidelines for acceptance of graduate assistantship offers by April 15th, unless the offer was received after this date.
2. After you have accepted your graduate assistantship (see #1), complete and return the Graduate Assistant Health Insurance Certification to the hiring department. Please refer to the Graduate Assistant Handbook for further information. You must complete this certification each semester you are employed by ISU.
3. You must provide proof of eligibility for employment at Illinois State University by filing an I-9 form in person with the appropriate documentation with the University. The U.S. government provides a list of the types of documentation you will be expected to provide. Original documents are required. New domestic students can file the form either in person in your appointing department or in person at the Human Resources office located in the Nelson Smith Building; new international students must file the form in person at the Human Resources offices in the Nelson Smith Building. You may NOT begin working until this has been completed. The start date of your assistantship will be adjusted if you have not completed your I-9 by the start date listed in the table on the first page of this letter. Continued delay in completing your I-9 may result in your assistantship being rescinded. 
4. Illinois State University, as your employer, is required by federal law to ensure proper tax withholding from wages and to ensure that the required reporting of employee wages, withholding, and employment taxes is accurate. For this reason, every employee must have a valid Social Security Number registered with the University at the time of employment and/or as soon after as possible, but no later than 45 days from the start date.
5. You must physically report to [work site location] by the first day of your appointment. Failure to do so may result in the cancellation of your appointment. 

If you are an individual with a disability and need a reasonable accommodation under the Americans with Disabilities Act (ADA) or other State or Federal law, you may request an accommodation by contacting the Office of Equal Opportunity and Access at (309) 438-3383 or EqualOpportunity@ilstu.edu. The Office of Equal Opportunity and Access will hold any confidential information you provide in confidence.
Please contact me at [Coordinator’s Contact Information], if you have any questions regarding this offer.
Sincerely,


[Coordinator’s Name]
CC: Human Resources

Important Links:
· Graduate Assistant Handbook – https://hr.illinoisstate.edu/downloads/GA_Handbook.pdf
· Student Accounts – https://studentaccounts.illinoisstate.edu/
· 1965 Resolution – https://cgsnet.org/resources/for-current-prospective-graduate-students/april-15-resolution
· International Student and Scholar Services (ISSS) – https://isss.illinoisstate.edu/
· Graduate Assistant Health Insurance Certification – https://healthservices.illinoisstate.edu/student-health-insurance/eligibility/
· Form I-9 Document List - https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents

