Sample Project Assistant Appointment Letter

<Date>
<Name>
<Address Line 1>
<Address Line 2>
Dear <Name>:
On behalf of the <Department Name>, we are happy to confirm your acceptance of a <number> percent time appointment as a Project Assistant.  This appointment is for the period beginning <date> through <date>.  At the full-time annual pay basis of <dollar amount>, your stipend for this appointment will be <dollar amount> per month.  Project Assistants appointed in the Graduate School are expected to enroll for a minimum of two graduate credits, unless they are dissertators who must enroll for a minimum of three dissertator credits.  The first six months of this appointment constitute a probationary period.

Although there may be some variation and change in responsibilities as the appointment proceeds, your duties in the appointment will be <position description>.  I expect that you will be able to complete these responsibilities satisfactorily in <number of hours> hours per week during the period of the appointment.  Professor <name of supervisor> will provide you with information on the scheduling of your responsibilities.

This appointment earns paid vacation at the full-time rate of 22 ½ days per fiscal year.  Vacation must be used during your appointment period or it will be lost.  Any remaining vacation time will NOT be paid at the end of the appointment.  Other than periods when you receive approval to use earned vacation time, the appointment extends throughout the entire period noted above, with the exception of holidays when State offices are officially closed.  You are also eligible to earn sick leave.  At the beginning of each appointment period, you will be credited with a bank of sick leave days.  The number of days credited to your sick leave bank is <number of days>.  Sick leave may not be used in less than one day increments.  Any remaining sick leave can be carried over into the next appointment if it is within the same department and the same title.

You may be eligible for remission of the nonresident portion of your tuition as well as all in-state fees, except for segregated fees.  To qualify, you must be a graduate assistant and your PA/TA earnings must total at least 33 percent of the full-time, annual rate during each semester.  Payroll dates may not match the academic calendar, so you should consult with <name of payroll coordinator> in the Business Office if your appointment is for less than 50 percent or if you expect that it will be decreased to less than 50 percent during this appointment period.  This remission is conditionally awarded at the beginning of the semester, based on your anticipated earnings.

This appointment also provides benefits such as eligibility for an excellent health insurance program and sick leave.  Some of these have deadlines for enrollment.  You should contact <name of payroll coordinator> in the Business Office to complete the necessary payroll and fringe benefit forms.

This offer is contingent upon verification of the appropriate identity and work authorization documentation for the position, as required by the Immigration Reform and Control Act of 1986.  Please see the attachment for the explanation of the Form I-9 documents that must be presented in person, within three days of your employment begin date.  If you do not have the originals of the necessary documents, you must present a receipt, e.g., copy of the letter or form requesting the documents, within three days, and you must present the required document itself within 90 days of your employment date.  The law prohibits the University from employing or continuing to employ an individual who has not provided documents within the relevant time period.

This employment relationship is governed by and subject to the provisions of a collective bargaining agreement negotiated by the Teaching Assistant’s Association.

We would appreciate a written response to this offer.

Sincerely,

<Supervisor's name>
<Supervisor's title>
cc:  
Graduate School Budget and Personnel Office


<Department Name> Personnel File
