Graduate Assistant 
Single Semester Appointment 
DATE

NAME
ADDRESS
CITY, STATE, ZIP

Dear FIRST NAME LAST NAME:
I am pleased to offer you the graduate assistantship of POSITION in DEPARTMENT at St. Cloud State University. The graduate assistantship handbook is available online at http://www.stcloudstate.edu/graduatestudies/ga/default.asp.  This handbook will provide you with the necessary policy and procedure information required for graduate assistants. 
The terms of this offer are outlined below:
■ This is a single semester appointment for the FALL OR SPRING semester. 
■ The mutually agreed upon start date for this appointment is DATE. Please report to PERSON, BUILDING, OFFICE. The end date for this appointment will be DATE. When you arrive, you will be provided with the appropriate employment forms to begin your payroll process. For this process, please bring a form of identification as described below: 
• U.S. citizens (one of the two categories): 
Passport, or 
Government issued identification (such as driver’s license or ID card) and Social Security card 
• Resident aliens (one of the first two bulleted categories plus the third category): 
Passport, or 
Government issued identification (such as driver’s license or ID card) and Social Security card 
In addition to one of the two categories above, resident aliens also need to provide their resident alien card. 
• International students (all of the following): 
Passport 
Visa 
I-94 
I-20 
A Social Security Number or a copy of the letter indicating the student has applied for a SSN. 
• Your stipend for the FALL OR SPRING semester will be NUMBER and you will be paid every other Friday. Graduate assistants with full academic year appointments will receive paychecks during the academic breaks. You may expect your first paycheck on DATE. See the graduate assistant handbook for more details. 
• Your graduate assistantship provides you with tuition assistance in the form of a tuition waiver. As a full-time (20 hours/week) graduate assistant, you are entitled to a tuition waiver of up to eight graduate credits for the semester. See the graduate assistant handbook for more details.
OR
• As a part-time (10 or 15 hours/week) graduate assistant, you are entitled to a tuition waiver of up to six graduate credits for the semester.  See the graduate assistant handbook for more details.
I will be happy to answer any questions you may have or provide further clarity on your appointment. Should you decide to accept this position, return this original letter with your signature and date indicating that you have read and fully understand the provisions of your employment as explained above. The enclosed copy of this letter is for your records. 
We look forward to working with you and anticipate that your employment here will be rewarding to both you and the DEPARTMENT.
Sincerely,

NAME
TITLE

Enclosure: Graduate assistantship handbook, Employee copy of contract


I accept this position and the terms and conditions of employment as stated in this letter and the graduate assistantship handbook.
______________________________________________________________ __________________________________________
Graduate Assistant Signature 									Date
This contract can be found on-line at http://www.stcloudstate.edu/graduatestudies/ga/supervisors/default.asp 


