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UNMILWAUKEE Appointment Offer





DATE
FIRST NAME LAST NAME
ADDRESS 1
ADDRESS 2
CITY ST ZIP
Dear TITLE LAST NAME
I am pleased to offer you an appointment to a position as a graduate teaching assistant in the DEPARTMENT OFFICE AND DEPARTMENT for the 2017-2018 academic year. Your appointment begins APPT BEGIN DATE and ends APPT END DATE, coinciding with the academic year beginning and ending dates. This appointment is contingent on the maintenance of minimum credit requirements and good standing in the PROGRAM and the Graduate School.
This salary offer will be $SALARY for a PERCENT POSITION%, APPT LENGTH appointment as a NON DOCTORAL, DOCTORAL OR DISSERTATOR graduate teaching assistant. With a PERCENT POSITION % appointment, you are required to register for and complete a minimum of # OF CREDITS credits per semester, subject to the regulations and provisions specified in the UWM Teaching, Project and Research Assistants Policies and the requirements of the (insert name of graduate program unit). A copy of the Policies is available on the Graduate School Web site, http://uwm.edu/graduateschool/graduate-assistant-policies-procedures/.
For appointments of 33% or greater: You will receive full tuition remission and eligibility for health insurance, because your appointment is for PERCENT POSITION% time. In order to maintain eligibility for tuition remission and health benefits, you must meet the minimum SIX (6) credit requirement for each semester of your appointment. A payroll deduction plan is available for payment of any segregated or special fees that may apply to your course of study. Please see the payment methods Web page for more information, http://www4.uwm.edu/bfs/depts/bursar/payment-methods.cfm.
For appointments of less than 33%: If your total UW-Milwaukee graduate assistant position/s is/are less than a 33% appointment, tuition and fee payments may be made using several methods. Additional information is available at http://www4.uwm.edu/bfs/depts/bursar/payment-methods.cfm.
For citizens and permanent residents: In addition to the graduate assistantship, you may qualify for financial aid. Please visit the UWM Financial Aid Web site to explore all options http://www4.uwm.edu/financialaid/.
Your duties as a graduate teaching assistant are specified in a position description maintained in the DEPARTMENT OFFICE & DEPARTMENT. Your supervisor will be responsible for directing you in your duties and will be appointed by the department upon determination of your courses assignment. The first semester of your appointment constitutes a probationary period for service as a teaching assistant. 

The amount of time you would expect to spend in these responsibilities is reflected in the appointment level. For a PERCENT POSITION% time PAY BASIS appointment, you should anticipate working approximately TOTAL hours over the APPT LENGTH period.
CHOOSE APPROPRIATE HOURS:

· 25% appointment, academic pay bay basis (9-month) appointment, approximately 380 hours
· 33% appointment, academic pay bay basis (9-month) appointment, approximately 500 hours

· 50% appointment, academic pay bay basis (9-month) appointment, approximately 760 hours

This offer of employment is conditional pending the results of a criminal background check.

All letters issued prior to April 15: To accept this appointment, please sign a copy of this letter in the space provided and return it by April 20. Should you accept the appointment prior to April 15 and subsequently decide to change your plans, please submit a written letter of resignation before April 15. UW-Milwaukee supports the Council of Graduate Schools Resolution enclosed here.

All letters issued after to April 15: To accept this appointment please sign a copy of this letter in the space provided and return it to the designated contact person no later than ten (10) days after receipt of this appointment letter. Should you accept the position and subsequently change your plans, please submit a written letter of resignation as soon as possible. UW-Milwaukee supports the Council of Graduate Schools Resolution enclosed here.
Remove if re-appointment: Insurance Benefits. If you are interested in applying for health insurance or other fringe benefits, you have 30 days from your contractual date of hire, APPT BEGIN DATE, to apply for benefits. A completed application for health insurance must be received in the Benefits Office, Engelmann Hall 125, by 4:30 p.m. on or before the 30th day. For example, if your contractual date of employment is August 19, the last day to turn in health insurance applications is September 18.
If the 30th day falls on a legal holiday or weekend, the application must be received on the work day/s prior to the 30th day. You may turn in the application early. Failure to apply for insurance on a timely basis may limit your options to a higher cost standard plan with a 180 day pre-existing condition waiting period.
Health insurance is effective the first of the month on or after the application is received. Example: An employee begins employment on August 19. Health coverage will begin September 1, if the application is received in the Benefits Office by 4:30 p.m. of that date or the last previous work day. If the application is received September 2, coverage will be effective October 1. It is highly recommended that you attend a Benefits Orientation session (see schedule at http://www4.uwm.edu/hr/benefits/)  within the first 30 days of your initial employment. Please contact the benefits office at benefits@uwm.edu with any questions.
For Domestic Partners: If you have a spouse or domestic partner, you may apply for health insurance at the individual rate or at the family rate. You may apply for domestic partner benefits for a partner of any gender. You should be advised however that electing family insurance coverage for a domestic partner can have substantial tax implications, because under Federal law (IRC §152), the State's contribution to the insurance coverage of a domestic partner is considered "imputed income" and is taxed on the fair market value of the health insurance benefits provided. This imputed income will be included in your gross income, and the tax on it deducted from your pay. If you hold a nine-month appointment, health insurance will continue over the summer months, and deductions for individual or family coverage and for any tax on imputed income during these months will be taken from your summer income. If you have questions about the tax implications for other dependents (i.e. children of a domestic partner) please contact UWM Benefits at http://www4.uwm.edu/hr/benefits/ or benefits@uwm.edu.

Payroll For initial appointment: The University distributes pay by direct deposit. The Direct Deposit form, http://uwservice.wisc.edu/docs/forms/pay-direct-deposit.pdf, should be completed and returned to your School or College. Under the provisions of the Tax Reform Act of 1986, you will be considered an employee of the University. Appropriate taxes will be withheld and earnings will be reported on a W-2 form. As an employee, educational expenses may not be deducted in arriving at taxable income.
Payroll for re-appointment: Please ensure that your Direct Deposit form is current and accurate. A new form can be found at http://uwservice.wisc.edu/docs/forms/pay-direct-deposit.pdf and should be completed and returned to your School or College as appropriate.
International Students: This offer of employment is contingent upon verification of your identity and eligibility to work in the United States as required by the Immigration Reform and Control Act of 1986. It is your responsibility to obtain and provide appropriate identity verification and work authorization documents. Failure to provide identity verification and work authorization documentation prior to the commencement of your employment may result in UWM withdrawing this offer.
If you accept this offer, please complete and return a W-4 form (Employee's Withholding Allowance Certificate, http://www4.uwm.edu/hr/hrs/pro/forms/upload/pay-employee-withholding.pdf ) with this letter of acceptance. Salary payments cannot be made until the Payroll Office has your W-4 and any other necessary employment forms on file.
UWM has strong policies against illegal discrimination, including sexual and racial harassment. Your employment is conditioned upon your compliance with these policies. Complaints of discrimination and harassment may be made to the Office of Equity/Diversity Services in Mitchell Hall, Room 359, or to your Department Chair or Dean. Copies of policies are available on line, http://www4.uwm.edu/eds/ , http://www4.uwm.edu/sexualharassment/.
It is understood that acceptance of this letter completes an agreement which both you and this institution expect to honor. Please see the Council of Graduate Schools Resolution at http://cgsnet.org/april-15-resolution.

If you have any questions, please contact DEPARTMENT CONTACT in the OFFICE AND DEPARTMENT NAME at CONTACT EMAIL ADDRESS or CONTACT PHONE NUMBER
It will be a pleasure to have you as a member of the University staff and a student in our graduate program.

Sincerely,
NAME OF chair/dean/appropriate executive
NAME OF DEPARTMENT/SCHOOL/COLLEGE

Cc

Enclosures:

Health Insurance Eligibility Notice

Council of Graduate Schools Resolution

I-9 Form
Immigration requirements for international students
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Dear NAME OF chair/dean/appropriate executive: 

The above appointment is acceptable to me. 



_________________________________________________________________
Signature 






Date


