
Appointment Offer Template

Date

Name

Address

Dear             :

This letter confirms your appointment as a Graduate (Teaching/Research) Assistant in (the local academic unit) at George Mason University. The terms of the offer are as follows:

Appointment Type:

(for example) Graduate Teaching Assistant—1st Year

Salary:




             

Tuition Benefit (if applicable):
(for example) Per Semester—Waiver for 6 credits

Effective Dates:


August 25, 200X – May 24, 200X (academic year)





August 25, 200X – January 9, 200X (fall semester)





January 10, 200X – May 24, 200X (spring semester)

Summer dates of service between May 25, 200X and August 24, 200X

Department:






Level:



(for example) MS

Hours per Week:


Full-time 20 hours per week or part-time 10 hours per week

Supervisor:






(Optional statement regarding responsibilities):

The responsibilities and duties associated with this appointment include ….

All full-time graduate assistants must be enrolled for at least six hours of graduate work during the semesters in which they are employed. Part-time graduate assistants must enroll for a minimum of three hours of graduate work during the semesters in which they are employed.  Enrollments will be monitored throughout the duration of the add/drop period, and tuition waivers will not be issued unless you are enrolled for the required minimum number of credit hours.

Exceptions to the enrollment requirement may be considered for students who need fewer than six hours to complete their degree and graduate or for students who require exceptions because of specific academic unit considerations.  If you are in this category, please consult the Dean’s office for guidance on requesting a reduced course load.  This request should outline your academic progress and what specific classes you have remaining. It must be approved in writing by your department chair or program director.  If you are an international student, you must also have the approval of the Office of International Programs and Services.

International students must maintain their nonimmigrant status in order to be eligible for any form of employment. International students must consult with an advisor in the Office of International Programs and Services before making any changes in their program of study or employment.

Students must meet the requirements for tuition benefits outlined in the Guidelines for Providing Support to Graduate Students (http://provost.gmu.edu/support/GradSupGuide0607.pdf).  Students whose native language is not English must also meet the TOEFL and/or SPEAK requirements established in those guidelines.

Students receiving assistantships must be in good academic standing (a minimum 3.0 GPA).  Please note that this appointment is not automatically renewable.  Continued appointments/ reappointments are contingent upon successful performance and the availability of funding.

Students holding assistantships may not engage in other on- or off-campus employment, including additional assistantships, during the period they hold an assistantship without explicit written approval from the department chair, program director, or dean.

You must also satisfy all Federal employment eligibility requirements. If you accept this offer and it is your first appointment to George Mason University, you must complete tax forms and an I-9 (in person) in order to receive payment. The I-9 is the employment eligibility verification form. International students will complete this form in the Office of International Programs and Services. International students are required to submit a verified I-9 form for this and any subsequent appointment.

Paychecks are issued beginning September 16th and thereafter on the 1st and 16th of each month until June 1st.  The University requires electronic direct deposit for all paychecks. You can obtain a copy of the direct deposit authorization form, as well as the appropriate tax forms, on the Human Resources and Payroll Web page, http://hr.gmu.edu/forms. Enrollments will be monitored throughout the duration of the add/drop period, and final approval of your appointment and stipend will not be issued unless you are enrolled for the required minimum number of credit hours. 

The University reserves the right to cancel this appointment in the event of insufficient funding.

These appointments are awarded to students who have performed well in their program and in whom the faculty have real confidence. You are to be congratulated on your good work to date. I am certain that this Assistantship will prove to be a valuable educational experience for you. If you have any questions, please contact...   My best wishes to you.

Please indicate your acceptance of this appointment by signing on the line below.








Sincerely,








Chair/Program Director, or Dean*

cc:
Dean’s office


Graduate assistant

I accept the appointment described under the terms and conditions set forth above in this letter. I hereby acknowledge that this letter will constitute the entire employment agreement between myself and George Mason University. I further acknowledge that I will be governed by the administrative policies and regulations of the University, currently in force and as amended in the future. I also acknowledge that said rules do not create any vested employment rights. I further understand that this appointment is contingent upon the appropriation and availability of funds. I understand that I may not engage in any other on or off-campus employment, including additional assistantships, during the period that I hold this assistantship without the explicit approval of my department chair, program director or dean.

______________________________________________       ___________________________

  

Student’s Name





Date

*When appropriate, you may add a signature line for the principal investigator.
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