RECOMMENDED TEMPLATE FOR GRADUATE TEACHING ASSISTANT
 (POSITIONS COVERED BY THE GEO) OFFER LETTERS 
Revised 4/12/2023

Please insert appropriate information in blue text fields and delete all blue informational notes/symbols except the website links.

Date: [insert date]
Dear [inset name],

I am pleased to offer you a Graduate Teaching Assistantship for [insert period of appointment and service dates, e.g. fall semester August 16, 20xx-December 31, 20xx; spring semester January 1, 20xx-May 15, 20xx; or the 20xx-20xx academic year, August 16, 20xx-May 15, 20xx]. This appointment will be for [insert percent] % time. The wage for the assistantship we are offering you is [the campus minimum of $XXX per month as established in Article XIV(B) of the collective bargaining agreement.] OR [your current salary of $XXX per month.]
  [Insert the following language for reappointments: (If campus wage program is not yet known: Once the campus salary program is established, any program increase amounts will be applied to your wage.) (If campus wage program is known: This amount includes the campus salary program increase of X.X%.)]  

 [If desired, insert information about the tuition waiver.] 
The duties connected to this appointment are [insert description of duties]. Your supervisor will be [insert title and name], who will provide detailed information about your assignment.
Please respond with your acceptance or declination of this appointment by return letter or e-mail to [insert name and contact information] as soon as possible. [Insert the following language if this is a brand new grad:  You will need to complete all electronic forms required to process your appointment.  An email with instructions for how to access the electronic forms will be sent to you.  In order to complete one of the required documents, the Employment Eligibility Verification (I-9) Form, you will be required to present original/unexpired documentation to prove your identity and work authorization to a representative in the unit when you arrive on campus or a Designated Agent prior to your arrival.  Our business/HR office will work with you to determine the appropriate method for completing the I-9.  NOTE:  It is unlawful for you to begin work until you have completed Section 1 of the I-9.  Therefore, the start date listed above is contingent upon the timely completion of the I-9 form.]   We must receive your acceptance [if brand new grad insert the following language:  and see the status of Employee Completed for all electronic forms] in order to process your appointment.
[Add this language if the student is non-native English speaking] - As a condition of holding this assistantship, you must receive a passing score on an oral English proficiency exam. Failure to obtain a passing score will disqualify you for the Teaching Assistantship position.

[Add this language if the student is an international student on a F-1 (NON OPT) visa - As a student in F-1 status, you may work on-campus up to 20 hours per week during the academic year, and full-time during school vacation periods.  Your total employment from all sources cannot exceed 20 hours during the academic year.]
[Add this language if the student is an international student on a J-1 visa - Students in J-1 status may accept employment under certain circumstances. In all cases, your J-1 program sponsor must authorize your employment.  You will need to provide us with the letter from the sponsor for each job prior to starting work.  If you are uncertain about your J-1 program sponsor, refer to Item 2 on your DS-2019; your J-1 program sponsor is listed there.]
[Add this language if the student will be required to attempt to qualify for Federal Work Study – 

As a condition of this offer, you are required to do the following: 

1. Attempt to qualify for Federal Work Study (FWS) funding by submitting the Free Application for Federal Student Aid (FAFSA).  The FAFSA form may be accessed at: https://studentaid.gov/h/apply-for-aid/fafsa.  When you receive a response from FAFSA, a copy of the FAFSA on the Web Submission Confirmation must be given to <insert contact name, department and address> as evidence that you completed the application process.  Submitting your FAFSA application by March 15th will give you the best chance to be considered for FWS funding.  If you complete the FAFSA/FWS application/qualification process but you do not qualify for FWS funding, <insert one of the following: “this offer of an assistantship will not be adversely affected.” -or-  “you will not be eligible for this position.”>.  

2. If you qualify for FWS funding, you must accept the FWS support.  Accepting an assistantship funded by FWS may reduce the amount of money you are eligible to borrow in educational loans while holding the FWS funded assistantship.  Federal Work Study assistants receive the same salary as those whose assistantships are not funded by FWS.  There is no difference in assigned duties. 

If you have questions about FWS or FAFSA, please read the information contained in the following links:  

http://www.grad.illinois.edu/policies/fwsassist 

http://www.grad.illinois.edu/current/content/fwsassist 

If you have questions regarding completing the FAFSA, please contact the Office of Student Financial Aid at finaid@illinois.edu or 217-333-0100.  Specific questions regarding FWS should be directed to Kim Hamilton, Senior Assistant Director of Student Employment, at 333-7603 or khamiltn@illinois.edu.]
To receive and hold an assistantship during any academic term, you must be a student in good standing. To receive and hold an assistantship during either the fall or spring terms, you also must be registered for classes during that term. 
Throughout the time period that you remain enrolled in a graduate program, you will be governed by the tuition waiver policy in effect at the time when you first enrolled in that program, even if the tuition waiver policy for that program is later modified. Under the tuition waiver policy that is applicable to you, the graduate program in which you are enrolled is designated as a [put in designation program here: reimbursable] program. Additional information can be found at: https://grad.illinois.edu/handbooks-policies. If you have questions related to this provision of the offer, please contact your academic department or the Graduate College prior to accepting this offer. 
More information regarding the policies on assistantships, tuition waivers and fee waivers can be found in the Graduate Handbook that can be accessed on the Graduate College’s website at http://www.grad.illinois.edu/gradhandbook. 
Child Care resources are available to graduate students through a website currently accessible at: https://www.odos.illinois.edu/student-parents/.
This position is subject to a collective bargaining agreement between the Board of Trustees of the University of Illinois and the Graduate Employees Organization covering wages, hours, terms and conditions of employment, which may be found at: https://humanresources.illinois.edu/hr-professionals/labor-and-employee-relations/union-represented-groups/Bargaining-Agreements.html. Pursuant to this agreement, appointment and contact information related to your employment will be forwarded to the GEO each term, in the absence of suppression, under the Family and Educational Rights and Privacy Act (FERPA).
 [Please insert: A(n) <insert mandatory or optional> orientation session(s) will be held on <insert date, time, and location>.]

This position is subject to a collective bargaining agreement between the Board of Trustees of the University of Illinois and the Graduate Employees Organization covering wages, hours, terms and conditions of employment, which may be found at: https://humanresources.illinois.edu/hr-professionals/labor-and-employee-relations/union-represented-groups/Bargaining-Agreements.html.  Pursuant to this agreement, appointment and contact information related to your employment will be forwarded to the GEO each term in the absence of suppression under the Family Education Rights to Privacy Act (FERPA).   
�NOTE TO UNIT:  For reappointments, you must offer the HIGHER of the new campus minimum, or their current salary plus the campus wage program increase. If campus wage is known at the time the letter is issued, the salary noted in the letter should include the campus wage increase.  �


� HYPERLINK "http://humanresources.illinois.edu/employees/current-employees/Grad-Asst-Resources.html" ��http://humanresources.illinois.edu/employees/current-employees/Grad-Asst-Resources.html�


�(NOTE to unit: if this condition is not included and student does not pass an oral English proficiency exam, the unit must appoint the student in a non-TA assistantship to cover the commitment.)





