<Date>

<Name>
<Student Address – Line 1>

<Student Address – Line 2>
Dear <Mr./Ms. Student Name>:

Upon the recommendation of <department head, title> and with the approval of Dr. Sushma Krishnamurthy, Interim Director of the Graduate School at University of Louisiana at Monroe, we are pleased to offer you a Graduate Assistantship for the <appointment term>. Your appointment will be as a full-time graduate assistant in <department> for the period stated above with a stipend of <stipend amount>. This agreement is conditioned upon the availability of funds at the University of Louisiana at Monroe. If budgetary constraints require modification or termination of this agreement, you will be notified 30 days prior to the beginning of the semester in which the change will take effect.

As a full-time graduate assistant, your service requirement will be supervised by <supervisor name and title>.  Consideration of your reappointment will be contingent upon satisfactory progress in your graduate degree program and upon satisfactory performance of your graduate assistantship duties. 

If you accept this full-time assistantship appointment, you agree to

· This agreement is contingent upon the availability of funds at the University of Louisiana at Monroe; if budgetary constraints require modification of this agreement, I will be notified 30 days prior to the beginning of the semester in which the change will take effect.

· My service requirement will be under the direction of <supervisor> and will total no more than 20 hours per week.  
· I will enroll in and successfully complete a minimum of nine hours per regular semester (three hours per summer term) from my approved degree plan.

· I will maintain a minimum 3.0 grade-point average with no more than two grades of "C" in courses pursued toward my degree.

· I must receive no grade lower than "C" in all work attempted toward my degree.

· I must attend the Graduate Assistant Orientation the semester in which I am appointed, and then at least once per academic year thereafter.  Orientation is typically held the first week of classes.
· I will complete the mandatory employment forms in the required time period.

· I will hold no other appointment on campus including, but not limited to, a second graduate assistantship or part time employment in academic or non-academic units. 

If you accept this full-time assistantship appointment, your job duties will be as follows:

<job duties>  
<job duties>  
<job duties>  
If you accept this full-time assistantship appointment, the schedule that you have agreed to work will be as follows:
<scheduled hours>
<scheduled hours>
<scheduled hours>
I understand that failure to follow these guidelines will result in my immediate release from my graduate assistantship.
Please notify this office of your acceptance or rejection of this assistantship by completing the enclosed response form and returning it by <date>. If a response to this offer has not been received by that date, this graduate assistantship appointment offer will be rescinded.

Sincerely,

<Appropriate Dean, Vice President, etc…>
Enclosure – Response form

GRADUATE ASSISTANTSHIP APPOINTMENT RESPONSE

Please respond to this graduate assistantship appointment offer by checking the appropriate box below, dating and signing this form, and returning the form to <name> by <date>. You may hand deliver the form to our office in <location>; scan and email it to <email>; or mail it to the following address:
Address:


<Department Name>
<Department Address – Line 1>

<Department Address – Line 2>
I accept the full-time graduate assistantship in <department> for <term/s> with a rate of <stipend amount>. I understand that:

· This agreement is contingent upon the availability of funds at the University of Louisiana at Monroe; if budgetary constraints require modification of this agreement, I will be notified 30 days prior to the beginning of the semester in which the change will take effect.

· My service requirement will be under the direction of <supervisor> and will total no more than 20 hours per week.  

· I will enroll in and successfully complete a minimum of nine hours per regular semester (three hours per summer term) from my approved degree plan.

· I will maintain a minimum 3.0 grade-point average with no more than two grades of "C" in courses pursued toward my degree.

· I must receive no grade lower than "C" in all work attempted toward my degree.

· I must attend the Graduate Assistant Orientation the semester in which I am appointed, and then at least once per academic year thereafter.  Orientation is typically held the first week of classes.

· I will complete the mandatory employment forms in the required time period.

· I will hold no other appointment on campus including, but not limited to, a second graduate assistantship or part time employment in academic or non-academic units. 

If you accept this full-time assistantship appointment, your job duties will be as follows:

<job duties>  
<job duties>  
<job duties>  
If you accept this full-time assistantship appointment, the schedule that you have agreed to work will be as follows:
<scheduled hours>
<scheduled hours>
<scheduled hours>
I understand that failure to follow these guidelines will result in my immediate release from my graduate assistantship.
The job duties associated with the assistantship include <job duties>
I do not accept full-time graduate assistantship in <department> for <term/s> with a rate of <stipend amount>.

      <student name>




    Date

A copy of your signed acceptance will be sent to the Graduate School.
