GRADUATE ASSISTANT
LETTER OF OFFER
(enter date)
(enter employee's full name)
(enter street addresss)
(enter city, state & zipcode)
Dear      :
As (enter title), I am pleased to present to you this formal offer of employment with the University of South Florida for the (enter department) .  The employment consists of a Graduate Assistantship, Class Code and Title: 9181, Graduate Research Associate.  It is expected that your appointment will begin       and will be effective through      . Your appointment is for       FTE (     hours per week) and provides a salary of not less than $      or $      bi-weekly.  As a Graduate Research Associate, you will be required to maintain good academic standing (min 3.0 GPA or min GPA required by your program) and maintain full time enrollment during each semester in which you are appointed.  Full-time enrollment is a minimum of  9 graduate course hours in the fall semester, 9 graduate course hours in the spring semester, and 6 graduate course hours in the summer semester, or more depending on the requirements of your program.  You will be expected to perform satisfactorily the assigned duties of the position, which shall be given to you by your immediate supervisor,      .  Your supervisor may or may not be the same person as your academic advisor or committee chair.  No department or university representative may make a binding agreement to reappoint you for longer than the term of this contract.  Research grants, advisor’s promises, and departmental agreements are not binding.  Please note that you may be required to work during Spring Break, Holidays, etc.  Check with your supervisor regarding required work schedules for your department.  You are entitled to access your official evaluation file, which will be located      .
As a Graduate Assistant, if you will be working at least 20 hours per week (total .50 FTE appointment) in an eligible job code (9181, 9182, 9183, 9184, 9185, 9550), you may be eligible to receive the GA Health Insurance Subsidy to help pay part of the premium for USF System Student Health Insurance.  Visit the Graduate School website at Graduate Studies - USF St. Petersburg, click on “Graduate Assistantships” and then on “Health Insurance” for information on how to sign up before the deadline.
If you are appointed for at least .25 FTE, you are eligible, but not guaranteed, a tuition payment.  To be eligible for a tuition payment, you must work the minimum number of required hours during each semester in which you receive a tuition payment: Fall=150 hours, Spring=150 hours, and Summer=100 hours.  You will be notified in a timely manner whether you will receive tuition payment under the University tuition payment program. The balance of the charges will be your responsibility.  Tuition payments will be revoked for failure to: work the minimum number of required hours per semester, maintain .25 FTE, uphold good academic standing, and/or dropping below 9 credit hours of graduate course enrollment (for summer: dropping below 6 credit hours of graduate course enrollment.)  Tuition payment is considered a resource in the awarding of need based financial aid.  Any changes made in employment and enrollment must be reported to your program and hiring department.
Special Conditions of Employment:

· For Graduate Assistants conducting research, the University and employees recognize the terms of the Florida Administrative Code and Rule 6C4-10.012 regarding Inventions and Works.

· All graduate students whose native language is not English that apply for a Teaching Assistantship  must earn a minimum score of 50 on the new Test of Spoken English (TSE)/SPEAK, or "3" on the Foreign Service Institute Language Proficiency Interview (LPI), prior to accepting the position.
This appointment is contingent upon you providing the required documentation of employability.  On your first day of employment you may park in the 1-hour visitors parking located in front of the parking garage off of 6th Avenue South.  In order to receive your courtesy permit which is good for two (2) weeks, you must present this letter of offer at the Cashier’s Office in BAY 132.  The Cashier’s Office will direct you to an authorized parking location.  Once parked, you should report to the Human Resources (HR) Office at (insert date and time), located in the BAY Building, (BAY) Room 206, to complete the necessary paperwork to place you on the payroll.  In order to help you through this process, please be prepared to:

· Provide documentation that establishes your employment eligibility to work in the U.S. (in accordance with the Immigration Reform and Control Act of 1986).  A list of acceptable documents for the I-9 form is attached.

· Provide your passport, I-94, visa and appropriate immigration support documents based on visa class, if you are a foreign national.

· Provide your social security card.  If you cannot locate your card, you can request a replacement card from the local Social Security Administration Office.

· Enroll in USF’s System Direct Deposit program which is a condition of employment at the University (excluding all FWSP students). A voided check is needed in order to complete the enrollment forms.  If you do not currently have a bank account established, HR can advise you on the appropriate process. 

Florida Residency for Graduate Students on Appointment 

Graduate research and teaching assistants, or current Named Presidential Fellows and other recipients of university fellowships who are United States citizens or permanent residents are eligible to apply for in-state residency for tuition purposes after the completion of three consecutive semesters over 12 consecutive months.  It is the policy of the University of South Florida that the out of state waivers will only be granted for one year.  Students who intend to become Florida Residents must take appropriate action to establish residency at the beginning of their first semester of enrollment and no later than the end of the drop/add period.  This includes:

(1) registering as a voter in Florida; 

(2) obtaining a Florida driver’s license or Florida ID (if ineligible for a driver’s license); 

(3) obtaining a Florida vehicle registration and insurance if appropriate; and 

(4) completing a declaration of domicile.  

Information to accomplish these tasks is available either from the departmental office or online at http://www.registrar.usf.edu/Residency/ .  At the beginning of their second year of enrollment, students must file the appropriate documentation with the Office of the University Registrar before the end of the drop/add period.  Graduate students not in Florida residency status at that time, will be required to pay the out of state tuition portion.
If you have any questions about the terms outlined above, contact me at (enter phone).
We sincerely hope that you will accept this offer and look forward to having you as a part of this Department. If any changes are deemed necessary, we will notify you in writing.

Sincerely,

(enter name)
(enter title)



My signature below indicates my acceptance of the offer as outlined above.   Please return a signed copy via US Mail or fax (727-873-     ) no later than (enter date no later than 10 days from the date of this document).

Signature  








    Date
This appointment is subject to the Constitution and the laws of the State of Florida and the United States, the rules of the Florida Board of Education and the University of South Florida, and the provisions of the Florida Board of Education/Graduate Assistants United Collective Bargaining Agreement.
All graduate assistants within the University of South Florida  System work under a contract negotiated by Graduate Assistants United (GAU) and the University of South Florida Board of Trustees.  GAU is the labor Union certified as the exclusive bargaining agent for the Graduate Assistants at the University of South Florida.
(Your signature hereon shall not be deemed a waiver of the right to process a grievance with respect hereto in compliance with Article 11, Grievance Procedure.) 

cc:  Human Resources

Appointment Input Details: 

Mail point:      , Location:      , Phone:      , Pay Distribution:      , Supervisors Employee ID:      
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LISTS OF ACCEPTABLE DOCUMENTS

LIST A

Documents that Establish Both
Identity and Employment
Authorization

All documents must be unexpired
LISTB

Documents that Establish
Identity

OR

AND

LISTC

Documents that Establish
Employment Authorization

1. U.S. Passport or U.S. Passport Card

2. Permanent Resident Card or Alien
Registration Receipt Card (Form
1-551)

1. Driver's license or ID card issued by
a State or outlying possession of the
United States provided it contains a
photograph or information such as
name, date of birth, gender, height,
eye color, and address

Social Security Account Number
card other than one that specifies
on the face that the issuance of the
card does not authorize
employment in the United States

3. Foreign passport that contains a
temporary [-551 stamp or temporary
1-551 printed notation on a machine-
readable immigrant visa

2. ID card issued by federal, state or
local government agencies or
entities, provided it contains a
photograph or information such as
name, date of birth, gender, height,
eye color, and address

Certification of Birth Abroad
issued by the Department of State
(Form FS-545)

4. Employment Authorization Document
that contains a photograph (Form
1-766)

3. School ID card with a photograph

Certification of Report of Birth
issued by the Department of State
(Form DS-1350)

4. Voter's registration card

5. Inthe case of a nonimmigrant alien
authorized to work for a specific
employer incident to status, a foreign
passport with Form 1-94 or Form
1-94A bearing the same name as the
passport and containing an
endorsement of the alien's
nonimmigrant status, as long as the
period of endorsement has not yet
expired and the proposed
employment is not in conflict with
any restrictions or limitations
identified on the form

5. U.S. Military card or draft record

6. Military dependent's ID card

Original or certified copy of birth
certificate issued by a State,
county, municipal authority, or
territory of the United States
bearing an official seal

7. U.S. Coast Guard Merchant Mariner
Card

Native American tribal document

8. Native American tribal document

9. Driver's license issued by a Canadian
government authority

. U.S. Citizen ID Card (Form 1-197)

6. Passport from the Federated States of
Micronesia (FSM) or the Republic of
the Marshall Islands (RMI) with
Form 1-94 or Form 1-94A indicating
nonimmigrant admission under the
Compact of Free Association
Between the United States and the
FSM or RMI

For persons under age 18 who
are unable to present a
document listed above:

Identification Card for Use of
Resident Citizen in the United
States (Form 1-179)

10. School record or report card

11. Clinic, doctor, or hospital record

12. Day-care or nursery school record

Employment authorization
document issued by the
Department of Homeland Security

Dlustrations of many of these documents appear in Part 8 of the Handbook for Employers (M-274)
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