Offer Letter – Graduate Research Assistant


                

MACROBUTTON NoMacro [Click here and type date]
MACROBUTTON NoMacro [Click here and type recipient’s name and address]
Dear MACROBUTTON NoMacro [Click here and type salutation name]:

On behalf of the College of Technology, I am pleased to offer you a MACROBUTTON NoMacro [Click here and type FTE measure] graduate research assistantship in MACROBUTTON NoMacro [Click here and type department name] to MACROBUTTON NoMacro [Click here and type nature of assignment] for the MACROBUTTON NoMacro [Click here and type semester and year] session.  Your appointment will begin on MACROBUTTON NoMacro [Click here and type start date]and end on MACROBUTTON NoMacro [Click here and type end date]. 

Start Date for Employment

Prior to your first day of work, you must first complete Section 1 of the U.S. Citizenship and Immigration Services’ Form I-9, Employment Eligibility Verification.  To access the electronic form, visit the Purdue University payroll site at www.purdue.edu\Payroll.  Click the link titled, “Electronic I-9 for new hires/rehires,” login and complete Section 1 of the Form I-9.  After completing Section 1, you will be provided a list of acceptable documents.  The list of documents is also attached to this letter for your easy reference.  The required documents must be presented to your employing department on your first day of employment.  All graduate assistants are expected to report to the Business Office on their first day of employment (above) to complete paperwork required for payroll.

You are also expected to meet with your course supervisor, MACROBUTTON NoMacro [Click here and type supervisor’s name] on your first day of employment to participate in orientation and preparation activities.  Finally, you must attend the faculty and staff meeting to be held on MACROBUTTON NoMacro [Click here and type staff meeting date, time, and location]
Other Employment Conditions

Additional employment conditions follow:

1. All graduate assistants are expected to report for duty one-week prior to the beginning of each semester.

2. MACROBUTTON NoMacro [Autonumbered list.  Type condition and press Enter to start a new list number.]
Compensation and Benefits

Your pay for this research assignment will be MACROBUTTON NoMacro [Click here and type salary] for the semester.  You will be eligible for a standard University fee reduction for the courses you are taking. 

To Accept this Offer ...

Please indicate your acceptance of this position in writing by MACROBUTTON NoMacro [Click here and type deadline for response] (even if this is a renewal of your prior appointment!).

If we do not hear from you in writing by the above date, we may be forced to offer this graduate assistantship to another student in order to ensure that we have scheduled instructors for all of our courses.
If you have any questions, please contact me at MACROBUTTON NoMacro [Click here and type phone number], or on the Internet at MACROBUTTON NoMacro [Click here and type email address].

Sincerely,

MACROBUTTON NoMacro [Click here and type department head name]
MACROBUTTON NoMacro [Click here and type department head address]
XXX:yyy

enclosures:
Form I-9 List of Acceptable Documents

MACROBUTTON NoMacro [Click here and type list of attachments]
cc: 
College of Technology Business Office

MACROBUTTON NoMacro [Click here and type supervisor name]
MACROBUTTON NoMacro [Click here and type other recipient(s)]
