
Sample Offer Letter to a Graduate Assistant (Research, Teaching, or Non-Teaching) Revised Jan 2011
(Insert Date)

(Insert Name of Selected Applicant)

(Insert Address)

Dear (Insert Name):
I am pleased to offer you the position of [Job Title] in the [Insert name of Office/Department] beginning [Date] at an [annualized/hourly] rate of [$].  This offer of employment is contingent upon successful completion of the criminal history record information search and, if applicable, degree and licensure verification.  I (or insert name of supervisor if supervisor is not sending letter) will be your immediate supervisor.  Attached is a Position Description with more detailed information about the duties of this position.

This position is not eligible for overtime under the provisions of the Fair Labor Standards Act.

This offer is not a guarantee of employment for any specified length of time by either party.  It is my hope you will have a long and fruitful career with the Texas A&M Health Science Center, however, all employees are “at-will,” which means that either you or the Health Science Center can terminate your employment at any time for any reason, with or without cause.
This position is eligible for a generous benefits package.  Upon employment, you may choose to enroll in various insurance plans offered by the Texas A&M University System, including health insurance.  Beginning on the first of the month following your 90th day of employment, the State of Texas will begin paying a significant portion of your health care premium.  The Health Science Center will reimburse you for that portion you must pay until the State’s contribution begins.  Alternatively, you may choose to delay enrollment until the state’s contribution begins.  [Note:  If the employee is coming from another state employer with no break in employment, wording regarding the state contribution will not apply.]  You may make your benefit selections before or shortly after your first day of work, so you may want to familiarize yourself with the New Employee Benefit Enrollment Booklet, online at http://www.tamus.edu/assets/files/benefits/pdf/GuideBooklet.pdf.  
We are pleased that you will be working with our office and look forward to your success.  Please sign this letter and the Position Description attached indicating your acceptance of the terms and conditions of this offer and return.


Sincerely,


(Insert Name of Supervisor)

I accept the terms and conditions of this offer.
______________________________________________

(Insert Name of Selected Applicant)

(Insert Date)
xc:  Personnel File
Offer Letter-Grad Assistant-Jan2011

