Graduate Assistantship Appointment Process

Steps to Appointing a Graduate Assistant:

Appoint Assistant—Using Appointment Letter Templates on Graduate College website www.wmich.edu/grad/sub-faculty-staff.html

Send copies of signed appointment letters to the Graduate College (Virginia Bowlby). Appointments submitted in PeopleSoft (next step) will not be approved until the Graduate College has your letters.

Process Salary—Using Graduate Appointment Form through PeopleSoft Workflow

HR will provide begin/end dates for submitting GA appointment forms by term.  Prior to submitting check the Banner System for correct classifications: appointment level, residency status, grade level, and academic status. 

Process Tuition—Using GA/DA Tuition Award Spreadsheet template on Graduate College Website www.wmich.edu/grad/sub-faculty-staff.html 

The spreadsheet consists of 4 tabs: Fund 11, Non Provost Funded, Grant Funded and a GA/DA Processing Information Sheet. It is the most beneficial to student for the tuition awards to be submitted for the entire Financial Aid year (Summer II, Fall, Spring and Summer I). Please e-mail completed spreadsheet to grad-awards@wmich.edu

For teaching appointments, there must be a teaching assignment listed for the student in Banner. Each TA must have at least one assignment in SIAINST as either primary or secondary instructor of record.

Grant funded tuition awards must be approved by the Grants and Contracts office.

Steps for submitting grant funded awards:

1) Fax a copy of the grant funded tuition award spreadsheet with signature to 387-4737.  
2) Grants and Contracts will approve and fax back to the department. 
3) The spreadsheet can then be e-mailed to Grants and Contracts.  
4) Grants and Contracts will e-mail the spreadsheet to Virginia Bowlby in the Graduate College for processing.  


Scholarships must be processed through Financial Aid using the Departmental Scholarship Disbursement Authorization Form located on FA website www.wmich.edu/finaid/staff/sholarship-docs.html.  Please select either the Non-Grant or Grant Funded form. Note:  Do not submit scholarships on the Graduate College tuition award spreadsheet.


Please contact Virginia Bowlby at 7-8259 or virginia.bowlby@wmich.edu for more information.  You may also contact Dr. Julie Nemire at 7-8208 or julie.nemire@wmich.edu 
   
revised 10/1/2010
