(Letter of Appointment—page 3)

 (
Student’s WIN: __________________
)REVISED 2011–12 APPOINTMENT LETTER TEMPLATE: DOCTORAL GRADUATE ASSISTANT
[BEGIN USING FOR SPRING 2012 APPOINTMENTS AND BEYOND]
[Material in brackets must be adjusted per the specific appointment]


[Date]

[Name]
[Address]
[City State, Zip]

Dear [Name]:

I am very pleased to inform you that the [Hiring Unit] has decided to offer you a [fulltime / three-fourths time / two-thirds time / half-time] [Teaching / Research Discovery / Research Application] Doctoral Graduate Assistantship appointment award for the [Spring 2012 semester, Summer I 2012, Summer II 2012 session(s)]. Future or additional appointment awards are neither promised nor guaranteed. [TO ADD IF THIS LETTER REPLACES AN EARLIER LETTER OF APPOINTMENT FOR THE SAME SEMESTER(S)/SESSION(S): This letter of appointment replaces the letter of appointment dated (give date).]

Please make a thorough review of the enclosed Graduate Student Appointee Information sheet, as it provides important details respective to many items addressed in this letter of appointment as well as information on health insurance, parking, bookstore discounts, and library borrowing privileges. Further information on the policies governing graduate student appointments can be found within the Graduate Catalog, which can be accessed at http://catalog.wmich.edu/ (select the current Graduate Catalog, press “Go,” select “General Information” on the left, and then “Student Financial Assistance”).

The award for a satisfactorily completed appointment consists of a salary of [$$$$] per semester and/or [$$$$] per session (total salary for the appointment period of [$$$$]) and a tuition award to cover 100% of your [resident / non-resident] graduate tuition, up to [9 / 6.75 / 6 / 4.5] hours per semester or [3 / 2.25 / 2 / 1.5] hours per session that you are on appointment. The tuition award is applicable only toward registered and completed credit hours in your graduate program and will pay only actual tuition charges. (The tuition award will not pay for non-program, undergraduate, off-campus, or online courses except at the discretion of the hiring department.) Payment of any remaining tuition expenses and fees is the responsibility of the student. Please note: If you are the recipient of other tuition support (employer-paid, veteran’s benefits, etc.), your University tuition award may be adjusted as a result. Under no circumstances will an appointee receive a cash refund of paid tuition.

[TO ADD IF THE STUDENT’S TOTAL APPOINTMENT PROVIDES LESS THAN 6 HOURS TUITION IN SPRING, OR LESS THAN 3 HOURS IN SUMMER I OR II (indicated by yellow highlighting on rate sheet):] The tuition award for this appointment is less than the full-time enrollment requirement of 6 hours per semester or 3 hours per session. However, all appointees must be enrolled full-time unless granted an approved underenrollment by the Graduate College before the end of drops/adds. Otherwise the appointee must be enrolled full-time and pay the difference in tuition that is not covered by the tuition award.

Your department service activities requirement is [300, 225, 200, 150] hours per semester or [150, 112.5, 100, 75] hours per session. Typically, these activities average [20, 15, 13, 10] hours per week, distributed over the applicable term(s) of the award. [Explain here the specific requirement of department service activities, including the need for teaching appointees with primary responsibility for courses to either remain on campus or be available until grades have been submitted.]

The salary portion of your appointment award encompasses the hours of service stated above for the appointment dates of [Spring: January 9 to May 1, 2012; Summer I: May 7 to July 3, 2012; Summer II: June 28 to August 21, 2012]. Paychecks are distributed in biweekly installments and payments are made based on actual dates of appointment. The salary portion of your award is subject to applicable payroll tax withholding and is reportable as income on IRS form W‑2. (Certain international students may be subject to IRS form 1042-S reporting and withholding requirements.) You are eligible to set up direct deposit of your check through the Payroll office, or checks may be secured in the [Hiring Unit] office.

This appointment award is contingent upon the following conditions: (1) the department determining that sufficient funding and enrollment exists to support this appointment; (2) you must provide the University with a valid Social Security number in order to receive payment for and to avoid the rescission of this appointment; (3) your satisfactory completion of a minimum of 6 graduate credit hours per semester and 3 per session, unless otherwise approved by the Graduate College; (4) your compliance with the requirement of an overall graduate grade point average of 3.0 or higher at WMU; (5) your completion of [300, 225, 200, 150] hours per semester and/or [150, 112.5, 100, 75] hours per session of teaching, research, and/or other department service activities as indicated above; (6) your adherence to all University policies, regulations, directives, guidelines, and student codes; and (7) compliance with all other conditions as indicated elsewhere in this appointment award letter.

You may not hold more than the equivalent of one full-time graduate appointment at any time. Before you accept additional work of any kind at Western Michigan University during this appointment, you must notify the hiring unit that offered this appointment. Note also that accepting additional work of any kind can also result in both you and the hiring unit being charged for FICA (Social Security and Medicare) against your appointment salary. In addition, some hiring units may have policies that prohibit additional employment at or outside of Western Michigan University. Under current law, graduate appointment salaries are exempt from FICA charges unless the student is enrolled less than half-time or has an additional non-student job at the university.

Please note that any tuition award you receive will reduce the cost of your educational expenses and may reduce the amount of other financial aid or loan for which you are eligible. If there is a change in your loan eligibility, the Office of Financial Aid will notify you. This portion of your award may not be subject to tax, but you need to rely upon your own tax advisor as to taxability of what you receive from Western Michigan University.

The U.S. Department of Homeland Security requires WMU to verify the identity and employment eligibility of all employees via Form I-9. You are required to produce documents verifying your identity and authorization to work when you begin your appointment. See www.wmich.edu/hr/form-i-9.html for further information and your requirements.

[TO ADD FOR ALL ASSISTANTS WITH A TEACHING CLASSIFICATION:]
Teaching assistants as defined in the Teaching Assistants Union (TAU) Agreement are subject to the terms and conditions of the 2009–12 Agreement between Western Michigan University and TAU [available at: www.tauaft.org/], as well as any subsequent Agreements between the two parties. Under terms of the Agreement, at the beginning of each academic term TAU will be provided with a list of all graduate teaching assistants and these will be considered employees represented by the bargaining unit. The bargaining unit will communicate with these employees about rights and responsibilities accorded by the Agreement, including the payment of union dues.

[TO ADD FOR ALL ASSISTANTS WITH A RESEARCH DISCOVERY APPOINTMENT SUPPORTED BY NATIONAL SCIENCE FOUNDATION (NSF) FUNDING:]
This offer of appointment is also subject to and contingent upon your compliance with University requirements established to meet the National Science Foundation’s (NSF) implementation of the America COMPETES Act. Within 30 days of your appointment on the project to which you are assigned, you are required to complete specific training requirements regarding the responsible conduct of research (RCR). Failure to comply with these requirements will subject you to consequences, including but not limited to cessation of your involvement on the project and rescission/termination of your doctoral graduate assistant appointment. Should this occur, you would be required to pay personally for your graduate tuition and fees. It is your responsibility to promptly contact the project principal investigator (PI) for specific information regarding the training requirements and to complete the required training within 30 days of the first day of your appointment.

[TO ADD FOR ALL ASSISTANTS WITH A RESEARCH DISCOVERY APPOINTMENT:]
As stated above, you are also required to adhere to all University policies, regulations, directives, guidelines, and student codes. You need to be aware that working on any research project subjects you to special requirements, including the University’s research misconduct policy and export control requirements. Please refer to the Office of the Vice President for Research website on compliance at http://www.wmich.edu/research/compliance.html.

[TO ADD FOR ALL BEGINNING (FIRST-YEAR) ASSISTANTS OR THOSE TEACHING FOR THE FIRST TIME:]
[Explain here any applicable department training activities.]

[TO ADD FOR ALL NEW INTERNATIONAL (FIRST-YEAR) ASSISTANTS:]
If you are an international graduate student on graduate appointment and are new to WMU, you will need to take your original letter of appointment, your Form I-20, passport, and a letter from the Office of International Admissions and Services (IAS) to the Social Security Office when you apply for a Social Security Number. You will not be able to receive any payment for your appointment until a Social Security Number is obtained.

To accept this appointment award, including all terms and conditions as outlined above, you will need to ensure that I receive this signed original letter no later than [date]. [Here add, if desired, any language of welcome to the community, the University, and the department.]

Sincerely,



[Name]
[Title]

Enclosure: 	Appointee Information Sheet

I accept the terms and conditions of my appointment as stipulated in the above letter of offer. 



Signature								Date
