INSERT YOUR COLLEGE OF DEPARTMENT LETTERHEAD IN THIS HEADER SPACE


Graduate Assistantship Award Letter

<<DATE>>


Dear <<STUDENT FIRST & LAST NAME>>: 

On behalf of the <<DEPARTMENT>> at the University of West Florida, I am pleased to inform you that you have been selected for a graduate assistantship position during the <<SEMESTER/YEAR>> to assist you in the successful completion of your graduate degree. This award is contingent upon your successful
completion of all employment eligibility requirements. You must also meet the enrollment requirements of a University of West Florida graduate degree program for the semester(s) awarded.  

Please consult the Graduate Assistantship Handbook, which thoroughly details the policies and procedures surrounding these awards. Specific sections are noted for your reference.

GRADUATE ASSISTANTSHIP 
The basic terms and conditions of your graduate assistantship are as follows:  
· You must meet and maintain the minimum Eligibility for Assistantship requirements. (Section 3.1)
· You must be enrolled in a minimum of 6 graduate credit hours in the fall and spring semesters and a minimum of 3 graduate credit hours in the summer semester. (Section 4)
· Your pay rate will be $<<##.##>> per hour. 
· Your appointment will begin on <<DATE>> and end on <<DATE>>. You will work an average of <<##>> hours per week (<<0.##>> FTE (Full-Time Equivalent). (Section 4.1)
· Multiple assignments cannot exceed 20 hours (0.50 FTE) per week without approval. 
· You will receive your work assignment and respective duties before the start of the semester.
· You must complete the required SCOOP and/or Canvas training modules within one month of the start date of your employment. (Section 3.4)
· You must adhere to UWF Time and Leave Reporting policies for Non-Exempt Employees, including timely submission of a biweekly timesheet.
· Your direct supervisor will be <<FIRST & LAST NAME>>

MATRICULATION WAIVER 
The terms and conditions of the matriculation waiver are as follows:
· You must meet and maintain the minimum Eligibility for Assistantship requirements (Section 3).
· The Matriculation Waiver will waive <<WAIVER %>> of the Florida Resident graduate tuition per
credit hour rate (excluding mandatory fees) for up to <<# OF HRS>> credit hours in the <<SEMESTER/YEAR>>. This waiver is applied directly to your student Transact account. 
· [bookmark: _Hlk211943910]If your eligibility status changes, you will be required to repay a prorated portion of waivers received to the University. (Section 4.5.4)

OUT-OF-STATE FEE WAIVER
· If you are a non-Florida resident, you are eligible to receive an Out-of-State Fee waiver, which will reduce your tuition rate to the Florida Resident rate for all graduate-level credit hours in which you are enrolled. (Section 4.5.2)
· If your eligibility status changes, you will be required to repay a prorated portion of waivers received to the University. (Section 4.5.4)

[bookmark: _heading=h.8lpvkiw0fgug]If you are hiring an international student who will be attending an on-campus program-include the info below. If NOT, delete this section.

INTERNATIONAL STUDENTS
· It is strongly recommended that you arrive on campus at least two weeks prior to classes starting so that official employee paperwork (SSN) can be completed.

APPOINTMENT INFORMATION
You have been assigned to work as a <<POSITION TITLE>> for <<SUPV NAME>>. Please contact <<CONTACT NAME>> to arrange your work schedule and learn the specific duties related to this position.

Reappointment for additional terms will be based on satisfactory performance evaluations, maintaining good academic standing in your graduate program, maintaining assistantship eligibility, and funding availability.

Congratulations on your excellent achievement! We are deeply committed to providing academic support to help you realize your professional goals. We wish you the best success.

Sincerely,




<<NAME OF Department Director/Lead>>		<<NAME of Direct Supervisor>>
<<TITLE>>						<<TITLE>>

STUDENT ACKNOWLEDGEMENT (this must be signed)
Acknowledge your acceptance of the position and its requirements by initialing and signing in the spaces below. 

	 I accept this award and agree to the terms and conditions as outlined in this letter and in the Graduate Assistantship Handbook. I am aware that failure to meet and maintain these requirements will result in me losing the awards.
	 I know how to access the Graduate Assistantship Handbook on the Graduate School website and will consult it as needed.
	 I understand that employment termination, resignation, or early course withdrawal will result in me being required to repay a prorated portion of waivers I have received.


													
Student Signature 									Date


