April 3, 2009
Graduate Assistant

Address

Dear (name):

The C.T. Bauer College of Business is pleased to offer you the position of XXX (Instructional Assistant or Graduate Assistant) in the Department of  xxxx for four and one half months for the period starting January 16, 2009 and ending May 31, 2009.  We look forward to utilizing and expanding your knowledge, skills, and abilities as you assist the department.  

Should you choose to accept our offer, your compensation will be governed by the University of Houston’s GATF program.  This includes a salary of $965.00 per month, a $150.00 per month stipend for health insurance*, in-state tuition, and a waiver of up to 9 credit hours of tuition.  Your employment is contingent on fulfilling the requirements set forth under the GATF program.  These can be found by accessing the following website link:  http://uh.edu/gs/forms/gradagr_final.pdf.
*Health insurance stipends will be received for each month in which your assignment is active on the first calendar day of the month.

If, at any time during the semester, you are unable to complete your duties or fulfill your responsibilities in the manner described to you, your assignment may be terminated immediately.  Your reappointment in subsequent semesters will be based on an evaluation of your performance and dedication to the course.

If you agree to accept the offer, please indicate your acceptance by signing this letter below and returning the letter within five working days from time you receive the letter.  Additionally, if you have not done so already, please provide XXXX   (DBA or Office Coordinator name) in room XXX Melcher Hall with the necessary paperwork to start your employment.

I look forward to working with you next semester!  If you have any questions about this position, please feel free to contact me via phone (713-743-) or email at xxxx.  If you have any questions regarding payroll or other similar issues, please contact Cathy Hutzell at 713-743-0331.

Sincerely,

C.T. Bauer College of Business

University of Houston

334 Melcher Hall

Houston, Texas 77204-6021
