TA Offer Letter, updated 11/25/24

<DATE>

To:	<STUDENT>
	<DEPARTMENT>
	<CAMPUS ADDRESS>

Dear <STUDENT>,

I am pleased to inform you that you will be appointed as a <QUARTER/HALF/THREE-QUARTER> time teaching assistant for the <FALL/SPRING/SUMMER 201X> semester. Your appointment will begin <DATE> and end <DATE>. The assignment of duties and responsibilities includes meeting all class sessions, office hours, and completion of grade reporting. As an TA, you will be expected to work an average of <10/20/30> hours a week during the length of the semester appointment, on projects or tasks specified by your supervisor. Please note that additional scholarly or academic effort is typically needed to fulfill degree requirements. Examples include, but are not limited to: coursework, research credits, and independent research beyond the minimal TA duties.  

You are being appointed at position Level <1/2/3>. The stipend for this appointment period will be <$$$> per bi-weekly pay period. MSU’s payroll schedule can be found at https://ctlr.msu.edu/payroll/payroll-schedules. If you have relevant teaching experience elsewhere, please provide appropriate information to me as soon as possible, as this may play a role in increasing your appointment level. This appointment may be withdrawn only in unusual circumstances.

[bookmark: OLE_LINK1]Details of your contractual rights and responsibilities as a graduate teaching assistant are in the Graduate Employees Union collective bargaining agreement with MSU. This contract also outlines MSU’s rights and responsibilities as your employer. https://hr.msu.edu/contracts/index.html

A summary of your benefits is also included in the MSU-GEU contract noted above (Articles 20 and 21). For Fall and Spring semesters, MSU provides a tuition waiver of 9 credits each semester, with 5 credits covered for a Summer semester appointment. You have access to the “TA Tuition Pool” and may apply for additional required credits to be covered by the tuition benefit.  Your request must be approved by your department.  You may also enroll in additional credits at the resident tuition rate.  Programs/colleges with additional premium fee MUST add the following: For enrollment in this program/college, there is an additional fee of <$XX> that you may be required to pay that is not covered by the tuition benefit. Please consult with the Unit Administrator for more information. 

For information on the student health care insurance plan and health care options, please visit the MSU Human Resources website: https://hr.msu.edu/benefits/students/health/index.html. (Note: to opt for the dental plan you must enroll by calling Delta Dental at 1-800-971-4108). 

Your specific teaching assignment for the <FALL/SPRING/SUMMER> semester will be <EITHER: COURSE AND SECTION NUMBER OR will be distributed no later than DATE>. The instructor for this course, <NAME>, will serve as your faculty supervisor and the faculty-of-record. The faculty will outline your specific duties and responsibilities within the scope of your contractual obligations. Details about your course-specific professional development, as required by Article 15 in the contract, will be provided to you before the start of the semester. 

Please be aware that this offer is contingent upon successful completion of the Background Check and I-9, as detailed in the appendix below. 

I look forward to your contributions to the teaching mission of our department. Please let me know if you have any questions about this offer of employment.

Please sign the bottom of this letter and return it to <NAME> by <DATE>, to accept this offer of employment. A copy of the signed letter will be returned to you.

Sincerely,
<NAME>
<TITLE>


I accept this appointment and agree to abide by the terms stated above. If required according to the terms in the appendix, my HireRight form is attached to this signed letter.


_______________________________________________________      ___________________
Signature	Date




Appendix A:

I-9 Completion in Equifax

In order to complete the hiring process for your new position, please complete an electronic I-9 form (Section 1) and sign it with an electronic signature before your appointment start date.

To complete Section 1 of the electronic I-9 go to  https://hr.msu.edu/ua/i9/ and select Section 1 (to be completed by an employee) Select the location code/organizational unit  number from the location code drop down list and hit enter.  Enter personal information and date of hire and follow prompts.

Please remember to bring: 
•Documentation to complete Section 2 of the I-9 with your department within 3 calendar days of your appointment start date. Please refer to your online confirmation/receipt page for a list of the documents required. 

An I-9 can also be completed through the Remote Hire Process. Please go to: https://hr.msu.edu/ua/i9/remote-hire-instructions.html for instructions on how to complete an I-9 remotely. An MSU Authorized Representative will complete a paper I-9 with you. Upon completion please send the original paper I-9 to the department for review. The department will upload the paper I-9 into the electronic system.

Please notify your department if you have a completed I-9 on file. The department will then verify with Human Resources if a new or updated I-9 is required.

I-9s must be valid throughout the length of employment. All “Hire” appointments at the University require that an I9 be completed. If you are being reappointed or rehired you may or may need a new I-9; please contact your Unit for guidance. A second appointment in the same semester does not require an additional I-9.  Please contact the Solutions Center for any questions or concerns regarding the processing or status of an I-9, HR.I9Admin@hr.msu.edu or 517-353-4434.  

Background Check Consent form 

MSU policy requires a criminal background check for every employee, including those on assistantships. You will need to sign a paper consumer disclosure and authorization form from HireRight that is included with this letter. Please return it to us along with this signed letter if you accept the appointment.  You must complete and submit this form to initiate the background check.  Your appointment as a TA will be contingent upon satisfactory results. If there has been a break in service of 6 months or less than a background is not required. The University will rely on the background check conducted by the U.S. Department of Homeland Security in lieu of a University background check for individuals coming to the University directly from residence outside the United States. If the U.S. Department of Homeland Security recently processed a background check on you please inform your department. Please contact HR Solutions Center at 517-353-4434, if you have any questions about this process. 
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