[Insert DATE]
Dear [insert STUDENT NAME],

On behalf of the University of Oklahoma Department of [insert DEPARTMENT] and the Graduate College, we are very pleased to offer you an appointment as a Graduate Teaching Assistant.  This letter gives a basic outline of your offer.

In this letter we have also provided web links to policies and procedures in detail. Please visit http://ou.edu/gradcollege/funding/graduate-assistantship/tuition-waivers to access the web links.

Here are the provisions of the offer:

Your initial appointment will start on [insert START DATE] and will end on [insert END DATE] at a monthly stipend of [insert AMOUNT].  We anticipate supporting you for the [insert TIME PHRASE such as ‘three years”, or “two years for you to complete your degree”].
This position is a Qualifying Graduate Assistantship (QGA). As long as you hold a QGA, you will also receive a full tuition waiver covering up to the number of hours required for your degree.

Tuition waivers do not cover fees.  The Graduate College Bulletin contains complete information about tuition waivers: http://ou.edu/gradcollege/forms/bulletin/cost-finances-and-graduate-assistantships#4.3 
A QGA is a 0.50 FTE (full-time equivalency) position.  Your duties will not exceed 20 hours per week, although we recognize that you will invest additional time on developing your teaching skills. You will be under the direction of [insert GRADUATE LIAISON or ADVISoR AND TITLE]. You will learn about your duties near the beginning of the semester.

The assistantship provides medical insurance for you as an individual for Plan II coverage. Enrollment is available online. Graduate Assistantships are subject to certain limitations, including enrollment requirements and maximum allowable

FTE levels. As a QGA you must be enrolled in 5 hours minimum in the fall and spring semesters, and you may hold no

more than a .50 FTE appointment without the approval of the Graduate College.

We expect your position to continue as we have noted, but all decisions about renewals depend on academic progress, job performance and budgetary constraints.

The Graduate College Bulletin describes in detail the policies that govern your role as a graduate student employee, as well as many university resources available to graduate assistants.
http://ou.edu/gradcollege/forms/bulletin/cost-finances-and-graduate-assistantships#4.3
We sincerely hope you will accept this appointment.  If you wish to accept, please let me know in writing by [insert
DATE]. The University of Oklahoma subscribes to the terms of the Council of Graduate Schools Resolution Regarding Graduate Scholars, Fellows, Trainees and Assistants. https://cgsnet.org/ckfinder/userfiles/files/CGSResolution_RevisedAug2018.pdf
If you have further questions, please contact [insert CONTACT INFO]. We look forward to welcoming you to the University of Oklahoma!

 Sincerely,

[Insert SIGNATURE]
Useful web links:

[Insert DEPT. NAME & WEB LINK] 
Graduate College  http://www.ou.edu/gradcollege/
Student Health Insurance https://hr.ou.edu/Students/Student-GA-Health-Insurance
Financial Aid http://www.ou.edu/financialaid/
Center for Teaching Excellence http://www.ou.edu/cte/
International Student Services  https://www.ou.edu/cis/iss/
