University of Kansas - New GTA Invitation Letter Template 
Date

Name

Address

Dear (first name):

I am pleased to inform you that the faculty of the (Dept/School Name) have recommended your admission to the Office of Research and Graduate Studies at the University of Kansas (KU) for regular admission to the (degree program name). Please note only Graduate Studies can officially offer admission and will notify you of the final outcome of your application. 

The (Name) program attempts to assist its incoming (degree name) graduate students with financing their graduate studies at KU by providing financial support. The (Name) program’s ability to provide such support is contingent on funding availability, a student’s satisfactory academic performance and progress toward degree, and satisfactory research and/or teaching performance:

[• (number) years of financial support, typically in the form of graduate teaching and research assistantships for each academic year (fall and spring semesters)] OR

[• a graduate teaching assistant (GTA) appointment that may be renewable on an annual basis for up to five years, excluding summer sessions] OR
[• a GTA appointment for the coming academic year]

At this time, we invite you to accept a (% FTE) GTA appointment with an academic year salary of ($amount). This invitation will expire (date – date cannot be before April 15) if not accepted by this date. If you elect to defer admission or attendance at KU, then this invitation is automatically withdrawn, and the decision as to whether (Name) program can offer you financial support when and if you ultimately decide to matriculate at KU will have to be made at a later date.  

Financial support and ongoing appointments are contingent upon successful completion of a background check, adequate funding, satisfactory progress toward your degree, satisfactory performance in an assigned teaching capacity at KU, and all other conditions of appointment as specified in the GTA Memorandum of Agreement, Article 5. (http://www.hreo.ku.edu/files/documents/gta_moa.pdf  ) In addition, all prospective GTAs whose first language is not English, as a condition precedent to the (Name) program’s provision of financial support, must meet guidelines set by the Kansas Board of Regents’ Policy on Spoken English Language Competency, which may be found at 

https://documents.ku.edu/policies/provost/SpokenEnglishLanguageCompetencyBORPolicy.htm 
If you are an international student needing an I-20 for F-1 status or a DS-2019 for J-1 status, KU can only use your GTA award as proof of financial ability if you have already proven your spoken English competency.  If you have not yet obtained the required spoken English score, you must provide another source of adequate financial support, such as a personal bank statement, before KU can issue an I-20 or DS-2019 to you.

If you accept this invitation, you must report to your department to begin your assigned duties on (date) which is five weekdays (excluding weekend days) prior to the first day of classes. Before you begin your GTA assignment, you must also attend any required orientation and training activities required by the University or supervising faculty. This includes completion of an online tutorial and an approved training program prior to the first day of classes. More information is available regarding the training at http://www.graduate.ku.edu/03-01_gta_appt_info.shtml  

Tuition and a portion of campus fees are proportionally waived for GTAs based on the percentage of appointment. For a half-time appointment, all tuition is waived. GTAs must, however, pay the remainder of the required campus fees each semester. Refer to the following University website for current tuition and fee information. (URL)

INCLUDE PARAGRAPH ABOUT JOB DUTIES, COURSES TO BE TAUGHT, ETC.

I encourage you to contact the (faculty advisor or director of graduate studies) (insert name and contact information) to discuss your arrival in Lawrence, course selection, and other academic questions. In addition, please feel free to contact (Mr./Ms.) (Name, phone # & email address) if you have any questions about our graduate program. 

If you accept this invitation, please

[•sign and return all two copies of the enclosed GTA Appointment form to (Name) by (date)] OR 
[• acknowledge your decision by email to (name & email address) by (date)]

We hope you will accept this invitation to join our graduate program. [OPTIONAL: Include recruitment information about program/department.]

In consideration of other students who are seeking admission to our program, we ask that you notify us as soon as possible if you have decided to pursue your graduate education elsewhere. Please feel free to contact (Name of contact) with any additional questions you may have.

Sincerely,

Chairperson or Director Name & Title OR

Director of Graduate Studies Name & Title OR 

Chair of the Graduate Admissions Committee Name & Title

