University of Kansas - Returning 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 the renewal of your Graduate Teaching Assistant (GTA) appointment to the [Office of Research and Graduate Studies OR College of Liberal Arts and Sciences] at the University of Kansas (KU). Please note only Graduate Studies can officially finalize this appointment renewal. 

At this time, we invite you to accept a (% FTE) GTA appointment with an academic year salary of ($amount). The request to defer admission or attendance at KU does not extend nor guarantee the continuing offer of a teaching position. 

Financial support and ongoing appointments are contingent upon all the conditions of appointment as specified in the GTA Memorandum of Agreement, Article 5. (http://www.hreo.ku.edu/files/documents/gta_moa.pdf  ) 

If you accept this invitation, you must report to work on (date). Refer to the following University website for current tuition and fee information. (URL)

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

If you accept this invitation, please sign and return two copies of the enclosed GTA Appointment form to (Name) by (date). In consideration of other GTAs whose appointments are being reconsidered, we ask that you notify us as soon as possible if you have decided to accept the renewal invitation for your GTA appointment.

Please feel free to contact (Mr./Ms.) (Name, phone # & email address) if you have any questions about your appointment renewal. 

Sincerely,

Chairperson or Director Name & Title

