Date

Dear Name of Graduate Assistant,

“On behalf of the Department of the School of Policy, Planning, and Development, I am pleased to offer you a graduate assistantship for the [Insert either: yyyy-zzzz academic year or {fall, spring, or summer} semester yyyy].  This appointment provides a stipend of [Insert:  total dollar stipend amount] and tuition remission up to [Insert: maximum units (per semester) of tuition remission] units per semester.  It also provides payment of the mandatory Student Health Care Center Fee and USC graduate student health insurance premiums.

This is a [Insert: “half-time” or “quarter-time”] appointment, which means that you are expected to devote, on average, [Insert: “15 to 20” or “7.5 to 10”] hours per week to your duties as a graduate assistant; the remainder of your academic effort is to be devoted to your own studies and research.  Of course, the time devoted to your assistantship will vary from day to day and week to week.  Your stipend covers all hours worked, including any attendant training, regardless of how many hours are worked in any given day or week.  

It is very important, however, that the expectation of [Insert: “15 to 20” or “7.5 to 10”] hours per week, on average, not be exceeded, so as to ensure that the graduate assistant program is fair and equitable, and does not interfere with progress toward degrees.  We also expect that you will work as a graduate assistant for no more than 8 hours in any given day, nor more than 40 hours in any given week.  We recognize, however, that on occasion the duties of a Graduate Assistant may unavoidably exceed the norms stated here (e.g. field trips or scheduled portfolio readings).  Because this maximum hour expectations are important to the integrity of the Graduate Assistant program, at the end of the semester you will be asked to complete the “End of Semester Report” at the bottom of your offer letter.

Your first responsibility as a graduate student is your own research and studies.  When your own research overlaps the professor’s research project, your “work” time as a Graduate Assistant is the time you spend assisting the professor over and above the time that you would spend in any case to further your own research and studies as a graduate student.

I accept the above offer, and I agree to comply with all its terms and conditions, as well as all other applicable university policies (http://www.usc.edu/policies), including the university policy defining intellectual property rights.” 

Name (printed):_______________________   Signature:  _________________________

Date:  
_______________________


END OF SEMESTER REPORT

____
During the 
semester, 200 ,  my hours of work as a Graduate Assistant conformed to the University’s maximum hours expectations as stated in my appointment letter.

OR

____
During the 
semester, 200 ,  my hours of work as a Graduate Assistant exceeded the University’s maximum hours expectations as stated in my appointment letter in the following way(s).  Please explain fully on a separate sheet of paper if necessary.

Name (printed):_______________________    
Signature:_____________________


Date:
_______________________
Semester and Year:  ___________________
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