[bookmark: _GoBack]Sample Project Trainee Appointment Letter


[bookmark: Text1][bookmark: Text11]<Date>


[bookmark: Text2][bookmark: Text21]<Name>
[bookmark: Text3][bookmark: Text31]<Address Line 1>
[bookmark: Text4][bookmark: Text41]<Address Line 2>

[bookmark: Text5][bookmark: Text51]Dear <Name>:

[bookmark: Text6][bookmark: Text61][bookmark: Text7][bookmark: Text71][bookmark: __Fieldmark__81_274381214][bookmark: __Fieldmark__91_274381214][bookmark: Text8][bookmark: Text81][bookmark: Text9][bookmark: Text91][bookmark: Text10][bookmark: Text101][bookmark: __Fieldmark__129_274381214][bookmark: Text111]On behalf of the <Department Name>, we are happy to extend this offer to you  of a <number> percent time appointment as a <Project or Program> Assistant (PA) in the <Operational Area>. This appointment is for the period <begin date> through <end date>.  At the full-time annual pay basis of <dollar amount>, your stipend for this appointment will be <dollar amount> per month. The first six months of this appointment constitute a probationary period.

Specifics regarding the appointment are:

[bookmark: __Fieldmark__142_274381214]Enrollment:  <Project or Program> Assistants are expected to enroll for a minimum of two graduate credits, unless they are dissertators who must enroll for a minimum of three dissertator credits. You are required to maintain satisfactory progress toward your degree. For more specific enrollment information, see The Graduate School's website on Enrollment Requirements at:
	http://grad.wisc.edu/education/acadpolicy/guidelines.html#EnrollmentRequirements.

Position Responsibilities:   Although there may be some variation and change in responsibilities as the appointment proceeds, your duties in the appointment will be:

[bookmark: Text12][bookmark: Text121]	 <position description>

[bookmark: Text13][bookmark: Text131][bookmark: Text14][bookmark: Text141]	We expect that you will be able to complete these responsibilities satisfactorily in <number of hours> hours per week during the period of the appointment.  <name of supervisor> will serve as your supervisor and will provide you with information on the scheduling of your responsibilities.

Benefits:  If your appointment is 33.33 percent or greater over the period of a full semester or a full six months in length, this appointment also provides benefits such as eligibility for an excellent health insurance program. Information regarding benefit plans is available online at:
	http://www.bussvc.wisc.edu/ecbs/benefits/newemp-introduction-G.html.
[bookmark: __Fieldmark__212_274381214][bookmark: __Fieldmark__219_274381214][bookmark: __Fieldmark__227_274381214]	Application deadlines are critical and must be met if you are to be entitled to participate. If you have specific questions regarding benefits and enrollment, please contact <unit contact's name>  in <unit name> at <office / phone / email> or campus Payroll & Benefit Services at 608-262-5650 benefits@ohr.wisc.edu.

[bookmark: __Fieldmark__238_274381214]<Include if individual is a continuing UW-Madison employee>
[bookmark: __Fieldmark__245_274381214][bookmark: __Fieldmark__252_274381214]	As a continuing employee within the UW-Madison system, your insurances will continue without requiring new forms to be completed. You may contact <unit contact's name>  in <unit name> with any questions about your insurances.

Payroll Information:  Payroll information for graduate assistants regarding  pay schedule, benefit premium deductions, and taxes is available on Payroll & Benefits Services website at:     http://www.bussvc.wisc.edu/ecbs/benefits/New_Employee_PDFs/GradNEBS_Payroll_Info.pdf

[bookmark: Text15]Sick Leave:  You are also eligible to earn sick leave. At the beginning of each appointment period, you will be credited with a bank of sick leave days. The number of days credited to your sick leave bank is <number of days>. Sick leave can be used in one-half day increments.  Any remaining sick leave can be carried over into the next appointment if it is within the same department and the same title.

[bookmark: __Fieldmark__284_274381214][bookmark: __Fieldmark__292_274381214]Vacation:  This appointment earns paid vacation at the full-time rate of 22.50 days per fiscal year, which for a <number> percent appointment would equal <number of days>  days. Vacation must be used during your appointment period or it will be lost. Any remaining vacation time will NOT be paid at the end of the appointment. Other than periods when you receive approval to use earned vacation time, the appointment extends throughout the entire period noted above, with the exception of holidays when State offices are officially closed. 

[bookmark: __Fieldmark__302_274381214]<Include OPTION A if eligible for remission>
Tuition Remission:  You are eligible for remission of the nonresident portion of your tuition, as well as all in-state fees, except for segregated fees and special fees approved by the Legislature. To qualify, you must be a graduate assistant and your PA earnings must total at least 33 percent of the full-time, annual rate during each semester. This remission is awarded prospectively based on anticipated earnings, and earnings at the conclusion of the appointment must equal or exceed 33 percent of the appointment's full-time rate for the award to be final. For additional information, please refer to the Bursar's Office website information on TA, PA, and RA Appointments at www.bussvc.wisc.edu/bursar/remista.html.

[bookmark: __Fieldmark__329_274381214]<Include OPTION B if NOT eligible for remission>
Tuition Remission:  You are not eligible for remission of the nonresident portion of your tuition. To qualify, you must be a graduate assistant and your PA earnings must total at least 33 percent of the full-time, annual rate during each semester.

Employment Eligibility and Verification:

[bookmark: __Fieldmark__346_274381214]<Include OPTION A if I-9 verification has been completed>
	I-9 Verification:  Verification of identity and work authorization as required by the Immigration Reform and Control Act of 1986, has been completed.

[bookmark: __Fieldmark__360_274381214]<Include OPTION B if I-9 verification has NOT been completed>
	I-9 Verification:  This offer of employment is contingent upon verification of the appropriate identity and employment eligibility documentation on Form I-9, as required by the Immigration Reform and Control Act of 1986. For information on Form I-9 and the list of acceptable documents, please see the Forms section of the U.S. Citizenship and Immigration Service website:  http://www.uscis.gov/portal/site/uscis.

	If you accept this offer of employment, you will receive an e-mail from your hiring department with a link to UW-Madison’s electronic I-9 system, which is run by a private company, GIS/Compli-9. In the e-mail, you will be given log-in instructions.  The system will provide the list of acceptable documents and detailed instructions on how to complete the electronic Form I-9.  The required documents must be presented to your employing department, in person, within three days of your employment start date. If you do not have the necessary documents, you must present a receipt from a U.S. government agency for replacement document (s) within the three-day limit, and you must present the required documents(s) within ninety days of your employment start date. The law prohibits the university from employing or continuing to employ an individual who has not provided the required documents within the relevant time period.

[bookmark: __Fieldmark__381_274381214]<Include if individual is a first-time appointee or has had a prior CBC completed, but has had a one-year break in employment>
	Criminal Background Check:  For first-time appointees and those with a one-year break in service, this offer of employment is conditional pending the results of a criminal background check as required by University of Wisconsin System Board of Regents. If the results are unacceptable, the offer will be withdrawn, or if you have started employment, your employment will be terminated. Staff from the College of Agricultural and Life Sciences Office of Human Resources will be submitting your name to GIS/Compli-9 to initiate the background check. Please watch for an e-mail from GIS/Compli-9.

UW-Madison prohibits discrimination against applicants, employees, students, and visitors to campus who wish to participate in University programs or activities. Information from relevant law, policies, resources, complaint procedures and protected bases, including how to contact the Title IX and Americans with Disabilities Act Coordinators and on nondiscrimination on the basis of sex in federally assisted programs is available at:  http://www.oed.wisc.edu.

[bookmark: __Fieldmark__405_274381214][bookmark: __Fieldmark__414_274381214]It is the policy of the University of Wisconsin-Madison and the College of Agricultural and Life Sciences to provide a reasonable accommodation for qualified individuals with disabilities. If you need an accommodation to perform the essential functions of your position, please contact <name CALS HR Mgr>  in CALS Human Resources at  <office / phone / email>.
[bookmark: __Fieldmark__421_274381214][bookmark: __Fieldmark__428_274381214][bookmark: __Fieldmark__435_274381214][bookmark: __Fieldmark__443_274381214][bookmark: __Fieldmark__449_274381214]As evidence of acceptance of this offer, please sign one enclosed copy of this letter and return it by <date> to <unit contact's name>  in <unit name> at <office> (if by email attachment, to <contact's email address>) .

Sincerely,



[bookmark: __Fieldmark__458_274381214]	<Required for centralized units>
[bookmark: Text18][bookmark: Text181][bookmark: __Fieldmark__471_274381214]<Supervisor's name>	<CALS HR Mgr name>
[bookmark: Text19][bookmark: Text191]<Supervisor's title>	CALS Human Resources Manager
[bookmark: __Fieldmark__485_274381214]<Operational Area/Designation>



[bookmark: __Fieldmark__490_274381214]<Chair/Director signature if required by unit>
[bookmark: __Fieldmark__495_274381214]<Department Chair/Designee's name>
[bookmark: __Fieldmark__500_274381214]<Title>
[bookmark: __Fieldmark__505_274381214]<Department Name>

Attachment: Federal Affordable Care Act Notification

[bookmark: Text20][bookmark: Text201]cc:  <Department/Center Name> Personnel File
	CALS Human Resources

	


[bookmark: __Fieldmark__528_274381214][bookmark: __Fieldmark__535_274381214][bookmark: __Fieldmark__541_274381214]I accept the <Project or Program> Assistant appointment in the <Operational Area> in the <Department Name>.  



			
Signature		Date



Federal Affordable Care Act Notification

The University of Wisconsin is required to provide all employees with a Notice of the availability of the Health Insurance Marketplace.  The Notice also includes required information on health insurance coverage available through your employment at the University of Wisconsin (UW).  Beginning in 2014, the federal Affordable Care Act (ACA) requires most everyone to obtain health insurance for themselves and their dependents or pay a penalty when filing their tax returns.  The marketplace (also known as the Exchange) is a new option for people to obtain health insurance.

If you have State Group Health Insurance through your employment at UW, you do not need to enroll through the Marketplace or take any action, unless you choose to do so.  Most UW employees will not be eligible for a premium subsidy for coverage purchased through the Marketplace.


Marketplace Notice: http://www.uwsa.edu/ohrwd/benefits/med/marketplace/notice.pdf


Detailed information about the Health Insurance Marketplace and options:

· FAQs, contacts, affordability and eligibility for Marketplace subsidies:
https://www.healthcare.gov/

· UWSA website: http://www.uswa.edu/ohrwd/benefits/med/marketplace

