[image: ]Campus Box XXXX
Street Address 
Raleigh, NC 27695-XXXX
P: 919.51X.XXXX

College or Division
Department or Unit 

ncsu.edu/xxxx

[bookmark: Text17](Insert Date)


[bookmark: Text18](Name)
[bookmark: Text19](Address)
[bookmark: Text20](City, State & Zip)

[bookmark: Text21]Dear (Insert Name):

[bookmark: h.tyjcwt][bookmark: Text1][bookmark: Text2][bookmark: Text23]On behalf of North Carolina State University and the Department of (Insert Department) in the College of (Insert College), I am pleased to offer you an appointment as Summer Graduate Teaching Assistant (SSW911), effective (Insert Begin Date) through (Insert End Date). You will receive (Insert Flat Rate Amount) and will be responsible for teaching the following:

	Course Number
	Course Name
	Credit Hours
	Gross Compensation 

	
	
	
	




[bookmark: Text9]Your responsibilities will include (Insert Job Duties).

[bookmark: h.1t3h5sf][bookmark: h.4d34og8]Please acknowledge your acceptance of this appointment by signing this letter, and its incorporated addendum, and returning it to me by (Insert Date).
 
[bookmark: Text11]Should you have any questions, please do not hesitate to contact me or (Insert Personnel Rep's Name).


Sincerely,                                                                 	


[bookmark: h.2s8eyo1]___________________________________	    	
[bookmark: Text12](Name, Department Head)            			


[bookmark: h.6psnu0a8rh96][bookmark: h.17dp8vu][bookmark: Text15]cc: 	(Name, College/Division Business/HR Officer)
	The Graduate School, Campus Box 7102

I accept this offer and agree to abide by the policies and regulations of the University.

_______________________	
Signature / Date
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