Graduate Assistant Contract Packets

Submit the following to the Budget Director's Representative

1.  Completed GSU graduate assistant contract.

  

· A graduate assistant must work for the minimum of eight weeks.  The effective dates on the contract must reflect this eight week period.

· Start and end dates of the contract must fall within the term to be hired. (Terms: Summer - Fall - Winter - Spring)

 

Example:
 

The start date for fall 2001 would be Sept. 1, 2001

The end date for fall 2001 would be Dec. 31, 2001

 

· The start and end dates must always correspond to the start and end dates of pay periods.

 

Example:
 

Start dates must be the 1st or 16th of a month.

 

End dates must be the 15th or the last day of a month.

 

· The dollar amount of the monthly stipend and the hours required to work must be shown on the spaces provided.

 

The monthly stipend and hours worked are not to exceed or fall below the limits as defined below:
 

      Type 15 - Work 15 hours per week - Enrollment requirement 6 credit hours minimum - Range of monthly salary $300 to $450

 

      Type 20 - Work 20 hours per week - enrollment requirement 6 credit hours minimum - Range of monthly salary $400 to $600

 

2.  The completed GSU Graduate Assistant/Tuition Waiver application must be attached to the contract.  Fill out all sections of the application.  Include all necessary signatures as required.

 

3.  A copy of the applicant’s GSU transcript.

 

4.  All written correspondence to and/or from the applicant in reference of this position must be included.

 

Examples:

 

-Letter of recommendation

-Letter offering the position

-Letter of acceptance to the position

-Applicant’s resumé
 

5. If the applicant is a first time GSU employee, the following must also be provided.

 

a. Proof of eligibility to be employed as required by the federal government. 

b. Federal form I-9 and copies of the acceptable documentation as described on the back of the I-9 form.

c. Two completed Federal Withholding forms W-4.

