REAPPOINTMENT LETTER TEMPLATE
Salaried ASE
Please note that the following letter is just one form the department or hiring unit might use to meet contract requirements.  It should be edited and adjusted to meet the needs and requirements of the department or the individual to whom the offer is being made.  Whatever form the hiring unit’s final document might take should include all of the criteria specified in the Required Topics for Offer of Reappointment on Page 2.


I am pleased to reappoint you as a 50% (other %)  ____________ in the Department of __________ at the University of Washington for the nine-month (twelve-month) academic year (or ____quarter).  This appointment is renewable, dependent on satisfactory progress in your degree program (defined by our department in XX document) and satisfactory performance of your duties.


The effective dates for this appointment will be from_______to _______ with a monthly compensation of $________ ($XXXX for the entire period of the appointment).  While most of the major components of tuition are covered through your appointment, you will be responsible for paying approximately $200 each quarter in required fees (Building Fee, Services and Activities Fee, IMA Bond Fee).  Your appointment also provides you and your dependents medical, dental and vision eligibility under the Graduate Appointee Insurance Plan, described in the enclosure and on the UW Human Resources website at http://www.washington.edu/admin/hr/benefits/gaip/gaip.html.  At present, the University provides full coverage for appointees and contributes 50% of the cost of premiums for dependents.


In order to maintain eligibility for your appointment and its benefits, you will need to enroll full-time (at least 10 credits) for each quarter in which you hold the appointment. It is also expected that you attend any orientations and/or training sessions required for your position offered either by your department or by other units.  (Optional sentence to cover any additional appointment-related coursework required by the department.)

(Optional sentence if ASE is covered by UW/UAW contract) Your appointment classifies you as an Academic Student Employee (ASE) and is governed by a contract between the University of Washington and UAW Local 4121, which is found at the following website: http://www.washington.edu/admin/hr/laborrel/contracts/uaw/addons/index.html.  Both you and the University of Washington are bound by the terms of this contract, so it is important for you to familiarize yourself with its provisions prior to accepting this appointment.  You will be offered an opportunity to join UAW Local 4121 and, as a member, you will pay dues each pay period.  If you should choose not to become a member, the contract requires that you pay a monthly service fee.

In general, the duties for this appointment include serving as a teaching (assistant/research assistant/combination/other).  No later than three weeks prior to the beginning of your duties, you will be provided with a document that describes the specific tasks, times, and location related to your appointment, the supervisor to whom you will report, required training programs, procedures used for evaluation, and any additional details related to the duties required for the appointment.


It is important for us to know as soon as possible, but no later than June 15, XXXX whether or not you will accept this reappointment.  Please respond by letter or by email at XXX. (Optional: sign, date and return this letter.)

We appreciate your past service to our department and sincerely hope that you are able to join us again by accepting this offer.  Please contact ___________at_________ if you should have any questions.  
Signature block

cc:

enclosure(s) (in addition to any other enclosures attach the "Graduate Appointee Insurance: Offer Letter Addendum" - http://www.washington.edu/admin/hr/laborrel/contracts/uaw/addons/forms/ins_offletaddndm.pdf

Required Topics for Offer of Reappointment

Appointment title

Appointment % FTE or expected hours for hourly employees (when either is applicable)

Effective dates and duration of appointment

Hiring unit

Hiring unit contact

Summary of nature of required duties

Salary/wages

Health and other applicable benefits (Graduate Appointee Plan for salaried ASEs  with appointments greater than 50%; Student Health Plan for all other ASEs)

Tuition and fees, if any, that are the ASEs obligation as a condition of employment

Tuition and fee waiver or exemption information

Response requirements

Statement that the position is covered by a collective bargaining agreement, if applicable

Website address for the applicable collective bargaining agreement, if applicable


