
Memorandum A 
Template for Graduate Assistant (GTA or GRA) Appointments 

 
When Applicants do NOT require Personal Background Check prior to employment* 
 
Date 
Address 
Dear Mr./Ms. _________ 
 
It is my pleasure to inform you that you have been admitted into the graduate program in ______ 
beginning ______.  … We have also decided to support your graduate work with an appointment 
in the department as a (graduate teaching 


