
LETTER OF OFFER (Template)

Graduate Student Stipends

IMPORTANT NOTICE!

The information contained in this GUIDE should be read thoroughly before proceeding to complete this template .  

This template is intended to provide a guideline of necessary information which must be included in all offers.

Relevant Sections: 1.2, 2.4, 2.6, 2.7, 3, 5,  7.1 and 11.5
DATE: 

(Date of offer)

ADDRESS:

TO:  

(Candidate)
I am pleased to advise that you have been awarded a Graduate Student Stipend in the amount of ($ / month) for the period _______________ to ________________, inclusive.  This stipend is intended to allow you to pursue full-time graduate studies. The receipt and continuation of this stipend is subject to the following conditions. [Note: where immigration documents such as a Student and or Employment Authorization are required, the offer should be made conditional upon the candidate obtaining these documents.]

1) As a condition of receiving this financial assistance you will be required to provide services as a student assistant for the same period stated above (provide some research assistance). The nature of this service will be clearly defined for you and will be related to professional training in the field you have chosen for study and research. The time and specific details of your service requirements will be arranged to our mutual satisfaction.

2) The receipt of this stipend is contingent upon your registration in the College of Graduate Studies and Research as a fully qualified, full time student.  Full time students are required to work a minimum of 40 hours per week on their graduate program.

3) This stipend is conditional on satisfactory academic and research performance.

Consistent with Revenue Canada guidelines, the whole amount of this stipend will be paid as employment income since the terms of the agreement require you to render service in return for the payment and separate payment of the fellowship and employment components of this financial assistance has not been provided for.  As such, this stipend is subject to both Canada Pension Plan and Employment Insurance deductions.

If you accept this stipend and service required as described above (award), you must also complete a Revenue Canada TD1 form obtainable for the Human Resources Division in the Administration Building or this College/Department and return it to your supervisor no later than (date). 

Yours sincerely,
(Principal Investigator) 

ACCEPTANCE:

To signify acceptance of this offer, please sign the statement of acceptance below. . [Note:  Refer to Section 11.5  of this GUIDE to ensure that all required documentation is forwarded to the Human Resources Division within the designated deadlines in order to avoid any delays in processing or payment.]

I ACCEPT THIS STIPEND AND EMPLOYMENT AS DESCRIBED ABOVE.

Date: 
    



Signature   

cc: Human Resources Division
Last Revised 02/15/2007
Z:\LMVDATA\WORD\Immigration\Grad Student sample letter Dec 2006 to HRSDC lmv.doc

