
Addendum to Offer/Renewal Letter 
 
 
 
Date:   
 
To:  [Insert Name] 
 [Insert ID] 
 
Re:  Addendum to Letter of Offer Dated __________ 
 
Dear ________: 
 
This addendum is to inform you of changes to the letter of offer/renewal for the position of 
Graduate Teaching Assistant, dated [insert date of original letter of offer/renewal] 
 
For GTA vs GRA switch: 
 
State changes: 
Your original graduate appointment was set up as a Research Assistant but has now changed to 
a Teaching Assistant. This is effective [term date] thru [term date], at which time your 
appointment may be reassessed. Please check with your supervisor as some of your duties may 
have changed. All other terms and conditions of your original offer/renewal letter remain the 
same.  
 
For FTE Adjustments: 
 
State changes: 
Your original Graduate Assistant appointment was set up at a [.00] FTE but has now 
increased/decreased to a [.00] FTE effective [term date] thru [term date], at which time your 
appointment may be reassessed. All other terms and conditions of your original offer/renewal 
letter remain the same. 
 
For Salary Adjustments: 
 
State changes:  
Your Graduate Assistant appointment salary has increased to [monthly amount] effective [date].  
All other terms and conditions of your original offer/renewal letter remain the same. 
 
Please sign one copy of this addendum and return one copy to me. 
 
Sincerely, 

 
 
 
Supervisor signature    Date 
 
 
I accept the changes outlined in this addendum. 

 
 
 
Employee signature    Date 


