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[REMOVE FROM FINAL LETTER: Template Version: 5/27/25]
[On department letterhead or sent from department email]
[DATE]
[NAME]
[ADDRESS]
Dear [FIRST NAME]:
We are delighted to confirm that you will be a Teaching Assistant in the Department of [DEPARTMENT NAME] for the [Fall YEAR/Spring YEAR] term. Your appointment begins [DATE], and ends [DATE]. Your preliminary teaching assignment, subject to change depending on course offering and enrollment, is as follows:
XXX section(s) in [written-out course number], “[title],” taught by [course heads]
Harvard University reserves the right to cancel or modify courses of instruction, to change times, days, or locations of courses, and to change a course’s instructor(s) at any time. In the event of a course cancellation, you will be paid up to the date you are notified of the cancellation, to compensate you for the time spent preparing for the course. 
This will be a paid, [SPECIFY ONE: full-time/part-time], benefits-eligible position. With this appointment, you may be represented by the Harvard Academic Workers (HAW) - UAW for purposes of collective bargaining and matters affecting your compensation and working conditions. You will receive a total salary of $[XX,XXX] for the term, paid on a biweekly basis. However, the University and the HAW-UAW are presently in negotiations for salary increases for academic year 2025-2026. As a result of those negotiations, and following the conclusion of those negotiations, your salary may increase for academic year 2025-2026. You will be eligible for Harvard University’s subsidized medical and other benefits. Payroll taxes and other legally required or voluntarily authorized deductions will be withheld. Once your appointment has been finalized, you will have access to PeopleSoft where you can view your paycheck(s) and view/update tax and direct deposit information. Most benefit plans require a contribution from participants for coverage. Please note that you must enroll in benefits within thirty days of the start date of your appointment. You can find more information on your total compensation at https://harvardtotalrewards.ehr.com/. 
The health of our community is a priority for Harvard University. With that in mind, we strongly encourage all employees to be up to date on CDC-recommended vaccines.
Please be aware that Teaching Assistants are employed on an at-will basis, and Harvard University reserves the right to terminate the employment relationship without notice for any reason. You are expected to review and comply with Harvard University and Faculty of Arts and Sciences (FAS) policies. For more information about some of these policies, please visit the Office for Faculty Affairs website, and the Information for Faculty website. The FAS has adopted Sexual and Gender-Based Harassment Policy and Procedures: please take the time to read them and learn about campus resources, including the key contacts for students, faculty, and staff. Please also note that this position may involve using copyrighted material. Please review Copyright and Fair Use: A Guide for the Harvard Community for information on copyright and fair use. 
Before you begin teaching, we also ask that you review [DEPARTMENT WEBSITE] for general information about the department. The academic calendar, which lists important dates and deadlines can be found on the FAS Registrar’s Office website. 
Teaching Assistants who are teaching for the first time in Harvard’s Faculty of Arts and Sciences are required to attend a 2-hour TF/TA Training offered by the Derek Bok Center for Teaching and Learning during Fall Teaching Week, [DATES]. Registration is at https://bokcenter.harvard.edu/tf-ta-training-registration. Additional optional programming will be available during Fall Teaching Week for new and experienced TAs. The Bok Center’s website will be updated over the summer with more information. In addition, information about Harvard’s many cultural and intellectual resources can be found at the Harvard Gazette website. 
Please confirm that you agree to the terms of this appointment by e-mailing [DEPARTMENT CONTACT]. If you have any questions about your appointment, paycheck, or about teaching in [DEPARTMENT NAME], please contact [DEPARTMENT CONTACT].
Formalities aside, we are excited about having you join [DEPARTMENT NAME] as a Teaching Assistant and look forward to working with you.
Best,
[DEPARTMENT CONTACT]
