
GA Hire Procedures

Step 01

Request GA
Rollover

Submit Graduate Student Hire
Request via Smartsheet.
Include all required details: 

Student Name, NetID/SID
Degree, Supervisor, Account #
Title, Contract Length, FTE
Duties, Domestic/International
status

COE Business Office
Review

COE Business Office checks
for budget alignment.
Grant-funded requests are
reviewed by Fiscal Officer.

Step 02 Step 03

Offer Letter
Approval

Offer letters are sent for
Department Head approval
via Adobe Sign.
Business managers/grad
coordinators CC’d.
Review for errors before
signing.

Student Offer
Letter Signing

Signed offer letters are routed
to students.
Letters added to the
Department Folder in Box under
COE Grad Assist & Assoc
(DATE/SEMESTER) folder.

Step 04 Step 05

Rollovers
Processed in

System

Rollovers processed in
order of signed letters.

Submit GA
Placeholder

Submit placeholder for GA
benefits to avoid late fees if
the student isn't active by

the semester’s start.

Step 06

https://app.smartsheet.com/b/form/682f93a3e5d44e509820ca2faa244f6d
https://app.smartsheet.com/b/form/682f93a3e5d44e509820ca2faa244f6d



