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The following section is designed to help prepare you for your final examination 
experience in the program. Please check the MA in Spanish section of our departmental 
website for tutorials, suggestions, and updates. 
  



 
Handbook	and	Checklist	for	Graduating	with	your	MA	in	Spanish	Degree	

Final	Semester	and	Written	and	Oral	MA	Exams	
	

After	your	hard	work	at	completing	all	your	work	in	the	MA	in	Spanish	program,	there	are	some	
important	details	to	complete	at	the	end	in	order	to	graduate.		To	help	with	some	of	the	confusing	
details	that	could	arise,	please	go	through	this	list	and	complete	each	item	step-by-step.		It	is	up	to	
YOU	to	ensure	that	these	steps	are	taking	place,	not	your	advisor	or	the	graduate	director.		If	you	have	
any	questions	along	the	way,	please	contact	the	Graduate	Director,	Prof.	Jeff	Longwell	at:		
jelongwe@nmsu.edu	
	
All	of	the	following	information	is	already	detailed	in	the	Canvas	course:		MA	in	Spanish	@	NMSU.		If	
you	do	not	have	access	to	that	course,	please	email	your	NMSU	email	address	to	Prof.	Longwell	so	you	
can	be	added	to	it.	
	
_____	Step:	PRIOR	TO	BEGINNING	YOUR	FINAL	SEMESTER.		Please	review	the	Canvas	course:		MA	in	

Spanish	@	NMSU	to	see	updated	reading	lists,	and	videos	on	administrative	procedures	that	
need	to	be	completed.		There	are	occasionally	new	additions,	so	please	visit	the	site	
frequently.		When	preparing	for	your	exams,	please	especially	view	the	following	Workshop	
on	final	MA	in	Spanish	exams	(this	workshop	lasts	about	1.5	hours).		The	workshop	link	is	
also	available	in	the	Canvas	course:		MA	in	Spanish	@	NMSU.	

	
Workshop	on	MA	in	Spanish	Exams	

	
http://mediasite-

server.nmsu.edu/ictmsite5/Viewer/?peid=457b9af4f0ca4666a95b564e234083b41d	
	

	
_____	Step	1	–	Please	review	the	following	website	for	DEADLINES	in	the	graduate	school.		This	site	

has	links	and	explanations	for	everything	you	need	to	do	by	the	specific	dates.		Please	note	
that	most	of	the	MA	in	Spanish	students	do	not	complete	a	thesis	or	dissertation	as	part	of	
there	program.		So,	please	disregard	references	in	the	calendar	to	those	dates.		If	you	are	
completing	a	Master’s	Thesis	(currently	only	available	for	on-campus	students),	please	work	
closely	with	your	thesis	advisor	and/or	the	Graduate	Director	to	ensure	that	things	are	
completed	in	a	timely	manner.		

	
	 In	case	the	above	link	doesn’t	work,	here	is	the	deadlines	website	link:	
	

http://gradschool.nmsu.edu/deadlines/deadlines.htm	
	

	 Also	please	note,	that	the	“Final	Examination	Form”	referred	to	in	this	deadline	website	is	for	
the	ORAL	EXAM	ONLY.		You	will	not	complete	that	form	until	you	have	PASSED	the	Written	
Departmental	Exam	–	please	see	Steps	6	&	7	below.	

	



	 Again,	this	is	YOUR	RESPONSIBILITY	to	ensure	that	you	are	complying	with	all	the	
appropriate	deadlines.	

	
	 The	deadlines	for	the	current	semester	are	also	placed	as	reminders	in	the	Canvas	course:		

MA	in	Spanish	@	NMSU.	
	
_____	Step	2	–	Please	let	the	Graduate	Director	know	of	your	intention	to	take	the	final	exams	and	

graduate	by	sending	an	email	to:	jelongwe@nmsu.edu.		This	email	should	contain	the	
following	information:		

1	–	what	area	(literature	or	linguistics)	you	will	be	covering	in	your	exam,	AND	any	
minor	area	of	study.	

2	–	when	you	completed	your	additional	language	requirement	and	what	that	
language	was.	

	
Note:	if	you	have	not	completed	the	additional	language	requirement	either	prior	to	the	
semester	in	which	you	take	your	exams,	you	will	have	to	wait	until	you	do	so	in	order	to	take	
the	MA	in	Spanish	exams.		If	you	are	completing	your	additional	language	requirement	in	the	
same	semester	as	you	are	taking	your	MA	in	Spanish	exams,	there	is	no	problem.	
	
This	email	should	be	received	by	Sept.	1	if	you	plan	on	taking	the	exams	and	graduating	
during	any	fall	semester,	or	by	Feb.	1	if	you	plan	on	taking	the	exams	and	graduating	during	
spring	semester.		We	DO	NOT	offer	the	option	of	taking	the	exams	during	the	summer.		You	
should	wait	for	a	confirmation	of	your	email	from	the	director.		If	you	do	not	receive	one,	
please	contact	him	again	until	you	receive	confirmation.		If	your	email	is	received	past	the	
Sept.	1	or	Feb.	1	deadlines,	you	may	run	the	risk	of	not	being	able	to	take	the	exams	that	
semester	and	will	have	to	wait	until	the	next	opportunity.			
	

_____	Step	3	–	Complete	your	Degree	Application	by	the	deadline	shown	on	the	deadlines	website.		
Please	note	that	you	can	complete	this	application	in	your	MyNMSU	account.			Please	note,	
that	should	you	NOT	graduate	for	some	reason	in	the	semester	that	you	originally	filled	out	
the	Degree	Application,	you	WILL	HAVE	TO	COMPLETE	IT	AGAIN	in	the	following	semester,	
or	whatever	semester	you	intend	on	graduating,	AND	you	will	have	to	pay	the	fee	again.	

	
_____	Step	4	–	Complete	your	Program	of	Study	Form.			List	the	courses	that	you	have	taken	and	are	

currently	taking.		Submit	the	completed	form	to	the	Graduate	Director	for	assistance	in	
reviewing	the	form	and	making	sure	it	is	correctly	filled	out.		He	will	also	assist	you	in	
obtaining	the	appropriate	signatures.	

	
http://gradschool.nmsu.edu/forms/ProgramofStudyMasters.pdf	

	
	 You	can	obtain	information	for	completing	this	form	by	completing	a	STAR	AUDIT	in	your	

MyNMSU	account.		Please	see	this	video	for	instructions	on	how	to	do	that.		You	can	also	use	
your	unofficial	transcript	information	found	in	your	MyNMSU	account	to	complete	this	form.	

	
MA	in	Spanish	–	STAR	Audit	-	http://youtu.be/WiSateQkRw8	

	



_____	Step	5	–	Be	enrolled	in	at	least	1	credit	during	your	final	semester,	OR,	pay	the	Examination	Fee	
by	completing	the	Examination	Fee	Form.		We	cannot	help	you	with	this	form.		Please	fax	it	
to	the	graduate	school	number	indicated	on	the	form,	and	contact	them	at	the	telephone	
number	indicated	on	the	form	to	give	them	a	credit	card	number	for	payment	purposes.	

	
	 NOTE:		If	you	are	enrolled	in	one	or	more	courses	during	the	semester	you	are	taking	your	

exams,	you	DO	NOT	need	to	fill	out	the	Examination	Fee	Form.	
	

http://gradschool.nmsu.edu/forms/ExamFeeForm.pdf	
	
_____	Step	6	–	Prepare	for	the	MA	in	Spanish	Written	Exams.		These	are	the	MA	in	Spanish	

departmental	exams.		The	written	exams	are	the	first	stage	to	your	final	exams	in	the	
program.		They	are	offered	on	the	first	Thursday	and	Friday	of	October,	for	those	graduating	
in	fall	semester,	and	the	first	Thursday	and	Friday	of	March,	for	those	graduating	in	spring	
semester.		For	exact	dates	for	the	current	semester,	please	see	the	Calendar	in	the	Canvas	
course:		MA	in	Spanish	@	NMSU	

	
	 For	on-campus	students:	the	written	exams	will	be	taken	in	the	departmental	computer	lab	

in	Breland	Hall	170B	on	the	specified	exam	days.		Your	proctor	will	be	provided.	
	
	 For	on-line	students:		there	are	two	options	for	taking	the	written	exams.			
	

Option	1	–	travel	to	Las	Cruces	on	the	scheduled	exam	days	and	take	the	exams	with	
the	on-campus	students.		Please	let	us	know	that	you	are	coming	so	we	can	
provide	information	on	where	to	stay,	park,	and	how	to	get	to	the	computer	lab	
for	the	exam.		Should	you	decide	to	come	to	Las	Cruces,	you	are	responsible	for	
all	travel	and	housing	arrangements	and	their	associated	costs.	

	
Option	2	–	contact	a	local	university	or	community	college	testing	center,	or	other	

certified	testing	center	(such	as	Sylvan	or	Kaplan	Learning	Centers)	and	make	
arrangements	to	take	the	exams	there	with	a	proctor.		You	are	responsible	for	
any	proctoring	costs	associated	with	the	testing	centers.		There	will	be	no	
exceptions	to	this	rule.		The	integrity	of	this	exam	is	our	biggest	concern,	so	we	
will	approve	all	exam	locations	prior	to	the	exam	being	sent	to	the	proctor.		If	
we	deem	an	exam	site	to	be	unfit	due	to	any	reason,	it	will	be	up	to	the	student	
to	find	a	new	location	at	their	own	expense.		

	
The	proctor	instructions	and	forms	are	located	in	the	Canvas	course:			MA	in	
Spanish	@	NMSU.		The	file	is	called	“Instrucciones	para	conseguir	Proctor	y	
Centro	de	exámenes	para	el	examen	escrito.”		You	will	need	to	submit	that	
form	to	the	Graduate	Director	NO	LATER	than	Sept.	15,	for	those	taking	the	
exams	in	the	fall	semester,	or	Feb.	15,	for	those	taking	the	exams	in	the	spring	
semester.		Failure	to	submit	this	information	by	those	dates	could	result	in	you	
not	being	able	to	take	the	exams	during	that	semester.	

	
For	detailed	explanations	on	the	written	exams,	please	see	these	videos:	



	
Workshop	on	MA	in	Spanish	Exams	

	
http://mediasite-

server.nmsu.edu/ictmsite5/Viewer/?peid=457b9af4f0ca4666a95b564e234083b41d	
	

MA	exam	procedures	-	http://youtu.be/xHW-bRQHCck	
	
_____	Step	7	–	Take	the	MA	in	Spanish	Written	Exams	
	 	
	 Arrive	at	your	testing	location	well-rested	to	take	your	exams.		You	will	not	be	allowed	to	

have	computers,	or	cellphones,	or	tablets,	or	other	reference	materials	of	any	kind	with	you.		
You	will	be	given	blank	scratch	paper	on	which	you	can	make	notes,	so	you	can	bring	a	pen	
or	pencil	with	you.		You	will	be	given	one	or	two	bathroom	breaks	during	the	exam.	

	
The	written	exams	are	as	follows:	
	
You	will	have	3.5	hours	to	complete	the	exam	on	each	of	the	two	exam	days.	
	
On	day	one	of	the	exam,	you	will	receive	4	questions	and	you	are	required	to	select	3	of	those	
4	questions	to	answer.		Should	you	answer	all	4	questions,	the	professors	reading	your	
exams	will	select	the	first	three	to	grade.		So	ONLY	write	on	three.			
	
On	date	two	of	the	exam,	you	will	receive	4	new	questions,	and	you	will	be	required	to	select	
3	of	those	4	questions	to	answer.		You	MAY	NOT	go	back	to	questions	given	on	day	one	of	the	
exam	to	try	and	answer	more.	
	
There	is	no	minimum	page	limit	required	for	each	question	or	exam.	
	
Best	practices	recommendations:		since	you	have	3.5	hours	each	day	to	complete	the	exam	
we	recommend	using	the	first	15	minutes	of	each	day	to	read	through	the	instructions	and	
EACH	of	the	questions	carefully	and	select	which	3	questions	you	will	answer.		Then,	use	
your	time	wisely…		plan	on	one	hour	per	question.		Use	the	last	15	minutes	of	the	exam	to	go	
back	and	edit,	format,	and	check	your	work.	
	
SAVE	YOUR	WORK	EVERY	5	MINUTES	THROUGHOUT	THE	ENTIRE	EXAM.		WE	HAVE	HAD	
STUDENTS	THAT	HAVE	LOST	THEIR	WORK	AT	THE	END	OF	THE	EXAM	BECAUSE	THEY	
HAVE	NOT	SAVED	FREQUENTLY	–	SO	DON’T	LET	THIS	HAPPEN	TO	YOU.		
	
You	will	submit	your	answers	to	your	proctor	each	day.		After	the	second	day,	your	answers	
will	be	compiled	and	distributed	appropriately	to	the	graders.		If	you	indicated	your	area	of	
specialty	as	literature,	your	exam	will	be	distributed	to	all	the	literature	professors	in	the	
program.		Likewise,	if	you	indicated	your	area	as	linguistics,	your	exam	will	be	distributed	to	
all	the	linguistics	professors.		Any	questions	from	your	minor	area	will	be	graded	by	the	
minor	area	instructor(s).	
	



Graders	are	asked	to	assign	a	grade	each	individual	question	based	on	the	numbers	1	to	5,	
where	one	is	not	good	and	5	is	excellent.		The	following	is	a	sample	rubric	that	you	can	use	as	
a	guide	so	you	know	how	best	to	prepare	for	the	exam.		PLEASE	NOTE	THAT	THIS	IS	NOT	
THE	OFFICIAL	EXAM	RUBRIC	USED	BY	THE	PROFESSORS	THAT	READ	THE	EXAM,	BUT	A	
GUIDELINE	TO	KNOW	WHAT	IS	EXPECTED	OF	YOU.			

	
Rúbrica	de	Respuestas	

	
	
5	
	

Respuesta	completa	y	precisa	que	demuestra	comprensión	y	dominio	del	
concepto	pedido	por	parte	del	estudiante.		La	respuesta	exhibe	un	estilo	
académico	consistente	en	su	expresión,	ofrece	varios	ejemplos	apropiados	
que	apoyan	las	explicaciones	elaboradas,	y	contiene	citas	apropiadas	de	las	
fuentes	de	sus	ideas.	

	
	
4	

Respuesta	buena	y	adecuada	que	demuestra	comprensión	y	competencia	
sobre	el	tema	de	la	pregunta,	pero	no	representa	un	dominio	completo	
sobre	el	concepto	o	por	falta	de	detalles,	falta	de	elaboración	en	la	
explicación,	o	por	una	leve	imprecisión	de	los	términos.		La	respuesta	
exhibe	un	estilo	académico	en	su	expresión,	ofrece	ejemplos	apropiados,	y	
contiene	citas	de	las	fuentes	de	sus	ideas.	

	
3	

Respuesta	que	demuestra		comprensión	parcial	del	concepto	pedido,	pero	
faltan	suficientes	detalles	o	una	mayor	explicación	para	declarar	el	nivel	de	
comprensión	como	adecuado	o	completo		y/o	los	ejemplos	empleados	o	no	
apoyan	la	explicación	el	fenómeno	pedido	o	se	usan	para	sustituir	y	no	
suplementar	la	explicación.			La	respuesta	ha	de	exhibir	un	estilo	
académico	en	su	expresión,	pero	puede	haber	leves	inconsistencias,	y/o	
pueden	faltar	algunas	citas.	

	
2	

Respuesta	débil.		Demuestra	una	comprensión	bastante	incompleta	y/o	
errónea	del	concepto	pedido,	y/o	el	estudiante	ofrece	poca	evidencia	o	
pocos	detalles	para	determinar	sus	conocimientos.		La	respuesta	ha	de	
exhibir	un	estilo	académico	en	su	expresión,	pero	puede	haber	
inconsistencias	notables.	Si	hay	ejemplos,	generalmente	o	son	inadecuados	
o	en	forma	de	lista.	

	
1	

Respuesta	inadecuada.		Demuestra	un	intento	de	responder	a	la	pregunta,	
pero	el	estudiante	exhibe	poca	comprensión	del	concepto	pedido	y/u	
ofrece	detalles	inadecuados	para	determinar	sus	conocimientos.		Puede	
haber	además	una	notable	inconsistencia	o	falta	de	un	estilo	académico	en	
la	expresión	de	la	respuesta.	

	
0	

	
El	estudiante	o	no	respondió	o	cometió	plagio	de	una	o	más	fuentes	o	la	
respuesta	fue	insuficiente	para	siquiera	calificarla.	

	
Each	grader	sumbits	their	grades	for	each	individual	question	to	the	Graduate	
Director	who	then	calculates	an	average	for	each	question.		In	order	to	pass	the	
written	exam,	you	have	to	pass	all	6	questions	with	at	least	a	3	average.		
Possible	result	scenarios:	
	



Scenario	1	–	a	student	passes	all	6	questions	of	the	exam	with	a	minimum	average	of	3	for	
each	question.		Result:	the	student	can	move	on	to	Step	8	and	prepare	for	the	oral	exam.	
	
Scenario	2	–	a	student	passes	only	1,	2,	or	3	of	the	6	questions	on	the	exam	with	a	minimum	
average	of	3.		Result:	the	student	must	wait	to	re-take	the	entire	written	exam	the	following	
cycle.		Which	means	repeating	all	the	steps	in	this	checklist	except	for	Step	4.	
	
Scenario	3	–	a	student	passes	4	of	the	6	questions	on	the	exam	with	an	average	of	3	for	each	
of	the	4	questions.		Result:	the	student	will	have	the	opportunity	to	re-take	the	two	questions	
not	passed	during	the	same	semester.		The	student	will	receive	different	questions	in	the	
same	subject	area.		For	example	if	a	student	in	literature	did	not	pass	a	question	on	the	
Literature	of	the	Mexican	Revolution	and	the	other	on	Literatura	Chicana,	they	will	receive	a	
different	question	on	each	of	these	areas.		Likewise,	if	a	student	in	linguistics	did	not	pass	a	
question	on	Historia	de	la	lengua	and	the	other	on	Dialectología,	they	will	receive	a	differebt	
question	in	each	of	these	areas.		
	
Scenario	4	-	a	student	passes	5	of	the	6	questions	on	the	exam	with	an	average	of	3	for	each	
of	the	5	questions.		Result:	the	student	will	have	the	opportunity	to	re-take	the	question	not	
passed	during	the	same	semester,	following	similar	guidelines	as	described	in	Scenario	3.	

	
	 Written	exam	results:		We	try	to	have	the	results	for	the	written	exams	completed	by	about	

two	weeks	after	you	have	taken	the	exams.		You	will	receive	results	via	an	email	from	the	
Graduate	Director	with	explanations	on	what	will	happen	next	depending	upon	your	results.	

	
_____	Step	8	–	AFTER	you	have	received	the	results	that	you	have	PASSED	the	written	exams	for	the	

MA	in	Spanish	program,	you	may	proceed	to	schedule	your	Final	Oral	Exam.		This	is	the	exam	
that	is	the	official	exam	for	the	Graduate	School.		You	will	need	to	fill	out	and	submit	the	
Master’s	Final	Examination	Form.			Please	note	the	deadline	for	both	submitting	this	form	
and	presenting	the	final	oral	exam	on	the	DEADLINES	site.	

	
http://gradschool.nmsu.edu/forms/ExamFormMasters.pdf	

	
Filling	out	the	form:	

	
The	first	section	of	the	form	is	simple	to	fill	out.		When	it	asks	for	your	email,	YOU	MUST	
SUPPLY	YOUR	NMSU	email	address.	

	
	 Please	leave	the	section	on	the	date/time	and	place	of	the	exam	blank,	we	will	fill	that	in	

when	that	information	is	established.	 	
	

The	Committee	Members	section	is	very	important.		You	are	responsible	for	forming	your	
Oral	Exam	Committee	–	we	will	not	do	it	for	you.		You	only	need	to	have	names	in	numbers	1,	
2,	and	5	(UNLESS	you	are	completing	an	official	university	minor,	in	which	case	you	will	also	
need	a	name	for	#4).			
	



Names	for	numbers	1	and	2	must	be	professors	from	our	department,	from	the	MA	in	
Spanish	program.		We	highly	recommend	that	you	ONLY	select	professors	with	whom	you	
have	taken	at	least	one	course,	that	way,	you	are	familiar	with	them	and	they	with	you.		The	
final	oral	exam	is	NOT	the	best	place	to	meet	a	professor	from	our	department	for	the	
first	time.		The	person	under	number	1	is	considered	the	chair	of	your	committee.		
	
Possible	names	for	the	Dean’s	Representative	(position	number	5	in	the	committee	member	
section)	can	be	found	on	the	Canvas	course:		MA	in	Spanish	@	NMSU.		The	file	name	is:		
Candidatos	posibles	para	"Dean's	Representative"	para	el	examen	oral.		If	you	are	
completing	an	official	university	minor,	the	person	you	select	for	number	5	can	be	the	same	
person	–	“dos	pájaros	con	un	tiro”	–	as	you	list	in	number	4.	
	
Most	students,	ideally,	will	have	3	people	on	their	oral	exam	committee	(two	people	from	our	
MA	in	Spanish	program,	and	one	person	acting	as	the	Dean’s	Representative).	
	
Best	practice	recommendation:		Once	you	have	individually	contacted	each	member	of	
your	committee	to	see	if	they	will	agree	to	be	part	of	it,	send	ONE	email	out	to	the	ALL	
members	of	the	committee	with	proposed	dates	and	times	for	the	exam.		We	will	try	to	
provide	beforehand	some	ideal	times	and	dates	as	options.	
	
Once	the	date	and	time	and	place	of	the	exam	have	been	established,	please	sign	and	date	the	
form	under	the	section	for	student.		Submit	the	form	to	the	Graduate	Director	for	help	in	
obtaining	the	other	signatures.			
	
For	on-campus	students,	please	submit	it	personally	to	the	Graduate	Director.	
	
For	online	students,	please	scan	the	signed	form	and	email	it	to:	jelongwe@nmsu.edu	
	

_____	Step	9	–	the	oral	exam.		Once	your	committee	has	been	established,	you	will	work	directly	with	
your	committee	chair	on	what	to	expect	with	the	final	oral	exam.		Typically,	s/he	will	assign	
you	a	topic	to	prepare	for	and	present	at	the	oral	exam.		This	presentation	should	last	NO	
MORE	than	30	minutes,	and	should	follow	the	instructions	given.		You	may	use,	but	are	not	
required,	PowerPoint	slides	or	PREZI	presentations	as	part	of	your	presentation.		Questions	
may	be	asked	by	the	committee	members	both	during	and	after	the	presentation.		Once	the	
presentation	is	completed,	additional	questions	will	be	asked	that	will	cover,	but	not	be	
limited	to:		the	written	MA	exam	you	have	already	passed,	additional	questions	on	readings	
from	the	appropriate	reading	lists,	additional	questions	based	on	courses	you	have	taken	as	
part	of	the	MA	in	Spanish	program,	other	questions	the	committee	members	wish	to	ask.			

	
You	should	plan	on	1.5	to	2	hours	for	the	oral	exam.	

	
	 For	on-campus	students:	the	oral	exam	will	be	held	in	a	departmental	office	or	conference	

room.	
	
	 For	online	students:	again,	there	are	two	options.	
	



Option	1	–	travel	to	Las	Cruces	for	the	scheduled	exam	day	and	take	the	exam	in	place	
indicated	on	the	exam	form.		Please	let	us	know	that	you	are	coming	so	we	can	
provide	information	on	where	to	stay,	park,	and	how	to	get	to	the	computer	lab	
for	the	exam.		Should	you	decide	to	come	to	Las	Cruces,	you	are	responsible	for	
all	travel	and	housing	arrangements	and	their	associated	costs.	

	
Option	2	–	take	the	oral	exam	via	Skype	or	Canvas	Conferences.		In	order	to	do	this,	

you	must	have	the	following:		
1	–	a	reliable	high-speed	Internet	connection	
2	–	a	web	cam	–	we	must	be	able	to	see	you	and	you	us	
3	–	a	quiet	place	in	which	you	can	take	the	exam	

	
	 Once	the	exam	is	completed,	you	will	be	asked	to	step	out	of	the	room	(or	we	will	mute	the	

microphone	on	Skype)	and	the	committee	will	discuss	your	exam.		They	will	come	to	a	
decision	on	the	exam	and	you	will	then	be	invited	back	into	the	room	and	will	be	given	the	
results	at	that	moment.	

	
_____	Step	10	–	Congratulations!		You	are	done.		As	long	as	all	the	proper	paperwork	

has	been	done,	fees	paid,	etc.,	you	will	be	able	to	participate	in	the	graduation	
ceremonies.		The	ceremonies	are	open	to	all	on-campus	and	online	students.		
If	you	are	an	online	student,	please	let	us	know	if	you	will	be	coming	to	Las	
Cruces	for	the	graduation	ceremonies.	

	


