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Introductions

Post in the Zoom chat: 

1. Name

2. Role & department

3. What you love about graduate 

advisement

We’ll get started with the presentation in 2 

minutes!

https://unm.zoom.us/j/97652738307


GradNET

▪ Network of administrative & advisement support from graduate programs

▪ Graduate Studies sends two GradNET newsletters per month

▪ Usually 1st and 3rd Thursday of the month

▪ Send grad@unm.edu an email if you or any colleagues want to be added to the 

newsletter list

▪ Graduate Studies hosts one GradNET meeting per semester

▪ Stay tuned for Spring 2027 meeting date/time!
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Who we are: 
Program Advancement & Completion Team

▪ Review degree completion forms

o Program of Studies (Masters)
o Application for Candidacy (Doctoral/MFA)
o Announcement of Exam
o Report of Exam

▪ Review thesis and dissertation formatting

▪ Final approvals for graduation

▪ Thesis/dissertation workshops

▪ Drop-in degree completion advisement 

▪ Wednesdays from 11am-1pm in Graduate Commons 
(basement of Zimmerman Library)
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Agenda

1. Transfer Credit Form (NEW!)

2. Assistantship Eligibility Information

3. Advisement Process Reminders

1. Graduate Studies Deadlines 

2. GradForms Processes

3. Graduation & Proposed Graduation Lists 

4. Manuscript Formatting

5. Petition Process

4. Advisement Tips

5. Contact information 

6. Q&A
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Questions? 

Please post them in the chat! We will 

respond to questions throughout the 

presentation and have time for Q&A 

at the end.



Transfer Form (NEW!)
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Transfer Credit Form

▪ This form is designed help students and 

departments receive pre-approval for graduate 

transfer credit eligibility

▪ Only used for transfer credit (non-UNM credit)

▪ Goal to reduce issues related to transfer credit at 

the time of AC or POS submission

▪ Requires approvals

▪ Advisor

▪ Department

▪ Graduate Studies

▪ Submit form to grad@unm.edu with the subject: 

Graduate Transfer Credit Form for [Student 

Name]
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Next Steps in Graduate Studies

▪ Graduate Studies will evaluate the Transfer Credit Form and research for graduate 

credit eligibility

▪ Potential reasons courses are not eligible:

▪ Lack of official transcript from transfer institution on file

▪ Send transcripts to apply@unm.edu

▪ Not graduate-level courses or not taken in graduate status 

▪ Grades lower than a B (Courses must have a grade of B or higher)

▪ Already applied to two programs

▪ When approved by Graduate Studies: 

▪ Students and department will receive an email with a copy of the completed form

▪ The student will still need to list these courses on their POS or AC

▪ The transfer courses will be transcribed at UNM at the time of POS 

or AC approval
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Implementation in Your Department

▪ We strongly recommend for students to submit the Transfer Credit form early in their 

studies

▪ First or second semester would be preferred 

▪ Departments should determine the internal process for communication and 

implementation of this new form

▪ This is a pilot project; and this form is not required at this time

▪ You may share any feedback with acgordon@unm.edu 

▪ Students will still need to include any transfer credit in the POS or AC form for use 

towards their program

▪ Check out our website for the form and instructions!
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Assistantship 

Eligibility
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Academic Eligibility & End Dates 

▪ Graduate students with assistantship 

contracts must:

▪ Be registered for 6 credit hours in the 

fall and spring terms

▪ Have a minimum GPA of 3.0

▪ Graduate Studies will check the 

academic assistantship eligibility during 

the second week of the term.

▪ Please make sure assistantship 

holders who are taking variable 

credit classes update their credit 

hours to meet the minimum credit 

requirement.

▪ Graduating Students

▪ If you have students graduating in 

Fall 2026 the end date on their 

contract must be Dec. 12, 2026. 

▪ Dec. 12, 2026 is the last day the 

student is a student and is eligible to 

hold an assistantship contract. 

▪ Questions – please email 

lmayo@unm.edu 
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Deadlines
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UNM Catalog Deadlines
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https://registrar.unm.edu/academic-calendar/ten-year-semester-dates-calendar.html


Emerging Deadline for Fall 2026 Graduates

▪ November 16th: Report of Exam (RoE), Manuscript, and Manuscript Forms 

must be received in the Graduate Studies queue

▪ We want to emphasize that the RoE must pass departmental approval by 

this date and be in the Graduate Studies queue.  

▪ *Note that this deadline is typically November 15th, but since that falls on 

a weekend, we move to the following weekday
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Graduation
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Proposed Graduation Lists

▪ Please submit through the Proposed Graduation List portal

▪ Note: the department has full responsibility for the graduation term

▪ Example: If a department listed Lucie Lobo on the Fall 2026 graduation list and 

then submits a Spring 2027 list with Lucie Lobo, Graduate Studies will move Lucie 

Lobo to Spring 2027

▪ This is a common issue – please pay close attention to your lists!

▪ Recommendations: 

1. If your department has a formal Intent to Graduate form, please include a 

receipt sent to the student with the graduation term selected 

2. Double check if any change in graduation term is intentional
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Commencement Participation for Fall 2026 Grads

▪ All pending graduates for Fall 2026 will receive information via email about 

commencement RSVPs 

▪ For any questions about commencement, please email graduation@unm.edu 
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Courtesy Policy

▪ Deadline to be eligible for Spring 2027 courtesy is December 14, 2026, at 11:59 PM 

(Mountain Time)

▪ Students must complete all degree requirements (including manuscript submission and forms) by 

December 14th, or they are not eligible for courtesy. 

▪ Deadline is always the Monday after the last official day of the term (if the last day is on the weekend).

▪ If students qualify for Spring 2027 graduation with courtesy, they do not need to register 

for any credits or pay any tuition or fees in the Spring 2027 term 

▪ Indicate if students are courtesy on the Spring 2027 graduation list

▪ *Note: Manuscript accessibility requirements apply to all Spring 2027 graduates.
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Certificate of Completion

▪ If students need verification of the completion 

of their degree requirements for employers, 

they can submit a request for a Certificate of 

Completion form. This is an effective tool for 

students to show that program requirements 

are completed before the degree appears on 

their transcript.
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GradForms
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Program of Study (Masters/GCERT)

Due

Semester prior to 

Graduation Semester: 

October 1, March 1, July 1
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Application for Candidacy (Doctoral/MFA) 

Due Last Day of the

Semester prior to 

Graduation Semester
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Announcement of Exam

Due

Two Weeks before 

Exam or Defense
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Report of Exam
Due Two Weeks after 

Exam or Defense

OR

 No Later than April 15, 

July 15, November 15 of 

Graduation Semester 

Whichever Comes First
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Adding a non-UNM committee member

26

Only staff and faculty can 

complete this form



Manuscripts & Forms
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Manuscript Formatting & Forms

Formatting Requirements 
We review the entire manuscript for formatting requirements. 

Starting for all Spring 2027 graduates, we will require 

manuscripts to meet the Accessibility tracker requirements in 

Adobe Acrobat. 

Manuscript Components: 
• Front Matter

• Cover Sheet

• Title page

• Acknowledgements

• Table of Contents

• List of Figures; List of Tables (optional)

• Body

• Appendices

• References 

Manuscript Forms (Required for All Grads)

• Information Cover Sheet 

• Certificate of Final Form for Manuscripts

• Electronic ETD Release Form

• Embargo Restriction Request (if needed)

PhD Students Additional Form 

• Survey of Earned Doctorates

Questions? 

Contact manuscripts1@unm.edu 

Ready to Submit? 

• Submit all forms on Manuscript Submission Portal 

• Digital Repository

• ProQuest (for Doctoral only)
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Manuscript Workshops

We encourage students who are working a thesis or dissertation to attend a manuscript 

workshop to learn about UNM-specific requirements for formatting and submission. These 

workshops are offered by our Graduate Studies manuscript team and all workshops cover 

the same material.

Fall 2026 Workshops
Offered hybrid in the Graduate Commons (basement Zimmerman Library) and Zoom

Wednesday, October 21 from 10-11am

Thursday, October 29 from 2-3pm

Tuesday, November 3 from 11am-12pm

Zoom link:

https://unm.zoom.us/j/97226130981
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Petitions
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Petition to the Dean of Graduate Studies 

▪ Use Petition Form on grad.unm.edu

▪ Two statements are required: 

1) Student

2) Department leadership

(Graduate Chair or Director)

▪ As stated in the UNM Catalog, petitions are 

intended for students experiencing "unusual 

or extraordinary events, particularly 

circumstances beyond their control that 

would penalize them unfairly." 
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Advisement Tips
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LoboWeb Comments

View “Add Comments for Selected Student” for 

Graduate Studies Notes. 

Example below:  
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Check Pending Graduation List

Please check your Pending Graduate list on a 

regular basis on MyReports. We recommend it to 

make it part of your weekly routine. 

Remember to select “Pending” for the Graduation 

Status!
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Document Your Advisement

Create a regular practice to check for degree progress for students in 

your department that’s accessible to at least another staff/faculty in your 

department.

Student Hub can be one secure place to document advisement notes. 

This software launched in mid-Summer 2025

• Most undergraduate advisement and a few graduate offices use Student Hub

• Note that graduate students may occasionally receive Student Hub emails 

(even if your office does not use Student Hub). Pulse Checks are triggered in 

Student Hub when a student drops a course after census and does not add 

new hours within a certain amount of time.

Have a strong documentation system? Share with us your strategies! 
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Degree Completion Drop-in Advisement

Drop-in advisement is designed for graduate students to ask quick questions about their 

degree completion requirements!

For this Fall 2026 semester, drop-in advisement is offered on Wednesdays from 11am-1pm in 

the Graduate Commons (basement Zimmerman)
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Contact Information
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Update Grad Program Information

Please make sure that your Graduate 

Program information is up-to-date on our 

website for prospective and current 

student reference. 

Form to update graduate advisors in 

degree listings: 

https://grad.unm.edu/resources/faculty-

and-staff/website-requests/update-

advisors.html  
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Contact Us

We encourage you to use our shared email addresses, so 

we can respond to your questions and concerns as soon as 

possible! 

All Graduate Studies inquiries: 

grad@unm.edu 

Manuscript forms and inquiries:

manuscripts1@unm.edu 

We can schedule department presentations or workshops for 

students, faculty, and/or staff upon request.
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Quest ions? 
40
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