Moderator Checklist


Make a mark next to each item as you complete it.  Please do not send me your packet of papers until you have completed each of the following:

__________  Grade and score each test

__________  Question 15 should be marked as Correct for all students.
__________  Double-check or have a colleague double check your grading and the score
__________  Put the tests in order with the highest scoring paper on top

__________  Make sure that the top five students (as well as any whose papers you plan 

                       to submit online) have circled NO on their answer sheet where they are  

                       asked if they have a degree.  If not:

                      __________  If they circled YES,  they are ineligible to compete.  Remove 

                                            their paper from the pile.

                       __________ If they didn’t circle anything, contact the student or the 

                                            registrar’s office to determine their eligibility.  If they are 

                                            eligible, circle NO on their test, initial it, and return it to the 

                                            pile.  If they are ineligible, remove their paper from the pile.

__________  Go to the online scoreboard at sml.csmd.edu and enter the top scores (no  

                      more than 10 eligible students from your school).  If you have forgotten 

                      your password, use the link to have it sent to you.  If your school has had a   

                      moderator change or the link does not appear to be working, email me for 
                      the password at susanst@csmd.edu 
__________  Complete the summary sheet.

Mail the completed summary sheet and the original papers of the students whose scores you entered online by November 24, 2008 to:  




Susan Strickland





College of Southern Maryland





22950 Hollywood Rd.





Leonardtown, MD 20650

You must meet this deadline – Round 1 results should be finalized before the end of December so that Round 2 can begin.  If there is a reason that you cannot meet the deadline, contact me immediately.
