
Tips for Requesting  
and Providing Syllabi

You may be asked to provide a syllabus for 
any course for which you are requesting 
a credit transfer to Penn State World 
Campus. A syllabus is a detailed document 
provided by a course’s instructor that can 
include an outline of the course material, 
course policies, grading criteria, and often 
a schedule of study. 

If you need to request a course syllabus 
and no longer have your instructor’s 
contact information, search the college’s 
directory online. If you do not remember 
the instructor or if the instructor is no 
longer there, search the website for the 
department chair for the subject for  
which you want a syllabus. Email the  
chair and/or assistant with your request.  

It is important that all necessary 
information is included in the course 
syllabus you provide in order to expedite 
the review process. If the syllabus is not 
complete, you may be asked to provide 
additional information. 

Penn State faculty look for the following 
when evaluating course syllabi:

• name of institution

• number of credits for the course

• official course description

• any required co-requisite or  
prerequisite courses

• grading criteria: what was graded  
and how much it was worth

• topics covered by class meeting/
schedule of course content  
(a calendar) with time spent on  
each topic

• number of exams, paper  
assignments, and textbooks or  
required readings

• textbook(s) used with chapters/ 
sections/topics covered  
(course content)

• information about any readings  
besides the textbook
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If you have further questions about what information is needed, please 
review this sample syllabus.
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Number of Credits 

Course Description 

Name of Institution 

Prerequisite Information

Textbook Information

Assignment Information
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Grading Criteria 

Exam Information
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Week: 
Monday – LGM 
work, LGM Activity 
due 
before class ends 

Tuesday – Lab 
work, Lab Activity 
due 
before class ends 

Thursday – Lab 
quiz, 
Lab Quiz due 
before class 
ends 

Friday – LGM 
Q&A, Lecture 
starting 
the new material 

1: Jan 13 – 17 Syllabus, Lecture Ch 1 and 2 Lab Ch 1 Class Survey 
Lecture Ch 1and2, 
LGM Ch 2 due in class 

2: Jan 20 – 24 No Classes 
Lab Ch 2, 
Work on Project 1 

Lab Quiz Ch 2, 
Work on Project 1 

Lecture Ch 3 

3: Jan 27 – 31 LGM Ch 3 due in class 
Lab Ch 3, 
Work on Project 1 

Lab Quiz Ch 3, 
Project 1 Due by 
11:59:59pm 

Lecture Ch 4 

4: Feb 3– Feb 7 LGM Ch 4 due in class 
Lab Ch 4, 
Work on Project 2 

Lab Quiz Ch 4, 
Project 2 Due by 
11:59:59pm 

Lecture Ch 5 and 6 

5: Feb 10 – 14 LGM Ch 5 and 6 due in class Lab Ch 5 and 6 Lab Quiz Ch 5 and 6 Lecture Ch 7 

6: Feb 17 – 21 
LGM Ch 7 due in class, 
check final exam schedule 

Lab Ch 7, 
Work on Project 3 

Lab Quiz Ch 7, 
Project 3 Due by 
11:59:59pm 

Lecture Ch 8a and b, 
file for conflict final 
exam? 

7: Feb 24 – 28 LGM Ch 8a due in class Lab Ch 8a Work on Project 4 
No lecture today, 
Exam 1: Ch 1-7, no class 

8: Mar 3 – 7 
LGM Ch 8b due in class, 
file for conflict final exam? 

Lab Ch 8b 
Work on Project 4 

Lab Quiz Ch 8, 
Work on Project 4 

Lecture Ch 9and10, 
file for conflict final 
exam? 

9: Mar 17 –21 LGM Ch 9 and 10 due in 
class 

Lab Ch 9 and 10, 
Work on Project 4 

Lab Quiz Ch 9and10, 
Project 4 Due by 
11:59:59pm 

Lecture Ch 11 

10: Mar 24 – 28 LGM Ch 11 due in class Lab Ch 11 Lab Quiz Ch 9and11 
Lecture Ch 12, 

11: Mar 31 – Apr 4 LGM Ch 12 due in class 
Lab Ch 12, 
Work on Project 5 

Lab Quiz Ch 9and12, 
Work on Project 5 

Lecture Ch 13 

12: Apr 7 – 11 LGM Ch 13 due in class 
Lab Ch 13, 
Work on Project 5 

Lab Quiz Ch 9and13, 
Work on Project 5 

No lecture today, 
Exam 2: Ch 8-13 

13: Apr 14 – 18 
Lecture Ch 14 and 15, 
LGM Ch14and15 due in class 

Lab Ch 14 and 15, 
Work on Project 5 

Lab Quiz Ch 14and15, 
Work on Project 5 

Lecture Ch16 

14: Apr 21 – 25 LGM Ch 16 due in class 
Lab Ch 16, 
Work on Project 5 

Lab Quiz Ch 16, 
Work on Project 5 

No lecture today, 
Exam 3: Ch 14-16 

15: Apr 28 – May 2 
Lecture Ch 17, 
LGM Ch17 due in class 

Lab Ch 17, 
Work on Project 5 

Project 5 Due by 
11:59:59pm 

Final Review Lecture, 
LGM Review due in class 

Class Meeting Topics 
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