
Course Syllabus Distribution 

Dear [Faculty Name], 

I hope this message finds you well. As we prepare for the upcoming semester, we are in the 

process of collecting course syllabi for review. Your collaboration is essential in ensuring that 

our academic offerings maintain the highest standards. 

Attached to this email, you will find the syllabus template alongside the deadlines for 

submission. Please make sure to adhere to the guidelines provided to facilitate an efficient 

review process. 

We would appreciate your completed syllabus by [Submission Deadline]. Should you have any 

questions or require further assistance, please do not hesitate to reach out to me at [Your Email] 

or [Your Phone Number]. 

Thank you for your attention to this important matter and for your continued dedication to our 

students' learning experience. 

Best regards, 

[Your Name]  

[Your Title]  

[Your Department]  

[Your Institution] 


