
Creating a Master Syllabus 

“What is a master syllabus?” you might ask. It is one single list that combines the due dates and important info 
from all of your classes. Creating a master syllabus will help you stay in top of everything you have to do in 
multiple classes, making it easier to properly prioritize what needs to be done and to feel on top of your 
coursework and any other responsibilities. Taking the time near the begging of the semester to gather all of 
your materials and creating this document will save you so much planning time and headaches in the future.  
This handout will show you everything you need to do, so let’s get started!  
 

1. Gather Materials 
Once you have all your syllabi (perhaps even including the one for 

your TA assignment), compile them all together for yourself and 

flip to the page with due dates. In addition to your syllabi you will 

also need your laptop with a spreadsheet or word processor open, 

such as Microsoft Excel, Microsoft Word, Google Sheets, or Google 

Docs.  

You could also easily create your master syllabus using paper and 

writing/drawing utensils. However, the remainder of this guide will 

use Microsoft Excel.  

 

 

 

 

 

2. Creating Columns 
Once you have Excel (or whatever platform you’re 

using) open, go to the top of the spreadsheet. In the 

first row, we’ll put our column labels. The labels can 

be whatever you want, but here are some 

suggestions: 

• Due Date 

• Class 

• Assignment 

• Assignment Type (i.e. reading, quiz, lab 

report, grading, etc.) 

• Points Available 

• Complete (Leave an open section for a 

checkbox, if desired) 

 

 



3. Put in every assignment and due date 
Now, simply go through each syllabus and input the assignments and due dates. You can enter them 

chronologically, or you can enter one syllabus at a time and sort out the dates later.  

Be sure to fill out all of the information across the columns. Includes due dates, what class it’s for, name of the 

assignment, how many points, etc.  

Make sure to double check your assignments and dates. You don’t want to miss anything! 

 

4. Sort by due date 
There are two ways to do this:  

A. Select the Due Date Column 

1. Click the top of the first column one time with your arrow. The whole column should turn light grey 

(if using Excel; it may be highlighted in a different color in a different program) 



2. Then hit “AZ Sort” on the toolbar. It should sort the items by date. 

 

B. Order the list manually 

You can also order the list yourself by copying and pasting the information until they are all in order.  

 

5. Formatting 
Now it’s the time to get creative. Pick a font of 

your choice, though I recommend one that’s easy 

for you to read. Play with font sizes and formats 

until it looks good to you. Feel free to experiment 

and have fun, if you like.  

You may decide to format your syllabus by weeks 

or months, if that makes sense to you. Simply add 

a new row where you want to demarcate the 

different sections.  

If you want to design your own title once printed, be 

sure to leave a few columns at the top blank!  

 

 

 
 



 

6. Print it out! 
And that is it. You have your master syllabus complete. I do 

recommend printing the document, so you are able to (1) carry 

it with you in a planner or folder and (2) cross things off!  

If you are printing on a different computer than you created the 

syllabus, be sure to save the document as a PDF file before 

sending it to the computer you will print it from. This way, your 

formatting will be preserved!  

 

 

 

 

 

 

Feel free to experiment with different ways to make your own master syllabus! As long as it works for you, 

there’s not right or wrong way to create your own.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This worksheet is adapted from an article on the blog Organized Charm by Kristen Horton, “How to Create a Semester 

Assignment Spreadsheet,” originally published February 1st, 2014. Changes were made for clarity and relevance to the 

graduate student teaching assistant program. All screencaps are from Courtney Dreyer.  


