
BMG-207 – Business Communication Course Syllabus 

Course Code: 

BMG-207 

Course Title: 

Business Communication 

Course Description: 

In this course; students will learn the conceptual; theoretical and strategic 
framework of fundamental brick-and-mortar as well as online retail management 
principles coupled with the practical applications of retailing policies; methods and 
procedures. Topics covered include managing; marketing; selling; promoting and 
distributing retail goods and services. Students will learn to apply their 
understanding of the retailing environment to prepare them for a career in the retail 
industry. 

Prerequisites: 

Academic Reading and Writing Levels of 6 

Outcomes and Objectives: 

Please refer to the BMG-207 Master Syllabus 

Required Text and Materials: 

Please confirm edition with WCC Website or go to the WCC Bookstore and use the 
Find the Course Materials feature to view the required and recommended course 
materials: https://washtenaw.bncollege.com/course-material/course-finder 

• E-book within the Blackboard course site 

• Use of WCC’s Blackboard and email account are required. 

Course Overview and Structure: 

What will I learn? 

In addition to providing you a structure to become a more independent, self-
motivated, life-long learner, upon successful completion of this course, you will be 
able to: 

• Identify the process steps used to create, analyze, and improve your written 
and spoken business messages. 

• Recognize the correct format and visual design for business letters, reports, 
résumés, emails, and presentations. 

• Create positive/neutral, negative, and persuasive business messages using 
at least one of each of the following – letter, report, résumé, email, and 
presentation. 

How is the course structured? 

This course is divided into four units. 

https://www.wccnet.edu/mywcc/faculty-staff/curriculum/course-program-data/syllabi/bmg/ms_bmg207.pdf
https://connect.wccnet.edu/academics/schedule/
https://washtenaw.bncollege.com/course-material/course-finder


Unit 1: Mastering Communication Fundamentals 
In this unit you will learn the foundational knowledge needed - such as the 
communication process and the 3-step process when creating a message. 

Unit 2: Communicating In-Person 
In this unit you will learn topics such as running effective meetings, handling 
conflict, body language, working in teams, and more. 

Unit 3: Creating Written Messages 
In this unit you will practice using that foundational knowledge to create and 
submit an application letter, a résumé, an email, and a letter. 

Unit 4: Creating Reports and Presentations 
In this unit you continue to build your skills by creating and submitting a written 
report and then creating and submitting a presentation on the report. 

How do I earn points? 

You have the potential to earn 1600 points in this course. 

• Discussions: 200 points (12%) 

• Lecture Activities: 220 points (14%) 

• Practice Quizzes (PQs) & Unit Tests: 480 points (30%) 

• Assignments: 700 points (44%) 

When are things due? (For specific dates see the Course Schedule) 

It is so easy to procrastinate in an online class and that causes you to fall behind. 
Catching up is difficult and stressful. That is why the Course Schedule is your most 
important document to stay on track. 

Required Due Dates 
The Course Schedule gives you a detailed listing of all activities and assignments 
you need to complete. The graded assignments have due dates that are not 
negotiable - they are required due dates – and are in bold lettering and highlighted 
in blue so you can easily see them. 

Suggested Due Dates 
The suggested due dates for the other activities are intended to keep you on track. I 
have done this because previous students asked for additional guidance on how to 
manage their time in an online course. 

Be sure to print the schedule as well as note all the due dates in whatever type of 
calendar you use – paper or electronic. In fact, use the schedule as a checklist. As 
you complete each item, check it off. 

What Happens When Work is Submitted Late? 
In a business environment, you constantly need to meet deadlines. That is how the 
work gets done and meeting those deadlines can help advance your career. The 
due dates in this class work in a similar way. 

If you submit work on time, you have the opportunity to receive the maximum points 
possible. Anything submitted late will receive point deductions or zeros. Any 
variation to this is at the Instructor’s discretion. 



Individual Work 
For individual work (e.g., practice quizzes, unit tests and some assignments), you 
have a 5-day grace period after the due date to submit any late work. Your late 
submission will receive partial credit, which is ½ the earned score. For example, if 
you take a late test during the 5-day grace period and score 90 points, the official 
grade recorded will be 45 points. 

No late work will be accepted after the 5-day grace period. 

One-Time Pass 
We understand, however, that “life happens” and sometimes you will not be able to 
be on time for a graded activity. Therefore, you have a one-time late pass which will 
void the late penalty point deduction and can receive the full point value.   

Remember that this is a one-time only pass and can be used only for individual 
assignments. Any other late work submitted during the 5-day grace period will 
receive 1/2 credit. 

To Request the Pass 
To request this pass, you need to send the Instructor a message in writing. Then 
you must complete the graded activity within 5 days of the original due date. 

Group Work 
You will also have group assignments in this class, such as discussions and some 
assignments. Similar to a job, when working in groups, you need to be on time with 
any tasks in order for the team to move forward timely, efficiently and effectively. 

For example, submitting a late main post to a discussion means others will not have 
time to read and respond to what you submit. Once the discussion closes, any 
further posts add no value to the discussion. If you are late submitting an outline for 
the team to use, it provides no value as the team has moved on to the next step in 
the project. 

Be sure to read the instructions carefully for each 
assignment so that you understand the late penalty 
for each assignment. 

25 Extra Credit Points 
If you meet the deadlines at work, many times you 
receive a bonus. The same is true in this class. If all 
of your work is submitted on time, both individual and 
group work, as a reward you will receive 25 extra 
credit points at the end of the semester. 

This is the only extra credit available in this class, so it is important to make every 
effort to plan ahead and submit your work on time. 

Using a late pass means that you are not eligible for the 25-point bonus. 

  



Summary 
 

Task 
5-Day Grace 

Period? 
Late Pass 

Available? 
Comments 

All Discussions  No No See Instructions 

All Lecture Activities No No Due at end of each unit 

Speech Analysis  Yes Yes Individual Assignment 

Presentation Yes Yes Individual Assignment 

Draft Resume/Letter Yes Yes Individual Assignment 

Final Resume/Letter Yes Yes Individual Assignment 

Draft Negative News  Yes No Individual Assignment  

Final Negative News  No No Group Assignment 

Team Assessment No No Individual Assignment 

Report Outline Yes Yes Individual Assignment  

Final Report Yes Yes Individual Assignment 

All Practice Quizzes  Yes Yes Individual Assignment 

All Unit Tests Yes Yes Individual Assignment 

 

How much time will this take me each week? 
The estimated time required to complete the course activities is a minimum of 8-10 
hours per week. That takes into consideration the normal 3 hours of class time plus 
the college standard of 2-3 hours of outside work per credit hour (6-9 hours). 

I recommend that you become disciplined about logging in and participating in the 
online classroom at least 4 days each week. This will allow you to keep a steady 
pace over the semester.  

It is important that you have at least the minimum amount of time to devote to this 
course.  While an online learning class is based on self-learning, this course is also 
based on a student-centered model.  That means you need to contribute and 
participate in the discussions and other activities in order to be successful in this 
course. 

What Can I Expect from You – the Instructor? 
You can expect a response within 24 hours to any messages through the Message 
Center (except weekends). For discussions and assignments, unless something 
unexpected comes up, you should easily receive feedback within 48 hours. 



How will I know how I am doing? 
All grades will be posted on Blackboard under “My Grades.” If you want to discuss 
your grade, you need to contact me and we will arrange a time that is convenient for 
both of us. 

Percent to Date 
Several days after we complete each unit, you will be able to check My Grades to 
see how you are doing in the class. You will see a line that will say: Unit XX: 
Percent to Date. This is cumulative so, for example, at the end of Unit 2 it will be 
your grade for Unit 1 and Unit 2 combined.  

If you are in the 90% range, it means your official grade at that time is in the A 
territory; 80% range, B territory; 70% range, C territory; 60% range, D territory. 
Anything below 60% is failing. 

Talk to Me! 
That percent will tell you exactly where you stand in the course so if you are not 
meeting your personal goals, talk with me right away. There is usually a student (or 
sometimes two) who comes to me at the end of the semester asking for either a “W” 
or extra credit of some kind. 

• First of all, I do not give Ws. You either withdraw from the course or receive a 
failing grade. 

• Secondly, the only extra credit available is a reward for turning in all your 
work on time. 

• Finally, coming to me at the end of the semester is too late for us to work 
together. 

How do I communicate with you and others in the class? 

Since you are in the business world or preparing to enter the business world, all 
your messages to me should be a reflection of the impression you want others in 
the business world to have of you. I reserve the right to send a message back to 
you and ask that you use business appropriate language, grammar, and formatting. 

In addition to meeting in person if needed, communication in this course happens in 
a number of ways:  

Home Page 
This is the first page you will see every time you log into this Bb course. It will let 
you know if there are any Announcements or any Course Messages you need to 
review. 

Announcements 
This is how I communicate with everyone as a whole class. I will post information 
here that you will need as you go through the semester. You will also receive an 
email of every announcement. 

Message Center 
In this course, we use the Message Center in Blackboard and not email. I will 
respond to your messages within 24 hours, except on weekends. There are distinct 
advantages to using the Message Center. 

• You can communicate with your fellow students without divulging your email 
address.  



• It allows all communication with me to remain within Blackboard.  

• It reduces the instances of you not receiving a message from me because 
you do not use your WCC email account or the forwarding address you 
originally used is no longer valid.  

• It eliminates the possibility of an email message from you winding up in my 
spam file which means I would not respond to your message. 

Discussions (DBs) 
Discussions give you an opportunity to interact with your fellow students. Once a 
discussion is closed, I will grade it and give each of you individual feedback. 

Grade Center 
This is your way of always knowing where you stand in this course. At the end of 
each unit, you will be able to see exactly where you stand in the class by the 
Percent to Date information. And be sure to look for feedback from me in this area 
as well. 

What if email is used? 

According to federal law (FERPA), as an instructor: 

• I must use the WCC mail system to send emails to you. 

• If you send me an email message, I can only reply to a WCC email address 
and not your personal email address. 

If I do receive an email from you, my reply will ask you to use the Message Center. 

Anything I need to know about subject lines? 
Any time you send a message to me – or any of your instructors for that matter – 
the subject line is critical. So in your messages be sure your subject line is clear and 
gives a good indication of what the message is about.  

For example, suppose your subject line is “Question.” Well, that is too vague. It 
should be “Question about the presentation assignment.” Having descriptive subject 
lines helps to prioritize the order of my replies. 

Any closing words? 

This course will provide you with practical information to improve your business 
communication skills. I do hope that this course is career-enhancing for you. 

And remember, good business communication requires clear thinking and hard 
work. The net result is that your ability to communicate in business will improve, 
which will open more career doors than you might anticipate! 

Enjoy the semester! 

What if I need special accommodations? 

If you have any events coming up this semester that may affect your participation 
(e.g., travel for business, illness, pregnancy) let me know as soon as you know. 
That gives us time to work together to make the appropriate accommodations. 
Travel, by the way, is business travel. I do not make accommodations for personal 
vacations. 

Academic Integrity: 

Plagiarism and other forms of academic dishonesty will result in discipline according 
to the WCC Student Rights & Responsibility guidelines. Always complete your own 

https://www.wccnet.edu/about/policies/4095.php


work using your own words. If you do use information, ideas, or words from other 
sources, credit that source using MLA or APA format. 

Accommodation of Special Needs: 

Learning Support Services Department provides support to students who may need 
accommodation for documented disabilities, or other learning need. WCC will work 
with you to accommodate any of your individual learning needs, however, I need to 
know of any requests in advance in order to make the necessary arrangements. 

WCC Student Policies and Support Information: 

Review the material within the Washtenaw Community College Student Policies and 
Support Information for additional policies and procedures that affect you and your 
course. Find this information on this shared page. 

https://www.wccnet.edu/succeed/disability/services/
https://www.wccnet.edu/about/policies/4095.php

