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Abstract 
Readiness for business correspondence with partners is vital to future managers in an increasingly 
globalized business world. Managers should know not only about the types of business letters, but 
also how to handle them in an everyday business situation. Many executives still prefer a written 
document over other forms of communication, because the document can serve as a contract, the 
facts will be on record in writing, and executives do not have to rely on memory. This is why it is 
important for students to be taught to write a good letter. Although much research has been devoted to 
the problems of teaching Business English, less attention has been paid to the urgent need to 
correspond in English. Business meetings, trips etc. involve extensive correspondence. A 
questionnaire, which gains the future managers’ understanding of writing correspondence in English, 
was completed by students from four groups of similar educational programme in South Ural State 
University (3 experimental and 1 control groups). They were also interviewed to determine their views 
on their own level of competence in business correspondence. As a result, the majority of students 
understand what business correspondence involves and consider it important to their careers. 
However, it appears that students are not familiar with the types and the structure of formal letters in 
English; moreover, they lack specific vocabulary and grammar. In the process of efficiency testing, the 
following methods were used: modeling, pedagogical experiment, pedagogical observation, testing, 
questioning, analysis of students' activity products. The final cut showed that the greatest increase in 
the level of readiness for business correspondence occurred in EG3 (experimental group 3), where 
the process of implementing the model of pedagogical assistance to the formation of the future 
managers’ readiness for business correspondence was carried out on the basis of a set of conditions. 

Keywords: Readiness for business correspondence, future managers, methodological approaches, 
educational interaction. 

1 INTRODUCTION 
The purpose of the experimental work is to assess the effectiveness of the proposed set of 
pedagogical conditions for the development of future managers’ readiness for business 
correspondence with partners in the educational process of the university. Experimental work was 
conducted with students - future managers. The experiment was conducted in the natural conditions of 
the educational process of the South Ural State University. A total of 220 students and 17 teachers 
participated in the study at different stages. When considering the theoretical aspects of the problem 
of pedagogical assistance to the development of future managers’ readiness for business 
correspondence with partners, we put forward a number of assumptions that required experimental 
verification. The formation of future managers’ readiness for business correspondence with partners in 
the educational process of the university at the level sufficient to solve professional problems is 
realized if:  

• the basis is the theory of humanely oriented education, in which at all stages of design and 
implementation of the educational process, the nature-specific properties of students are taken 
into account, educational and pedagogical interaction is realized on the basis of parity of 
student-teacher relationships, and creation of success situations for self-realization of students;  

• the content of linguistic disciplines reflects the main features of the manager's business 
correspondence;  

• the content of the educational process is carried out by a combination of cognitive and creative 
aspects of business correspondence. 
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2 METHODOLOGY 
On this basis, we posed the following tasks of the experimental work: 

1 Identify the principles of the organization of experimental work on pedagogical assistance to the 
development of future managers’ readiness for business correspondence with partners.  

2 Experimentally check the complex of pedagogical preconditions for the formation of future 
managers’ readiness for business correspondence with partners in the educational process of 
the university.  

3 Identify the basic levels and criteria for readiness for business correspondence.  

4 Based on the results of the research, develop, test and implement in the educational process 
methodological recommendations on the pedagogical assistance to the development of future 
managers’ readiness for business correspondence with partners. 

2.1 Stage I - the organization of the experiment 
Based on the analysis of the psychological-pedagogical theory and the study of the educational 
process in higher educational institutions, we have revealed the levels of students' readiness for 
business correspondence. On the basis of the revealed level of readiness, pedagogical means are 
determined, the task of which is to provide pedagogical assistance to the development of readiness for 
business correspondence in the managers’ professional activity through educational and pedagogical 
interaction. The effectiveness of the provisions of the hypothesis of the study is verified as a result of 
the practical testing of the model of pedagogical assistance to the development of future managers’ 
readiness for business correspondence with partners. In accordance with this, the purpose of the 
experimental work is determined: to check the influence of the conditions, put forward in the 
hypothesis, on the effectiveness of the students’ readiness, as future managers, for business 
correspondence with partners. The expected result is an increase in the level of readiness for 
business correspondence with partners. In accordance with this goal, we determined the tasks of the 
ascertaining and forming experiment. 

2.2 The tasks of the ascertaining experiment 
1 Identify the current level of readiness for business correspondence.  

2 On the basis of the revealed level of readiness, determine the levels of each stage in the 
development of readiness for business correspondence. 

2.3 The tasks of the forming experiment 
1 To develop forms and methods of organization of educational and pedagogical interaction in 

pedagogical assistance to the development of readiness for business correspondence, which 
would create conditions for transition from one level of readiness to another, the higher one.  

2 To carry out an empirical test of the developed model in order to determine the effectiveness of 
the influence of hypothetical conditions.  

3 Make conclusions about the confirmation of the reliability of the conditions, put forward in the 
hypothesis. 

During conducting of the ascertaining experiment it was revealed that students consider business 
correspondence as an important aspect in the activity of a manager. Also the university teachers’ 
opinion with teaching experience of at least five years on the importance of business correspondence 
for future managers was also studied. When studying the teachers’ opinion on the importance of the 
readiness of future managers to business correspondence, it is revealed that all teachers note the 
importance of business correspondence in the professional activities of a manager, but they do not do 
purposeful work in this direction, it more often happens from time to time, haphazardly, only some 
types of business letters and work on the model. Teachers expressed interest and desire to get 
acquainted, and in the future to implement in the practice of the educational process the methodology 
of pedagogical assistance to the development of future managers’ readiness for business 
correspondence with partners.  

To study the students' readiness for business correspondence we used different methods.  
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1 It was proposed to write a small essay on the topic "Business correspondence in the manager’s 
activities". In the course of writing this work, students were required to provide answers to the 
items of the plan (for example: "What is business correspondence in the manager's activities?"; 
"What types of letters should the manager write?"; "Do you think business correspondence in 
the manager's activities is significant?"; "What is the purpose of business correspondence?"; 
"What prospects can business correspondence open in the manager's activities?", etc.).  

2 Clarifying the opinion of first-year students on the following topics:  
o if students have an idea of what business correspondence is in the general sense of the 

word;  
o what students understand under business correspondence in the professional activities of 

the manager;  
o whether business correspondence is important for students;  
o if it is necessary for students to obtain the knowledge necessary for business 

correspondence while studying at the university; 
o what, in the students’ opinion, is necessary to change in the communication between them 

and the teacher so that it promotes the formation of readiness for business correspondence, 
etc.  

3 Conducting a test to determine the level of readiness for business correspondence.  

4 Conducting the interview.  
5 Observation.  

6 Analysis of activity products (solving practice-oriented problems) - letters on a given topic or 
situation (for example, write a letter of complaint about a defective product). 

3 RESULTS 
As a result, the following data were obtained:  

• 89.5% of students have an idea of what business correspondence is in the general sense of the 
word;  

• only 32.3% of students are aware of what letters the manager should write;  

• 76.8% believe that for successful self-fulfillment in the professional activities of a manager, they 
need to be able to conduct business correspondence;  

• 82.7% of students noted the absence of an atmosphere of cooperation in the relationship 
between students and the teacher;  

• The abovementioned 82.7% of students believe that if the relationship with the instructor 
occurred in an atmosphere of cooperation, then the quality of their knowledge would be higher, 
in addition, attitudes toward learning could change for the better;  

• 72.7% of students understand that the ability to business correspondence will not arise by itself 
during the training in the university, it must be purposefully formed;  

• 89% of students note that they need help in order to correctly and competently write a business 
letter;  

• for the majority of students, namely 66.4%, it is easier to express their thoughts verbally, 
indicating that the skills of written communication in the native language are not developed, 
29% preferred writing; 4.6% are equally fluent in both oral and written communication;  

• only 8.6% of students have already faced the problem of writing a kind of a business letter; 
71.4% have not yet had to write business letters;  

• As a result of the above opinions, an increased interest in the study of business letters was 
shown by 15.9%, 73.2% would like to try their hand at it, and only 10.9% considered this 
knowledge useless;  

34% of people associate their profession with business correspondence, 41.8% do not rule out such 
possibility, 24.2% think that they will not need business correspondence in the future profession. 
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Students were also asked to write a letter on a specific topic (practice-oriented assignments). 
However, these tasks proved to be beyond the strength of most subjects. Only 12.7% of students 
showed a positive result. 

4 DISCUSSION 
So, students want to conduct business correspondence, understand its importance in the future 
profession, express a desire to engage in business correspondence. The inability of most students to 
write a business letter on their own, their interest in studying business letters further convinced us of 
the need for pedagogical assistance to make future managers be ready for business correspondence. 

4.1 Expert assessments 
To determine the criteria for assessing students' readiness for business correspondence, we used the 
method of expert assessments, since it is necessary to determine evaluation criteria for determining 
students' readiness for business correspondence throughout the entire experimental work [2; 4]. A 
group of experts was created in the number of seventeen people (teachers with an experience of not 
less than five years). This group was given a lecture on readiness for business correspondence as an 
aspect of education, the characteristics of education were described (awareness, consciousness, 
efficiency, skill) with the corresponding indicators [5]. After the lecture was over, experts were asked to 
give weight to each of the generalized readiness characteristics for business correspondence. 
According to the results of the examination, it was revealed that each of the generalized readiness 
characteristics for business correspondence has approximately the same weight in "readiness for 
business correspondence". We determined the maximum score for each indicator in the criteria 
(awareness, consciousness, efficiency, skill) - 5. These criteria for assessing students' readiness for 
business correspondence were used throughout the entire experimental work to determine the initial 
level of readiness and all subsequent levels. During the whole experiment, students' affiliation to the 
corresponding level of readiness for business correspondence was determined by adding the scores 
for each of the characteristics obtained by each student. Readiness for business correspondence was 
determined by the following formula, based on the equal contribution to the readiness of each 
characteristic and considering that the average number of indicators in each criterion is three: R = A + 
C + E + S, where A - awareness, C - consciousness, E - efficiency, S - skill. For each level of students' 
readiness for business correspondence, the upper and lower boundaries were determined. If the sum 
of points is in the interval [15 - 30) points, the level of readiness is initial; [30 - 43) points - pre-
sufficient level of readiness; [43 - 53) points - sufficient level of readiness; from [53 - 60) points - the 
level is higher than sufficient. In order to determine to what level of readiness for business 
correspondence students belong, we have selected tests, questionnaires, assignments based on the 
analysis of literature on this topic [1; 3, etc.]. Awareness was determined by testing general ideas 
about business letters; about business letters in the activities of a manager and their components. 
Consciousness - by questioning, conducting interviews to determine the student's focus on business 
correspondence. The efficiency was determined by questionnaires and by analyzing the products of 
students' activities (it was suggested to write a letter on a given topic). An emotional attitude to 
business correspondence was found out. The skill was revealed in practice in the process of business 
correspondence with the help of practice-oriented tasks, the ability to use the accumulated knowledge 
and skills in the process of business correspondence was clarified. Along with testing and questioning, 
a survey and interview were conducted, which also aim to determine the students' affiliation to a 
certain level of readiness for business correspondence. Based on the results of testing, questioning, 
analysis of activity products (letters) and essays, as well as observation and interview, the student was 
assigned to one or another level of readiness for business correspondence. We obtained the following 
data: 23.18% of students are at the initial level of readiness for business correspondence, 60% of 
students refer to the pre-sufficient level of readiness for business correspondence and 16.82% of 
students are of sufficient level of readiness for business correspondence. 

4.2 Stage II - the implementation of the model of pedagogical assistance to 
the development of future managers’ readiness for  business 
correspondence with partners 

At this stage, the effectiveness of the developed model of pedagogical assistance was tested to make 
future managers ready for business correspondence with partners. In the process of efficiency testing, 
the following methods were used: modeling, pedagogical experiment, pedagogical observation, 
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testing, questioning, analysis of students' activity products. In the first experimental group, the 
following conditions were met: reliance on a personality oriented education; the content reflects the 
main features of the manager's business correspondence; the content of the educational process 
reflects the cognitive aspects of business correspondence. In the second experimental group - 
reliance on a personality oriented education; the content reflects the main features of the manager's 
business correspondence; the content of the educational process reflects the creative aspects of 
business correspondence. In the third experimental group - reliance on a personality oriented 
education; the content reflects the main features of the manager's business correspondence; the 
content of the educational process is carried out by a combination of cognitive and creative aspects of 
business correspondence. In the control group, the educational process was carried out in a traditional 
way.  

The expediency of choosing three experimental groups was justified by the logics of the study and the 
need to check: - if it is really necessary to establish the readiness for business correspondence with 
partners in the professional activities of the manager, simultaneously observing the three listed 
conditions put forward in the hypothesis; - how effective the process of business correspondence of 
future managers can be, when all the conditions listed in the hypothesis are fulfilled.  

4.3 Stage III of the experimental work is the analysis and processing of the 
results obtained 

The results of control and other works, questionnaires were analyzed, processed using mathematical 
statistics (testing the null hypothesis using the chi-square test for two independent samples), 
compared with the data of the beginning of the experimental work. The final cut showed that the 
greatest increase in the level of readiness for business correspondence occurred in EG3, where the 
process of implementing the model of pedagogical assistance for the formation of the willingness of 
future managers to business correspondence was carried out on the basis of a set of conditions. 

5 CONCLUSION 
The confirmation of the statistical significance of the differences in the distribution by levels of 
readiness for business correspondence was obtained by us using the chi-square test at a significance 
level of 5%. When comparing the control group with each of the experimental ones, we came to the 
conclusion that only EG3 has essential differences with the control group. The EG1, EG2 groups have 
no significant differences in the level of readiness for business correspondence compared to the 
control group.  
Analysis of the materials of experimental work allows us to conclude that the hypothesis of the study 
has been confirmed. 
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