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00 O O . Introduction [0 OO [ OO O O As the integrity of the world economy and Chinas entry into WTO, we have
made great development in international trade, international finance business such as international settlement,
international credit, foreign exchange dealings etc. As a communication tool, banking communication plays an
important role in all these business. Generally speaking, the function of a banking letter is to get or convey banking
information, to deal with varieties of international banking transactions and business.[1 [1 [0 . Quality to the writer
OO0O0O0ODOO0O0O OO Practical English writing does not call for flowery language because it isnt literary
words, but it is required to express your own views accurately in a plain language that is very clear and readily
understood, and to catch the readers attention and persuade the readers into believing what you said. If practical
writing is to achieve its purpose, the writer should have some qualities as follows(] [0 [0 1. A good command of
standard modern English.(J [J 2. All kinds of social knowledge.[] 0 3. Knowledge of technical terms.[] [ 4.
Knowledge of social psychology.[J (I 5. Knowledge of various professions, such as secretary, management,
banking theory and practice, etc..] J O . Preparation before writing J 0 0 0 0 0 0 0O 0O O O O Asa writer,
you should make preparations for your creative works before taking up the pen. Generally speaking, the following
should draw some attentiond [ [J 1. Studying your readers interest, that is, thinking of what your reader thinks.
To achieve this, you should "put yourself in your readers place” and try to imagine how he will feel about what you
write.
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