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Specimen of Fax Message

Need Immediate Action.

Government of the People’s Republic of Bangladesh

................ Ministry/Division
............ Section
WWW,------- .gov.bd
Fax Message
Fax mesg. No........c......... (File number)
Dated.......cccccvennnee.
To Name....cocoeeveevieereeereeene (Capital Letter)
Designation............cccveene....
Office/Organization........... .
From : Name........cccooovevvveviieieereennnne, (Small Letter)
Designation.........ccccceeeeneeee
Office/Organization............
SUDJECE & oot
Ref: (if any)....ccceeeevveevieeieciieeieeeeee,
Dear Sir,
Subject matter of the Message
Regards,
Yours sincerely,
Signature
Sender’s Name ...........ce..e.....
Phone.......ccooevvevieiieiieenen,
FaXo oo
E-mail ...ocoooviiiiiiieee

Copy forwarded for kind information/Necessary Action:

(1) Ifthe message has been sent to the head of the office then attention of the person concerned
may be drawn.

(2) Main copy should be despatched to the recipient as early as possible.
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