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Email and Letter Drafting- What we practice in COAST

s = All written communication with development partners must be through Joint Dire 1 message
* (Y29 Subject ™18 8 (L :

From: [ "Sanat K. Bhowmik" <sanat@coastbd.net> April 29, 2021 3:11 PM
® W W m m To: | "all pc" <all_pc@googlegroups.com>
= Cc: | "reza" <reza@coastbd.net> | [ "munir® <munir@coastbd.net> | | "Igbal Uddin" <igbal@coastbd.net>
o @% )‘i ﬁ |G’1 w "Aminul Hoque" <aminul@coastbd.net> | | "Zahidul Islam" <zahid@coastbd.net>

"hasan coastbd" <hasan.coastbd@gmail.com>

O
¢ ”is( 3\C ii@t | ” Dear all PCs/PMs/RTLs,

It is to notice you that, from now and onward, Md. Mujibul Haque Munir (Joint Director-Social
P ﬂ‘oﬁ;@ ‘% W Development and Communication) will maintain all sorts of written communication with
\ E * development partners. It means that, PCs/PMs/RTLs are not allowed to make written
communication with donors directly. The CFTM, GCA, CJRF and APC projects will not be under

7
® (ﬁl@q; Q|\¢)| aT (Slcﬂxﬁ this instruction.
:‘ i ‘ : We hope your cooperation.
.

Regards
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Email and Letter Drafting (St 9%t ©p©)
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Report Writing- What we practice in COAST
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* Impact related/ Linked with project outcome
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* Trying to use appropriate word

* Cross check before submission
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Significance of Effective Communication
T ISR QAN &g

o TR IFA @A FAIACE AT T AL @ A8 I
FACO G WEmelCd e 41 (Teamwork), Pa® &9 @3 1]
AL 0O BFo] THAC AT I |




Significance of Effective Communication
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* Non-Verbal Communication

e Understanding the environment of communication
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Effective Presentation Skill 3! FIIFq SoAZ# wFet
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