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OFFICE ORDER
Subject: Engagement of Courier Companies —w.e.f. July 01, 2011.

Two Courier Companies namely M/s. First Flight Co. and M/s. Trackon Co. were
engaged for external and internal ‘Dak Management System’ of the Institute. It was felt
necessary to review and reconsider the functioning of the above ‘Dak Management System’.

Taking the above into cognizance, fresh tenders were invited through leading news
papers and a Committee was constituted by the Director to review and recommend the names
of Courier Companies for such services. The Committee while making its deliberations
examined the various factors pertaining to services to be availed from the Courier Company in
order to provide better services. The said Committee, after going through all the parameters,
recommended the following courier companies for future engagement in the Institute and the
same was approved by the Competent Authority of the Institute:- .

(i) M/s. Overnite Courier Company
(i) M/s. Trackon Courier Company

To streamline and standardize the Central Dak Dispatch and Distribution System,
the above Courier Companies will be entrusted with the following activities w.e.f. 01.07.2011:-

(i) M/s. Overnite Courier Company - External Dak delivery within India
and abroad, as well as collection -
and distribution of internal dak
within the institute.

(ii) M/s. Trackon Courier Company - External Dak delivery within India
and abroad, as well as collection
and distribution of internal dak
within the institute.

For effective services in the Internal Dak Distribution system, the aforesaid Courier
companies are allotted different Departments/ Sections/ Units for rendering its services. The
Departments/ Sections/ Units are requested to use the services of the particular Courier
company for internal dak distribution as per details in Annexure-1. However, Departments/
Sections/ Units are free to choose any of the aforesaid Courier companies for sending
external dak/ consignments, (Please see Annexure — 2 for approved rates) or in the
alternative, even through the Post Office by purchasing the stamps from their own imprest
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The Departments/Sections/ Units desirous of sending the external dak through courier
agencies are to mark the name of the courier agency on the top of the envelope and arrange to
hand it over to the identified courier agency located at Room No.101 (C) in the Faculty
Building, or call the representative of the courier agency (Phone No. 6123 for Overnite and
6122 for Trackon) to their respective Departments/Sections/Units for collection of Dak. In case
of confidential mail, the Departments/Sections/Units may send it through their own staff. _

The detailed information about the courier agencies is furnished below:-

Name of the Courier Agency Location Phone Nos.
M/s. Trackon Couriers Pvt. Ltd. Room No.101(C) 6122
M/s. Overnite Couriers Ltd. Room No.101(C) 6123

(adjacent to the Estate Office)

The destination wise rate list within India, and abroad, in respect of above said courier
agencies is annexed at Annexure — 2.

The following points may please be noted and adhered to by the Departments/
Units/Sections while dispatching the mails through the above authorized couriers agencies:

1. For convenient tracking, legible and complete address with telephone/mobile No. be
mentioned on the envelope earmarked for dispatch.

.4 Receipt of each dispatch of mail is to be obtained from the authorized Courier agencies
in order to tally with the proof of delivery (POD).

3. These authorized courier agencies are having services limited only to metro cities,
district head quarters and urban cities/ area, hence no mails to remote areas be sent
through these authorized courier agencies. The availability of service for a particular
destination may please be ascertained before handing over the Dak to the
agency.

4. The bill for each calendar month is to be checked, verified and forwarded by the
respective Departments/ Units/Sections to the Accounts Section after verifying with the
proof of delivery.

5. Temporary accommodation to these authorized agencies has been provided in Room
No.101 C (adjacent to the Estate Office) with phone Nos. 6122, 6123
respectively. In case of any query, the same may be clarified from the office

mentioned above on phone, or in person.
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