PHONE NO. : 0512 2770897

2770172

FAX  : 0512 2770172

E- mail : Alimco_hq@vsnl.net
Website : www.artlimbs.com
INVITATION TO QUOTE

Artificial Limbs Manufacturing Corporation of India

(A Government of India Undertaking)

G.T.Road, Naramau, Kanpur – 208016





Sub : Provision of Manpower for Marketing
      
 Department Activities.

Sir,

1.
The Corporation requires the services of qualified Graduates with experience of work in marketing department of a light engineering company to take up the execution of the following work for a period of 6/12 months.

a) To raise Proforma Invoice for Overseas customers.

b) To maintain DDRCs related information.

c) File keeping and record maintenance.

d) Work related with ALIMCO advertisement in magazine.

e) Yearly projection related work.

f) To raise Proforma Invoice for domestic customers.

g) Typing work to feed letter into computer related with Export, District Authorities, SSA Authorities, and Ministry etc.

h) Transporter tender processing. 

i) C&F agent tender processing.

j) Bills of C&F agent processing.

k) CSQ preparation.

l) Maintenance of product display room.

Contd……2/…

:: 2 ::

m) Work Related with CVO activities.

n) Transporter bill receiving, bill checking, bill details feeding into computer, bill processing to send it to FA.

o) Bilateral bill receiving, bill checking, entry into register, bill processing to send it to FA.

p) To take dictation and typing the work into computer.

q) To write down the address on the envelope, fax the letters.

r) Work related with insurance claim and correspondence with customer & Insurance Company.

s) Work related to raise DPS.

t) Work to depute P.O. for attending the camp.

u) Work related with assembly of Tricycles.

v) MIS related work.

w) Work related with preparation of ADIP Proposal & ADIP-SSA proposal.

x) To maintain the Accounts of SSA share (40% amount) received from various SSA authorities.

y) Camp register maintenance and to update it on day-to-day basis.

aa)Coordination with P.O., assembler, District authorities, SSA authorities.

ab) SSA camp schedule planning.

ac) ADIP form receiving, counting, checking etc.

ad) Customer order for booking.

ae) To receive Demand Drafts and maintain the record into register.

af) To work on sundry debtors.

ag) To assist in follow-up for payment.

ah) Photocopy work.

2.
As per our assessment, the above works would require engagement of 4/5 qualified and experienced persons. Since, you have been offering to provide qualified and experienced manpower for execution of such jobs, you are requested to kindly let us have composite offer for providing four such qualified experienced persons for a period of 6/12 months.

3.
You are also required to indicate the name, age, qualification and experience of the persons proposed to being engaged by you for the above task.
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4.
Your offer should be sent to the undersigned in sealed cover indicating the referred tender no. latest by 1400 hours on 11.08.2008. The offers shall be opened on the same day by T.O.C. at 1530 hours in presence of the agencies that may like to be present on the opening day.

Yours faithfully,

Manager (Marketing)

To,


M/s. ……………………………………………………





…………………………………………………………………





…………………………………………………………………





…………………………………………………………………








Enquiry No.: MB/10/AL





Date		 : 01.08.2008





Due Date	 : 11.08.2008





Time		 : 14:00 hrs.








