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Gluidline :-

A. PhaseI- Pre-scanning

Prior to scanning process, there are number of activities that need to be carried out so that the
documents are properly handled. Vendor should take special care to ensure that not even a
single document is lost/misplaced/damaged. The steps in this stage of the process are as

follows:
1. Document Collection

The vendor will collect all documents mentioned in the scope of work from the concerned
department official. It will maintain Log Register for documents collected and returned along
with department officials. While collection, the following details should be entered into the log
register:

Name of village

Book type

No. of books

No. of pages (in each book)

ora]

Date of collection
Expected date of return

Actual date of return

I I S

Collected from and Signature
Collected by and Signature
Returned to and Signature

e

—.

k. Date of return

1. Any other details will be decided with the successful bidder before start of project

Vendor should capture all the above mentioned details accurately in the inward/outward
module of eRecords application. Vendor should ensure that number of pages in each book is

accurately captured and is then cross-checked with the number of pages scanned.

To streamline and smoothen the continuous flow of documents, concerned department
officials in each record room will list the name of all villages to be scanned in a taluka. Records
will be given to the vendor of the same village in both the record rooms simultaneously.

Records will be handed over to the vendor in sets of 5-10 villages, or as desired by the vendor.

The vendor should maintain order of the documents without disturbing chronology of the
documents and without mixing pages between different documents. In case of unavailability of
required documents or pages missing or books missing, it should be notified to the

department. Continuous assistance from the department will be given for availability of
required records.

@



Vendor should inform department officials about illegible textual records. Department
officials will guide the vendor as to how such documents should be scanned.

2. Document Preparation/Repair

Prior to handing over the documents to the vendor, department officials will prepare the
document in the following manner:
* File dusting to remove dirt and other possible noise causing particles
* Attaching top sheet/jacket on each land records book/file with details such as
o Name of Taluka (e.g. Bhor)
o Name of Village (e.g. Sonavadi)
o Type of Document (e.g. Tippan)
o Book Number (e.g. Book No.2)
o Number of pages (e.g. 180)
o Size of the page (e.g. A4, A3 ete.)*
© Document binding to be opened - Yes / No
* Provide a running serial number to each book/file and maintain record of the same
* Numbering each page in the file using automatic number puncher
*In case page size of a document does not Jfall under the standard size, department officials

will capture the nearest standard size.

Vendor on receipt of such books should prepare and repair all documents received. They
should take special care of documents that are very old and not in good physical condition.
The vendor is required to take necessary precautions while handling all documents. Vendor
should also do document preparation and repair work at their end. Activities to be undertaken
during this sub-phase are:
* Dusting the files to remove dirt and other possible noise causing particles
* Un-binding/defiling of only department approved documents (this should not lead to
further deterioration of the documents)
* Removal of stapler pins, clips ete. of only department approved documents(this
should not lead to further deterioration of the documents)
* Repair the documents for scanning using cello-tape* or enclosing the documents in
plastic pouches (depending on the importance and condition of the documents)
Note:
* *The vendor should note that cello-tape used should not lead to shining output. The cello-
tape should be such that the data underneath it is not lost and also images does not have

shine marks.



= The vendor will take guidance from the concerned department officials of the record
room on files which needs to be defiled or where stapler pins/clips should be removed,
even though it may be mentioned on the top sheet by the department. The vendor will re-
bind the documents ajter scanning activity is over and submit it to the concerned

department officials in acceptable manner.
3. Quality Check

The vendor should conduct thorough quality check before sending any document for scanning.
All documents need to go through quality check. It is mostly a visual quality check of the
records for visibility, readability etc.

o It should be checked that all files/books have top sheet attached to them

e It should be noted that all pages have been numbered

e Itshould also be checked that they are not cloth mounted, torn or ragged

o Itshould be checked that there are no folds

¢ Itshould be seen that they are dust free

 Itshould be checked that all damaged documents have been repaired and scan ready

o It should be checked that is there any important data loss due to tight binding. In such

cases a decision on whether to open the binding should be taken at taluka level.

Note:
The vendor should be prompt in informing department officials regarding completely

destroyed documents handed over to them as soon as they receive it.

B. Phase II — Scanning

1. Scanning

Records may be scanned using flat bed/sheet fed scanner/book scanner. The choice of scanner
depends completely on the condition of the document. In case the document is very torn and
cannot be fed in the sheet feeder, then flat bed scanner should be used. In case, the document

cannot be scanned using any type of scanner, book scanners can be used as image capturing

device.

While scanning, the important parameter is DPI (dots per inch), which has to be precisely set.

In general, the follbwing minimum specifications should be adopted while scanning:

a) 300 dpi in colour. (In case legibility of the characters is not proper, the bidder should scan
at higher dpi. No extra payment for the same shall be made)

e3b) Image should be stored in pdf/a.



é)c) Image orientation should be upright.

e3d) Image should be clean and free of noise.

He) Legibility features should be good.

£)f) _Image should not be skewed or warped,

hjg) IMAGES SHOULD BE SCANNED IN SUCH A WAY THAT PRINTOUT OF

IMAGE ON PAPER WILL BE CLEAN AND LEGIBLE ON 1:1 SCALE

While scanning, the sheet has to be fed in straight upright position and smoothened so that no

folds are generated while scanning. In the flat-bed scanner, the document has to be laid flat on

 the glass, smoothened and scanned; and bulging should be avoided.

Note:

2,

In case the documents are not legible, it will be the bidder’s responsibility to scan the

documents at higher resolution.

The bidder should note very carefully that many regions in various divisions may have
problems of uninterrupted power supply due to load shedding. The bidder should be
ready to work during time period whenever electricity is available.

Quality Check (Scanned Images)

Quality check after scanning is of utmost importance. Images clearing this QC will lead to

movement of documents to metadata entry phase. QC activities in this stage are:

Vendor should check that no page has been scanned twice. Payment for such extra
scanning will not be made to the vendor
Vendor should ensure that blank pages are not scanned unless given page number by the
department officials.
Vendor should check scanned records for DPI, Image Quality, Format, Noise removal etc.
Vendor should do 100% on screen validation (along with department officials) for beth
setall scanned efimages {3e0-dpi-and106-dpi)and submit the log for 100% QC work done
along with QC certificate,
Vendor should check for the quality of the image

o Theimage should not be too dark/too light
The image should not have been captured under improper lighting
The image should not be cropped from any side
The orientation of the image should be right

The image should be in correct color mode

Q.0 0 050

The color is consistent in all the images and not patchy

The image should not be skewed

[¢]



o The image should not be blurred

o The image should not have excessive noise

o There should not be any data loss due to folds

o There should not be any data loss due to tight binding and bulge at the center
o There should not be extra darkness at the edges

o There should not be unwanted black vertical lines on the scanned images

o Post 100% verification and validation by vendor, 100% QC will be done by department
officials '

o Images should be scrutinized by vendor in detail for any other kind of issue in the scanned
images

¢ Vendor should also check that all records obtained from the department have been
scanned and no document has been missed out

» Quality check should happen on a daily basis along with scanning

¢ Vendor should note that the scanned images will be printed later for serving to citizens. So

the quality of no image should be compromised and it should be exact replica in size
3. Handover of documents (back to department officials)

After completing quality check of scanned images, all the documents should be handed over
back to the department in their original condition. Appropriate entries should be made in the
inward/outward register (mentioned in A.2) in presence of the vendor representatives and

department officials.

Note:
Under no circumstances shall the documents be changed, mutilated, destroyed or replaced
by some other documents. Any damage to the documents will lead to heavy penalty for the

vendor. Thus the vendor should take utmost care of the documents taken for scanning.
4. Metadata Entry

Metadata stores information related to the scanned images. Accurate metadata should be
captured for all scanned images, as that becomes the base for all future search and
transactions. Metadata entry is done by adding appropriate tags to each scanned document.
Metadata entry will be done through Double Blind Data Entry method i.e. two people will
enter the metadata for the same scanned image independently. The metadata entries done by
these operators will be compared by the application and those with wrong metadata entry will

be shown to the supervisor. Vendor should correct all such errors at no extra cost.



Vendors can perform metadata entry activity at the District Head Quarter in the space
provided, but only after acceptance by the District Collector. Such space will be designated as
District Metadata Center. Vendors should ensure high security in handling data by its
operators and project managers. Vendors will ensure that none of the desktops used for
scanning and metadata entry have USB ports, CD Drives or USB ports and CD Drives are
blocked. Data transfer should be allowed only from Operation Servers. All scanned images
should be transferred under the supervision of the supervisor/project manager for the record
room along with concerned department officials. No document/ scanned images should move

out of the government premises, without consent and supervision of department officials.

A tentative list of metadata along with document type has been mentioned in Annexure A. The
final list will be decided and communicated to the successful bidder before start of the project.
Vendor should capture all metadata available on the documents accurately as this forms the
base for all document searches and analysis in the future. If metadata formats for new records
needs to be incorporated, it will be finalised by SC&DLR (M.S.), Pune in consultation with
concerned District Collector. Bidders should note that the records will be primarily in Marathi
with some data also in Gujarati / Urdu / Kannada / Modhi Lipi, etc. which are presentin some

areas. Bidder should deploy adequate manpower to ensure that all non-marathi language data

is understood and correct metadata entry in Marathi is done. Language details for all such
records should be captured in language metadata tag. Vendor should capture language details
of each document type at the beginning of the entire metadata entry activity.

While performing metadata entry in UNICODE Marathi, vendor should ensure that there is no
garbage (GOLU) characters in the data fed in the application. Vendor may deploy his own tool
to ensure the same.

o



List of records to be scanned at CTSO is as follows:

=
.

5.

SN

Enquiry Register

Property Card

Property Register (wherever applicable)
Field Book

Vaslevar Book

City Survey Gaon Dharika

Town Planning Scheme (B - Book)

Metadata Quality Check

Quality check after metadata entry is very important. Images clearing this QC will lead to

submission of the documents to department for acceptance. QC activities in this stage are:

The vendor should do 100% on screen validation (along with department officials) and
submit log for 100% QC work done along with QC certificate
The vendor should check the documents for the following:

o Whether all required metadata fields have been captured

o Whether the metadata captured is correct
The vendor will be required to handover 1% sample printout of each document type of
record at the end of each fortnight to the department for quality check.
The vendor shall generate a report identifying mismatch between the number of
documents submitted for scanning and number of documents scanned.

Post QC by vendor, department officials will perform 100% QC on metadata

The bidder should also suggest their quality plan to the department over and above the quality
checks mentioned here. Templates for the same will be decided with the successful bidder

before commencement of work.

Note:

It is the absolute responsibility of the vendor to ensure that the content of scanned
documents is an exact replica in size of the original paper document.

The vendor will be provided a QC module within the software for quality check

The vendor should also install software instances on computers as desired by department
officials for quality check purpose

The vendor will appoint skilled and qualified manpower for QC purpose. Manpower
utilized for QC and scanning & metadata entry work should be different




The vendor will provide two computers exclusively, with DSR application installed to
department officials during the project for QC activities of the department. The

- computers will also be loaded with the scanned images and metadata. In case 2

computers are not enough to complete QC in the stipulated time, then vendor should
provide more computers.

All records unacceptable by department (due to improper image, missing
metadata, wrong metadata) will have to be rescanned and metadata re-
entry by the vendor. The vendor will not be remunerated Jor all such

documents re-scanned.

Quality Check of 1% printouts

The vendor will be required to handover 1% sample printout of each document type of
record at the end of each fortnight to the department for quality check, after completion of
QC of metadata entry. Vendor should ensure timely submission of images for QC.

Note:

It is the absolute responsibility of the vendor to ensure that the content of scanned
documents is an exact replica in size of the original paper document.

Printout should be provided in the same page size as that of the original document

In case the printout is rejected, such reasons should be documented and shared with the
department officials.

Vendor should rectify all such errors and re-submit the printouts for verification.
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Approved Scanner’s for eRecords
' Project

Type of Scanner Make & Model

Kodak 1405/1420 (with A3
attachment) , Kodak 2400,
4000 (with Flat bed
attachment), Canon LIDE
110

Faltbed / ADF & ADF
Scanners

Boo Scanner : Bookeye 4

@

20/09/2017



% (Specially for Laminated
documents)

Book Scanner : Book2Net

z .

Flatbed /| ADF Scanners with A3 / Flatbed
attachment

20/09/2017
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ST SUGE B QU Te. IS W foreet areflers 3 arfew 9 9u srflers i sifieia I+t wreren Taaq
STl S8 A anfYr Aereer agdl qurl exragren gaar Ariefiiea R R e Sivrel
H1/S0ET ABUR BT ATers P SaT 01 U AT, PIVRATS! SHAME! gl o1 uifar =
RFP AT GfReTesT (STTered) e Rt Shevafl o, el Rrehean Wi eifel ST o) Teset a6l arereres
wag wd 39 <eferm i aifteia / Rres srefleras ffy sifieda g Ereliesymm a=m <o 3 anea.
9) a3 WHRTT FRATT ATORTEATE TR -

3 g& THR (Book Scanners) - Bookeye ¥, Book ? net, Tirth Scan Arc Y (for laminated

Documentes only )
9) Flat Bed / ADF Scanners - Kodak | 8 o4 /1% 20 (with A-3 Flat Bead Attachment), Canon

LIDE 990, Kodak | %00, Kodak | Booc with Flat Bead Attachment.
) Whd hoed ARSETE TuET TUREh - W ol AfYSEE! WEERle Ak (mage) 8 @
=i 9y srfere gy arfteie / Rrear wefas i aftise o a=e) 3 sesadagaR eRlian ArfesH
BRI, R BT ST G000 qUrRo HIE.




