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Assumptions:

It is assumed that the person responsible for scanning has all the forms, attached proofs in physical forms. Before accepting forms, make sure that every application and its corresponding proofs are in a single bunch and not separated/mixed with other applications. The physical register MUST be maintained by the agency/person responsible for scanning for inflow-outflow of forms. If required, the forms and its proofs need to be detached (if stapled) for scanning and then re-attached in the same bunch before returning to ECI. It is the responsibility of scanning agency/person to return all the forms AS IS to ECI. 
Type of Scanner to Use:

It is recommended to use flatbed scanner for scanning all the forms & attached proofs. Mobile images/Camera Images/Top-dome scanners are NOT recommended. Any brand of scanner can be used provided it adheres to the scanning specifications described below. Following image shows the type of scanner suitable for this work.
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Scanning Specifications:

Following scanning specifications MUST be followed. Any deviations from these specifications may lead to rework.

· Color Space


:

24-bit color for Photograph page
Grayscale for others

· DPI



:

200 DPI

· Photograph Resolution
:

240(W) x 320(H) Pixels

· Image File Format

:

jpeg

· File Size


:

Max. 300 Kbytes

Process for Scanning:
Following scanning process MUST be followed by the person responsible for the scanning the forms.
1) Get the first form along with attached proofs (bunch). 

2) Set the scanner properties to scan at above specifications.

3) Detach the stapler pin or paper clip. 

4) Scan each page in the order as Form Pages, Age Proof, Address Proof, and Annexure-I/Annexure-II in case of form-6. In case of absence of Age Proof and or Address Proof, the submitted proofs as per the “Guidelines of feeling the form-6” should be scanned. For all other form types the order to be maintained as Form Pages, Proofs, Other Attached Documents. 
5) Scan every page of the form at the above specifications. The photograph page has to be scanned in 24-bit color whileas rest of the pages in grayscale.

6) All the pages MUST be scanned at 200 dpi. NO software Up-sampling is allowed e.g. from 100dpi to 200dpi. Reverse is acceptable (i.e. Down-Sampling from 300 dpi to 200 dpi) if it saves time or found convenient. However original scanning at 200 dpi is preferred. 
7) Each scanned image is to be named according to Unique Number pasted as QR Code. The QR code is pasted at the bottom right corner of each page. E.g. O89277322038-3.jpg, O8209837748-Ad-RC.jpg, O982039282719-Ad-BM.jpg.
8) An applicant’s color photograph needs to be cropped from the first page of form-6. The photograph needs to be scaled to 240(W) x 320(H) before saving. The original aspect ratio needs to be maintained as much as possible.
9) Any skew in photograph MUST to be removed.
10) The photograph needs to be saved in jpg format. The file name for the photograph MUST be <12-digit-no>-photo.jpg. e.g. if the 12-digit number on form QR Code is O982039282719-1 then filename for photograph will be O982039282719-photo.jpg.
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11) After scanning is completed for all the forms. All the hard-copies and soft-copies must be returned to ECI office within stipulated time. 
12) It is advised to create a date-wise folder per job received from ECI. i.e. Images received for scanning on 28/Oct/2016 should be kept in folder named 28-10-2016(DD-MM-YYYY). Sample image folder and filenames are shown below, 










IMPORTANT NOTE:
1) NO skew in the scanned images. 

2) Even if original page has skew, it needs to be corrected for Text. While checking skew, TEXT skew needs to be checked and NOT the page border skew. 

3) NO Warping in the images even at the boarders. The scanned images MUST be visually flat over all the text.

4) In case of torn/dirty/missing/duplicate pages the same MUST BE brought to the notice of ECI. Await instructions from ECI for such forms. Meanwhile, scanning should be continued for other forms.

5) An Excel sheet or Physical Register MUST be maintained for all the ongoing and completed forms. The status of scanning needs to be updated in Excel/Register and same Excel file MUST be sent to ECI. Vendor/Agency/Person Responsible for Scanning MUST ensure that this Excel/Register has limited access and it MUST be ensured that it does not get Deleted/Lost/Damaged. 

6) Scanning and digitization vendor/agency personnel will be responsible for the digitized data including but not limited to original scanned images, temporary copies, final scanned images etc. Any loss of such data will be the responsibility of the vendor/agency, personnel and the same will have to be re-worked by the vendor/agency. 

7) Any deviation from above specification will lead to rejection of the scanned forms and entire forms have to be re-scanned.

8) Strict adherence to target timelines is a MUST.

9) The above Requirement Specifications may undergo changes for improvement purposes.
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