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To,

Subject: Financia) Bid for Selection of Agency for E-Document Management for the
Department (Madhya Pradesh Private University Regulatory Commission, Bhopal M.P.

Sir/Madam,

With reference to tender document for Selection of Agency for E-Document
Management for the Department (Madhya Pradesh Private University Regulatory Commission,
Bhopal M.P.). We submit gur commercial bid as under:

FORMAT FOR COMMERCIAL BID-Bill of Service
Financial Bid Forms

The following Financial Bid Form is provided for guidance purposes only. The Bidders are
requested to fill ONLY the form available ONLINE.

sl. Description Quantity Rate per
No. page
(Exclusive of
Taxes)
A B c D
1 (E-Document Management) COST OF SCANNING PER PAGE LUMSUM | Rovis Fv be-
(one Side), / DIGITIZATION of A4 / LETTER / Filleed YN
LEGAL/A3/A2/A1/A0 PAGE, Data-Entry, Image Uploading on excel Sheeh
server), Software Development. by F1¥h
DECLARATION

| / We agree to keep this offer valid for till the completion of work from the date of
submission of the bid.

I/We agree that Unit Price mentioned above is valid for 1 Year after signing of the
agreement.

I/We agree and undertake to abide by all the terms and conditions of the bid document. In
witness thereof, |/We submit this Bid under and in accordance with the terms of the bid

document. |/We agree to make deductions of TDS and payment of GST as per rules from the

payments.

Yours faithfully,
Date: (Signature of the Authorized Signatory)
Place: Name and seal of Bidder/ Firm
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TENDER DOCUMENT
Madhya Pradesh Private University Regulatory Commission, Bhopal

E-Document Management for Madhyva Pradesh Private University Regulatory
Commission, Bhopa}

Tender No.:

Project Overview

Background

The Madhya Pradesh Private University Regulatory Commission, Bhopal, M.P., faces
challenges in preserving and managing old documents for extended periods. To address this,
the Commission plans to digitize these records systematically. This assignment includes the
scanning, quality enhancement, and cropping of existing records.

The Commission proposes the complete digitization and e-cataloguing of documents, which
involves converting approximately 60 thousand pages into digital format with proper
indexing for easy retrieval. The actual number of pages may vary at the time of execution.

We seek turnkey solution providers with relevant experience in digitizing hard/print copies
and providing post-digitization digital solutions, including image/record retrieval and
integration of new digital records. The entire work will be executed at the location of
Department i.e at Madhya Pradesh Private University Regulatory Commission, Bhopal M.P. All
the necessary and reasonable arrahgements will be provided by the department. ‘

Scope of Work

Digitization Process

1. Doeument Preparation:
o Remova) of staples, pins, c}ips, and other bindings.
o Repair of torn documents.
o Sorting of documents into batches.
2. Scanning:
High-resolution scanning of documents.
o Use of appropriate scanners (flatbed, sheet-fed, ete.).
3. Quality Assurance:
o Ensuring clarity and readability of scanned documents.
o Rescanning if necessary to meet quality standards.
4. Indexing and Meta-Tagging:
o Assigning unique identifiers to documents.
o Creating metadata for easy retrieval.
5. Storage and Retrieval: . -
o Storing scanned documents in a secure digital repository.
o Enstiring easy and eficient retrieval of documents.

(
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6. Integration with Existing Systems:
o Ensuring compatibility with the Commission’s existing document
management systems.

o Providing necessary training for Commission staff.

The work will be completed in below mentioned steps:

1.
2.

Digitization (Scanning/Data Entry) of Reconds from size AO to A6.

Development of Software for Storage and searching of Digitized data
with 5 user

. Upload the image in software in desired format on the server provided

by department.

Provide key search word in software upto 2 levels

5. Upload all the scanned images on server provided by department.

Madhya Pradesh Private University Regulatory Commission, Bhopal M.P hopes to
achieve the following by scanning and digitizing documents for its various
departments.

;

L.
3.
4.

Less Storage space for preserving the documents
Reduction in over all Searching time.

e ) ) g & » 3) 0 | i 1 \ i
increase in pmduciiVitv of processes and office personnel
Availability of the document for sending over mail

The entire process of scanning and digitization of office documents has been
divided into following stages:

ol Sl R o

Setup of scanning and digitization: facility at the dept.

Pfe-Sczl‘nni(hg b?ebé?a‘éi'or"i

Scanning and Digitization

Indexing, Retrieval, Access of scanned documents and Data Entry

Post Scanning activities

Development of Software for Storage, backup and Uploading/ Data
Entry of Digitized data/Records

Uploading the scanned image in software on server provided by
department.

Detailed Scope of Work

A. Setup of scanning and digitization facility at the office of Madhya Pradesh
Private University Regulatory Commission, Bhopal, M.P.

BowoN P

a. The vendor will be required to setup and install atleast the following
infrastructufe (but not limited to} in adequate numbers at the
Madhya Pradesh Private University Regulatory Commission, Bhopal M.P :

Desktops & CPUs
Scanners

/

Network setup
uPs \&7/
( -
Cf/ gg/
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b. The vendor should provide enough equipment so as to complete the

scanning and digitization in the limited time provided by the end user
department. Delay in the completion of work will attract penalty to
the vendor (as decided by the Madhya Pradesh Private University
Regulatory Commission, Bhopal M.P).

The Successful vendor shall make arrangements for maintenance
of IT infrastructure (scanners, desktops, UPS, network setup, etc.)
installed at his own cost and make sure the work shall not be
stopped.

B. Pre-scanning preparation

Pre-processing of document would be the activities that are to be
performed by the vendor on the documents collected before they
i ¢ -: £ N woo koo oxf o € e € by s b (0
can be scanned. It shall include (But is not fimited to):

a.

Records would be scanned and digitized at the Department
premises and the vendor shall be responsible for collecting them
from concern units of the corporation to carry out the digitization
work. The documents would be received in lots as agreed mutually
between the vendor and the corporation. The vendor shall provide
sign-off on number of documents received from the corporation.

The vendor shall maintain a note of the documents details in a
register while collecting these documents. The log register should

contain at least the following details:
e Name of the document collected

e Size of the pages in document (A4 legal,A3,etc.) alongwith the
count

e Total number of pages in the document Collected from (official
name of Madhya Pradesh Private University Regulatory Commission,

Bhopal M.P. and signature with seal)
¢ Date of Collection

e Expected date of return Returned to (official name of Madhya
Pradesh Private University Regulatory Commission, Bhopal M.P. and

signature with seal)
e Returned by (vendor representative name and signature)
e Actual date of return

After collection of documents by the vendor, it would be the
responsibility of the vendor to maintain and return the documents in
their original form to the End User Department.

. Any damage to the documents collected shall make the vendor

liable for the penalty.

. The vendor shall check for the number of documents in a file in

presence of there preventative of the corporation.

The vendor shall be responsible for removal of unwanted dust,
removal of tags, pins, threads, mbber bands etc. and will restore
the menthe same correct order after data entry & scanning.

o N



g. The vendor will carefully unfold and flatten. the documents to

(e Ao ¢ v (o Rk
eliminate creases and wrinkles

. The vendor shall take special care in preparing the documents

which are too old and that may not be in good physical condition
and as very delicate they may not be directly scanned. This may
include (but not limited to) pasting of torn pages, straightening of
pages, un- bmdmg of files that cannot be scanned du’ectly Some
documents which are folded at the edges may even require ironing to
straighten them. Documents should be prepared such that normal
scanner can scan it.

The vendor shall take extreme care towards handling of documents so
that their chronology is not disturbed or to maintain the sequence of
records in the files. For example, Multi-page documents that must be
kept together (e.g., a letter with an attachment)

Segregating the documents to be scanned into batches. The size and
content of a batch shall be determined by concern unit of the
Corporation based on the nature of the documents being scanned and
that unit’s workflow. Procedures for batching must be documented in
the unit specific procedures and must include the use of batch sheets
{e.g., batch number, scanner operator ID, and date scanned) for
subsequent traces and storage.

Electricity, Space and furniture will be provided by department for
the tenure of Project without any charges. However internet and
other charges shall be borne by the successful bidder/vendor.

€ Scannmg mgltlzatlm & lmage Enhancement A.ctmttes.

1.

The selected bidder sha" have adequate lnfrastructure to scan and

digitize documents atleast 300 DPI resolution.

2. The scanned documents shall be converted into PDF or JPG.

3. The vendor will be responsible for quality assurance and will go

through all documents to see if they are complete and legible. The
ven&or wi'!ll Undeﬁaie Qua)li‘ty Assurance processes for all aspects of
processing and post-processing of records including image capture,
indexing, storage and return. The vendor’s staff will perform quality
control to ensure the teach page is fully rendered, properly
aligned, and free of aliasing/distortions. Inspection and quality
control data shall always be recorded on the worksheet
accompanying each volume. When necessary (e.g., poor image
capture of an illustration), the staff will re-scan from the original text
and insert the image(s) into the proper image file sequence.

The vendor shall perform following image enhancement activities:

a. The vendor shall ensure that the quality of scanned images are

& ~Ri



enhanced to the optimum level

The vendor shal(f‘ perform skew, dé-sf&ew activities on t|;1e scanned

o

document to make the image straight

C. The vendor shall carry out cropping and cleaning of images like
removal of blacks pots around the text, providing equal margins
around the text

d. In case the documents are not fegible, the vendor shall scan the
documents at a higher resolution or in Gray scale. No extra payment
shall be made for the same.

e. No document shall be scanned more than once and no blank pages
shall be deleted if they are part of file. The blank page in a file is a page
that is entirely blank, of has only page Aumber, or has only
rubber stamp.

5. The vendor will deploy its own human resources for all the
above mentioned activities. The vendor will deploy adequately
skilled manpower resources to complete the job within the

specified time.

D. Indexing, Retrieval, Access of scanned documents and Data
Entry

After documents/ images are scanned and stored in digital form,
they would be index educing manual entry. The- vendor will create
meta data required for indexing as per the requirement of Madhya
Pradesh Private University Regulatory Commission, Bhopal M.P.

1. The vendor will establish procedure for checking the accuracy of
indexing and making necessary corrections as accurate indexing is
required for efficient retrieval of digital documents from digital
storage media.

2. Once alﬁ aocuments are veriﬁeé ana pass venéor’s quality assurance
phase, they will be stored on final digital media of the client’s
preference, complete with their indexes. At the end of the process
all paper documents will be returned in their original form to the
department.

3. Vendor is responslltryl‘e to &o fﬁe data enfw of the records.

4, Vendor will follow the Maker and Checker process to avoid mistake
in data entry work and Scanning work. The mistakes identified by the
Checker need to be rectified and final error free output should be
provided to ({Madhya ' Pradesh Private University Regulatory

Commission, Bhopal M.P.).

\K/f
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D. Post Scanning:

U'IAUJ!'\J

1. After scanning, the physical document would be pinned together/tagged in
the same form as it was given for scanning by the concern unit of the
corporation. At the end of the process all paper documents will be returned in
their original form to the corporation.

2. Each page shall be serially arranged and shall be counted while giving the
documents back to the corporaltio‘h.

3. The vendor is required to use their own MIS tool to generate monthly reports for
tracking the digitization status. These reports would contain basically summary
of records scanned and stored.

Development of Software for Storage, backup, searching and uploading/

Data Entry of Digitized data/Records.

Design and Development of software for Data Storage and Data searching. In this
software application data can be easily stored in managed way and data can be
searched by user easily.

Data upjoading or data entry in software application as required.

Software will runson the server provided by the departments.

The proposed software should be user friendly with easy to use inter face.
Nomenclature of the digitized file should be in accordance with Madhya Pradesh
Private University Regulatory Commission, Bhopal M.P. standard and should be
discussed with the Madhya Pradesh Private University Regulatory Commission, Bhopal,
M.P Vendor shall use standard methodology for Scanning & digitization and archiving
so that in future, any service provider can access the archival database.

Vendor shall train the respective users on retrieving the records after file
conversion.

Vendor Responsibilities

1.

Z;

Provision of Necessary Equipment:

o Scanners, computers, and other required hardware.
Software Solutions:

o Decument management software.

o OCR (Optical Character Recognition) software for text extraction.
Training: S B

o Training Commission staff on the use of new systems and software.
Support and Maintenance:

o Providing ongoing technical support.

o Regular maintenance of equipment and software.



