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Guidelines for creating scanned document of Service Book in PDF/A Format.

1) Scanning resolution: Minimum 300dpi

2) All Service books should be scanned as colour or black & white subject to file size not exceeding
80MB per service book.

3) One service book of an employee should be scanned into 1 file only. The doc
represented in a PDF/A (Archival PDF) format.

4) File size of the entire scanned service book should be less than 80MB.

5) After scanning the documents would have to be book marked (indexed). Indexing is to be done by
attaching metadata tags in English and Marathi to each of the documents as given by PWD
officials. The Vendor shall include metadata given by the concerned officials of Department along

with the scanned file.
Note: Itis recommended placing one Book mark for SEVARTH ID, in the book mark section

ument should be



6) Scanning should be done with a book scanner and all details of the service book should be clearly
visible. File should be scanned in such a way that printout of image on paper will beclean and

legible on 1:1 scale.
7) The scanning agency should preserve the service book in its original condition and would be

responsible for any damages.
8) Optical Character Recognition (OCR) to be enabled and the PDF/A files so created should be

‘Searchable PDF'. This will be applicable for printed matter in English language,
9) Image orientation should be upright, clean, free of noise and should not be skewed or warped.

10) No blank page should be deleted if it is part of the file. The blank page in a file is a page that is

entirely blank, or has only page number, or has rubber stamp.
11) There should not be any data loss due to folds, due to tight binding and bulge at the center. There

should not be extra darkness at the edges.
12) Quality check and reporting of progress should happen on a daily basis.
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