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Standard Operating Procedure 
 

HkkSfrd i=koyh dks bZ&QkbZy esa Convert djus ij HkkSfrd i=koyh esa ekStwn uksV'khV o nLrkostksa 

¼Legacy Documents½ dks LdSu fd;s tkus dh izfØ;k fuEukuqlkj jgsxh %&  

 

1- uksMy vf/kdkjh o çkstsDV e‚fuVfjax ;wfuV dk xBu%& 

foHkkx esa e-file dk dk;kZUo;u foHkkx }kjk xfBr foHkkxh; uksMy vf/kdkjh ¼Department 

Nodal Officer½ o çkstsDV eksfuVfjax ;wfuV ¼Project Monitoring Unit½ dh fuxjkuh esa 

lEiUu fd;k tk ldsxkA foHkkxh; uksMy vf/kdkjh o çkstsDV eksfuVfjax ;wfuV dks jktdkt   

e-file ,Iyhds'ku esa dqN fo'ks"k vf/kdkj fn, tkrs gS]  rFkk os vius foHkkx ds fy, ekLVj VªsulZ 

dk dk;Z Hkh lEiUu djsaxsA 

 

2- LdSfuax gsrq vko';d i`"Bksa dk pquko%& 

LdSfuax ds fy, igpku dh xbZ QkbZysa vkSj fjd‚MZ esa dbZ i`"B ,sls gksrs gS] ftudk Hkfo"; esa 

lanHkZ dh vko';drk ugha gksrh gSA blfy, dsoy mu i`"Bksa dh igpku djuk vko';d gS] 

ftudk Hkfo"; ds fy, lanHkZ vkSj fMftVkbt djus dh vko';drk gSA 

i=koyh esa layXu uksV'khV ,oa nLrkostksa ds LdSfuax dk;Z dks fdl çdkj ¼foHkkx esa miyC/k 

lk/kuks ls ;k vkmV lkslZ½ fd;k tk;s] bldk fu.kZ; lacaf/kr foHkkx ds Lrj ij gh fd;k tk;sxkA  

 

3- lfpoky;@v/khuLFk foHkkxksa esa nLrkostksa ds vkÅVlkslZ gsrq foHkkx ,oa osaMj ds fy, 

ekxZn'kZu%& 

i=koyh çfØ;k bysDVªkfud eksM esa laiUu djus ds nkSjku i=koyh esa ekStwn layXu uksV'khV ,oa 

nLrkostksa dks lfpoky; esa LdSfuax dk;Z dks vkmVlkslZ ds fy, fuEu çfØ;k mi;ksx es fy;k tk 

ldsxk %& 

lfpoky; ds ftu foHkkxksa esa LdSfuax dk;Z ds fy, e'khus LFkkfir dh xbZ gS] mu foHkkxksa ds 

uksMy vf/kdkjh foHkkx ds nks dkfeZdksa dh MîwVh yxk;saxs tks fd ml foHkkx ds fofHkUu vuqHkkxksa 

ls çkIr gksus okyh i=kofy;ksa dks LdSfuax dk;Z ds fy, osaMj dks miyC/k djk,¡xs ,oa i=koyh 

LdSu gksus ds i'pkr~ HkkSfrd i=kofy;ka ,oa i=kofy;ksa dh PDF File lEcaf/kr vuqHkkx@dkfeZd 

dks fHktok,axs@miyC/k djk;saxsA 

 

a. lsD'ku çHkkjh muds ikl miyC/k i=kofy;ksa ¼ftudh uksV'khV o nLrkost Ldsu djkus gS½ 

dks fuEukuqlkj lwph cukdj ,oa i=kofy;ksa esa i`"B uEcj vafdr dj gh dkfeZdksa dks çsf"kr 

djk;sxsa] tks fd mu i=kofy;ksa dks Ldsu djus okyh Vhe ¼osUMj½dks miyC/k djk,¡xsA 

Ø-l- i=koyh dk iw.kZ u- i=koyh dk fo"k; uksV'khV ds dqy i`"B nLrkost ds dqy i`"B 

     

 

b. osaMj dks nh tkus okyh lwph esa ,d ls vf/kd i`"B gksus ij lEcaf/kr lsD'ku çHkkjh bl dk;Z 

ds fy, euksuhr fdlh Hkh dkfeZd }kjk çR;sd i`"B ij gLrk{kj fd;k tkuk visf{kr gSA 

 

c. lsok çnkrk ¼Vendor½ i=kofy;ksa dks çkIr djrs le; fcUnq la[;k b½ es vafdr lwph 

vuqlkj i=kofy;ksa ds i`"Bks dk feyku dj lwph dks ,d QkbZy es frfFkokj la/kkfjr j[ksaxkA 



 

 

 

d. lsok çnkrk ¼Vendor½ layXu çi= ¼Annexure A½ esa jftLVj la/kkfjr djsaxsA 

 

e. lsok çnkrk ¼Vendor½ i=koyh ds uksV'khV o nLrkostks dh LdSfuax] xq.koÙkk t‚p ¼QC½ o 

ih-Mh-,Q- QkbZy lajf{kr djsaxsA 

 

f. Scanning Specifications & Format 

Document Type/ Condition Color & DPI Regular 

Regular text  200 dpi 

Text with images 300 dpi  

 Very damaged /Tarnished/Clouded 450 dpi 

Seriously damaged/ Tarnished/ 
Clouded 

600 dpi 

Documents with Photograph 600 dpi 

 

g. lsok çnkrk ¼Vendor½ i=koyh@lwph esa vafdr i=koyh ds *iw.kZ uEcj ds uke* ls gh 

QksYMj cuk;saxs ,oe~ Ldsu fd;s x;s uksV'khV o nLrkostksa dh PDF dks vyx&vyx QkbZy 

¼i=koyh ds iw.kZ uEcj +NS o i=koyh ds iw.kZ uEcj +Documents cukdj QksyMj 

¼i=koyh ds uEcj okys½ esa lajf{kr ¼Save½  djsaxkA lsok çnkrk ¼Vendor½  i=koyh ds 

uke esa ^@* ds LFkku ij ^ * dk mi;ksx djsa A mnkgj.k Lo#i i=koyh la[;k i- 

25¼9½izlq@vuq&1@2019 ds QksYMj dks i- 25¼9½izlq vuq&1 2019 çdkj ls Create fd;k 

tk ldrk gS A 

 

h. lsok çnkrk ¼Vendor½ ;FkklaHko lk;a dky dks ;k vxys fnu mUgs ml fnu çkIr HkkSfrd 

i=koyh ds lkFk gh Ldsu dh x;h uksV'khV o nLrkostksa dh ihMh,Q rS;kj dj lacaf/kr 

dkfeZd dks miyC/k djk,¡xsA 

 

i. lacaf/kr@euksuhr dkfeZd i=koyh o mldh l‚¶V d‚ih çkIr dj lsok çnkrk ¼Vendor½ 
ds jftLVj esa gh gLrk{kj e; lhy yxkdj çkfIr dks lR;kfir djsaxkA lhy ugha gksus dh 

fLFkfr esa inuke] lsD'ku ;k xzqi la[;k o :e uacj vafdr djsaxs A  

 

j. lacaf/kr dkfeZd bZ&i=koyh esa uksV'khV o nLrkostksa dh PDF layXu Annexure B esa 

vafdr çfØ;k ds vuqlkj viyksM fd;k tkuk lqfuf'pr djsaxsaA mYys[kuh; gS fd viyksM 

dh tkus okyh Qkby dh lkbt ftruh cM+h gksxh ml Qkby dks open djrs oä vf/kd 

le; yxsxk] vr% ;g lykg nh tkrh gS fd Qkby dh lkbt split dj mís';kuqlkj 

viyksM djsa A 

 

k. PDF ds lkbt 50 MB ls vf/kd gksus dh fLFkfr esa dkfeZd layXu Annexure C esa 

vafdr çfd;k ,oa vko'äkuqlkj  PDF Split dj ldrs gSA 

 

l. lEiw.kZ xzqi @foHkkx ds dk;Z dks uksMy vf/kdkjh lIrkfgd :i ls lR;kfir djsaxsA 

 

m. pwafd lfpoky; esa xksiuh; dk;Z gksrs gS] vr% dkfeZd foHkkx }kjk ;g funsZ'k çnku fd;s x;sa 

gS fd ftu foHkkxksa esa LdSuj LFkkfir fd;s x;s gS] muds fy, 2&MsLdVki ¼For Scanning 
&  QC work½ foHkkx gh miyC/k djk;saxsA 



 

 

 

4- Legacy Documents dks  bZ&QkbZy esa viyksM djus dh çfØ;k Annexure B ij layXu gSA 

 

5- PDF QkbZy dks Split djus dh çfØ;k A Annexure C ij layXu gSA 

 

6- LdSu fd, x, nLrkostksa o HkkSfrd QkbZyksa dks laxzfgr djuk%& 

,d ckj HkkSfrd QkbZyksa dks lQyrkiwoZd LdSu vkSj vuqØfer ¼Indexing½ djus ds ckn mudk 

HkaMkj.k çHkkoh <ax ls fd;k tkuk pkfg,A HkkSfrd QkbZy ij nkfgus gkFk ds dksus ij bZ&QkbZy 

la[;k mYys[k fd;k tkuk pkfg, vkSj HkkSfrd QkbZy ds HkaMkj.k dks fuEufyf[kr rjhds ls çca/ku 

fd;k tk ldsxk %& 

 ml vuqHkkx esa ,d fjd‚MZ :e fufnZ"V fd;k tkuk pkfg, tgk¡ QkbZy laxzfgr dh tkuh gSA 

 fjd‚MZ :e esa rkyk vkSj pkch ds fy, deZpkfj;ksa dks Li"V :i ls ftEesnkj Bgjk;k tkuk 

pkfg,A 

 xksiuh; QkbZyksa ds fy, çR;sd QkbZy ds fy, vyx y‚dj fufnZ"V fd, tkus pkfg, ¼bu 

y‚dlZ dks lacaf/kr vf/kdkfj;ksa ds dk;kZy; esa j[kk tk ldrk gS½ ftldk rkyk vkSj pkch 

lacaf/kr dks lkSaih tk,xhA 

 HkkSfrd QkbZyksa dks Øfed Øe ¼Serial Order½ esa ;k fdlh vU; rjhds ls Li"V :i ls 

yscy djrs gq, j[kj[kko djuk pkfg,A 

 bu HkkSfrd QkbZyksa dks tkjh djus vkSj okil djus ij utj j[kus ds fy, ,d jftLVj dk 

j[kj[kko fd;k tkuk pkfg,A 

 çR;sd ckj HkkSfrd QkbZy tkjh djus vkSj yksVkus ij jftLVj esa ,d çfof"V ntZ dh tkuh 

pkfg,A 
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