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Government of Jammu and Kashmlr
Information Technology Department,
Civll Secretariat, Srinagar.

ar Move offices/organizations working outside

Subject:- Digitization of record/fllos of Darb
of Civil Secrotariat for the purpose of scanning logacy data for switching to e-

office-regarding.

Government Order No. S©-JK(ITD) of 2021
Dated: ol ,08,2021

In continuation to Government Order N0.237-JK(GAD) of 2021 dated
and digitization of official Nles/records of

15.03.2021, further schedule for Scanning
various offices Is notified at Annexure-A.

2. The offices mentioned at Annexure A are required to nominate a nodal officer
for the sald purpose who shall not only coordinate with JakeGA and the scanning
agency, but also ensure completion of 100 percent scanning of files within  the

stipulated timelines.
monitoring team

3. The Nodal Officers may coordinate with the UT level Project
of J&K e-Governance Agency (JaKeGA) for technical assistance,. If requlred for
understanding the process of file preparation, as per an SoP, that already stands

issued (Annexed agaln at B). The Team of JaKeGA comprises-

a) Sh. Irfan Ahmad, Project Manager{5070181818)
b) Sh. Arun Panotra, Analyst-IT (7006687232)

4, The following guidelines need to be strictly complied-
i Sufficient no of files on dally basis needs to be supplied at the Scanning
Centers. Sending all the files on last days should be strictly avoided.

not scanned within the stipulated tmeline shall not be scanned by the

ii. Files
tirely left to the department to manage

assigned vendors and It shall be en

scanning at Its awn level,

The Nodal Officer shall inter alia be responsible for quality checking of scanned
ian Centre. He shall also ensure preparation of

files and meta-data at Digitizat
files for scanning l.e. page numbering an N.F and C.F with proper indexing.

jv.  Nodal Officer shall also ensure to take the scanned files back as soon as the
vendor has finished scanning and digitization .

It is clarified that the scanning locations shall remain functional on holidays,
induding Sundays. Hence, files shall be accepted and reverted even on
Holldays.
It Is further clarified that, all the officlals/departments have to ensure that
complete Scanning of thelr official record must be completed within the
prescribed peried If any file left unscanned, responsibility of the same lies with
the concerned Nodal Officer of the department/office.

2
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If the digltizations work would be carried out at the office premises of the
department then all the offices/departments need to ensure that proper
furniture for keeping scanning equipments etc and 24*7 Power Supply may be

provided to Lhe Scanning Vendors,
Itis further ordered that the left out move offices ( not figuring In this order)

shall also keep their fles prepared as per the SOP already Issued. The schedule
for thelr scanning shall be Issued separately. .

By order of the Government of Jammu and Kashmir,
Sd/-

(Simrandeep Singh)
Secretary to the Government

vil,

No: IT-Gen/81/2021 Dated: #41.08.2021
Copy 10 the

1 All Finandal Commissioners,

2. Director General of Police, JaK.

3. All Principal Secretaries to the Government,

4. Principal Secretary to the Lieutenant Governor.,

5. Principal Resident Commissioner, J&K Government, New Delhl,

6. Joint Secretary (J&K), Ministry of Home Affairs, Government of Indla.

7. All Commissioner/Secretaries to the Government.

8. Chief Electoral Officer, J&K.

9. Divisional Commissloner Jammu/Kashmir.

10. Chairperson, J&K Spedial Tribunal,

11. Director General, J&K Institute of Management & Administration & Rural
Development.

12. Director, Information, J&K.

13. All Deputy Commissioners,

14. Chief Executive Officer, Jammu and Kashmir e-Governance agency, Srinagar .
15. All Heads of the Departments/Managing Directors/Secretary, Advisory Boards.
16. Secretary, PSC/SSB/)&K Academy of Art, Culture & languages.

17. Director, Estates.

18. Director, Achleves, Archaeology & Museums, JRK.

19, Secretary J&K Legislative Assembly.

20. General Manager, Government Press, Srinagar,

21. Private Secretary to the Chief Secretary.
22. Private Secretary to the Advisor(F)/(B) & (BK) to the Ueutenant Governor
23. Private Secretary to the Commissioner/Secretary to the Governmefit, General

Administration Department.
24, Government Order / Stockfile/Website, GAD,

E/ (Atdg hn@’i\“'\‘“’\

Depuly Secretaty to \he Government
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Annexure: ')’ of Phe o Oroler ~No

p—

! SO-TKLITO) of ot
1Vadecl- O-08- o

Name of [ Timelines to
the complete the
Name  of  the|Empanel | Digitization D‘;':I"t;::l";n
S. Department/Organiz | led w.e.f 05-08-
No. | ation. Vendor 2021
JaK Board of
Professional  Entrance
Examination and
Chalrman of  the 05-08-2021 to 31-
Committee for 08-2021
Monltoring & ensuring
Faimess  of  Tests
1 | Conducted by BOPEE
J.K Academy of Ar, 05-08-2021 to 31-
2 CQulture & Languages 08-2021
Director, Ubrarles & 05-08-2021 to 31-
3 Research. - 08-2021
05-08-2021 to 31-
4 | Onief Engineer R&B 08-2021
05-08-2021 to 31-
5 Chief Engineer PHE 08-2021
o B e it 05-08-2021 to 31-
6 (Migrants). 08-2021
[ JaK Police 05-08-2021 to 10-
7 | Headquarters (PHQ). 08-2021
Inspector General of 05-08-2021 to 10-
B Police, Cnme. 09-2021
05-08-2021 to 31-
9 | JaK Spegal Tribunal 08-2021 Kashmir:  Karen
Mission Director, ICPS, 05-08-2021 to 31- | Nagar, near Shelkh UL
10 | 8K 08-2021 Alam hospital,
Managing Director, | M/s 05-08-2021 to 31- | Srinagar
11 | KTDC. Datasoft | 0g-2021
Computer | 05-08-2021 to 31- | Jammu: H.No 331,
12 J&K Housing Board. Services | 08-2021 Behind Dream Land
Pvt. Ltd Public School, Janipur,
Director Colleges, | (Contact | 05-08-2021 o 10- | Jammu
Higher Education | No.9936 | 05-2021
13 Department, J&K B76342)
Chief Engineer, J&K 05-08-2021 to 31-
14 | UEED. M/s e-Net | 08-2021
Director, Finance | Spider | 05-08-2021 to 31-
15 | Organization, PDD. Inda  |08-2021
(Contact | 05-08-2021 o 31- | Jammu: HNo 434
16 Special Officer, Augaf No.9999 | 08-2021 Shastri Nagar, Near
17__| Managing Director, J&K | 889496) | 05-08-2021 to 31- | Gowt. Girls Higher
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Cable Car Corporation

08-2021

_Limited.
JaK Information
Technology
Infrastructure g:-ggﬁﬂ!l 2 3l
Development ’
18 Corporation
Sainik Welfare 05-08-2021 to 31-
19 | Department 08-2021
-, JL:;: Forensic Sclences 05-08-2021 to 31-
v (laboratory = 08-2021
Inspector General of 05-08-2021 to 31-
21 Police, Railways. 08-2021
” Commissioner,  State 05-08-2021 to 31-
Taxes Department. 08-2021
Second
- glrrﬁe;:' 5|:abonel? & 05-08-2021 o 31- school w,”ﬂaf Lal
uppes 96-2044 Bahadur  Shastri
» 05-08-2021 to 31- | 0o Dark.
?;rectm. Sericulture | 08-2021s &
K Board of ) "
3 B 0S| [RAIDIT | i vestr
| oFo, Photo 05-08-2021 to 31- | M2ke  the  setup
26 | Interpretabon Division 08-2021 functional at
State Finance 05-08-2021 to 31- | Department/Office
27 | Commission. 08-2021 Location premises. All
departments to
05-08-2021 to 31- | provide support in
Chairman, J&K Pollubon 08-2021 terms of Power back
28 | Control Board. up. _furniture, fittings |
Empowered Officer, 05-08-2021 o 31-
29 PMGSY (JKRRDA) . 08-2021
Commissioner, Survey 05-08-2021 to 31-
30 & Land Records. 08-2021
Jammu and Kashmir
ot Constuch IE 082 o 1
31 Cprpn{atlun Limited. M/s
Director, Social Gujarat 05-08-2021 to 31-
32 Forestry. Infotech 08-2021
JaK Socially
&Educationally - 05-08-2021 to 31- | Jammu: 117, Canal
(Contact road, Jammu
Backward Classes 08-2021
33 Commission. No.9419 &
JaK  Social  Welfare | 211933) [5508-2021 to 31. | Kashmir: Vendor to
34 Board. 08-2021 make the  setup
05-08-2021 to 31- | functional at
35 J&K Home Guards. 08-2021 Department/Office
Director, Defencelabour 05-08-2021 to 31- | premise location,
36 Procurement. 08-2021
37 Director,  Horticufture 05-08-2021 to 31-

@/
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=M. 082021
. _a%aéjiﬁg Director, 05-08-2021 to 31-
38 | IKHPMC 08-2021
Subordinate Office of
Science & Technology 05-08-2021 to 10-
Department  Induding 09-2021
39 JaKeDA etc
J&K Khadl & Vilage 05-08-2021 to 31-
40| Industries Board 08-2021 |
Director, Geology & 05-08-2021 to 31-
41 | Mining. 08-2021
Chief Engineer,
Procurement & Material 05-08-2021 to 31-
Management Wing, 08-2021
42 JAK.
Director, Soll 05-08-2021 to 31-
43| Conservation. 08-2021
Chief Engineer,
Commerdial and Survey e
44 Wing. 08-2021
Mission Director, J&K
Skill Development 05-08-2021 to 31-
45 | Mission 08-2021
05-08-2021 to 31-
46 Funds Organization. 08-2021
Director, Family Weifare 05-08-2021 to 31-
47 MCH & Immunization. 08-2021
Director, Indian System 05-058-2021 to 31-
48 of Medicines. 08-2021
o ?R:e;:;emﬁve Officer, gﬁ-gg 1.'»!llilzl to 31 Kashmir: Tkraft
Directorate General, Software P LTD.
Wormen & Child 05-08-2021 to 31- | Shafi Manazil,
08-2021
50 | Development J&K Ablguzar,  Residency
State Resource Centre 05-08-2021 to 31- | foad.
51 | for Women, J&K 08-2021 Srinagar, 190001.
Managing Director, &
Women's Development | M/s Ikraft | 05-08-2021 to 31- Jammu: Vendor to
52 Corporation, J&K. Software | 08-2021 make the  setup
Givil Aviation | PvL Ltd. [ 05-08-2021 to 31- | functional at
(53 | Department, JaK. (Contact | pg-2021 Department/Office
No.9906 | 05-08-2021 to 31- | Location premises
“ J&K EDI. 538208 | 08-2021
Directorate of National 05-08-2021 to 31-
55 | Health Mission. M/s  JIL | 08-2021 Jammu: 427/5
JAK Medical Supplies | Informati 05-08-2021 to 31- | Channl Himmat,
56 Corporation. on 08-2021 &
57 | Chief Executive Officer, | Technolo | 05-08-2021 to 31- | Kashmir: Karan
—— Aaran |

¥~
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Ayushman Bharat. 08-2021
Mission Director,
RashtriyaUchchatar 05-08-2021 to 31-
Shiksha Abhiyan 08-2021
58 (RUSA).
05-08-2021 to 31-
39 | Chlef Archletet, 08-2021
05-08-2021 to 31-
Director, Fisherfes. 082021
Registrar, Cooperative 05-08-2021 to 31-
61 | Sodieties i 08-2021
Director, Archives,
Archacology & 05-08-2021 to 31-
62 Museums. 08-2021
Director, Environment & 05-08-2021 to 31-
Remete Sensing. 08-2021
Directorate  of Urdy 05-08-2021 to 31-
Coordination Cell gy 08-2021 Nagar , House No-75,
Limited. 05-08-2021 to 31- | Mearby Municipal
65 | J&K IMPARD . (Contact | oo 5594 corporation  Srinagar
Board  of  Unan | No.9622
Ayurvedic  System ml, 209000) | 05-08-2021 to 31-
66 | Medicines, 08-2021
Chairman of the
Committee for Fixation 05-08-2021 to 31-
of Fee Structure of 08-2021
67 Professional
Office of the Advocate 05-08-2021 to 31-
68 General, J&K, 08-2021
J&K Power
Development 05-08-2021 to 31-
Corporation (Jammu & 08-2021
69 Kashmur)
Project  Chief  TWDP 05-08-2021 to 31-
Hills, Forest 08-2021
70 Department.
05-08-2021 to 31-
Chi ildlife Warden. 08-2021
= Ex;:ew dCunnﬂsshc-ner, 05-08-2021 to10- | Jammu: 332 / Sector
72 | JBK 09-2021 C  Saink  Colony
E:wwa 05-08-2021 to 31- ':mm"' 18011
73 | SIDCO n 08201 Kashmir: Vendor to
Director General, | Technolo | 05-08-2021 to 31- | make the  setup
74 | Economics & Statistics. | gles  pyt | 08-2021 functional at
Jammu & Kashmir | g 05-08-2021 to 31- | Department/Office
e Promotion | (contact | gg.20, loation  premises
75 | Organization No.9212
L o
W

a4
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SchedueledCastes, Sche
duled Tribes, ackward
Qawses Corpawabion
Evecutive Inrector,
, Rehaldlitation Counil

Director General, Audnt
+ A Inspections, K
1T-M. Commercial Tases
T1ibunal

AR Pubdic  Service
Commission,
(hiel Lingineer,

Manning & Design
Wing, J&X,

Inspecton General,
Registration, J&K,

(hief Executive Officer,
Mission Youth, JaK

AR Services Selection
Boawd

| JAK  Handicrafs &
Handloom Development
Corparation

]

on. 2021

05.00-2021 to 31
02021

0% 00-2021 to 31-
0n-2021
05002021 to 31
0B-2021

0% 002021 1o 31
00 2021

0%00-2021 to 31-
00-2021
05-00-2021 to 31+
002021 )
05-08-2021 to 31-
on-2021
0% 08-2021 to 31+
00-2021

05-00-2021 to 31-
08-2021

4y



STANDARD OPERATING PROCEDURE _(SOP) FOR_SCANNING_ _and
DIGITIZATION OF FILES e

Qated 1001 2021

Advance preparation for Scanning / digltizatlon

A Al offices shall nominale a Nodal Olficer lar Scanning/Diqilizalion of records

oAl atices shallwdently ther Metadata hields whieh are iequired lo make the
accument mare seatchable and easily relnevable as per subsequent working
converence of the Offices

¢t Al aftices  shall identty thiee teams (f the volume of recoid/files to be
scanned/dgitized so demands) which shall wark under the supervision of the
designated Nodal OHicer lor digitization of official records These three teams shall
be eatiusted wilh the lollowing responsibilities

i. Responsibility of Team 1

li. Responsibility of Team 2

Identiicatian of files for scanning in order of prionty

iti. Responsibility of Team 3

Prepanng files for Scanning (Page numbering First Quality Check
ol Page marking etc 1 Numbenng should be unfformie on the top
naht side af the page This will gwe an idea aboul approximale
count of pages which need 1o be scanned and digiized

The page numbering should be done with black pen

In each of the files the pages should be senally numbered and re-
arranged (il requited) before the documents are handed over 1o the
vendor

Second Qualily Check

Cataloguing. Packing and return of Scanned files

d4) The Nodal Officer shall be responsible for supervision of work done by the above
\hree leams and also acl as a single point ol contact for the coordination purposes

with cancerned Vendor

gighized by the

standard Dprrd

The Noga! Officer shall be responsible for ensunng regular qualty check of fles
concerned vendor and also ensure the regular supply/return of files I

For concurrenl scanning and migration lo the Dala Managemenl
System (DMS)

ting Procedure lor Scanning & mpiization ol 0%ie Records 1 |




- _ Y Dt | s S—

-

AK|GAD) of 2071

Anngaure "A” of the Governmenl Order No 214
Caled 1003 2028

The nodal Otfieer shall also be responaibile for mantaming log of e seanned pages

so that pavment 1o the Vendon s made acrordingly

r liles lo Lhe

Important_inslructions to Nadal _Olficer while_hantling_ove
Scanning vendor

. 1he Nodal Oflicer will be required 1o provide detals ke Numbnr aof Pages in
File (G T side/NT gdel Dale & Timu of Handover Name of the Geanning
vendar and its staff 1o whom the files are handed over ele

« Funther  on due wvenficaton ol documents  beng handed ower  1he
reprosentalive of the scanmng vendor will b oquired 10 g B the Lst anrd
accep! these files As parl of this venficaton the representative of Scanmng
Agency shall be advised lo cross check the allnbutes present on the UL
case ol any disciepancy il should be brought 1o the nohoe ol Nedal Ofheer

h Important lnstructions 1o the Scanning vendor while handing files back files to
the Nodal Oificer:

\While teturning the files lo the Nodal Officer the represenlative of Seanming Afenty
will mank the Ble as relumed The Nodal OHicer s required 10 venly the accesnibilily
of scanned file contents of seanned copy against physical document ard auality o
scanned document The Nodal Officer will accepl the documenls afler Aoing
necessary quality checks like Meta dala quality check Scanning Qualily Check rlc
Atter sansfaction of the Nodal Officer he shall sign and stamp lhe acceptance

cerificale

Every office shall make bundles which may include up la 15 files depending upon ihe
st af files lo be

size of Ihe file Each bundle should have lollawing details of the |

scanned

5 File Subject of Ihe No of papes in No. of pages on Mo of

No Number file Nole Side Carrespondence parts o
tido Lhe file.

. K 4 5 i

Every Office shall remove duplicate or unused paper from fle so as to cbaale the
rhances of duphcation in scanning

4her office needs 1o assign some color scheme identihiable with different colors of
flags to differentiate vanous calegones of documents such as Government QOrders
(Pink; circulars_(Green) ofiice_arders (Orange] elc_on the CF side Any ather
document type may also be conveyed lo the concerned Agency

ki

Standard Qpurating Pracedure for Stanmng & Dy beation of Qffiee Fecard,
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et N JIA JRIGADN ) nl 2021
Dated 10 03 2021

Annesure A al the Governmoni t;rd
After completion of all the alotemenoned guidnhines avery departmantoflics nesds
o paste “Ready for Scanning" sticker on every hile

i ::I:;dz?lely and secunty ol the files shall bis the sole responsibility of the scanning

n The concerned depanments shall

k
conire dunng the preemont | ecp i1s nodal slafl slationed at the scanming

anning ol ils lles

o) The nodal officer of Ihe depariment shall ensure lo take back the files duly counted
as soon as the scanning is over

itlllEnn nr Du_:unllenlnl--t

Standard Operaving Procedure lar Scanming & Digtation ef Oflce Recoray

o2



