Quality Control Point
1. Type the text as it appears in the image (PDF/JPEG/TIFF, etc) file.
2. The Text/Data in the word document is to be the same as in the image file;
3. Files are to solve in MS Word.doc files.
4. File name should be same as of the image Directory name and all the files in the Directory Should be
solved in one Doc File that contains all the page in the directory otherwise the work will be rejected.
5. Maintain the Page Size as A4 and margin (left=0.5; right=0.5; top=0.5; bottom=0.5).
6. CD will be rejected if incomplete file found.
7. Formatting:
a) Use Time New Roman Font only (Except symbols)
b) Heading font size should be 12.
c) Sub-Heading font size should be 11.
d) General Text (Body Text) Font size should be 10 and Justified.
e) Font Color should be black.
f) Image should be copy from image file and set it in the proper direction.
g) Editable character should not be copied as image.
h) Heading and Sub-Heading be properly aligned as in image file.
i) New Pages Data of scanned image should be start from the new page in the MS word file.
j) After completing one page use page break to start a new page.
k) Put Bold, Italics, Underlined, as in the image files.
l) Equation should be done using EQUATION EDITOR only.
m) Left column data should be in the left side in the word file, and right column data in the right
side.
n) Use the text box and Drawing Objects is permitted only if it is used within the page limit, if
there are multiple text Box or Drawing objects then Group them before saving the word objects.
o) Flow Charts, Graphs, etc which contains drawing objects can be copied (But Flow Charts which
contains editable text must be drawn as it is in image file by using Text Box and Drawing objects
p) Use of extra space is not permitted. If found it will be counted as an error.
q) Line ending is not required to maintain for General Text (Body Text) in case of Paragraphs even
it is in the image files.
r) Symbols should not be used in place of bullets. The Bullets should be as seen in the image files,
If not found then you can use any similar kinds of bullets in word.
s) Line spacing (Single, 1.5 lines, double) should be used as given in PDF file (Note: At least,
Exactly, Multiple-options should not be used).
t) Character spacing, character position should be normal. (Note: Character spacing by and Character
Position option should not be used).
u) Character scaling should be 100% only
v) Header & Footer should not be used.
w) When any word or character is not visible put Double Question (??).
x) When table is there, use table option and tab option.
• If there is two column works, use table option of the two columns.
• Drop case should not be used.
• If the image file contains any table then such tables are to be prepared in the doc file.
• Any junk Character (Created by any Software while converting) for example optional hyphen,
manual line break, column break, section break will be counted as errors, punctuation mark.
• Bullets and numbering should not be use in case of Heading and sub heading.
• If any broken character is found it is counted as en error.
• Text can not be beyond the page limit, or else if it crosses the limit then you can
decrease the font size proportionally but not less than 8.
• File is to be saved at 100% Zoom only.
8) While submitting your job CD make sure that you have submitted the Doc Files as well as image files. The
directory structure should be like this:
Root DOC Directory Structure should be the same as it was while allotting the job CD.
Root RAW Directory Structure should be the same as it was while allotting the job CD.
If the CD is not submitted in the above manner then it will be counted as an error and the job will be
Rejected.
9) File should be rejected if extra spaces are found. Don't keep any extra space instead of (ENTER) key. No
extra spaces should be kept before the page break. Multiple spaces are to be substituted as TAB. In the
word document after competition of each sentence always used two space after the full stop.
10)Indention should be kept using Tabs.
11)For tables in the PDF file, use MS-Word table feature to create those. No OCR copying to be done. Tables
are to be entered as they appeared in the PDF File.
12)Border should be done using "Border & Shading" features of MS-Word.
13)Text written in vertical is to be done in the same way. Text written in slating (across the page or
columns ) should be ignored.
14)Tab Size Will be 0.5. 15) Extra Space should not be used. 16) Print layout view should be used.
17)Background color background image, water-marks will be same as PDF.
18)Use Macro to Convert any form objects (Combo Box…)in the PDF file.
19)In the PDF file, if any file counted error page, Leave it and it should be in the error folder.
20)The completed work will not be accepted through e-mail with in the city limit.
21)The body text size (font size can be reduced below 10 by 1 point up to 8 (Times New Roman) and as such the
heading and sub-heading will also reduce with that respect.
22)Never Try to reduce the body test below 8 Times new roman.
23)Except black & gray if there is any other color then do it by copy paste method.
Please Try to maintain 99% accuracy (Error Parameter : 0.2%)
