


TERMS & CONDITIONS FOR SCANNING OF MEDICAL RECORDS

1. Rate quoted should be "per page" for scanning and uploading.

2. The agency should bring high quality computers, scanners and other

needed accessories for the purpose.

3. Manpower for preparation of Medical Records for scanning purpose,

rearranging of records after scanning and helper assistance are all to be

borne by the agency.

4. All equipments have to be checked and approved by the authorized

personnel of our Computer Division of SCTIMST.

5. Space and connectivity will be provided by the Institute.

6. Institute software will be provided for uploading the scanned documents to

the Institute server.

7. < Antivirus software will be provided by the Institute for virus protection.

8. Repairs, change of equipment have to be approved though authorized
\

personnel of our Computer Division.

9. Names with addresses of persons engaged should get prior approval from

the Institute and they have to observe the general disciplines, rules etc. of

the hospital.

10.At any circumstances, Medical Records will not be allowed to be taken

away from the department.

11. Each record with an average of 50 pages, to be scanned under about 15

categories and upload to be made after mentioning indicated categories.

12. Blank pages, if any should be deleted before uploading to the server.

13. Scanned files should be in OCR enabled searchable PDF file format.

14. Quality of scanned documents will be verified by Institute authority. If any

deficiency found, it should be rectified by the agency without additional

cost.

15. Data security has to be ensured. The Hard Discs of computers and other

forms of storage will have to be surrendered to the Institute at the end of

the project.
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