 HARDWARE MULTI-FUNCTION SCANNER - DISTRIBUTION

PROCEEDINGS OF THE PRL SECRETARY & COMMISSIONER

STATE GST DEPARTMENT,

GOVT OF KERALA, THIRUVANANTHAPURAM

Present: Dr. RAJAN KHOBRAGADE |.A.S.
Dated: 13™ March 2018

Sub:- The multi-function Scanner - distribution guidelines - reg:-
Ref: GO ( Rt) No 627/2017/Taxes Dated 27'h July 2017

1. The Government has instructed to ensure progress in revenue mobilization.

To achieve the targets few sirategic actions of modernizing State GST
Department are being taken up.

2. The Department has received administrative sanction as per the
reference cited above to provide multi- function scanners to department
offices. Accordingly, based on identification of revenue important offices
purchase order has been issued to M/s Sharp Business Systems India Pvt.
Ltd for supply of 60 multi function scanners of model AR-6020N.

3. The multi function scanners works as scanning, Xerox and printer 3-in-1
unit. They can be used as a work station. Multiple Computers can get
connected to the multi function scanners.

4. World over there is a movement to save papers and thereby forests.
Kerala is environment conscious state. The State has successfully launched
movements fo protect environment, that was acclaimed world over, As a
small contribution from all of us, it is appealed that we may take efforts to
take less prints and do work online and use scanning option extensively for
our office works. Only when it is needed, we may take hard copies
judiciously. It will go a long way in becoming a paperless office in near
future.

Page 1 of 13



5. In order to streamline hardware and software management in the
department it is essential to develop a system of records, registers,
preventive maintenance, annual maintenance contract of outside
warranty period equipment, management of contracts, study the services
rendered and cost optimization etc.

Hence the following orders are issued —

Order No CT/17656/2017 dated 13" March 2018

The following guidelines shall be followed up in the district and field offices for
the distribution of multi-function Scanners and after distribution functioning of
the unit.

In order to understand guidelines with clarity the following definitions may be
noted

Agency — M/s Sharp Business Systems India Pvt. Ltd
Head Quarter (HQ) - Commissionerate

New Multi-Function Scanner (NMFS 2018) — The multi-function scanner procured
in March — April 2018 through M/s Sharp Business Systems India Pvt. Ltd

New Multi-Function Scanner Consumables (NMFST) — The multi-function scanner
toner.

Old printer (OP) - Old Printers less than 5 years of age and/or functioning unit

Old printer (OPd) — Old Printer defunct

The M/s Sharp Business Systems India Pvi. Ltd vendor is responsible for —
1. Supply of multi-function scanner (NMFS 2018)
2. Technical specification are attached as Annexure = |

3. Agency shall supply the multi-function scanners (NMFS 2018) fo the offices
as per Annexure-ll.
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9.

Agency shall install the multi-function scanners (NMFS 2018) in each offices
in the district and make them fully functional.

Agency shall connect the mulfi-function scanner (NMFS 2018) in the office
network and setup the unit for shared use by all officers from their
computer (Ubuntu, Windows).

Agency shall provide warranty for three years from the date of installation
and thereafter two years AMC as PER COPY RATE AGREEMENT.

Agency shall support per copy rate for print / copy of A4 size @ 22 paise
during the warranty period (First 3 years) and @ 29 paise during the AMC
period (next 2 years).

Agency shall cover all parts repair / replacement / supply of toner
consumables at the above agreed per copy rates for the period.

Agency shall not cost for the scan function.

10.Agency shall count each A3 size print / copy as 2 times A4 size print /

copy.

11.Agency shall take readings of the multi-function scanner [NMFS 2018) in

the presence of the officer and get it certified for invoicing on a quarterly
basis.

12.The Agency shall check HaMoS for service requests on a daily basis and

supply of consumables (NMFST) as per requirement and to resolve within
the timelines as per service level agreement.

13.The supply conditions are appended as an Annexure Il

The roles and responsibilities of the Dy Commissioner

1.

2.

Monitor the distribution of the new New Multi-Function Scanner [NMFS
2018) as per Annexure-Il.

The functioning of hardware and software monitoring is the responsibility
of Dy Commissioner. Dy Commissioner shall be assisted by the respective
System Administrators.

After installing New Multi-Function Scanner (NMFS 2018) and performing all
the User Acceptance Tests (UAT) the New Multi-Function Scanner (NMFS
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2018) details shall be entered in HaMoS through the HaMoS office admin
and duly verified by the district HaMoS Admin.

The head of office shall maintain registers on the usage of the multi-
function scanner unit recording the readings on a periodical basis as
determined by the Dy Commissioner and also record the readings taken
by the supplier on each visit with date and signature of the representative
of the supplier.

Dy Commissioner shall randomly check at least one new mulfi-function
scanner in every offices installed and make sure that the equipment

properly working and utilized by all staff in the office.

. Dy Commissioner may explain in the monthly meeting that printing may

be done only when required. The drafts may be managed in soft copy
from for doing corrections etc. As far as possible scanned copies to be
maintained. This will help to make our department paperless office.

In the office where NMFS 2018 is supplied, if additional ricoh printers [{OF)
are available, these may be redistributed to other offices where printers
are required and shall be shared in the network for use by all.

Dy Commissioner may keep a record to know whose OP in cascading
way has gone to whom.

. After completing the distribution of NMFS 2018, the NMFS 2018 details may

be reported urgently.

Structures at State and district level:

1.

The Sate Hard Ware Management Committee (SHwWMC) and District Hard
ware Management Committee (DHwWMC) shall be constituted
immediately.

The State Committee shall meet at least once in two months and as per
the need.

The SHWMC shall draw up schedule as per the supply order and inform fo
all for guidance.
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