
DOCUMENT
DIGITIZATION
SERVICES

FOR A CLEANER AND GREENER WORLD



COMMERCIAL REGISTRAED &  GST NUMBER



CERTIFICATE – ISO-9001:2015 & MSME UDYAM



OUR ESTEEMED CLIENT



Document Scanning & Digitization  at Premium scan

Before Scanning After Scanning

Team Work Scanning



Control your documents before they control you !!

Premium Scan provides documents scanning and digitization services that facilitate clients
to successfully engage the true value of the information contained in their various paper
and analog file formats. We help organizations to go paperless.

DIGITIZATION SERVICES

ONSITE AND OFFSITE
DOCUMENT SCANNING 
SERVICES ACROSS MAHARATRA

MORE THAN 10 YEARS OF
EXPERTISE IN THE FIELD OF 
DIGITIZATION.

AL  VARIETY OF SCANNERS 
TO SCAN DOCUMENTS OF 
ANY SIZES AND SHAPES.

Document – If you purge it, they will come again, better manage it



DIGITIZATION PROCESS

DOCUMENT
INVENTORY

DOCUMENT
PREPARATION

TRANSFER OF DOCUMENTS
PREPARATION

DOCUMENT
SCANNING

IMAGE 
PROCESSING

QUALITY CHECK
AND ASSURANCE

DELIVERY AND 
STORAGE UPLOAD DMS/

CLOUD

METADATA
CREATION

Ø Office Documents Ø Supply Chain Documents
Ø KYC Document Ø Circulars and Vouchers
Ø HR/Employee Document Ø Operational Documents
Ø Accounts & Finance Ø Account Opening Forms & CIF/CAF         
Ø Receipts & Chillan Ø Admission Forms & Certificates  Engineering Drawings
Ø Legal Documents, Agreements & Contracts Ø MRD Department in Hospital
Ø Sales & Marketing Documents Ø Procurements & Inventory Documents
Ø Supply Chain Documents Ø Circulars and Vouchers
Ø Operational Documents Ø Account Opening Forms & CIF/CAF         
Ø Admission Forms & Certificates  Engineering Drawings Ø MRD Department in Hospital

COMMONLY DIGITIZED DOCUMENTS



SCANNING & IMAGING 

 Scanning is the ideal Solution when you need to access files or documents on any 
time, any where basis

 Document Scanning And Indexing conversion of different types of paper     
documents into electronic format in order to quickly retrieve them, we offer     
indexing.

 Providing largest Scanning Services insurance BPO

 Digitization of Medical Records Hospital 



Record Management 

 File barcoding 
 Box Barcoding 
 File Level Indexing
 Box Level Indexing 
 Vehicle for pick-up 
 Warehousing 



Commercial 

A. One Time Setup ( Metallic Box)

Sr. 
No. Nature/Types of facility Fees

1 One Time Setup (Per Bin/Per Box) Rs. 160.00

2 Bar-coding & Indexing (Per File) Rs. 1.75

B. Withdrawal/Retrieval

Sr. 
No. Nature/Types of facility Fees

1 Normal Client-Side Retrievals (Per File) Rs. 35.00

2 Normal Client-Side Retrievals (Per Box) Rs. 60.00

3 Express Client-Side Retrievals (Per File) Rs. 45.00

4 Express Client-Side Retrievals (Per Box) Rs. 80.00

5 Temporary Normal onsite Retrievals (Per File) Rs. 35.00

6 Temporary Normal onsite Retrievals (Per Box) Rs. 60.00

7 Temporary Express onsite Retrievals (Per File) Rs. 45.00

8 Temporary Express onsite Retrievals (Per Box) Rs. 80.00

9 Final Permanent Retrieval (Per File) Rs. 50.00

C. Other Services

Sr. 
No. Nature/Types of facility Fees

1 Fax Charges per A4 Size Page

2 Email of scanned Copy/Photocopy Rs. 10.00 + Normal Retrieval Charges 

3 Re-Filing Charges File Rs. 35.00

4 Re-Filing Charges Box Rs. 60.00

5 Insertions Rs. 10.00 + Normal Retrieval + Re-filling Charges 

6 Audit Room Facility Rs. 150 per hrs.

7 Local Transportation (If any  for 40 km Radius) For Per Normal trip Rs. 500.00

8 Local Transportation (If any  for 40 km Radius) For Per Express trip Rs. 1000.00

10 Monthly Maintenance Charges Rs. 50.00 

11 Minimum Monthly Maintained For per Storage/ Month Rs. 7500.00

12 Certified Destruction Rs. 100.00 per Box / Rs. 40.00 per File



Thank You

PREMIUM SCAN
Mo: 91+ 8850154254
Prem.magre@premiumscan.co.in
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