Business Proposal for DATA ENTRY

We have a group of experts who delivers the best of the quality work in

the industry. We are experts in CE@NSUS. our additional specialties

are in the following fields- Mapping and Medical project (HBSDental,
GENDental WAUHCFA, 02edssub, 04edssub, wausauub Fhedssub,
waudental , GLEVH15, FH02),Pho .

Below is one of our project manual:
How to capture data from preliminary level and processing procedure:

PROJECT OVERVIEW

PROJECT: CENSUS

DESCRIPTION: Database Creation:
Handwriting Based Name & Address etc.

Prepared By: Khan Brothers Infotech Limited
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1. Introducing KBG

Welcome to Khan Brothers Group (KBG).
We are a house of more then 100 employees specializing in various fields working with

us in 3 different countries: Bangladesh, Singapore, and Australia. We serve clients in
Australia, Europe and other countries.

We at KBG have 3 GOALS:
Quality
Accuracy
Confidentiality
We always work with the above 3 goals in mind. We are famous for giving the best

possible service to our clients. We also assure to provide a good working environment to
everyone so that clients and employees can work with us for a long term and grow.
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2. Project Overview: What we are trying to do

We are trying to create a database of names and other information. The original information is
usually on paper after which, they are copied into films or images. The information can be viewed
on images as pictures however; you cannot search or manipulate that information. Our job in this
project is to manually key in the data from the images into a database.

Data stored in database can be manipulated. For example a particular name can be searched in
the whole database or grouped into categories based on certain conditions. Our job is to key the
data from the images into the database with the maximum accuracy.

3. Overview of Database, Data Entry Form and Sourc e Image

A DATABASE is a collection of records and files that are organized for a particular purpose. This
can be known as a list or a table of information. For example below is a database of neonle an

their physical characteristics. Record ’7
. . Cell . . .
First Name Family Nant bX Age (in Height (in CM)
years)
Rahim Khan M 24 165
Karim Rahman M 32 155
Ayesha Hassan F 29 160

Each table contains information about a particular subject.

Table contains fields or columns. FIELDS (or columns) is objects that store different kinds of data,
such as ‘first name’ or ‘age’. On the above database, there are 5 FIELDS: first name, family
name, sex, age, and height.

FORM is an object designed primarily for data input or display or for control of application

execution.

A RECORD is made up of all the fields. For example below is 1 record

Rahim

| Khan

| M

| 24

| 165

In summary, a database is the total of all the records . Data is entered and manipulated in a
form and stored in a table. Forms are like familiar paper forms. All fields on a form make up a

record .



Data is taken from IMAGE, which is a picture. We get the information to enter into a field from
images. Below is an example of an image
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4. Handwriting Peculiarities

Data which are keyed in this project are in hand written format. Handwriting differs from
person to person. Handwriting patterns changes over time as well. For example the letter T used
to be written in a different way compared to how it is written now. Below is a sampling of
handwriting examples.
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Understanding and extracting hand written information looks difficult in the first view. However, it
looks clear and easy in due course of time.

Below are some common tips which we use.

REMEMBER: Most common letter confusion
I't, alu/n/o, L/S, ile, OIA, r/s, ilelo, olv,
M/W

REMEMBER: There are four basic handwriting styles. It is important to understand all of them
and we are prod to say that we do.




Style

small letter

capital letter

Fat or Thin

I'is fatter than 't'
{ k-
I

‘e’ is fatter than 'i'

Lo

I

Inside or Outside

GorY

Up or Down

Right or Left

aoru

0 L

g or gly/z

T J

forp

T/

Lloyd/ Loyd

Llewellyn / Lewellen

Llewellen
Saunders/Sannders

Chauncey/Channcey

Schuyler




REMEMBER: Mostly, Irish names beginning with '‘O' has only 4 names which can be
divided into 10 different spellings:

Names Different Spellings

Oniel ONeal or ONiel

Obrien OBrian or OBrein or OBryan or OBryen or
OHara OHarra

Omara OMarra

REMEMBER: A name beginning with a 'Q’, should have 'u’ after 'Q' as in

Queen or Quinn.
Marques

Jaques
Jaquette

Xavier

REMEMBER: We have to be careful about the curve: 'a' (curved to the right) and 'u'
(curved to the left)

REMEMBER: Surname

1 must always be a single word
2 can never be a single letter
3 should consist of at least 3 letters

e.g. Only a single letter like 'H' is not a surname



5. The Project

5.a Fields To Enter

NA-10 NA-11 NA-14

Image number Image Number Page

Image Type: Image Type Part

Folio Number Folio Number Line

Page Number Page Number Street

Line Number Line Number Sur Name

Schedule Schedule Given Name

Street Street Relation

Given Name Given Name Own

Sur Name Sur Name Value

Title Title Radio

Misc Misc Farm

Relation Age Sex

Age Sex Race

Sex Birth Place Age

B-PL County Name MC

RegistDist: Superintendent School

Registrar’s District
RegistSubDist: Registrar’s District Read / Write
EnuDist: Enumeration District Birth Place
Number

CivilOrTwp: Parish Birth Place:
Fathers

MunicipalBoro: City or Borough Birth Place:
Mothers

MunicipalWard: Township Year of
Immigration

ParliamentaryBoro:

Naturalization

Town: English
Village: Occupation
LocalBoard: E
EccDistrict: U

\%

W

F

BOLD | Bold means you will have to enter the field




5b. Names
Abdur Rahman

In the above name, ‘Abdur’ is the first or given name and ‘Rahman’ is the last or surname. In our
culture, surname may appear in the beginning or at end. For example, in the name ‘Chowdhury

Abdur Rahman’, ‘Choudhury’ may be the surname or family name even though it appears in the
beginning. But in western culture, surname always appear at the end unless there is a title.

John Smith Sr.

In the above name, ‘John’ is the given name and ‘Smith’ is the surname and ‘Sr.” meaning senior
is the title.

There are 2 appendices consisting in this manual: APPENDIX 1: Given Names are to be
memorized and APPENDIX 2: Surnames are to be memorized. It is very important that we
memorize all the given names and surnames in those appendices. The best way to memorize
them is to read them over and over whenever we have free time.

In addition,

We should REMEMBER: The four common given names beginning with 'H'—
Henry>Harvey>Harry>Henery.
Surname
1 must always be a single word
2 can never be a single letter
3

should consist of at least 3 letters
e.g. Only a single letter like 'H" is not a surname

Titles

Always use as is, except Mr, Mrs, Sr, Jr.
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Miscellaneous

Aka

5c. Age

32

Below is a guideline which we use for entering age according to Client’s requirement.

For E.G:

If it looks like this

12

4
12

12
12

21
12

3
4

2 days
2D
2 Weeks

2W

Key this
M

aM

M

32

2D
2D
2W

2W

We do NOT need to know much about this for this project as we can use the logic of the
table on the image. Age of Male will be under Male Column and female ages will be
under Female columns respectively.

However, there may be a mistake on the image at times.

REMEMBER: Given Names Logic for males. Male Given Name has

Logic
~as
~us
~0

Example
Mathias,Thomas
Augustus, Theophelus
Orlando, Milo

10



REMEMBER: Given Names Logic for females. Female Given Name has

Logic Example

~a Dora, Sarah, Amanda
~ie Fannie (also Fanny)
~ine Catherine

~tte Charlotte

Birth Place

There will be a lookup menu. = Alt +
Below is the look up menu or drop down menu for birth place code.

England ChapmanCode [bbreviations Notes

Bedfordshire BDF Beds

Berkshire BRK Berks

Buckinghamshire BKM Bucks

Cambridgeshire CAM Cambs, Cambridgesh.

Cheshire CHS

Cornwall CON

Cumberland CUL

Derbyshire DBY

Devon DEV

Dorset DOR

Durham DUR

Essex ESS

Gloucestershire GLS Glos, Glo'shire, Glou'shire,

Glocestershire

Hampshire HAM Hants

Herefordshire HEF

Hertfordshire HRT

Huntingdonshire HUN Hunts

Isle of Man IOM loM

Isle of Wight Iow low

Kent KEN

Lancashire LAN Lancs, Lancash

Leicestershire LEI Leics, Leicestersh

Lincolnshire LIN Lincs, Lincolnsh

London LDN Often
used
intercha
ngeably
with
Middles
ex

Middlesex MDX Middx Often
used
intercha
ngeably
with
London

Norfolk NFK

Northamptonshire NTH Northants

Northumberland NBL

Nottinghamshire NTT Notts

Oxfordshire OXF Oxon, Oxfords

Rutland RUT

Shropshire SAL Salop

Somerset SOM

Staffordshire STS Staffs, Staffordsh




Suffolk SFK
Surrey SRY
Sussex SSX
Warwickshire WAR Warwicks, Warwicksh
Westmorland WES
Wiltshire WIL Wilts
Worcestershire WOR Worcs
Yorkshire YKS Yorks
Wales
Anglesey AGY
Brecknockshire BRE
Cardiganshire CGN
Carmarthenshire CMN
Caernarvonshire CAE
Denbighshire DEN
Flintshire FLN
Glamorganshire GLA
Merionethshire MER
Monmouthshire MON
Montgomeryshire MGY
Pembrokeshire PEM
Radnorshire RAD
5d. OTHERS:
Relationship
] m
#
$
$
$
$
% & %
' &
' %
(
(%
(
(
( ]
(
(




*

»

Occupation

This field is not required. However, this field can be used to determine the sex. For
example truck driver is usually male, house keeper is female, but farmer can be both
either a male or a female.

13



Street / Place

Following is a guideline for commonly used terms or abbreviations for street / place field.

&
$
/ 0
"1
% %
% %
$
#H
&
2
+ $ )
) & )
3 ) &451)67) &471)&68 &) &481
)9
) &4 1)6 $) &4 1)651) *"19
3 $/- $ % 9
'+2 $/%+& $ $ & #S$ 9
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6. How to Handle Exceptions

Following are 4 ways to handle exceptions:

2- 2

&# $

$

# &9 2
-+ $
& # &9

> % /

&

2# &93
<>=+

-?2--# 3% <>=9

)% $
& $

# - 9% 7?--8

+ &9

3 ?2-6#-
-2 & $+

& /-1
&

#2# &+ $ + &

9

$

)$ +
2- A"

@ 2
CcC" D
$/ + &

$ $

+ /[ +
+ 293B*6 + &

2

29

/2

+ # &9 * & &6

2 - 2+

-

# C'"$DE

SFG59

*
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APPENDIX 1: Given Names to Memorize

' % $ 3 %
' 3 $ 3 % 3
' 8- % 3 $- 3
‘& - % - % H/ %
& $ % & % 32 3
'$ 3 % %
' 3
' % % 3 2& %
' ? o % 3
'? & % % 3
'# & % & 9 3/ %
' + % 3& / %
' %o - % ! %
' Yo 3 | ## 2 %
- & 3 $2 3 ! %
- 3 +H$ % ! 3
- % % ! & 3
‘& + % $ 3 ! 3
' 3 H % 3
' 3 & % ! %
'$ & % &$ 3 2 %
'$ % - & % g 3
' $ % 8 3 3
3 &t & % 2 %
. % -+ % % 2 %
3 H 3 3
& 9 H $ 3 3
. $ 3 2 %
. &2 0 -2 3 H/$ %
. & 3 - 3 %
.2 % - % + & %
$ 3 b % $ %
K - % *& 3
$ 9 5 - % * & 3
$ 3 % * %
$ 9 / % * %

APPENDIX 1: Given Names to Memorize (Continued)
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HHS HUN& $ (#)*+#,

* 3 3 %
* $ b % - 3
* % & 3 %
* % 2 3 $ %
" % &+ % $ 3
- % 3
! 9 % $ 3 $ 3
"&& $ %) o 3 %
"--$ 3 % 3 %
-3 %) % 3 $& %
"o % %) %
" %|/ % $ 3
"$ % 3 %| $ 3 3
"$ o %) % 2 3
" $ % % 2 3 %
" $ % %[ $ + % $ 3
"% % % & 3 - %
" $ % 02 3 $ 3
% % 3 $ 3
B 0 $ % 2 %
2 Lo % 2 %
0/ % % 9 $ & %
#2 9 2 3 $- %
3 % 12 %
+ % %
& % % 3
& % % ) $ %
3 3 ) %
& 9 $ % ) #|& %
; & % ) %
() % ) # & %
+ % % | %
HH 3 % J %
H 9 3 J&&$ %
/ % J&I|$ %
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APPENDIX 2: Sur Names to Memorize

)-
- I - +
'&- | & / -
+$ ! -
+2 ! 2 .
'& ! 2&
'$ & $+ | ## _(3
- & | ## $ +[2 K*1L M /-
- - & +
2 + $+ - & / H -
N P - 2% -
L&+ 2 +
HE & % && ?
2 /' $- %$ + H
. $ -+ -- +/ % +
$- + % & $ +
& 2 2 % # &__
i} &2 _ % 2
. & $ & % # +
_ 2 $& % 2 & $-
.1 $ + $ % $ $ $& $
. & -2 +2 0 #H# $&
. &%+ __$ - % $- & --
.+ $ 2 % 2
.+ % -/ 2 + &
s $ 2 H % -/ K-9 9M
.2 % & - /
. $ + ##- %& &
/ $ % & -$2
$-_ 2 -$2 %
_ & 2 %

APPENDIX 2: Sur Names to Memorize (Continued)
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+ % $ |
% 2 /
$ $ - % _ 2
* % $ # & )
&+ & * 4+ % - 2 & )/
&+ $- % $-& )
% $ & $ __ &
— % $+ H )
2 P % # & _ ) $
$ " % - )
% -2 $ ) $
% $+ ) $
$ $ "$ % ? $ )9/
" K91" M % 2 $ ) ?
&2 H & 2 $ ) # &
H / 0 g2 + $ H ) &
$ 3H - 0- - ) -
$ &t 3 _ 0 2 - ) &
$&+ 1 3%$& 0/%$- )
$ 3 §& 0 ) H# &
$ 3 03 $ / )
$ - 3 - $ ) #
0 HK1
$ 3 0 HM 2 ) &
$$ $ 0$ 2& ) $
& ! # 2 / $+ $ )2
$ H & )2
- $ H 2 B
VH# & $ 1K1 M B -
\J --
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An example of a few more projects that we specialize in are as follows:

2) Phone Book .This project has a similar work format with Census and an overview picture of the same is
as follows: We extract the business name and contact information from the sample below and convert them
to a form as per the client’s requirement.

IS, Lo
1550 Goraopolis Heights Rd.
Moon Township, PA 15108
{888) 9accelE (888-022-2353)
(412) 490-5037

fax (412) 480-5066

page 7-115

= Specs

ts CAD

W Green

Accent Banner
407R Myslic Ave.
Suite 4D

Medford, MA 02155
(800) 367-3710
(781) 391-7300

fax (781} 391-6730

Accent Millworks, Inc.

285 N Amboy Rd.
Conneaut, OH 440302801
(B00) 533-9105

3) Herefordshire-Wills.

UL T, UL

(638) 207-1778

ACCI-TannerStone
101 Johnston Cir.

P 0. Box 786
Palmetto, GA 30268
{BO0) TRO-4341

fax (BG6) 763-4812

Accolade Fumiture, LLC
340 Quinnipiac St.

Bldg. 24

Wallingferd, CT 06492
(203} 265-0524

faoe (2073} 626-0238

ACCRA Wood Products

6150 Lougheed Hwy.

Burnaby, BC, Canada V5B 229
(800} 663-8012

(604} 204-9885

fax (604) 294-6212

|F19) ED9-SLSE
fax (T73) 254-9453
page 5-72

2 Spacs

b CAD

® Green

Accuride International Inc.
12311 Shoemaker Ave.

Santa Fe Springs, CA 90670-4721
(888) 450-8624

|562) 903-0200

fax (562} 903-0208

page 6-30

_"}aE'S.pecs

k. CAD

Accutrack Systems

6810 Oakridge Commerce Way
Austedl, GA 30168

(770) 841-8005

. fax (770) 941-0250

o epELTISar

b CAD

ACI Building Systems, Inc.
10125 Hwy. 6W.

P O.Box 1316

Batesville, MS 38606
(662) 563-4574

fax (B62) 563-1142

AC| Hoist & Crane, Inc.
757 5.E. 1Tth 5t

Ft. Lauderdale, FL 33316
(868) 4-A-HOIST

(954) 367-6116

fax (954) 2720334

Acker-Stone Industries, Inc.
13296 Temescal Canyon Rd.
Corona, CA 92883-5299
(800) 258-2353

(951) 674-0047

fax (951) 253-3162

DANGERFIELD EDMUND,
DAMIEL  see JOAN
pANYELL FRANCES,
DAMIELL HUGHE,
DANNELL HUGO,
DANNYELL JOHN,
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v Sen,W. Mok / ! (1‘:'3
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Colusodl, Covdur, W. [ (1]
Yarpolu, YeD, W. | e [
Uangaxren, Wid., W.1. Ly 3(2
Daidusn, W. % 14/1f3t
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¥

i
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1606
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1666 2omrR
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16TB umae
1695 ¢ 1et
'G:TO as mif
1597

1553 /4
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4) SDNQ: This project consists of extracting the Last Name and the First Name only from the give data
below.

Bagber .....7 i cveieiirneenieee 76 Battrick, CH. ................. 419
Bagg, Johin...... e ....174 - BAWDEN. SIR JOHN: OLDMIXON'S
Baglake....................... 149 UNCLE ........ Eoa 00000000 B0k
Baker, Augustine ............... 95 Bayly, Bemjamin .............. 191
Baker, Deanes .......... ceaee... 04 Bayly, George ....... e 23
Baker, Harry ..... eneenn t....186 Beale, Bartholomew, Mary .......81 ~
Baker, Sir R.L.................420.  BEALING: THE NAME IN EARLY

Baker, Richard ....... ceeea.... 184 LONDON RECORDS .. ...0uunnnn 214
Ball, William ............... ...222 Bealing family .............. .. 295
Baltonsborough................. 86 Beaminster ................ 137, 216
Banastre, Lady Margaret ....... 164 Beaminster Commonwealth

Banger, Thomas ............... 287 FEEISLIAT . ..ovvvnanernns cee.. 287
Banwell........................88 Beaminster dialect words....... . 395
Barbados, Workmen for ........216 Beaminster marriages......... 63-65
BaRrBARY, TWO BROTHERSIN . .... 169 Beaminster puppet players .... 19-21
Barkley, Bp. Gilbert ...... ..., B3, 85 Beaminster textile mills ..... 174-179
Barber, Henry ..............clt 60 Beard, Roger.............. ve.. 189
Barfoot, John ....... ceees 178,179 Beater (Bater), Elizabeth ......... 66
Barlett, Richard ..... R Beater, John, John Gollop ....... 66
Barn Rushy Ground .............62 Beater, Mary ............. ...65, 66
Barnes, Jerom .......c00nvonns . 138 Beckhay Wood .......... vee... 368
BARRETT, CREWKERNE ...... veuo 69 Beckett, John ......... vesaania 176
Barrett, Robert Dean ....... ... 69 Beckford, William ............: 165
Barrett, Sarah ..................69 Beckington . .-...... 184, 190-192, 194
Barrett, Thomas ................69 Bedford, Lord ........covenve-s 121

Conclusion: Above are overviews of a few projects that our team has worked on. In addition to this we are
also engaged in Web Development, Call Center, Ship Building and a few more business. We are looking
forward to expand our Data Entry Processing section in Bangladesh where we commit to provide the
maximum time utilization and strong confidentiality to our business associates. We hereby look forward to a
promising and professional business relationship with your organization.
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