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Booklet of information for: professionals of archiving, Cantonal and departmental archives, digital libraries,  
university libraries, public and private archives and enterprises. 

Sun-Groupe Ltd Co. 
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About us  

Sun-Groupe is a Chinese and Swiss enterprise of commerce and services : 

In Switzerland, the head office, administration and reception, project managers constituted by a dozen of  
collaborators with a high level of professionalism. 

In China in Beijing and in Puyang, our own data entry operators, linguists, computer scientists, architects, 
draftsmen and graphic designers. One quarantines fixed collaborators with the possibility of calling an exten-
sion of more than hundred persons during big plans. 
 
 
Our Service  

We proceed the data entry in full text in several languages : 
· French 
· German 
· English 
· Italian 
· Latin 
· Spanish 
· Chinese 
· Korean 
· Japanese 
· Russian 
· Romanian 
· Portuguese 
 
Full text entry,  
by copying out with accuracy the original document, without modification. 
 
Using styles,   
tables of subjects, pagination, letterheads and foot of page, notes. 
 
Respect for typographical charters.  
 
Preparation for online edition and database,  
HTML mark-up, XML (with your own DTD or XSD). 
 
 
Quality and Confidence  

We see as a big advantage that our project management is in Switzerland, i.e the fact that we share the 
same culture, language and mentality with our customers. By this nearness, misunderstanding and delays 
are avoided. Our  

The effectiveness of our job is the result of experience and of organization with an optimised process : 
· Confirmation of every point of the conditions of contract, 
· Validation tests, 
· Monitoring of the progress of order, 
· Reports on demand, 
· Check on satisfaction and analysis of comments client, 
· Refinement of teams. 

With four years of experience on average, our representatives for production and our teams have recourse to 
the double systematic data entry guaranteeing the contract a benefit of high quality with one minimum of 
99.995 % of accuracy with the readable enough original documents. 
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Data Entry Service for Archives and Old Texts 

Working procedure  

· Giving the orders (we only work with copies, original documents remain in your hands.) 
· Types of supports : 

· The best solution is to scan the documents. If it is a problem, we organize for you this first 
stage of digitisation in collaboration with a copy shop or your region or directly, if possible in 
your office. 

· Scans resolutions : A rate of 200 up to 300 dpi in grey level is generally enough. 
· If you have detached A4 pages, you can use our scanning service 

· Transmission Mode : 
· By poste (CD, DVD, A4 paper) 
· By email 
· By FTP 

· Used formats : 
· Microsoft Office (95, 97, 2000, XP, 2002, 2007, and so on… ), Adobe and Open Source. 

· Microsoft Word 
· Microsoft Excel 
· Microsoft Power Point 
· Microsoft Access 
· Adobe Acrobat 
· Text (txt et rtf) 
· HTML, XML, ASCII, MySQL 
· Open Office 

· Delivery time : 
· depends on workload of our centre of production 
· monthly capacity of 25’000 pages in English (can be extended)  



Level Price Description Examples 

1 1.15 CHF 
0.75 € 

Simple texts 
Good quality documents 
Mark-ups and basic styles 

 

2 1.25 CHF 
0.85 € 

Difficult texts 
Simple tables 
Documents difficult to read 
Simple typographical charters 

 

3 1.50 CHF 
1.00 € 

Difficult tables 
Complicated Typographical 
charters 
Old manuscripts texts 

 

Estimation and Payment  

· Our estimations and conditions are fixed before the order. 
· We allow free tests. 
· Payment : 50% at the order, 50% at delivery.  
 
 
Tariffs  

· Our tariffs are transparent and represent the real costs. 
· Systematic double entry with 2 persons. 
· 99.995 % accuracy level. 
 
For 1’000 characters, including spaces, tariffs varies between 1.15 CHF and 1.50 CHF :  

Data Entry Service for Archives and Old Texts 

Address : 
Sun-Groupe Ltd Co. 
2087 Cornaux 
Switzerland 

Tel      : +41 (0) 786.08.46.15 (8-20 o’clock every  working day) 
Fax     : +41 (0) 327.57.17.11 
Email  : central@sun-groupe.com 
Site    : www.sun-groupe.com  


