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Questionnaire for Independent Study

Title

Business Affairs Performance of the Chiang Mai International School

Direction

1.

This questionnaire will provide data for an Independent Study project on
business affairs practices in Chiang Mai International School as judged by
administrators, teachers and staff of the school.

Please answer all the questions in both parts of the questionnaire which
will be useful in evaluating and assessing business affairs practices in
Chiang Mai International School.

The data will be analyzed for educational purposes and will have no effect
on those answering the questions.

There are two parts to this questionnaire:

Part I Provides data of current business affairs practices at Chiang Mai
International School.

Part II Problems and Suggestions
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Part 1 Business Affairs Performance of the Chiang Mai International School
Direction
Please mark / in appropriate space (Yes or No) regarding Business Affair
Performance of the Chiang Mai International School
No. Item Yes | No Do mot
Know
Registrar
1 Is there a review and assessment of the process
2 Is there a users’ needs assessment
3 Is there a system and/or working plan in practice
4 Is their a regular procedure followed the services’
schedule
5 Is there a yearly review of services
6 Are clerical procedures practiced consistently
7 Are all users treated equally
8 Is the process carried out willingly and with ease
9 Is service rendered in a friendly manner
10 Are users’ concerns regarded
11 Are clerical procedures done as requested
12 | Are materials printed correctly
13 Is required business completed according to priority
14 Is an order and delivery schedule kept
15 Are clerical procedures done according to a process
16 Is there a system for filing official documents and papers
17 Is the equipment and technology used up to date
18 Are school announcements printed and/or posted
19 | Are office and clerical services convenient
20 Are office and clerical services convenient for outsiders

who require services
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No. Item Yes | No Do ot
Know

21 Is there an efficient system of intra communication
in the school

22 Can official documents and files be found and processed
quickly

23 | Are printed forms for various procedures made available
to personnel

24 Is there an up to date school’s records

25 Is there an up to date curricula vitae on all personnel

26 Is there efficient service for people inside and outside the
school

27 Are announcement and schedules clearly noted and
adequate

28 Is there a person in charge of office and clerical
procedures and communication

29 Does that person have good relations with others in the
school
Finance and Accounting

30 Is there a review of financial and accounting procedures
and needs

31 Is there a process in place for financial and accounting
matters

32 | Is the school calendar for finance and accounting matters
followed

33 Is there a yearly evaluation of the process

34 Is there a knowledgeable person supervising financial
and accounting matters

35 Are payments done properly

36 Is there transparency in all financial and accounting

matters
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No. Item Yes | No Do ot
Know

37 Is there a regular system of payments and receipts in
place

38 Is there a system for payment in the school

39 Is there efficient service for people doing financial and
accounting business

40 | Are all changes in financial and accounting systems
made known to personnel

41 Is equipment and technology up to date

42 Is there adequate communication of financial and
accounting procedures to school personnel

43 Is there equal accessibility for all personnel

44 Are financial and accounting matters handled in an
efficient manner

45 Are relations friendly and warm
Personnel

46 Is there a need assessment process reviewed

47 Is there a strategy for performing tasks

48 Does the strategy follow a time line

49 Does the number of personnel meet the needs of the
school

50 Are personnel properly utilized according to their
abilities

51 Is there adequate communication channels
for personnel

52 Is there adequate continuing education for personnel

53 Are meetings, work shops and seminars adequate

54 Is there opportunity for work observation abroad

55 | Is the directory of personnel kept up to date

56 Are school records up to date
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No. Item Yes | No Do ot
Know

57 Is there an adequate handbook of procedures for faculty
and staff

58 Is there a compensation and salary committee

59 Are equipment and facilities for personnel adequate

60 Is there adequate communication of benefits

61 Is there equal treatment for all personnel

62 Is concern shown for the needs of personnel

63 Are people with personnel concerns treated well
Supplies, Equipment and Maintenance

64 Is there adequate review of supplies and equipment needs

65 Is there a plan in place for maintenance, supplies and
equipment

66 | Is the plan followed

67 Is there adequate assessment of the plan

68 | Is quality equipment provided

69 | Are order and purchase forms clear and adequate

70 | Are procedures for purchase orders clear

71 Are order and purchase procedures followed

72 Is the office efficiently organized

73 | Are services provided in a timely and efficient manner

74 Are supplies and equipment stored safely

75 Is there a system for storage of supplies and equipment

76 | Is the inventory kept up to date

77 | Are damaged, destroyed and obsolete supplies and
equipment replaced annually

78 Are buildings and facilities well maintained

79 | Are safety measures and procedures well observed in the
school

80 Is safety equipment well maintained in the school
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No. Item Yes | No Do mot
Know
81 Are staff members well qualified for their responsibilities
82 Is there adequate training and reeducation opportunities
for staff
83 Is concern shown for the needs of personnel
84 | Are relations friendly and warm
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Part II Problems and Suggestions
Instructions Please present details on any problems and suggestions for
Business Affairs Performance of the Chiang Mai
International school

Registrar

PrODIEINIS vevtttniiieeeeeeeeneseeeesessenenceeasessssnsesssssessssssssssssssssssssssssssssssssssssssssasssssanses

------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------------
oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------
oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

Finance and Accounting

(0] 0] (=300 1<

......................................................................................................
oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo
oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo
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Personnel

(0] o) (300 1<

€000 00000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000

©00000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000

©00000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000

SUGEESHIONS .. teverernrrinrernrssnerssnrssnecsnssanssnns

Supplies, Equipment and Maintenance
50 00) ] 153 4 PR

©00000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000

SUZZESHIONS .. tuvererinrenreinrinienesenroneseasensonscnnss

€0 0000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000

Thank you for your assistance



4
¥o - ana

v =) S a
Su ou Uina
sz iamsnmn

2516
2521

2526

ﬂszaummﬁmsﬁnm
2526
2532
2534
2537
2543
2544
2546

109

a o 4 QJ
PENNAY  INFNe3

27 WAIMEU 2501

o = A ~ 1 A ~ =
WseuANEIUN 3 1595 8uUUATAARSUAAYN
) S o A w v ]
dvaluNes sunoied 39KIAUIU

a o a 1 o a 4
IMSRUNAUAFI N AruanszaIn

o A cu [ =~ "

BUNBINDY VINIAFEa 1113
UHIINGIQYWITN A1vadIana

[ =} [ v A ]
guneloy 9 Iawes vl

v5En lwwenInuualn Bagalosanesilosissud

noIadaAMms anmasandns luaszme lne

&

A and g o o v o
TEN MU wnsadesa aetulosyuda

=

& [ o o

@ J @
NUANNINY LBNTITI UNIFUITNA

o
an)

A o v o 4 Iy Y
YTHN 115 15188 ueiAs In

4 d' o a A ]
PIANIINONYBINA 138311

Tsa5eumuanaased v



