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ABSTRACT

Four purposes of this study were 1) to study states and problems concerning documentation of
Banwianghaeng school, Chiang Mai province, the target group was teachers and educational personnel
of Banwianghaeng school selected by purposive sampling, academic year 2016, the total number was
20, an instrument used in this study was a structured interview, the data were analyzed by
summarizing the interview issues, 2) to study the documentary operations of the successful model
school, the target group was documentary officers of Ban Kong Lom school selected by
purposive sampling, academic year 2016, the total number was 20, an instrument used in this study
was a structured interview, the data were analyzed by summarizing the interview issues and
summarized the results as a composition, 3) to develop the strengthening performance guideline for
documentation of Banwianghaeng school, Chiang Mai province, the target group was involved with
documentary section of Banwianghaeng school selected by purposive sampling, academic
year 2016, the total number was 7, the instruments used in this study were a meeting agenda and a
record of meeting, the data were analyzed by summarizing the results following the meeting from
the participants, 4) to check the efficiency of the strengthening performance guideline for
documentation of Banwianghaeng school, Chiang Mai province, the target group was 5
documentary the instruments used in the data collection were an audit form for checking the

accuracy, suitability and possibility of the strengthening performance guideline for documentation



of Banwianghaeng school, Chiang Mai province, the data were analyzed by frequency distribution
and presented data in tables with descriptions.

The results of this study were as follows:

1. as regards the states and problems concerning documentary operations, in terms of
managing official documents such as sending receiving  official documents,
storing official documents of Banwianghaeng school, Chiang Mai province were in accordance
with the documentary regulations; in terms of sending -receiving the official documents,
the school performed in accordance with the electronic documentary system (E - Office), but it
was found that the operations were not in system all 5 aspects: managing official documents,
sending receiving the official documents, storing official documents, lending and destroying the
official documents.

2. as regards the documentary operations of the successful model school, it was found that
there were 4 input factors in the documentary operations such as man, money, materials, and
management, there were the working processin according with the documentary regulation,
monitoring, coordinating, sharing tasks clearly, the documentary officials had to work carefully and
know the priority of tasks.

3. as regards the preparation of the strengthening performance guideline for documentation
according to the process of I-P-O (Input Process Output) or management system were as follows:
1) I—Input, 2)P - Process, 3) O - Output /Outcome, there were 4 input factors such as man,
money, materials, and management, there werethe working processin according with
the documentary regulation, monitoring, coordinating, sharing tasks clearly, the documentary
officials had to work carefully and know the priority of tasks as well as having to realize the self-
responsibility. Moreover, there were to monitor and evaluate the performance periodically in order
to archive the output / outcome as to perform correctly according to the documentary regulations, to
reduce the workload and speed up the performance accurately and currently, including supporting
the benefits to other departments.

4. as regards the efficiency of the strengthening performance guideline for documentation
of Banwianghaeng school, Chiang Mai province found that all guidelines passed the evaluation

criteria showing that the guidelines were suitable and possible in actual practice.



