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Abstract

The documents improvement of general
administration section, Sisaket Rajabhat Universtiy,
aims to study current condition, problem and
demand of improving. So, the main purpose is to
improve the documents of general administration
section, Sisaket Rajabhat University. The concept
of document administration regulations was used
for this study and it was divided into 3 dimensions:
1) dispatch arrangement, 2) dispatch receiving
and 3) dispatch sending. The sample groups from
randomizing are from general administration
officers and officers of other sections, 22 people,
including 2 document administration experts. The
questionnaires were used to gathering information
which was analyzed by statistical computer
program. The processes of analyzing are frequency,
percentage, average and standard deviation.

The results show that:

1) The whole process of document

administration does not reach the standard of
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efficiency. This section needs the improvement
of dispatch arrangement and more tools. It is not
quick enough while receiving and sending docu-
ments. The staffs could not follow the document
regulations. There is not dispatch monitoring
system. There are some problems such as disap-
peared documents and messy documents. These
are cause of lack of effectiveness. So, the leader
has to improve staffs by using real condition of
working.

2) In the way of dispatch arrangement,
dispatch receiving and dispatch sending, the
author found that this section needs the improve-
ment in all dimensions. Then, the leader should
expose the importance of document administra-
tion improving. This can make all staffs realize the
importance of learning and participating for the
benefits of university and themselves, and it also

drive the higher competency which help
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