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ABSTRACT

| 204923

This research aimed to 1) study current problems and needs for development of
the documentation management development of Thabote Water delivery and
maintenance project, 2) determine the guidelines and methods for development
including key performance indicators of the documentation management development of
the project, and 3) develop the documentation management of Thabote water delivery
and maintenance project by using 4 aspects of the documentation management
development as a research framework, namely entering and delivering official
documents, safekeeping of official documents, and destroying unused documents. The
research and development divided into 3 steps emphasized participation of the
stakeholders. The population used in the first step had 2 groups: the out service users
and the in-service users of the organization; The population used in the second step
was the archive work staff and others involved; the population used in the third step
was the archive work staff of Thabote water delivery and maintenance project. The
instruments used were an interview form, a questionnaire, and a work training program.
The qualitative data were analyzed by content analysis and concluded according to the
research framework; the quantitative data were analyzed to calculate frequency and
percentage.

The findings indicated that:

Regarding the current state of the documentation management:

the documentation management officers 1) provided very excellent service, in

a iriendly, perfectly polite, and beautiful manner, 2) entered each document in every
step, 3) spent 13-15 minutes per service, 4) publicized too late for the public to act on

management decisions, 5) informed the public in time of management decisions,
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6) answered the document of the project in time, 7) seafched for information via
computer or the files kept, 8) the safekeeping of official documents was not systematic
and was substandard, and 9) permission in writing was never obtained for unused
documents to be destroyed.

In regards to the problems of the documentation management: 1) there were

___ insufficient officers responsible for entering documents, nobody substitutes when the

officer in charge is absent, 2) unclear steps in entering the documents, 3) some
documents did not go through the process of document entering which resulted in
difficulties when following up, 4) permission was never asked for unused documents to
be destroyed according to the 1983 documentation management regulation and- the
revised and enlarged regulation.

The strategy to develop the documentation management of the water delivery
and maintenance project were as follows: 1) select the persons responsible for the
documentation management to rotate the job when one is absent, 2) clearly set up and
show the steps of entering the documents and emphasize to everyone to follow them,
3) develop the skills of using various technology while doing documentation

management, 4) provide books and manuals for documentation management practice

~ which can be used as guidelines while working, and 5) put in detail the procedure for

asking for unused documents to be destroyed according to the 1983 documentation
management regulation and the revised and enlarged regulation.

The results of the documentation management development: 1) every
documentation management officer was able to enter-deliver official documents of the
project through electronic methods quickly and correctly within 5 minutes per issue,
2) the officers were able to search for the document quickly and correctly within 5
minutes per issue, 3) the officers were able to safekeep official documents of the project
correctly and systematically within 20 minutes per issue, 4) there was a clear
improvement in the steps of entering and delivering official documents for officers, 5) a
system was set up for the safekeeping of official documents of the project which was
divided into 4 sections as follows: personnel management, financial affairs and supplies,
general management, and regulations. The documentation management officers were
ablg to safekeep official documents correctly because they were systematically set up
and easy to search, 6) sector documentétion management officers were appointed to

rotate the job when one is absent, 7) guidelines were determined for askina nermissinn

unused documents to be destroyed before the appointed time set in the 1983

regulations previously mentioned.





