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ABSTRACT 

The objective of this research was to develop filing system of the division of 

public works, Sing Buri Town Municipality, Mueang District, Sing Buri Province. This 

study was the participatory action research which was comprised of 12 officers and 

employees working at this division and everyone involving in developing a filing system. 

The research started first studying the present condition, problems, and developmental 

needs of the filing systern. Second, t he  researcher investigated the ways and methods 

for the development. Third, the researcher specified the indicators to evaluate the 

success of development. Last, the researcher ran the document filing activities. The 

researcher offered the opporl~nity to every participant in order to effectively learn each 

process of this operation. The framework emphasized four features: the filing operation, 

filing while using documents, filing aAer using documents, as well as document filing for 

inspection. 

The results were as follows: 

1. the filing system at Sing Buri Municipality was not as efficient as it should 

be. This problem resulted from lack of office supplies and places used for keeping all 

documents. There were no clear instructions so that the documents were filed 

redundantly. Moreover, there were no plans of the keeping and eliminating period. No 

otfrcers were specified to be responsible for filing documents. There was no standard 

fling system. Officers had no knowledge about the filing system. It did not have the 

filing manuals and they did not use computers to assist the filing system. Finally, the  

management did not pay attention to this action. 
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2. one way to develop the filing system is to provide a filing manual to officers 

in order to increase their knowledge and improve their filing. Also, the division should 

examine and report the results of filing. Finajty, it should use computers for recording 

governmental files. 

3. the strategy to develop the filing system was that the leaders had to coach 

otlicers in order to improve their skills and increase their knowledge. In addition, they 

should support officers to have the learning process through the real activities. Based 

on the mentioned results of the development, the municipality officers had more 

knowledge of the filing system according to the research framework. They were able to 

write and follow the filing instructions correctly. Computers were tried lo help filing some 

governmental documents. From the aforementioned strategies, they increased officers' 

participation in working as a team which foliows all developmental indicators. 
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