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ABSTRACT
TE 163921

The purpose of this study was to survey records management in the 18 sections of
Srinagarind Hospital, Faculty of Medicine, Khon Kaen University. The parameters of
interest were the condition of the documents (i.e. their type, quantity, age and usage),
growth rate of the collection and management of the records (i.e. creation, receipt,
dissemination, usage, maintenance and disposition).

Results the largest number of documents found was “intra-office memoranda”,
followed by “external documents”. The files in storage in the various sections of the
Srinagarind Hospital date from 1978 to the present. Twelve sections have documents
dating more than 10 years. The growth rate of the collection, in physical terms, between
1990 and 1991 is 19.3 feet or nearly 6 m per year.

Documentary management, based on the lifecycle of a record, indicated most sections
were based on “Creation and Receipt” as per “The Office of the Prime Minister on
Paperwork, 1993”.

Document dissemination was the most common way of making copies. The persons
with authority to access the documents include section heads, office workers who file
documents and those searching out the documents. The most common instrument used to
find documents was the “List of Files.”

Maintenance and temporary storage was done by a designated staff member and most
had training in document maintenance. Most in-~use documents were kept in the section,
unit or office. Inactive documents were stored at each office or unit for convenient
reference.

Most sections used more than one filing system, usually according to topic or title, and
stored them in 4-drawer metal filing cabinets. The Materials and Supplies Section had the

most frequently accessed filing system.
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More than half of offices set a maximum age for documents. The causes or reasons for
discarding a file included inactivity, loss of relevance to the office or irreparable damage.
Disposal was by shredding or incineration by a designated staff member.

Suggestions since the physical growth of documents is surpassing available space,
Srinagarind Hospital must construct a document center or use information technology (IT)
to reduce the physical storage space needed.

The destruction of files should follow the protocol of the National Archives and Records
Administration, Department of State Records.

Document management in every section of the Hospital should follow the same standard
for creation and receipt, dissemination, use, maintenance and disposition. An office needs

to be set up to run this project and serve as a consultative resource.





