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ABSTRACT

The objectives of this research were: 1) to examine the business affairs administration
of educational institution in Latyao district Nakhon Sawan province according to the principle
of Ditthadhammikatthasamvattanikadhamma 4 and 2) to seek guidelines to develop the business
affairs administration of educational institution in Latyao district Nakhon Sawan province according
to the principle of Ditthadhammikatthasamvattanikadhamma 4. This research was a mixed method:
a quantitative research and a qualitative research. The sample was 268 people by using
questionnaire with five rating scales for data collection. Reliability was 0.97. The data analysis
was done in the computer. The statistics for the data analysis was frequency, percentage, mean,
standard deviation. The qualitative research was dealt with the in-depth structured interview
to collect all detail from nine key informants and the Content Analysis was presented in a
descriptive form. A result of this study was found in the following aspects 1) The overall of
elementary the business affairs administration of educational institution in Latyao district Nakhon
Sawan province was at the highest level (X =4.58, S.D.=0.42) and when considering each aspect was
at high level, it arranged from the high to low level: electronic -documentary section has the highest
level (X =4.83, S.D.=0.34), Document Flow-Inward section (X =4.65, S.D.=0.39), Draft document
section (X =4.63, S.D.=0.42), Copy document section (X =4.68, 5.0.=0.53), Filing document section
(x=4.63, S.0.=0.41),Recordkeeping section (X=4.53, 5.D.=0.56), Proof document section (X
=4.53, S.D.=0.29) Typing document section (X =4.45, 5.D.=0.34) respectively. The lowest level was
the disposal document section ( X=4.28, S.D.=0.55) 2) The developmental guideline on the
business affairs administration of educational institution in Latyao district Nakhon Sawan province
according to the principle of Ditthadhammikattha- samvattanikadhamma 4 consisted of 9 section
as follows: 1) Document Flow-Inward section, Administration Officer contact each institute

directly, 2) Draft document section, Administration Officer should pay attention and gain
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knowledge in wording how to draft document correctly, 3) Typing document section,
Administration Officer always training for efficient performance and ought to be conscious all
the time, 4) Copy document section must check and proof all document that according to
regulations of each institution, 5) Filing document section, the administrators should suggestion
how to keep filing in good condition in order to find document easily, 6) Recordkeeping section
make memorandum and keep document in order, 7) Proof document section, the
administrators encourage the officer develop oneself about proofing, 8) Disposal section, the
administrators should guide the officer attend the workshop for improving the business affairs
administration effectively and 9) Electronic Document section, the administrators plan and set the
policy to manage and survey about information resource and maintenance all resources then
follow up and evaluate the performance.

Keywords: Administrative Administration, Educatinal Institutions, Ditthamikatta Sangvatniktham 4
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