o~

N oy

Tyylunsdswmisdasianiseesuaainsaadfifins
Inedufas fa uaznalulad aniAnersedasinal
PROBLEMS IN WRITING OFFICIAL DOCUMENTS OF SUPPORTING STAFF
COLLEGE OF ARTS, MEDIA AND TECHNOLOGY, CHIANG MAI UNIVERSITY

engod od Bealud”

Piyaporn Na Chiangmai"

sanende@estial, 239 o.faufia a.gww a.deadoclna 2. @l 50200 Yszmelng'
Chiang Mai University, 239, Huaykaew Rd, Suthep Sub-district, Muang District, Chiang Mai Province, 50200 Thailand'
*Corresponding author E-mail: piyaporn.n@camt.info

(Received: 7 May, 2024; Revised: 8 Oct, 2024; Accepted: 18 Oct, 2024)

UNARED

v
a o

nsAseiiidngusvasAie 1) Anndgminisdiswmidasnenis uay 2) Anwudaniadeunisia

| o o A va a o P = = 1%
FrnsimEnzantuanmilaqiuessyaansaelfjifinig endeRals fe uazmalulad aniinende
Boalval WABATuBa B nuazBennin Inefnundeyamnnzmiodenie tuuasmisianiawen 1eeynains
44 Ay Fanteu 5 9 wasiBaarngy Wedinsieridaninis@eunii@es1ans uazdneusn “malla
ns@enlidesenis” Inameaeuan3nassuniseusH

wadFenudn 1. deynin1s@euwnilade 4 fAnu fa 1) ANKLULWESN Aauausniasas 100 NAIBUSH

v
K

Snsny 6136 AuA fereunszay nslinanagn nsteninsein sreznnsfisd 2) Fmadlen deususs
Snenz 51.81 ndsouanEasay 52.27 [Hur e hinsussdilsznau 5W 1H e hinsaszifiu anannsineds
$osya amnisidenleafomnnamn marsuszad uazniargUan e lidman Aaeingllmmzas
3) funn avausadoua 38.63 ndsausianar 20.45 (Hud nialdrdndeu dadasliduigiuidem
uazagUann Anfanites Wonwme ssswsyanauazAnitin iduluasendeus aiansdenToaidan
AAVIRUATNIAANUTTANA 4) AunnTiad feweusniasar 97.72 navausniawss 86.36 (Aur dauin
rasiiuiindiapannamndanivietanndt 20 woed srvasiasinbinssfenaninszane Wasarsendng
Usglaavinafiu Bidinmszndnsussiin AniRn darumnnan ddn feszasinszidnsussvindiu 1 wih vie
nsfiuszezineszndneussin liszymaniiienansniindgall dasnusidanndn 16 wead uazwudn 2. wwanely
ma@uwmisResnniszesyaainsfieadullanaman 5W 1H sefsudninuianiguuns dafaeauansussn
WA 2526 BsyaainsassinaandintauazAnuasitouy Wigndeeusiugn Suilsidtiasudion uazyin
pansiiinladnds vdefnuninguarasdaaamldefiden uasiinasidanauifia denl¥suuun uazlaseaing
raansReigniasmningusrasfiasmilsdofiazdns Wanuaznuissnisfigndias wsnzan daans
AennnlFiegnegniismiudane shadnslasssieduummnenis e dentinm uasdinssinnsdem

anngetwniiderssyaansiifilszauntsel uainduBEeusimunauie ifansdungy @esrnnuas

" sinsantseneiall Svgaspats Aeuazialulad

4



170 g !
wuwAdsaas Un 20 auun 2 1maunsnnIAU - SUdDIAU 2567

Weunilsdasnrn1sedwidssansnin nsidsunilsdesnsnisiiddssansnmmdsuanisAnaninaaiidauw
P Cd 53/ [ a oa 1 { cil v o/ o’ A

nsdewlidesnsnisaneluegiugluuuuasuinsufifivesigad uardefdewnlidanisnsenine

prnuedarsamisiesnisfieadumivienivszlemd foszaed uaziuwmisdeasanisfidansmsnzas

ATHEINT Tﬂﬂ’]ﬂ AN LRSUAAR

ANANALY: WINRDTIYNTT, ANULULNDEIN, ATUnNTE7, Fufiani, Anuniaian
ABSTRACT

The objectives of this research were to: 1) study the problem in writing official documents, and 2) propose
the guidelines for writing official documents that were suitable for the current conditions of supporting staff, College
of Arts, Media and Technology, Chiang Mai University. The research employed both quantitative and qualitative
methods, studying internal and external documents of 44 staff members, along with 5 supervisors and experts.
This approach was used to analyze problems in writing official documents and to conduct training on “Techniques
for writing official documents,” followed by testing the participants’ knowledge after the training.

The results of the research found that: 1. there were four aspects of problems in official documents writing.
1) Form, problems were found before the training 100%, after the training 61.36% including setting the margins
of the paper, Garuda symbol Line indentation, and typing distance. 2) Content, problems were found before the
training 31.81%, after the training 52.27%, including content not complete according to the 5W 1H elements,
content not relevant to the point that needed to be communicated, lack of references to relevant information, lack of
connection between the content of the cause, purpose, and conclusion, vague and unclear content, and inappropriate
concluding phrases. 3) Language, problems were found before the training 38.63%, after the training 20.45%,
including redundancy in the use of words and phrases, titles not match the content and conclusions, superfluous
language, colloquial expressions, misplaced personal pronouns and prefixes, and poor connection between cause
and purpose. 4) Printing, problems were found before the training 97.72%, after the training 86.36%), problems
included headers smaller than 20 points, signer’s name not centered, inadequate spacing between sentences,
words split between lines, typos, missing text, repeated words, line spacing inconsistencies, unnumbered document
pages, and fonts smaller than 16 points. The results also revealed that 2. guidelines for writing official documents
for staff; they should prioritize adherence to the W TH writing guidelines as per the Prime Minister’s Requlations
on Secretariat Work B.E. 2526 (1983) and its amendments. Additionally, staff should: understand the regulations
to ensure accurate comprehension: follow instructions thoroughly and study the purpose of the official documents
with discretion: choose the correct format and structure based on the purpose of the document: use correct and
appropriate language and official terminology to convey the message accurately: observe examples of structures as
guidelines: analyze and learn from examples of official documents: practice and develop writing skills. In summary,
effective official document writing reflects the writer’s capabilities. It is essential for documents to be practical,

relevant, and appropriate for the time, occasion, place, and recipient.

KEYWORDS: Official Documents, Form, Language, Content, Typing
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