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ABSTRACT

This study aimed to 1) examine the problems in document management
within the Office of Graduate Studies from the perspectives of relevant stakeholders,
2) analyze the causes of those problems using a Fishbone Diagram to identify contributing
factors, and 3) study the needs and propose appropriate solutions for improving the
document management system in alignment with the office's operational context.

The key informants in this study were ten staff members from the Office of
Graduate Studies at Rajamangala University of Technology Thanyaburi who were directly
involved in document management. They were selected using purposive sampling. This
research employed a qualitative methodology, in which data were collected through
brainstorming sessions using the 5WI1H technique to encourage participants to reflect
comprehensively on their experiences and perspectives. The data obtained were then
analyzed using a fishbone diagram, based primarily on the records of the first and second
brainstorming sessions.  Subsequently, development strategies were synthesized in
collaboration with stakeholders through content analysis and thematic categorization based
on the main issues identified.

The findings showed that 1) the office encountered various problems in
document management, including unclear document storage systems, lack of
categorization, delays in document retrieval, duplication of operations across systems,
unlinked information, and limited digital literacy among staff members, 2) the cause
analysis revealed six key problem areas : absence of standardized storage, limitations of
electronic systems, redundant work processes, unintegrated data, insufficient personnel,
and lack of user confidence in digital tools, and 3) the needs and development strategies

were identified in five practical areas : promoting regular document status checking,



setting file naming standards, developing online student request forms, providing support
for staff with limited technology skills, and implementing color- coded labeling for
document categorization. These strategies were piloted within the office and
demonstrated the potential for improvement while reflecting a transition from traditional
practices toward a more efficient and standardized document management system

suitable for real operational use.

Keywords : document management, the office of graduate studies, digital system,

fishbone diagram, development needs
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