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Abstract

This research has an objective. The objectives of this study were 1) the level of performance of
personnel of Don Yai Hom District Municipality Muang Nakhon Pathom District 2) Guidelines for the
development of operational document of personnel in Don Yai Hom District Municipality. The total sample of
the study population was composed of 18 officials, 20 employees, 20 employees, 20 employees, and 12
employees, totaling 70 persons. Analyzed using percentage, mean, and standard deviation. Most of the
respondents are female. Age 41-50 years old. Undergraduate current position Employees hired on a
mission and employed by a general employee. Term of tenure is 5-9 years, respectively. The research
found that:

1. The level of performance of the personnel of Don Yai Hom Sub District Municipality Mueang
Nakhon Pathom In Nakhon Pathom Province, the overall performance was at a high level. In descending
order is secondary government books were the books, sending official books, the retention of government
books, the destruction of official books, the lowest level is the borrowing of official books.

2. Guidelines for the development performance document are divided into 6 areas as follows.
1) Personnel should be encouraged to develop their knowledge in the preparation of government books.
To stimulate the knowledge of personnel to keep up with change. 2) The official personnel should receive
official books on time. Immediately upon receipt of the book. And to document the operation of the
distribution to personnel to work in the same way and the computer program to help in receiving official
books. 3) The official Personnel should send books on time, check the accuracy If there is no substitute.
There must be other ways to get the recipient to receive the book or information as soon as possible,
such as telephone or E-mail etc. 4) The official book should be kept as a category. To make it easier to
find The computer system may be used for storage. 5) The borrowing of official movie. To borrow It should be
approved by the supervisor every time and the person who has the right to borrow the book has to be
approved by the supervisor every time. Should register to borrow schedule a clear night. 6) The destruction of
the official movie. Should set the procedure to destroy the bureaucracy clear. And to be treated in the

same way all parties.
Keywords: performance of personnel, document, Don Yai Hom District Municipality
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