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ABSTRACT

An annual promotion for employees of a Governmental
Organization primarily depends upon an individual employee's
performahce during the year. The one who really devoted himself
to his work and contributed most to his organization will be
promoted by a raise of salary. In the opposite, the one, who
always violated the organization's regulations such as habitedly
absences or leave‘over the limit, will be punished by freezing
the salary for the next year., It is obviously seen that the
individual's leave is one of the most impertant factors which

effects the annual promotion.

The Electricity Generating Authority of Thailand (EGAT)
is one of the large organizations in Thailand. There are
approximately 16,000 employees scattered in many branches all
over the country. Suppose one empioyee takes a leave per month,
there must be 192,000 leave records which will be collected at
the Documentation and Statistics Section located at EGAT's office

in Nonthaburi.
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Each year, this section has to complete the summarization
of each employee's leave records and reports to the executive before

the annual promotion will be considered.

A large amount of leave records is sent in from various
branch offices. Hence, the complication in collecting and registering
the lqave records is presently very problematic concerning the
phases of work process and the number of the employees who are
responsible. Therefore, the analysis study has to be emphasized
on the optimum number of registrars and the improvement of the
phases of work process. These are the most effective solutions

in reducing the existing problem.

The procedure of analyses will begin with studying all the
problems that are present in a leave records processing and in the
Documentation and Statistics section which is responsible in collecting
and controlling the leave records of all employees in EGAT. We
have collected the number of employees and leave records from
January 1974 - June 1978, It is obviously shown from this data
that the leave records has tremendously increased. The amount of
leave records varies every month and those records are not properly

kept even with the help of computerization.

After the analysis, we can summarize that to minimize the
problems is to use the computer to keep those records by changing
a leave form which is simple to fill in and convenient for a computer
to keep the data., Ye have to fix a deadline of sending the leave

form so that we are able to plan a head of time.
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