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Abstract

According to the study of the work at Aircraft Material Shipping & Packing Department
in Shipping Agency, the problem I found was the documents storage of the department that was
not stored in the exact category. This caused taking time to withdraw and search for documents
90 minutes. Due to this problem, I consulted with employees in the Department and saw that the
documents should be classified and managed which one was used or not used. The classification
and management were made with the principles of 5S, ECRS, Technical Documentation,
Visual Control, Kanban, and Layout Kaizen to handle with the problem, and Check Sheet and
Why - Why Analysis also were used as appliances to analyze the problem which could see a root
of the problem more clearly.

The results after classifying and managing documents were the time that employees took
to search for documents reduced to 32 minutes from 90 minutes which was 64.44% and the cost
of document files and papers were 2,351 baht/month as the document files can be efficiently used.
It can be noticed that the time and cost of document files reduced in a small amount due to the
limited time in improving the operations. If there will be an update in regard to the storage of
documents by using technology to assist in the storing process in an E-Document in order to

reduce the time in searching documents as well as reduce the cost of document files and papers.
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