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Project’s name DOCUMENTS AND DATA MANAGEMENT IN FINANCE
DEPARTMENT TO REDUCE TIME AND DISTANCE OF
SENDING DOCUMENT TO ACCOUNTING DEPARTMENT. A

CASE STUDY OF NATHALIN CO., LTD.

Writer Kittinadda Rerkngam

Faculty Faculty of Business Administration, Industrial Management.
Faculty Advisor Mr. Pongsak Saithanya

Job Supervisor Miss Matsupha Pinming

Company’s name Nathalin Co., Ltd.

Business Type / Product  Independent operator of petroleum and chemicals tanker in Thailand.

Summary

This project is Document and data management in finance department to reduce time and
distance of sending document to accounting department of Nathalin Co., Ltd. Its purpose is reduce
time and distance of sending to accounting department and over time according to the policy. By
studying the data in the actual work, data collection from October to November 2017 and interviews
with practitioners. Then analyze the problems using fish bone diagram and find the ways to improve
the reduction of sending document to accounting department.

From the results of the study. The method used to solve the problem of duplication in work.
By use the box and lables to reduce the classification of documents, both times. And use Microsoft
Excel to making file for the check number documents for sharing in file share. From before, In
Process use time to sending document is 110 minutes/day or 36.4% After improvement, the result is
47 minutes/day. And distance in process from before is 20 meters and after is 11.5 meters. Finally,

Over time is 57 hours/month or 38% reduced to 29 hours/month or 19%
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