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This qualitative research entitled "Guidelines for Improving Official Correspondence
Writing of Staff in the Division of Student Affairs, University of Phayao" aimed to:
1) study problems in official correspondence writing of Division of Student Affairs staff,
and 2) identify guidelines for improving official correspondence writing of Division of
Student Affairs staff. The sample consisted of 20 staff members from the Division of
Student Affairs who work in documentation and are responsible for preparing official
correspondence. Research instruments included error documentation recording forms
and semi-structured interview guidelines. Data analysis employed content analysis and
descriptive presentation.

The findings revealed that during April-May 2025, 65 out of 106 documents
contained errors, representing 61.32% with a total of 210 error points. The three most
frequent problems were: 1) language usage (35.85%), particularly incorrect word usage
and spelling errors; 2) formatting issues (20.75%), especially incorrect paragraph
structuring; and 3) incomplete or incorrect information (16.98%). Interview results
showed that the main problems were lack of uniformity in language usage, redundant
review and correction processes, and absence of clear standards.

Key development guidelines include: 1) personal skill development emphasizing
thoroughness and studying official language principles; 2) knowledge development and
training through regular training programs and systematic study of documentation
regulations; 3) process and communication improvement by consolidating feedback
from multiple reviewers in one round and providing clear explanations for corrections;
and 4) creating understanding of work contexts according to different types of
correspondence.

The research suggests that improving official correspondence writing requires
comprehensive development across multiple dimensions, from individual skill
enhancement to system and process improvements, creating a work environment

conducive to continuous learning and collaborative development.
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