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&##CP 1 
&#%A 

1.1 /?!"F'1>2�ค์ 

1. N 7PอQ�QN�O�ค9P#7อ�%0�อ��2%��4�1�4�2�22%�%%��อ�Q3Q#5#2�%�2�Oล0�7อ��4�1�4R�Q��40�2�
N�5$/�1� 

2. N 7PอQ3Q#1P�Q�R�Q/P2#5�2%��4�1�4�2#�Qอ�33�� %0N�5$�3ล1�N���NN�5P$/�1��2�22%�%%��5PR�Q 
�33��R/Qอ$P2�#5�%024��4"2  

3. N 7PอQ3Q�9Qค/�ค8#%0���2��%2�ค/2#�Qอ��2%�อ��9QQ�Q�2�%0��N 7Pอ�3R��%1��%8� 1��2%0��
Q3Q#5ค/2#�1�2#1$ %/�N%O/ �9��Qอ� Oล0#5�%024��4"2  

1.2 �อ&N�! 

คAN/?อ�@1!�> ?�>�@��?Q ค1อ คล@/�?Q��อ��@1 1? –0N�1�?�0?อ ��>��อ�1�?�0?อ �@1N�O 1?�/@ �@10?/ 
Oล>ท @ล@01�?�0?อ  /@�1�@��1@ O  พ>/พ ์Oล>�อ�  �@1ออ�Nล�ค @0?P��N@�N 11?อ�@1�?�0N�1�?�0?อP�0
N�O@1�O@ท?P 
1.3 คA�A�? ค/@/ 

1. �2�22%�%%� 3#2$�6� �2��5PN�5P$/�1��2%�%432%�2�Nอ�22% N%4P#�1Q�O�P�2%2%Q2�3�1�27อ �2%
%1� –2P� �2%N�O�%1�12Nอ�22% �6P�N�O��2%�33���1Q��อ��อ��P2$�อ��2�22%�%%� Q��2���4�1�4N�5P$/�1�
�2%�%432%�2�Nอ�22% 

2. %0��22%�%%�อ4NลO��%อ�4�2N e-office Automations 3#2$�6� �2%%1� – 2P��Qอ#9ล�P2/22% 3%7อ 

3�1�27อ�P2�%0��27Pอ22%�Q/$/4�5�2%�2�อ4NลO��%อ�4�2N 
3. 3�1�27อ%2��2% 3#2$�6� Nอ�22%�5PN�O�3ล1��2�Q�%2��2% 
4. �2%%1�3�1�27อ 3#2$�6� �2%%1�3�1�27อ�2�2P/�%2��2% 3�P/$�2�Nอ���Oล0�8คคล�6P�#5#2�2� 

"2$�อ�Oล0"2$Q� 3�1�27อ�5P%1�R/QOลQ/�1Q�N%5$�/P2 <3�1�27อ%1�= 
5. �2%2P�3�1�27อ"2$Q�2P/�%2��2%3%7อ3�P/$�2� ค7อ �2%�P2$N%7Pอ�Q3QN�Q23�Q2�5P�9QN�5P$/�Qอ� R�QO�P 

�9Qอ3�/$�2%�อ�/ 31/3�Q2�P2$/ 31/3�Q2�2�/ Oล0�9Q��4�1�4 R�Q%1��%2�N%7Pอ�%2/�5P�0�Qอ��3N�4��2%Oล0
�P2$N%7Pอ�Q3QO�PN�Q23�Q2�5PN�Q2�อ�N%7Pอ� N 7Pอ�3R���4�1�4 
1.4 3%Q@#CP�อ��@%2@1&11� 

1. N�O�3�P/$�2��ล2��5P�33�Q2�5PQ��2%N�O�O3ลP��Qอ#9ล�2%%1�3�1�27อ%2��2%�อ��9Q�%432%�5P
3�P/$�2��P2�N �1Q��2��8คล2�% 3�P/$�2�"2$Q�Oล03�P/$�2�"2$�อ� %/#�6��Qอ#9ล�2%#อ�3#2$�2� 

Q3Q�1��9Q%1��4��อ��3N�4��2%Q�O�Pล0N%7Pอ��5P#5�2%N�O��Qอ#9ล 

2. ค/�ค8# �9Oล �4��2#�1�N�O�%/�%/#�Qอ#9ล Oล0N�O�O3ลP�27�คQ�3ล1��2� Oล0�Qอ#9ลอQ2�อ4� 
�%0�อ��2%�%432%�2� 
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3. ค1��%อ�  4�2%�2O$�3�1�27อ%2��2%�1Q�"2$Q�Oล03�1�27อ"2$�อ� N 7Pอ�3N2�อ�9Q�%432%3%7อ 

3�P/$�2��5PR�Q%1�#อ�3#2$ 3%7อ%1��4��อ�P�$R#P�Qอ�2P��6��9Q�%432%%0�1�29��1Q�3#� 

4. �%/�2อ�ค/2#�9��Qอ� N3#202#�อ��2%�1��33�1�27อ%2��2% N 7PอQ3Q%0���2�Nอ�22%�อ� 
อ�คN�%N�O�R�อ$P2�#2�%�2� Oล0N�O�R�Q��40�2�N�5$/�1� 

5. %1� – 2P� 3�1�27อ%2��2% Oล0�3O�Q��9Q�5PN�5P$/�Qอ�Q3Q%1��%2�P�$N%O/ 
1.5 3%Q@#CPค/@/1?&(B �อ& 

" �9Qอ3�/$�2%�อ�/4�2�2%Oล0O���2� #53�Q2�5P 
1)  4�2%�221P��2% P�$�1��6�21P��2% �1��6��4��PอQ�3�1�27อ%1�Q3Q�2��%432%�2� 22%�%%�/ 

%1��%2�Oล0�%022�/��4�1�4�2� 

2)  4�2%�23�1�27อ2P�ออ� Q3Qค/2#N3O��อ� Oล0ล��2#Q�3�1�27อ%2��2% 
" 31/3�Q2�P2$�2��%432%�2��1P/R� #53�Q2�5P 

1) /4Nค%203N3�1�27อN 7Pอ#อ�3#2$Q3QN�Q23�Q2�5P�3N�4��2%�2#%0���2�22%�%%� 

2) �%/�2อ��2%�1��6�$PอN%7Pอ� �1��6�ค/2#N3O�Q�3�1�27อ%1� 

3) �%/�2อ��2%%P2�Oล0 4# N3�1�27อ2P� 
4) %1�3�1�27อ Nอ�22% �1��6��Qอค/2#�5P�9Q�%432% 4�2%�221P��2%OลQ/�3N�4��2%O�Q�/ 
    ��4�1�4�2#ค321P� 

" N�Q23�Q2�5PQ��2�22%�%%� #53�Q2�5P 
1) %1�- 2P�3�1�27อ%2��2% �Q/$%0��22%�%%�  
2) ล��0N�5$�%1�3�1�27อ%2��2%/ �1��6� 

3) �3N2�อ�9Q�5PR�Q%1�#อ�3#2$ 

4) �3N2�อ%1� - 2P��9Q�%432% 
5) �1��33�1�27อO�Q�N/5$�3�P/$�2��5PN�5P$/�Qอ� 
6) Q3Q�%4�2%O�P3�P/$�2� / �8คล2�%�5PN�5P$/�Qอ�  
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&##CP 2 

�@%2@1&11�Oล>�@1'�B&?!B�@%$F1�@1Q%2A%?��@% 

�@%2@1&11�  

�2�22%�%%� N�O��2�N�5P$/�1��2%�%432%�2�Nอ�22%�1��1Q�O�Pค4� %P2� N�5$� O�P�  4# N ���3 �3
23N�2 %1� 2P� �1��6� $PอN%7Pอ� N2�อ21P��2% P�Q�อ� �1�N�O� คQ�32 �3ล2$  

ค/@/2Aค?ญ�อ��@%2@1&11�  

1.N�O�Nอ�22%%2��2% �1��6��2� 3ล1��2�%2��2%อ7P�N �อ�3�P/$�2�  

2.N�O�Nค%7Pอ�#7อ�5PQ�QQ��2%อQ2�อ4�  
3.N�O�Nค%7Pอ�#7อ�5P�P/$Q��2%�%432%%2��2%  
4.N�O�3ล1��2�%2��2%#5ค8�คP2  
5.N�O�Nค%7Pอ�#7อ�5PQ�QQ��2%�4��Pอ27Pอ22%  

2@1>2Aค?ญ�อ�2@1&11�!@/1>N&C0&�@%2@1&11�  

�2#%0N�5$�22�1��2$�%1�#��%5/P2�Q/$�2�22%�%%�  .0. 2526  , (��1��5P 2)  .0. 2548 Oล0 
(��1��5P 3)  .0.2560 #522%023ค1� �1��5Q  

3// #CP 1 �%B �อ�3%?�2Eอ 

3%?�2Eอ1@��@1  ค7อ Nอ�22%�5P3ล1��2�Q�%2��2% R�QO�P  
1. 2P/�%2��2%�6�2P/�%2��2%  
2. 2P/�%2��2%�6��8คคล"2$�อ�  

3. 3�P/$�2�อ7P��6�2P/�%2��2%  
4. Nอ�22%�5P�2�%2��2%�1��3�6Q�N 7PอN�O�3ล1��2�Q�%2��2%  
5. Nอ�22%�5P�2�%2��2%�1��3�6Q��2#��3#2$ %0N�5$�3%7อ�Qอ�1�ค1�  

�%B �อ�3%?�2Eอ1@��@1 3�1�27อ%2��2%#5 6 ��4� ค7อ  

1. 3%?�2Eอ.@0%อ� ค7อ 3�1�27อ�4��Pอ%2��2%�5PN�O�O�� 4�5�2% Q�Q�%0�21ค%8� N�O�3�1�27อ
�4��Pอ%03/P2�2P/�%2��2% 3%7อ2P/�%2��2%#5�6�3�P/$�2�อ7P��6P�#4Q�P2P/�%2��2% 3%7อ#5�6��8คคล"2$�อ�  

2. 3%?�2Eอ.@0Q% ค7อ 3�1�27อ�4��Pอ%2��2%�5PN�O�O�� 4�5�Qอ$�/P23�1�27อ"2$�อ� N�O�3�1�27อ
�4��Pอ"2$Q��%0�%/� ��/� �%# 3%7อ�1�3/1�N�5$/�1� Q�Q�%0�21�1��6��Qอค/2#  

3. 3%?�2Eอ'1>#?&!1@ ค7อ 3�1�27อ�5PQ�Q�%0�1��%2O���2%ล��7Pอ�อ�31/3�Q22P/�%2��2%%0�1�
�%#�6Q�R� P�$Q3Q31/3�Q22P/�%2��2% %0�1��อ�3%7อ�9QR�Q%1�#อ�3#2$ N�O��9Q%1��4��อ�ล��7Pอ$Pอ�3�1�Q�QQ�
�%�5�5PR#PQ�PN%7Pอ�23ค1�  R�QO�P   �2%�อ%2$ล0Nอ5$�N 4P#N�4# �2%23N�23�1�27อ 24P��อ� Nอ�22% �2%�อ� 
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%1��%2��5PR#PN�5P$/�1�%2��2%23ค1� 3%7อ�2%N�4� �2%O�Q��ล�2��5P�3N�4��2%R�OลQ/ �2%N�7อ�N%7Pอ��5PคQ2� 
N%7Pอ�31/3�Q22P/�%2��2%%0�1��%#�6Q�R��33��P�$�3N�O�ค321P� Q3QQ�Q3�1�27อ�%0�1��%2 

4. 3%?�2Eอ2?P��@1 /C 3 �%B   R�QO�P ค321P� %0N�5$� Oล0�Qอ�1�ค1�  

1. ค321P� ค7อ �%%�2�Qอค/2#�5P�9Q�1�ค1��1��221P��2%Q3Q��4�1�4P�$�อ��Q/$��3#2$  

2. %0N�5$� ค7อ�%%�2�Qอค/2#�5P�9Q#5อ3�2�3�Q2�5PR�Q/2�R/QN 7PอN�O�3ล1���4�1�4�2� 

3. �Qอ�1�ค1� ค7อ �%%�2�Qอค/2#�5P�9Q#5อ3�2�3�Q2�5P�33��R/QQ�Q  
5. 3%?�2Eอ'1>�@2?/พ?%$์ #5 3 ��4� R�QO�P �%0�20 O�ล��2%�N Oล0�P2/ 

1. �%0�20 N 7Pอ�%0�203%7อ�5QO��Q3Q�%2�  

2. O�ล��2%�N N 7Pอ�2ค/2#N�Q2Q�  

3. �P2/ N�$O %PQ3Q�%2�  

6. 3%?�2Eอ#CPN�Q@3%Q@#CP#A�DQ%31Eอ1?&R/QQ%1@��@1 #5 4 ��4� R�QO�P 3�1�27อ%1�%อ� %2$�2��2% 
�%0�8# �1��6� Oล03�1�27ออ7P� 

1. 3%?�2Eอ1?&1อ� R�QO�P 3�1�27อ�5P2P/�%2��2%ออ�Q3QN 7Pอ%1�%อ�O�P�8คคล �4�4�8คคล3%7อ              
3�P/$�2� N 7Pอ/1��8�%02�คNอ$P2�Q�อ$P2�3�6P�  

2. 1@0�@%�@1'1>�F/ ค7อ �1��6�ค/2#ค4�N3O��อ��9Q�5P#2�%0�8# �9QN�Q2%P/#�%0�8#Oล0#�4
�5P�%0�8#R/QN�O�3ล1��2� Q3Q�1��3�2#O���5P 11 

3. &?%#D�คEอ �Qอค/@/�DP�(GQQ!Q&?�ค?&&?ญ�@ N2%อ!Pอ(GQ&?�ค?&&?ญ�@ 31Eอ(GQ&?�ค?&&?ญ�@
2?P��@1Q3Q(GQQ!Q&?�ค?&&?ญ�@ P 0'�!BQ3QQ�Q�%0�21�1��6��Qอค/2#  

4. 3%?�2EออEP%    ค7อ  3�1�27อ3%7อNอ�22%อ7P�Q��5PN�4��6Q�N�7Pอ��2��2%��4�1�4�2��อ�
N�Q23�Q2�5P N 7PอN�O�3ล1��2�Q��2�%2��2% �6P�%/#3#2$�6�  "2 �P2$ !4ลN# O���1��6�N25$� O��
�1��6�"2  3�1�27อ�อ��8คคล"2$�อ��5PN�Q23�Q2�5P%1�N�Q2�0N�5$�3�1�27อ%2��2% 21��2 ค3%Qอ� 
N�O��Q� 

3%?�2Eอ#CP!Qอ�'�B&?!BQ3QN1O/�/P@'�!B  Oล0�3N�4��2%�2�22%�%%��Q/$ค/2#%/�N%O/N�O� 4N01  
O�P�N�O� 3 �%0N"� ค7อ (%0�8�1Q�ค/2#N%O/�Q/$อ1�1%25O�� ��2�R#PNลO��/P2�1/ 4# NP�Q� 32  อ$�N) 

1. �P/��5P28�  Q3QN�Q23�Q2�5P��4�1�4Q��1��5�5PR�Q%1�3�1�27อ�1Q�  

2. �P/�#2�  Q3QN�Q23�Q2�5P��4�1�4P�$N%O/  
3. �P/�       Q3QN�Q23�Q2�5P��4�1�4N%O/�/P2���4N�P2�5P�0�3R�Q  

3// #CP 2 �@11?&Oล>2P�3%?�2Eอ 

�@11?&3%?�2Eอ  

 3�1�27อ%1� ค7อ 3�1�27อ�5PR�Q%1�N�Q2#2�2�"2$�อ� Q3QN�Q23�Q2�5P�อ�3�P/$�2�22%�%%��ล2���4�1�4
�2#�5P�33��R/Q 

1. �1�ล3�1�ค/2#23ค1�Oล0ค/2#N%P��P/��อ�3�1�27อN 7Pอ�3N�4��2%�Pอ�3ล1�  
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2. �%0�1��%2%1�3�1�27อ�2#O���5P 12  �5P#8#�Q2��/2�อ�3�1�27อP�$�%อ�%2$ล0Nอ5$��1��5Q 
-Nล�%1� Q3Qล�Nล��5P%1��2#Nล��5P%1�Q��0N�5$� 

-/1��5P  Q3Qล�/1� N�7อ� �5 �5P%1�3�1�27อ  

-N/ล2 Q3Qล�N/ล2�5P%1�3�1�27อ  

P�$�%2%1�#5 ��2� 2.5 x 5 �.#.          

           Nล�%1�................................... 
           /1��5P......................................        (�1/อ$P2�) 
           N/ล2&&&&&&&&&&&&&&& 

 

�@12P�3%?�2Eอ  

 3�1�27อ2P� ค7อ 3�1�27อ�5P2P�ออ�R�"2$�อ� Q3Q��4�1�4�2#�5P�33��R/Q 
1.Q3QN�Q2�อ�N%7Pอ��%/�ค/2#N%5$�%Qอ$�อ�3�1�27อ %/#�1Q�24P��5P�02P�R��Q/$Q3Qค%��Q/�  

2.N#7PอN�Q23�Q2�5P�อ�3�P/$�2�22%�%%��ล2� R�Q%1�N%7Pอ�Oล0�3N�4��2%ล��0N�5$�2P�
3�1�27อQ��0N�5$�3�1�27อ2P��2#O���5P 14 

3// #CP 3 �@1N�O&1?�1@ 0E/ Oล>#Aล@03%?�2Eอ 

�@1N�O&1?�1@ 
�@1N�O&3%?�2EอO�P�ออ�N�O� �2%N�O�%03/P2���4�1�4 �2%N�O�N#7Pอ��4�1�4N2%O�OลQ/ Oล0�2%N�O�R/Q

N 7PอQ�QQ��2%�%/�2อ� 

1.�2%N�O�%03/P2���4�1�4 ค7อ �2%N�O�3�1�27อ�5P��4�1�4$1�R#PN2%O�Q3QN3#202#�2#�1Q��อ��อ��2%
��4�1�4�2� 

2.�2%N�O�N#7Pอ��4�1�4N2%O�OลQ/ ค7อ �2%N�O�3�1�27อ�5P��4�1�4N2%O�N%5$�%Qอ$OลQ/ Q3QN�Q23�Q2�5P�1��3
�1��53�1�27อ2P�N�O��2#O���5P 19 

3.�2%N�O�R/QN 7PอQ�QQ��2%�%/�2อ� ค7อ �2%N�O�3�1�27อ�5P��4�1�4N2%O�N%5$�%Qอ$OลQ/ N 7PอQ3QN�4�
ค/2#20�/�Oล0คลPอ��1/Q��2%��4�1�4�2��อ�N�Q23�Q2�5P22#2%�คQ�32N%7Pอ�N�4#R�Qอ$P2��P2$Oล0%/�N%O/ 
�ลอ���20�/�Q��2%ค/�ค8# �4��2#�2��อ�31/3�Q23�P/$�2�Q3QN�Q2�อ�N%7Pอ�N�O�R/QN�O�Nอ�N�0N�O�
N�Q2�อ�N%7Pอ��1Q�N N�O��9Q�1�N�O�P�$O$�N�Q2O!Q#�2#%312 3#/�3#9P3�1�27อ �ล8P#N%7Pอ�Oล0�ล8P#$Pอ$  

อ@0F�@1N�O&3%?�2Eอ P�$���4Q3QN�O�R/Q 10 �5 $�N/Q��%�5�1��5Q  
1. 3�1�27อ�5P�Qอ�2�/�R/QN�O�ค/2#ล1� Q3Q��4�1�4�2#%0N�5$�/P2�Q/$�2%%1�12ค/2# 

�ลอ�"1$O3P��2�4 3%7อ%0N�5$�/P2�Q/$�2%%1�12ค/2#ล1��อ��2�%2��2%  
2. 3�1�27อ�5PN�O�3ล1��2��2�อ%%�ค�5 22�/��อ�02ล  �1��2�2อ�2/� N�O��2# 

��3#2$%0N�5$�O��O���1Q�N  

 



6 

3. 3�1�27อ�5P#5ค8�คP2�2��%0/1�4022�%N �Pอ�2%06�12คQ�ค/Q2 /4�1$ Q3QN�O��ลอ�R�3%7อ 

�2#�5P3อ��3#2$N3�8O3P��2�4�33��   

4. 3�1�27อ�5P��4�1�4N2%O�24Q�OลQ/ Oล0N�O�ค9P22N�2�5P#5�Q�N%7Pอ��0คQ�R�Q�2��5Pอ7P� N�O�R/QR#P�Qอ$ 
�/P2 5 �5  

5. 3�1�27อR#P23ค1�N�O�N%7Pอ��%%#�222#1� N�4��6Q�N�O��%0�2Oล0�2N�4��2%N2%O�OลQ/  
N�O�R/QR#P�Qอ$�/P2 1 �5  

* Q��%�53�1�27อN�5P$/�1��2%N�4� N#7Pอ#4Q�PN�O�Nอ�22%24��4 32�N3O�/P2R#P#5ค/2#�3N�O� 

�Qอ�N�O�R/Q�6� 10 �5  Q3Q�3ค/2#��ล��1��%0�%/��2%คล1�N 7Pอ�อ�3ล2$R�Q  
�@1�? 2P�3%?�2Eอ#CP/Cอ@0Fค1& 25 'C  

�8�24Q��5 (�5��4�4�) Q3Q2P/�%2��2��1�2P�3�1�27อ�5Pอ2$8ค%� 25 �5  %Qอ#�1Q��1��5Q3Q�อ���3#2$
N3�8O3P��2�4 �%#04ล�2�% "2$Q�/1��5P 31 #�%2ค#�อ��5�1�R�  

 

�@10E/3%?�2Eอ 

 1. �2%$7#3�1�27อ%03/P2�2P/�%2��2% �9Q$7#Oล0�9Qอ�8�2�Q3Q$7#�Qอ�N�O�31/3�Q22P/�%2��2%%0�1�
�อ��6Q�R� 3%7อ�9QR�Q%1�#อ�3#2$  

2. �2%$7#3�1�27อ"2$Q�2P/�%2��2%N�5$/�1�  �9Q$7#Oล0�9Qอ�8�2�Q3Q$7#�Qอ�N�O�31/3�Q22P/�
%2��2%%0�1�O����6Q�R� 3%7อ�9Q�5PR�Q%1�#อ�3#2$ 

3.�2%$7#3�1�27อ�5P��4�1�4$1�R#PN2%O�3%7อ3�1�27อ�5PN�O�R/QN 7PอQ�QQ��2%�%/�2อ�Q3Q�7อ��4�1�4�2#�Qอ 
62 P�$อ�8Pล# 

4.�2%Q3Q�8คคล"2$�อ�$7#3�1�27อ�0�%0�3#4R�Q  N/Q�O�P�0Q3Q�93%7อค1�ลอ�3�1�27อ �1Q��5Q �0�Qอ�
R�Q%1�อ�8�2��2�31/3�Q22P/�%2��2%%0�1��อ��6Q�R�  
�@1#Aล@03%?�2Eอ1@��@1  

1. "2$Q� 60 /1� 3ล1�24Q��5��4�4� Q3QN�Q23�Q2�5P�9Q%1��4��อ��1��3�1��53�1�27อ�อ�3ล2$N2�อ
31/3�Q22P/�%2��2%%0�1��%#N 7Pอ 4�2%�2O�P��1Q�ค�0�%%#�2%�3ล2$3�1�27อ Q3Q�1��3�2#O���5P 25  

2.ค�0�%%#�2%�3ล2$3�1�27อ  �%0�อ��Q/$�%0�2��%%#�2% Oล0�%%#�2%อ5�อ$P2��Qอ$2อ�
ค� P�$���4Q3QO�P��1Q��2��Q2%2��2% ลN%7อ�3%7อ �1��2�2P/��Qอ��4P� �%0N"�/4�2�2% %0�1���4�1�4�2% 
3%7อ�%0N"��1P/R� %0�1��3�2��2� �6Q�R� 3%7อN�Q23�Q2�5P�อ�%1�อ7P��5PN�5$�N�P2  

3// #CP 4 /@!1�@%!1@ O&&พB/พ์ Oล>�อ� 
 

 �%2ค%8�233%1�O�� 4# N Q3QQ�Q�2#O���5P 26  #5 2 ��2� ค7อ 

  1. ��2��1/ค%8�29� 3 N���4N#�%  
2. ��2��1/ค%8�29� 1.5  N���4N#�% 
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* #2�%�2��%0�21P�$���4Q3QQ�Q�%0�21�อ��N�2/ �Q33�1� 60 �%1# �Pอ�2%2�N#�% #5 3 ��2�  

-��2� Nอ 4 = 210 * 297 #4ลล4N#�%  
-��2� Nอ 5 = 148 * 210 #4ลล4N#�%  
-��2� Nอ 8 = 52 * 74 #4ลล4N#�%  

* #2�%�2��อ� P�$���4Q3QQ�Q�%0�2125�2/3%7อ25�Q3�2ล �Q33�1� 80 �%1# �Pอ�2%2�N#�% N/Q�
O�P�อ���2��5 4 Q3QQ�Q�%0�21�Q33�1� 120 �%1#�Pอ�2%2�N#�% #5 4 ��2�   

-��2� �5 4 = 229 * 324 #4ลล4N#�%  
-��2� �5 5 = 162 * 229 #4ลล4N#�%  
-��2� �5 6 = 114 * 162 #4ลล4N#�%   
-��2� �5Oอล = 110 * 220 #4ลล4N#�%  

�%0�21�%2ค%8� Q3QQ�Q�%0�21��2�Nอ 4  4# Nค%8��Q/$3#6�25�3 3%7อ�3N�O�ค%8��8� �5P�6P��ล2�
2P/����อ��%0�21 

�%0�21�1��6��Qอค/2#  Q3QQ�Q�%0�21��2�Nอ 4 3%7อ��2�Nอ 5  4# Nค%8��Q/$3#6�25�3�5P#8#��
�Q2��Q2$ 

�อ�3�1�27อ Q3 4# ค%8��2# �อ 71.2 �/$3#6�25�O2�5P#8#���2��2$�อ��อ� 
-��2� �5 4  Q�2O23%1��%%�83�1�27อ�%0�21�%2ค%8� P�$R#�อ� 1�#5��4�  

                �%%#�2Oล0�$2$�2�  
-��2� �5 5  Q�2O23%1��%%�83�1�27อ�%0�21�%2ค%8� 1� 2 
-��2� �5 6  Q�2O23%1��%0�21�%2ค%8� 1� 4 
-��2� �5Oอล  Q�2O23%1��%%�83�1�27อ�%0�21�%2ค%8� 1� 3 

�%2%1�3�1�27อ ค7อ �%2�5PQ��%0�1���3�1�27อ N 7Pอล�Nล��0N�5$�%1� #5ล1�1�0N��%9�25PN3ล5P$#�7��2 
��2� 2.5 N���4N#�% x 5 N���4N#�%   
�0N�5$�3�1�27อ%1� Q�2O23%1�ล�%2$�2%3�1�27อ�5PR�%1�N�2N���%0�O2/1� #5��2�Nอ 4   4# 2อ�3�2 #5
2อ���4� ค7อ ��4�N��Nล#Oล0��4�N��O��  

�0N�5$�3�1�27อ2� Q�2O23%1�ล�%2$�2%3�1�27อ�5PR�2�ออ�N���%0�O2/1�  #5��2�Nอ 4  4# 2อ�3�2 #5
2อ���4� ค7อ ��4�N��Nล#Oล0��4�N��O��  
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อEP%N ค/11GQ R�QO�P  
1. N%7Pอ�%2��2%�5P�0�3N�4��2%3%7อ21P��2%�Q/$3�1�27อR#P�1� Q3Q2P��Qอค/2#�2�Nค%7Pอ�#7อ27Pอ22% 

N�P� P�%01 �N /4�$827Pอ22% Q3Q�9Q%1���4�1�4N�P�N�5$/�1�R�Q%1�3�1�27อ Q��%�5�5P�Qอ�$7�$1�N�O�3�1�27อQ3Q�3
3�1�27อ$7�$1�R��1��5  

2. �2%2P��Qอค/2#�2�Nค%7Pอ�#7อ27Pอ22%�6P�R#P�%2��3ล1��2��1�O�Q� Q3Q�9Q2P�Oล0�9Q%1��1��6�
�Qอค/2#R/QN�O�3ล1��2� 23N�2ค9P��1� Q3Qล��7Pอ�9Q%P2� – �9Q 4# N – �9Q�%/� (R#P#5�9Q�2�)  

3. �Q23�1�27อ�5PN�O�Nอ�22%24��4�2#��3#2$ 3%7อ3�1�27อ23ค1��5PO2�� Nอ�2%24��4 29�32$ Q3Q
�3N�4��2%O�Q�ค/2#�Pอ ( �1��2�2อ�2/�)  

4. 3�1�27อN/5$� ค7อ3�1�27อ�5P#5�6��9Q%1�N�O��3�/�#2�#5Q�ค/2#อ$P2�N�5$/�1�Q3QN 4P#�1/ $1���0 /  
5. 3�1�27อ%2��2%���4�3 3 ��1� #5�Q���1� 1 ��1� Oล023N�2ค9P��1� 2 ��1�  

6. �9Qล��2#%1�%อ�3�1�27อ%2��2% Q3Q#5ค3%1�%อ�/P2 23N�2�9��Qอ� P�$Q3Q�Q2%2��2% ลN%7อ�3%7อ
 �1��2�2P/��Qอ��4P��%0N"�/4�2�2% %0�1���4�1�4�2% 3%7อ�%0N"��1P/R� %0�1��3�2��2��6Q�R�3%7อ
N�Q23�Q2�5P�อ�%1�อ7P��5PN�5$�N�P2 3%7อ �1��2�%2��2% �6P�N�O�N�Q2�อ�N%7Pอ��5P�323N�23�1�27อ�1Q�ล�ล2$#7อ�7Pอ
%1�%อ�  %Qอ#�1Q�ล��7Pอ�1/�%%�� 

 

2@1>2Aค?ญ�อ�1>N&C0&2A%?�%@0�1?�/%!1C/P@ Q/0�@%2@1&11� (�&?&#CP 2 พ.0. 2548) /C
2@1> ?�%CQ  

1. NพBP/%B0@/0?พ#์ �อ� อBNลO�#1อ%B�2์ ค7อ �2%�%0$8��NQ�Q/4�5�2%�2�อ4NลO��%อ� R!!Q2 คล7P�
O#PN3ลO�R!!Q23%7อ/4�5อ7P�Q�Q�ล1�1�0คลQ2$�1� Oล0Q3Q3#2$ค/2#%/#�6��2%�%0$8��NQ�Q/4�5�2%�2�O2� 
/4�5�2%�2�O#PN3ลO� 3%7ออ8��%�N�5PN�5P$/�Qอ��1��2%�%0$8��NQ�Q/4�5�P2� N N�P�/P2�1Q� %0��22%�%%�
อ4NลO��%อ�4�2N ค7อ �2%%1�2P��Qอ#9ล�P2/22%3%7อ3�1�27อ�P2�%0��27Pอ22%�Q/$/4�5�2%อ4NลO��%อ�4�2N  

2. NพBP/ค/@/3/@0�อ�3%?�2Eอ1@��@1 ค7อ Nอ�22%�5PN�O�3ล1��2�Q�%2��2% R�QO�P  
1. 3�1�27อ�5P#5R�#2%03/P2�2P/�%2��2%  
2. 3�1�27อ�5P2P/�%2��2%#5R��6�3�P/$�2�อ7P�Q��6P�#4Q�P2P/�%2��2%3%7อ�5P#5R��6� 
   �8คคล"2$�อ�  

3. 3�1�27อ�5P3�P/$�2�อ7P�Q��6P�#4Q�P2P/�%2��2% 3%7อ�8คคล"2$�อ�#5#2�6�2P/�%2��2%  
4. Nอ�22%�5P�2�%2��2%�1��3�6Q�N 7PอN�O�3ล1��2�Q�%2��2%  
5. Nอ�22%�5P�2�%2��2%�1��3�6Q��2#��3#2$ %0N�5$� 3%7อ�Qอ�1�ค1�  

6. �Qอ#9ล�P2/22%3%7อ3�1�27อ�5PR�Q%1��2�%0��22%�%%�อ4NลO��%อ�4�2N  
3. �@12P�3%?�2Eอ#CP/C�?Q%ค/@/ล?& Q��1Q�ล1�3%7อล1�#2� �Q/$%0��22%�%%�อ4NลO��%อ�4�2NQ3Q

�9QQ�Q�2�3%7อ�9Q��4�1�4�2��5PR�Q%1��2%O�P��1Q�Q3QN�Q2�6�Nอ�22%ล1�O�Pล0%0�1� N�O��9Q2P��P2�%0���2%%1�12
ค/2#�ลอ�"1$ P�$Q3QN�O�R��2#%0N�5$�/P2�Q/$�2%%1�12ค/2#ล1��อ��2�%2��2%  
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�@1'�B&?!B�@%$F1�@1 (2@1&11�) Q%2A%?��@%  

�2%��4�1�4�2�N�5P$/�1�Nอ�22% (�2�22%�%%�N�O�2P/�3�6P��2��8%�2%) Q�23�1��2� ค/%
�3N�4��2% �1��5Q   

1. �1�Q3Q#5�2%�6�อ�%#�9Q%1��4��อ��2��Q2��5Q Q�N%7Pอ�N�ค�4ค�2%��4�1�4Q�N%7Pอ� �2%%1� – 2P�  
�2%�1��3 �2%N�O�%1�12 �2%$7# �2%�3ล2$3�1�27อ%2��2%  

2. ค/%Q�Q%0��คอ# 4/N�อ%N�3N�4��2%�0N�4�ค/2#%/�N%O/ �%/�2อ�R�Q�P2$  
3. ค/%#5�2%�%0N#4��ล�2%�3�2�N�O�%0$0N N 7Pอ�%1��%8�/4�5�2%��4�1�4�2�Q3Q#5�%024��4"2 �6Q� 

�2%��4�1�4�2��8%�2%Q�23�1��2�#5%2$ล0Nอ5$��%0�/��2%�3N�4��2%�1��5Q  
1. �@11?& – 2P� 3%?�2Eอ1@��@1  

�2%%1� – 2P� 3�1�27อ%2��2% N�O�N%7Pอ�ค/2#%/�N%O/ �9��Qอ� N%5$�%Qอ$ #5�%024��4"2  ค/%
�1�%0���2%%1�2P��5P�1�2#1$ �ลอ�"1$ �2%Q�Q%0�� E-mail 3%7อ�2%Q�Qคอ# 4/N�อ%N 2�1�2�8��2%
�3N�4��2% O�P$6�3ล1��2%%0���5P�1�2#1$ ล��1Q��อ��2%��4�1�4�2� ล��3ล1�ค� #53ล1��2��2%�3N�4��2�
�5P�9��Qอ��3O��ค/2#N%P��P/� �%/�2อ�R�Q  
2. �@1#A3%?�2Eอ1@��@1  

�2%�33�1�27อ%2��2% 3#2$ค/2#%/#�6� �2%ค4� %P2� O�P�  4# N �323N�2 �9Q�1��33�1�27อ
%2��2%�Qอ�ค4� �3R��3#2 (ค/2#�3N�O�) Qค%Q�QNอ�22%�1Q� อ0R% (ค/%Q�QNอ�22%�%0N"�Q� ��3#2$
%2��2%�1��6��Qอค/2#) อ$P2�R% (/4�5�2%�1�2P��5PN3#202#) �5PR3� (2P�R��5PQ� N 7Pอ��4�1�4�2� 3%7อ3ล1��2�) 

N#7PอQ� (�1��3N2%O�N#7PอQ�) �2%�33�1�27อ%2��2%O�Pล0N%7Pอ� ค/%#53ล1�$6�Q��2%�3 
�@1#A3%?�2Eอ1@��@1 /C3ล?�Q3QคB  /CคF�คP@ %P@อP@% คEอ  

1. #5ค/2#�9��Qอ� �1/20�� �2%1��N /%%ค�อ� R/$2�%�N �9�ค/2#�4$#  

2. R�Q22%02#�9%�N�8�Q�ค/2# �1�N�� �0�1�%1� R#P/�/�  

3. �2%�1�ล3�1�ค/2#�5 O�Pล0/%%ค�อ�#5Nอ�"2   

4. N�7Qอค/2#�1Q�3#� �ล#�ล7� 21# 1��N�1� �%��%0N�O�N�Q��8��5P�Qอ��2%  
5. 28"2 #5ค/2#N3#202#  

 

 

 

********************* 

 

 

 

 

 



�1��%0�/��2%��4�1�4�2� (Work Flow) 
�1Q��อ��2%%1�3�1�27อ 

ล3�1��5P O��"9#422$�2�(Flow chart) %0$0N/ล2
�3N�4��2% 

/4�5�3N�4��2% �9Q%1��4��อ� 

1 
   %1�3�1�27อ�2�3�P/$�2��8%�2% 
    2P/��ล2�("2$�อ�) /"2$Q�  
     Nอ�22%22%�1P/R� Oล0อ7P�N 

 

        �1�ล3�1� �%/�2อ�Oล0 
     O$��%0N"�3�1�27อ N%P��P/� 

 

 

          ล��0N�5$�3�1�27อ%1� 

 

  
 

 2P�#อ�3�1�27อQ3QO�P �ล8P#�2��P2�N  
         N 7Pอ�3N2�อ�2#22$�2� 

2 �2�5 

- %1�3�1�27อ�2�3�P /$�2� "2$�อ�/
"2$Q� Nอ�22%�1P/R� Oล0อ7P�N 

�2��8%�2% 

2 5 �2�5/ �Pอ 

 1 ��1� 

- �%/�2อ�Nอ�22% N#7Pอ3�1�27อ2P�#2R#P
�9��Qอ� 2P�ค7�N�Q2�อ��3N�4��2% 
-�1�ล3�1�ค/2#23ค1� ค/2#N%P��P/��อ�
3�1�27อ �3O���%0N"�3�1�27อ 

�2��8%�2% 

3 

3 �2�5/�Pอ 

1 ��1� 

-ล��0N�5$�ออ�Nล�%1�3�1�27อ"2$�อ� 
"2$Q�  

�2��8%�2% 

4 2 �2�5 

-2P�#อ�3�1�27อQ3QO�P �ล8P#�2�O�Pล0�2�
�3N�4��2%N 7Pอ�3N2�อ�9Q�%432% 4�2%�2
21P��2%�PอR� 

31/3�Q2�ล8P#�2�/
N�Q2�อ�N%7Pอ� 

  

1// 

 

12 �2�5 
  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 



 

 

 

 

 



 

 

 

 

 

 



 

 

 

 

 



 

 

 

 

 



 

 

 

 

 



 

 

 

 

 

 



 

 

 

 

 

 



 

 

 

 

 

 



 

 

 

 

 

 



 

 

 

 

 

 



 

 

 

 



 

 

 

 

 

 



 

 

 

 

 



 

 

 

 

 



 

 



 

 

 

 



 

 

 



 

 

 

 

 

 



 

 

 

 

 



 

 

 

 



 

 

 



 

 

 

 

 

 



 

 

 

 

 

 



 

 

 

 

 

 



   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Section of Clerical Work 



Division of Technical Services and Planning 

 

 


