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Problems in writing official documents of state officials in
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Abstract
This research aims to study the problems in writing official documents of state officials in government agencies

in Bangkok between 2017-2019 with the use of qualitative research method. The data were collected from documents
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and fieldworks. Target population was selected with specific selection, namely the participants in the official documents
writing course organized by the government agencies in the department level, including Department of Mental Health,
Office of the Permanent Secretary-Ministry of Industry, Office of the Administrative Court, Social Security Office, Excise
Department, Department of Disease Control, Industrial Estate Authority of Thailand, Office of the Permanent
Secretary-Ministry of Labor and Praboromarajachanok Institute. The key informants consisted of 90 state officials in
executive, government official, government employee and employee positions. The research instruments were
observations, interviews, and group discussions. Data validation was done with triangular inspection technique,
analyzed according to the research objective, and presented with descriptive research format.

The research results showed that problems in writing official documents of state officials in government
agencies in Bangkok between 2017-2019 by considering only external and internal documents consisted of 4 dimensions:
1) form, 2) content, 3) language, and 4) typing. Dimension 1, form, most of the documents were conducted followed
the rules of the Prime Minister's Office, regarding the Document Works 2526 B.E. and other Amendments that needed
to be adjusted in the letterhead, the use of the Garuda emblem, the front and back margin and paragraph. Dimension
2, content, most of the documents were written incompletely due to the lack of understanding in content composition
and use of 5W 1H. Dimension 3, language, most of the documents were written with the used formal language with
inappropriate words, sentences and messages duplication, incorrect abbreviations and confusing extravagant
words with a lack of connections in content body, the incorrect punctuation and partition of words, spelling mistakes,
and wording inconsistency. Dimension 4, typing, most of the documents were typed correctly according to standard
criteria, however, there were some problems with back margin matching, incorrect spacing and new page beginning.
Keywords: writing, official documents, problems
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Table 1 Summarizing of the problems in writing official documents of state officials in government

agencies in Bangkok between 2017-2019.

dimensions problems in writing official documents
1. official document form 11 most of the state officials followed the rules of the Prime Minister's Office, Regarding the Document
Works B.E. 2526 and other Amendments
12  the distance of the header —the correct first line must be typed 4-4.5 cm away from the top edge of the paper
1.3 the size of Garuda emblem-the Garuda emblem was incorrectly extended and expanded according
to the typing area whereas that correct Garuda emblem size must be 3 centimeters in an external
official documents and 1.5 centimeter in an internal official documents
1.4 paragraphs- the paragraphs were generally set paragraphs as appropriate, which are between 1.5-2
centimeters. The correct paragraph is 2.5 centimeters or 20 tabs
1.5 the front and back margin- both margins were not as specified. The correct front and back margin
must be 4 and 2 centimeter respectively
2. content 2.1 the completeness of content- the incompleteness of content in accordance with the composition and
structure of official documents was found
2.2 the understanding of the composition of the content- the correct composition of the content must
comprises two parts: cause and purpose
2.3 the use of 5SW1H- it was found that the 5WIH generally did not appear to be the main part  for writing
a paragraph
2.4 the single content paragraph- The found inappropriate content which was not divided clearly caused
the content to be duplicated and irrelevant in communication
2.5 the connections-the lack of connection in each paragraph caused the lack of unity
3. language 3.1 official language- it was found that the official language was generally used. However, spoken language,
the language used in conversation and the news language were also found in writing official documents
3.2 the duplication of words, sentences and messages-there was the duplication of words, sentences
and message such as reuse of conjunctions (and, whereby, therefore) and repetitive message
(mentioned before, as mentioned above and etc.)
3.3 the abbreviation- the unknown abbreviations was often found in content such as Dir, OFC, Off, Hd,
CT, PAOOC, sch, hr and more
3.4 the roundabout- the repetitive of word causing the confusing in understanding was found
3.5 content body connection- it was found that there was no connection of body content in some official

document writing, in practical, the body of the content must be connects namely the title must be related

to the body of content in the purpose and the attachment must be connected in the body of content
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Table 1 Summarizing of the problems in writing official documents of state officials in government

agencies in Bangkok between 2017-2019. (Continue)

dimensions problems in writing official documents
3. language (continue) 3.6  the punctuation- it was found that most of the spaces were not as specified by the Royal Institute,
which states that 2 space for small space and 2 tabs for big space the found spaces of 1-9 characters in
the same line were not correct
3.7 word separation- some words were separated incorrectly in the line without considering the accuracy
3.8  speling- some words are misspelled such as QA for wish, allasA for virtue, aneFus for signature,
1l3ztilm for delicate or ALug for email
3.9 the use of “4” - there were the unnecessary use of “in some words such as NTd (department)
N3£9N929% (Ministry) 411911 (office)
3.10 consistency- the inconstancy words that caused fail in the purpose of communication were found such
as inviting invitations, glad invitations, meetings, seminars, training, permitted, approved or courtesy
4. typing 4.1 most of the state officials types correctly
4.2  front and back margin-the consistence of front and back margin ordered by the supervisors caused the
word partition and many spaces which were not from spacing
4.3 line spacing- the Incorrect line spacing as specified were found. (...Enter+before...pt.)
4.4 typing on a new page- it was found that no next page was typed at the end of the first page and using a

wrong typing formats such as /according to the chapter ... (2) accordingto the chapter ... (2)/

according to the chapter... which can be written in one form which is “According to the chapter...”
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