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This research focuses on the development of a manual for
the disbursement of travel expenses for official duties at the
Faculty of Humanities and Social Sciences, Sakon Nakhon Rajabhat
University. The objectives of this study are: 1) to develop a
manual for the disbursement of travel expenses for official duties
at the Faculty of Humanities and Social Sciences, Sakon Nakhon
Rajabhat University, to reduce problems related to disbursement,
and 2) to enable staff and faculty to correctly and uniformly
utilize the manual for disbursing travel expenses for official duties.
The sample group for this study comprises 30 administrative staff
members and faculty who travel for official duties. The research
instruments include a study and data collection from the
preparation of disbursement sets and questionnaires assessing
knowledge and understanding before and after using the manual

for disbursing travel expenses for official duties.

The study’s findings indicate that:

The development of the manual for the disbursement of
travel expenses for official duties is effective and consists of two
parts: one for users who prepare disbursement requests for
travel expenses and another for users traveling for official duties,
which includes clear and accurate information on reimbursement

rates, sample disbursement documents, and guidelines for
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collecting disbursement documents, in accordance with university
regulations related to travel expense reimbursements.

Before the development of the manual, users of the
manual for official duty travel and those preparing disbursement
requests demonstrated a knowledge and understanding of
disbursing travel expenses at a rate of 36.67%; after the
development of the manual, their knowledge and understanding
increased to 83.33%.

’ Manual development, Disbursement of travel expenses for

official duties
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