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ABSTRACT

The research titled “Development of an Official Travel Reimbursement Manual for Personnel at
Kamphaeng Phet Rajabhat University, Mae Sot” was conducted under the Routine to Research (R2R)
approach. The study had three objectives: 1) to examine the current conditions and challenges in the use
of the existing travel reimbursement manual, 2) to develop an improved version of the manual, and 3) to
test and evaluate user satisfaction with the revised manual. The study involved a sample of 50 academic
and support personnel from the university. Data were collected using a five-point Likert scale questionnaire
assessing the current use and associated issues of the manual and were analyzed using descriptive statistics.
Additionally, unstructured interviews and focus group discussions were conducted with 10 personnel who
had prior experience with the manual. The qualitative data were analyzed through content analysis and
inductive reasoning. Findings from both phases were categorized and used to guide the development of an
improved manual that addressed the identified issues. The revised manual was then distributed to the same
group of 50 participants, who were asked to review and evaluate their satisfaction using another five-point
Likert scale questionnaire. The analysis revealed that the overall satisfaction level was at the highest level
(X =4.60,S.D. = 0.57). Furthermore, a trial involving 10 personnel required them to prepare travel
reimbursement reports both before and after using the revised manual. The results indicated that only 40%
of the participants were able to correctly complete the reports prior to using the improved manual, whereas

after using it, the number of correctly completed reports increased to 100%.

Keywords : Expenditure Manual ,Official travel reimbursement, Manual development, Routine to Research
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Finance and Accounting Department, Kamphaeng Phet Rajabhat University, Mae Sot.
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