
ta)L,
aa uvl-sil ulYl 51IU1 R : U n fl o

Human Resource Developnient Division
i:r a:.:rr.

rze ouurt:vrrqfia uu:qil11ilq rwr{.rn1 Rlnmil{ toiloIn:frur4 (rii!)lzo-aozt-tsIn:rnr 1662) 470-s073 URL: www.kmutt.ac'th

.,,:,,1'::'::.:::):.:::,,:.,,. '::.:, 
::i'ri

126 prachauthid, Bangmod, Thungkru, Bangkokl0l40lThailand Tel. (662i4170-80?1-85 F8x;:(662) 470-8073 URL: www.kmutt.ac.th

:::: "'li:.,' ,'
,:;::,:::..:. l..:li.l::,, . '....
:,,l.ll'llt:::1,, t,,, ..,. ,:t,

:. . t:,::),a:.- .\tt.::.:.::t:.:,::.:,.:r 
Litrli: .,...,.:;.. .l:l:a:':l.l,:rr.: 

,.ltl i.... a a a'i. i dli:i'.. a a a. . ife'a a a o. a'n' t "' 
o " "''

il m te il s I 6's rvr nIuIaEn: vo o ru rn fr r r uuj

King Mongkut's University of Technology Thonburi

et lA e''A
lJU9rOiln1:ilfllJ91{1U

Procedure Manual
o a a o a.-a aa a a a a aa a a a a a o a a aa o a a a aa a a a a a o a o t 

"'' c., 4l'"'',',.,,, ..;. ! nl:o-glTfRoil:tJ
lrrt '

t ..:... :;..A
r:0{ (Subject)

'..t .t'

,,,,,,,,1..;,,,:.,,,,,,r'...,1,,

fiN'lutn'lf toflfl:I5
',..:. r.

f fl

nt No.) : HR-DT-S-P08-00

: R02orYufi (Release'N,ro;)

Crulfiiufi (vatid Date)

iilur (PC.)



drufiorurnirnrgln:qnna Drnnarrrrre Mrnual page
'rrYdh '.ro'."'.'--d'..'-' , procedure Manual rage :

Human Resource --*-* 
-^-f-* 

-----t-----'
- 
i"-a'. : nt:ffoiilnol:r 1 

:fi'a 
' 
HR-Dr-s-P0E{0 R02

Development Division Main procedure Name | "oo. 
, ) :

{

Procedure Manual rage:

Ref. :

t. {nqrJ:vatd (objective) :

- rfiol#uinr:rlrunr:fimu1dnunlilUnna
A qYY v a 4 4 .-q--,- rfr0lfr[:J151JilTn1:rin?l:J1I{il0 t0q{qel

z. ulsursdrd€ta{os (Policy) :

nTsl u r vrer slt u n ? I il fl t ta s n ? I il d1 il 1 : o'[ u n 1 : li1 { 1 u

a uh a r1 u i du vrlarid'r u n r : t f I u il n t i vt tr 1 a-u fi 1 t'l G u uf

o'orirlortr , ffin: druttar

Prepared By : Siriporn Pansaeng

s. rnfrntnatrfifirfiua{o{ (standard) ! d:.. .. ,:i,,:i), 
"|''"

- rJ:ynralurivrura'urvrnlula6yr:s0o:Jrndlnur$ riolunhrnnt'rdtravo-sr:1n1:d'luri1dlJulqil

iyrurn:lunr:flnou:tt 
i'1.rrr,:.. t'ir'!i:

"t:ttt 
i;4 !ril.;:

4. lloilli"lu (Scope) , 'tliil::i;,,,,,;,,,.. ':irr!,'. !,

sirtfiunr:n-orflnol:ru1#nluUnutn:o''otu:rfi6yrura?rvrnlulnEn:voolrnd'rtu:li

s. figrru (Definition)'"ili'',,....' ,1...;':;rr,.....,,.''ri!,''''l'll'..-'|,*,.,,

.q 4 ,e ---. -.^.Y^-1.^^.*t^.-- a A ... ----.f
n1:r{noil:rJ 14rJruo{ fl:su?unl:nhnr:Guufrodrst{Ju:vtturSorn^ruqunrr:rf (Know ledge) vt-nuv

(Skill) n?,1Nd1tJu{r (Ability) unyfrffirn6 tft*o"l ri'unvdrurjfu:lqr1r?nr:rlfrrlalrufi:.1:v?mGnrvlqldu



I

-NO

38x**e
--6@@1c G G P P P

ddd
dFehhh

H !

&&&;d :E ;E

oo

a

^IT
t-
I

I

I|"I .' 9Itr
l= (!
la-F Z
l= c)
l@ =T{F IL
I

-c):; bl

C.l

&

a
F

t

-J

€

a
F

-(D

6t

=

o2
C@

o7

l@
un

h

@

[-3
.G

=ed
z

't:o

AEArtr
-rp 5

;
z
s)

o
C)
v

a!d

\.
l-l
.a>rs

()

(G

-"()f

-=dc!

ci
al
e
e

G=u(-

Fcq
g
c!.F
!r

)a
Gq
@c

st
5

L

..;
Gd|'(6p

-et O.

@<

q!c
F

q
c

E3
E(p
c!tc
@rq
(d
q!F

t-.
D

,;
@

,6
r

d=9q

=idtFFA
4E.e3 o+R
c"&-Gtr

FF

?A[

ld6

qI
9:rh

fE
.EO
'=6f6
9-

;
C)

drE

<A

Gcc
u(-

EIrq
@
(F

F \>
z

q=,

-

=
dE

;
Gd
-x ii

-G ^:.oGt

e
F
E
Cd
3

z

__________n * /-\
/\.ct\/ -\- sr -l-/.F\ al .1L

I^\Z-[]
.t
(t!
e
@

!E
GJ
C
F
.a.=
F(-
q

)-
-\

!=

la

-\
q=

(6 '=
'4. rSi{6



oo

a
F

rF

:;=A
=o'{F Er

C.l

-o:; bld6

e{l

oo

a
F

r-9
dF ,q

oo

Ia

,t

-(l)aao ol

g-

F

q
(@

a,

;@
ur
E

F
-

r-e:cde

FI
F

z
!

-9

L'- j

;
z
o

()()
v

z

tltl
ro
c

|..':t
g\

o
6

(G
;. q)

'(F ha-

F
@

G

-c2

=

al

€

c

)E
42

G

tka
t

Gd
l/'(G9d;a
41

F
atlti-t

ts

-
t
q

z

)i!---7. -/\
/\o./ -\ >,/ F\

\a/\ (=./

FF
D

,i
Gt
o4C

'6
r
9H

i:9

"=
dtrFA-EE
.G3 o;3
c!&

-1- d

e6

{S dd
G9
ri

d=

.80u=6
a>
=o9A

J5

=it=<O

G
F

tq
@

I

I

Y
t\
t-\
l-,/
t__J

F>
@a

G

e

=
$E

"x
go

t-o :
"= ii
.b .F
6GD

rE

-
-ad=

a7

5\
=^gE

w.rE

,-c\c/
\{c,/\/

F.E
\ 7'F /
\-/



&
Ia
-

IT
l*
I

I
I
I
It"| .. oIEl= (€
f:- Z
l= o
I@ =FFE
I

-()h- bl
-6

gl
&l

I

I

I

I
I

I

ob

+F
&t

.E€uF ,q

5
&

U)
F

d,

((a

-tDa@ o4

6t
F

-
F

q
(@
o,

l@

-E
@

t-B
lcoGt

F9
E

z

=.. t
c(G -
=f

-vlr >

;
z
I
C)()
v

a!d

:af.f

-bq
o

(c
-j" c)

-{F tsa F
d(r

Itr(?

-
o7

9C

>z
F,
@

q

v
.V
\
..;
G6

lr4(c9dea
b<

F(q

-
t;
CE

5'q
FrFp

,;
(?
a4E

'6
r

EPq
F

:
-F a)dlr
-C)

EE
\95

o

=3-&-ts

;s
e6

1S dE

9:
d=

.eo
"=6TB
9H

;()
d.=
r€

=tt-eo

F

tq
@

E

-
F

$€

G5
.= ii
.e ^P

Fq
a

-

aa

'rF
f

)a-

t
(!

q

-da=

6?

Je
N

c
-c

rq\ d
=\> 3C

@

!:

q@

'6
.c

o.iEE
=4fi\ e-



&
I

U)

F

t*
I

I

I|.'| '. ()
IE
l= cd

IrF Z
l= {)l@ =f{F tL
I

r|
$

el)
a- bl

| --Irsl(6 2

tq>
t;^ol;j!

C.l

I
oo

a
F

^/

)EjiFi

oo

a
F
H*
T

-(l)

6-
F

q
(@q
t@

t;

F

lc
dG>

-= ts

z

o"c

eC

'{F >

o

z
I
'('
c)()

aad

F
.sq

;
q6
5"O
(ao-(F HaF

da!

lEl
@

q
-
q

r!

)Er
c2
@

c>,
J

..;
G6

tr<
!9 v
-a4 O.

ao<

IF

F
dlF

E
G,-

5-q

IF
F
F

,;4

r{C
,6

F

Etrp
dtrFA
JX
.e;

o

=3-?E

3

ZE
g(d

")) q9:
=61d

.EO"=6Ft
qH

;
o

cr .=
o6
Hit

'R6

F

-
5.q
@ z

f)t-

(=

-

=

;
go

tts:

'F ti.G ,f.6e

t
@
B

{

gl

tt!

'))

-
-6d=

o2

vic)
g6



=IF
t?
IF

IEIr
I

I
II ..
|" E

l,* 2
l= ol(o =
r* Iri

-Aa* b{

eF(cz
q=

LEE
t-o
lgotgk| =aFAF

e.l
I

o
€

v)

lq

l-()

lttFz

6t
F

F

€
a
-i1

r- -9oF ,q

q
C@q
eGr

IF

E

2

.. i
-td(G -
rl

-lF >

Gt<lcdGt

- ()

z
()

()
C)
Y

a
CD

{F

:{a1
c'?q

;
ad

gG

-"()(oo'(t h
-Fddc!

It
@

€

-q
rt
9e

-q
F,

z(F
E5
N.E

SP
a

..;
G6lr'(69

ao<

(q

-
(!t

@tq
FF

,..:

e
a{tr

'6
F

?tr ;iF
(-F

-Fi
d[EFA
EE.45d=o
+!?
F&

t

zS
g6

")) q
Ge

=69E..Eo
"=6EB

;
o

q6

=d-kA

(E
F

5-q D

e

F
(15

;
G6

l/- :
o) O-
-9)-9,i.OGD

e
ts

3

F
@

t6')l

d=

c7

9\
i\

\-
\\ EaoII 6 A

ll E s'
@ll € 'E

ll nE e
'/diG
/N

a\:--'lu



il fi le il u 1 a'u rn nluladn : vo o ru rn ff r t u qt

King Mongkut's University of Technology Thonburi

;i:ll l:r!
.a) l

.1', ::.. ', "i:,,,t!.1:,rtr,,

..,ril:j ," 
't"l.',,,,;,;' 

i,,
I e-, ,fu,

d? uY{eil u1115 1I U 1 fl r U n n a

Human Resource DevelopmiftDivision
#,' 1r;. _ t,,,i*,,..,.r.:*.

rz6 ouud:vrrqfia ucr-;lurrro r{srd{n? n7.rmilgt0)40In:fi'ud 6ezlt'np.-aon-rs ltr:aii{*iz) 420-s073 uRL: www.kmutt.ac.th

126 prachauthid, Bangmod Thungkru, Bang$ok totl0$haitana Tel. (662) 470-8071-85 Fax. (662) 470-8073 URL: www.kmutt.ac.th

.;:lrrr: ,,,,ir:r;r,,,,, 
,,'r,

'::::. ':lar:ir::

'''rr: ... ..............''illii'i;'....... " "" " " " " ' o o
''1,. ''

,.,,rllrt'r' :' q4 la-c4 ^^^,',tii ?fin1:ilfl1j91{l1u
.-::." :.,.:

Work Instruction
a a a a a a a..aa a a a a a a a a a a o a a aa a a a a a a a a a a a 

"' 
o"'

ir ,:rji. .: i ..,r,r :r:i:i "

I4
t:o{

'":;...::

iltJ'lUlA'UtOnd'l: ('Document No.)

orifliluL (Release No.)

Crulfiiufi (valid Date)

cirrur (PC.)

c,t 4l: nl:o9lflnoulil

: HR-DT-S-W08-00

: R02

:

i:- ::'tr.r:



airu rt'or u rm YYr s 1 n : Unn a

Human Resource

Development Division

: KMUTT

| *.,n0,' 
' 
nrrfr"?louu.u

rtYa , Hn-nr-s-wo8-oo

Code :

6u6r , nn-nr-s-Po8-oo

Ref. :

I
!

I
I

I

iinttrlfrri6.rru

Work Instruction

,nrir tzli

l3q:-:--"
R02

rllrsrru : ourYsrurtto#lnoil:xt

Department : Development &Training
1-*.*

r. iGnr: (Methods) :

t . tfi u u I n : s n r : tdo tau o t o o q :16'il'or 1 n : { n 1 : t tn s 1 o o q nGdl m^ u

2. tdu o dtf I u x u n 1 : d ? u ilIsil u 1 m ;v{ u 1 n : 11 n n a rfr o fi o r : nr t

Main Procedure Name

I

I sub Procedure Name

Cro I q

r. {dru runl : d?ullrilulYl:v{u1n: qnfl an{u1u
a a,l A o

4. rdu 0: 0{ 0 t n1: il 9l r.l1 uqnn atilov{ 01 : il1
A AII

5. :0{orfl 1:lJnilluUnnna{ultJ
aastt^io

6. rduo:0{0nn1:uaou tdil1ulj:?11:tT'lOV{i'lq,,

7. : o { os- n I : rL 6 o r 1 1 a rl r u u3 il 1 : o { u r l or1 r3fi}1'il'or

s. { 1 u iliar u r un vfl n o il : :J rJ : s sr frru niu #Intq..: n i t iil

oaq
13. 9tl[UUfl15tn0]J:tJ

tla
I 4. d: llltu1llJ : sttJufl a

6arqtr-Glq
r 5. 1JooldlJgtrunnl [u01u nJfl1:0910u:tJ
r,:,'l:,,i:, .l. 9lo I
I 6 : {f;*lJ 0 ffi 1 u ? u n 1 : d ? u d'nr iigeivr u 1 n : u n n n tfr o fi o r : at r

: s:

{rirurun i.1{i}fr15 il U1 n : q n n a a { u 1u
'::irillrl.tl. :::

a 4ll 4 a
tdu0: o{ot'n1:u9t tlluun fl n tv'lov'l 01:0t1

na {uriloqd6ld'rfi nnirl#rirutunr: f,n ol :l

','l-tttt:.:tt:t::

,.,, ur,,,

:..:'t '!ili,.
:

k,,
'ln:

t7.

18.

A
19.:o{otnl

t'orirlns : 33n: rjtuua.t

Prepared By : Siriporn Pansaeng

20. nU Axapta

21. {ruylifirulrraeflnou:rudrrurilricdoor1ffirfinrril:arurotrtnsd{tondr:qfuo?ltd'no{nn-.1

2 2. n o { n a'wir rfi u n r : rt o { n 1 : tfi n tt u fl 1 il n : e il ? u fl 'l : lJ o { f'l o { n al si o hJ

2 3. { 1 u rf$ u 1 ua sfl n oil : ru rfi u rlorya n'l : o u 5 il n {S lu {o 
ry 

a HPB

24. {lu?\-fl u rrlas?lnoil : rutfi I toncr: r{rrrfl ru

: HR-DT-S-P08-00

File Name :



' drufrorurnYtturn:qnna

I Human Resource
i

; DeveloPment Division f;srnnn , nt:ffoflnol:n

Main Procedure Name

:rYa t ItR-or-s-wo8-oo

Code :

: KMUTT

flrslru, {rufioturttac;lnou:xl

Department : Development &Training

t alo a
z. dastaoriirirtilunr: (Period) :

v I o4l e
9r'l tJ t tt{ u n 1 : l{ru u r q n a r n : il : v d 1 il t 0 { }J 14',I ? m u 1 a CI

4a | .-
3. qnnaflAnglo (Connections) :

9o
l . {tilu ?un 1: d?uv{sllulYl :1IU]n:U nna

g

2. :o{o;n1:rL6iltuUnna

3. :o{ofi n1:rL6or'1ladlruil3ff r:
tcl

4. fiU?U{]UR1U tU ilnt.
q

5. flO{fla{

....tf.:!.

r:j..1i:lalr_

Approved Date

,,:r::'i:,r.

rii'""' :li::
..i!::

r':rrlitr.
.,,tttrl:,, r.

,,,i 
f.ril

tl:l:tlll:arriil
:.tlt,::::.

: t'srrirlqu : fi?u: druua.t
l

, Prepared By : Siriporn Pansaeng

Sub Procedure Name



il?r tan u I fi'u rn nluladn : vo oru tn ff r r uuj

King Mongkut's University of Technology Thonburi

Standard Document..,,!i, 
';""

.:::lli:.::!a;: .. .... o a a.al a aa a... a a a.. a a.. aa. oa a a.. a a a.... a' "n'i:a:li:,.. ;:1.::: iiit:t:ii'
j Lr4rr
rTor (subject) : n1:oglr.fnou:tt

filllUta'Utondl5 (DocumentNo.) : HR-DT-S-F08-00
'':liil:r'

f,
aJdnilufi (Release No.) : R02

rf

r?rulffiufi (valid Date) :

iirrur (PC.) :



I :KMUTT

f,onfrn , nr:fnflnol:n

Main Procedure Name

t

iotios :.

Sub Proccdure Name

[0R6n1il.l9ltJ',lu

Standard Document

u{n:ztz
Page :

:?Y6r : IIR-DT-S-F08-00 ]n;
I

I

Code: I

, dlrs.:ru : lrur{ruurttavflnos:n

. Department : Development and Training

, drs6{ : HR-DT-S'Po8'oo

. Ref. :

ovd
alnilm

4
UO.l11l :t4fl

t
14o^4A

tru:Jv'l o:lJ I 0ouiln uil t{ u ttltr fln.04

2
t3o^aa

IrljlJV'|0 : il1 OOUilfl til nt{u [[ulj flfi.03

J
tJoov@a

lru 1lY'l 0 : lJ t1J dlnq:u t{ u ttuil nfl.07

4 il : s n r sru u r ir u r a'u rm n I u 1 ndvr : v n o ru rn dr t u li G o s

r,r dn tn nr q{u a s o"'sr : t n r : ri'l u ri 1 d tJ u 1 q nr i m u r n : 1 qpei$i:lr, 
"

flnol:tt vt.?t.zss2 
:.

HR-DT-U-FO8-00-0 1 -R0 I

5 :slfi uu n:sYt :?{ n1 :n d{'ird'rurirtdri
sA

1:t9rt{noil:tJ
all

n 1: 091{ 1lt ltaen'l:]J : vqil:v 14 ?1 ( *)

,;iil*or-u-Fo8-oo -02-Ro l
':,i,,lr:,.:l:r|:llt:,:r

6
o -ai-i.-.:..-.jii.":r;:;

ru fi n nrv ig ru u sG rfi o riu fr 2 4 u.u. 2 55 2 ti o { :J 1 el : fi'l t . HR-DT-U-F08-00-03-R0 I

..il:il{t: '

"jllii::,.-.*l:.l.

a:i'il-r:!),

'rr:lSiir'

,,:::l::.
:li'::ii

--i.r,

:

::

:,:.tr

Prepared By :Siriporn Pansaeng

f,ou$lr : flR-Dr-s-Po8-oo

Approved By : ljlP-"dl*.:
l

Name : 

--- 
l


