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Analysis of the Characteristics, Volume, and Urgency Levels of Incoming Official
Correspondence for Workload Assessment in Records Administration of the Royal Initiative

Projects and Special Affairs Division, Forest Resources Management Office No. 3 (Lampang)
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Abstract
Records administration is a key mechanism supporting the operations of government agencies. This study
aimed to analyze the monthly volume of incoming official correspondence, classify work categories and
urgency levels, and assess the workload related to receiving official documents in the Royal Initiative Projects
and Special Affairs Division, Forest Resources Management Office No. 3 (Lampang). This research employed
a descriptive quantitative approach using secondary data from the incoming correspondence registry
covering the period from 1 November 2025 to 28 February 2026, with a total of 527 documents. Data were
analyzed using descriptive statistics, including frequency, percentage, and mean, while workload was
assessed based on a standard processing time of 15 minutes per document. The results revealed that
February 2026 recorded the highest number of incoming documents, with 208 items (39.47%), followed by
December 2025 with 123 items (23.34%). Most documents were concentrated in personnel administration,
reimbursement and related expenses, and budget planning and expenditure, which together accounted for
59.39% of the total. Regarding urgency level, the majority were general documents, totaling 506 items
(96.02%). The overall average workload was 24.79%, while the highest workload was found in February 2026
at 37.14%. These findings provide baseline information for understanding work characteristics, document
volume, and workload fluctuations, and may support planning and improvement of records administration

efficiency within the agency.
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Table 1: Incoming Documents Classified by Month

Average per Working

Month Number (ltems) Percentage
Day
November 2025 87 16.51 4.35
December 2025 123 23.34 5.59
January 2026 109 20.68 4.74
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February 2026 208 39.47 10.40
Total 527 100.00 -
Number of Incoming Documents (Copies)
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Figure 1: Monthly Distribution of Incoming Official Correspondence
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Table 2: Classification of Incoming Documents by Category

Category Number (ltems) Percentage
Personnel Administration 115 21.82
Requests for Reimbursement and Various Expenses 108 20.49
Plans, Budget, and Expenditures 90 17.08
Requests for Approval to Proceed with Procurement 65 12.33
Meetings / Reports / Evaluation 54 10.25
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Public Relations and Participation Invitations 28 5.31
Requests for Approval for Official Travel 21 3.98
Royal Initiative Projects and Volunteer Activities 21 3.98
Policies and Guidelines 12 2.28
Legal Affairs and Area Permission 6 1.14
Approvals and Petitions 4 0.76
Others 3 0.57
Total 527 100.00
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Figure 2: Distribution of Incoming Official Correspondence by Document Type
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Table 3: Classification of Incoming Documents by Urgency Level

Urgency Level Number (Items) Percentage
Normal Documents 506 96.02
Urgent 17 3.22
Most Urgent 4 0.76
Total 527 100.00

Number (Items)

600 506
400
200
. L 4
Normal Documents Urgent Most Urgent

Figure 3: Distribution of Incoming Official Correspondence by Urgency Level
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Table 4: Classification of Incoming Documents by Category and Urgency Level

Category Most Urgent Urgent Normal Total

Personnel Administration 1 6 108 115
Requests for Reimbursement and Various

0 4 104 108
Expenses
Plans, Budget, and Expenditures 1 0 89 90
Requests for Approval to Proceed with

0 0 65 65
Procurement
Meetings / Reports / Evaluation 1 5 48 54
Public Relations and Participation Invitations 0 2 26 28
Requests for Approval for Official Travel 0 0 21 21
Royal Initiative Projects and Volunteer

1 0 20 21
Activities
Policies and Guidelines 0 0 12 12
Legal Affairs and Area Permission 0 0 6 6
Approvals and Petitions 0 0 4 4
Others 0 0 3 3
Total 4 17 506 527
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Table 5: Monthly Workload Analysis of the Officer Responsible for Records Management

Average per Time Used
Month Number (ltems) Workload (%) Level
Day (minutes/day)

November 87 4.35 65.2 15.54 Low
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December 123 5.59 83.8 19.96 Low
January 109 4.74 711 16.93 Low
February 208 10.40 156.0 37.14 Moderate
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