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Abstract

This study aims to explore the current status of records management of the Central Filing System
and development of best practices for Archives and Library Division, Ministry of Foreign Affairs. A qualitative
research approach allowed for the triangulation of data from twenty-eight participants B.E. 2020 of the
Archives and Library Division of Ministry of Foreign Affairs. Interviews and document analyses were
adopted, and the data were analyzed through descriptive analysis. The result shows that 1) records
management conforms with the document management guidance for the government agencies and 1SO
15489. That is having the organization to manage the filing system and employee, discovery and analysis
activity to create a classification scheme, file appraisal, preservation, use technology, conduct post-
Implementation review. Furthermore, employees are an important factor. 2) The best practices in Central
Filing having records management organization and employee, create a classification scheme and

appraisal, design of system, implementation records system and conduct post-implementation review.

Keywords: Best practices, Central filing, Archives and library division
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