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Abstract 
 

This cooperative education program was conducted at Rungrueng Accounting and 
Lawyer Company Limited, which provides  accounting and business consulting services, and 
aim to create quality professional services according to the Department of Business 
Development and the Revenue Department. The team was assigned to verify the accuracy of 
accounting documents, then classify,  sort, and arrange accounting documents for ease of use  
because there are a lot of accounting documents. For new personnel, it takes a lot of time to 
prepare and may cause errors. 

 
Therefore, the team created this project to increase work efficiency by studying  

the types of accounting documents,  the nature of accounting documents and identification 
principles of document arrangement.  The result was that the team had gained knowledge and 
understanding of the nature of accounting documents, completeness, arrangement accounting 
documents effectively. This project is expected to be beneficial to the concerned person.  
 

Keywords:  Preparing, Classify, Accounting documents. 
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