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Project Title : Preparation of a manual for opening Government Savings Bank Dao

Khanong Branch accounts

By . : Mr.Nattapol Rudeepasura
Advisor : Mrs. Kwanjai Unthavatanapaibul
Degree : Bachelor of Business Administration
Major : General Management

Faculty : Business Administration
Semester / Academic year : 372016

Abstract

The author was assigned to the account public relation department of Government Savings Bank: Dao
Khanong Branch. The author started an account opening manual project that aimed to facilitate the account
opening process to be easier and faster. The author then studied on how to create a manual, then created the
account opening manual for Government Saving Bank: Dao Khanong Branch. The manual consists of 6 step:
1. The client has to read terms and condition of saving services of the bank and sign the end of the document;
2. Client requested for document and fill in all the client information i.e. name, surname, address, occupation,
salary, and other personal information; 3. If requesting an ATM card, the client needs to pay a 300 bath fce,
including signature at the end of tenms and conditions; 4. For the account opening request form, the client needs
to sign and acknowledge at the end of the ferm; 5. On the last page of the bank account book, the client needs
to sign in the blank space. From creating an account opening manual for Government Saving Bank, the results

showed the clients understand the whole process and it makes the process easicr and faster.

Keywords: Government Saving Banking, Saving account
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Abstract
The author had assigned to account

public relation department of Government saving

bank: Bangkae branch. During the time, the author
started an account opening manual project aiming
to facilitate the account opening process to be
easier and faster. The author then study on how to
create a manual and create the account opening
manual for Government Saving Bank: Bangkae
Branch. The manual consists of 6 steps as the
following. 1) The client has to read terms and
condition of saving services of the bank by signing
at the end of terms and condition section of
document the is given space no.l. 2) client
requested for KYC document and fill in all the
client information i.e. name, surname, address,
occupation, salary, and other personal information.
3) If requested for ATM card, client then need to
pay 300 baht fee including signing at the end of
terms and conditions. 4) Account opening request
form, the client need to sign in the acknowledge at
the end of the form. 5) At the end of bank account
book the client need to sign in 2 of the blank
spaces. 6) Deposit form, after bank clerk filled all
client information, the client need to sign at the
given blank space. From creating an account
opening manual for government saving bank,
resulting in the client understand all the process
and make the process easier and faster to do so.
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