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Abstract

The objectives of this study were : 1) To
find a new way of searching documents easier than
the old system; 2) To find a new way of arranging
documents faster; 3) To manage the area of the
document room effectively. The room currently
contains a lot of documents, limited space and they
are hard to find.

We should use 5S method to solve the
situation and find a new way for working easily. So,
we use the latest performance to compare and
improve the work in the company, that assists the
officers to find, arrange and control the problems
completely. Following the implemented method, the
officers would get back more free time and the office

would look beautiful and clear.
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