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Abstract

This study aims to: 1) design and develop an employee leave form that is
suitable for practical use, 2) enhance the clarity and completeness of recorded
information, and 3) improve the efficiency of data verification and management by the
Human Resources department. The problem identified is that the original leave form
has limited space and lacks clarity in data entry, resulting in incomplete information
and errors, which in turn makes the verification process time-consuming. Therefore,
the project developer designed a new leave form to be used for sick leave, personal

leave, vacation leave, and other types of leave.
The results show that the developed form is clearer, more user-friendly, and
covers all essential information. It helps reduce errors, improve data accuracy, and

enhance the efficiency of document storage and retrieval.

Keywords: Document Management, Human Resources, Work Efficiency
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