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ABSTRACT

This study aimed to: (1) examine techniques for online storage of purchase
and procurement contracts; (2) increase convenience and speed in searching for and
retrieving contracts; (3) reduce errors and duplication in document storage; (4)
improve the efficiency of contract management; and (5) reduce the risk of document
loss. During the cooperative education placement at Speedy Package Express Co.,
Ltd., | found that many purchase and procurement contracts were stored in folders
on a Network Drive. Without clear guidelines for folder classification and file naming,
searching for documents could take a long time, duplicate files could occur, and the
risk of documents being stored incorrectly or becoming lost could increase.

The project results showed that applying online storage techniques for
purchase and procurement contracts (by establishinga systematic folder structure,
classifying contracts, and defining file-naming guidelines) madecontracts easier and
faster to search for and retrieve. This approach also reduced errors, duplication, and
the risk of document loss, while facilitating data verification and improving the

efficiency of contract management.

Keywords : Purchase and Procurement Contracts / Online System / Network Drive
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