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Abstract

Background: Correspondence management requires accuracy, speed, and
traceability. The Pharmacy Department, Srinagarind Hospital, handles a large volume
and variety of incoming and outgoing documents daily, but its former system — a hand-
written logbook followed by a Microsoft Excel register — kept records separate from the
actual document files, causing slow retrieval, risk of loss, and no real-time collaboration.
The Department therefore developed an electronic correspondence system on Google
Shared Drive, enabling staff to work anytime, anywhere via computer, smartphone, or

tablet.
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Objectives: To develop an electronic correspondence system on Google Shared
Drive comprising four core databases (outgoing-letter, incoming-letter, internal-circula-
tion, and document-number control registers), and to evaluate operational efficiency and
staff satisfaction compared with the previous system.

Materials and Methods: This research-and-development (action research) study
comprised four phases: analysis, design, implementation, and evaluation. The sample
comprised 10 Pharmacy Department staff who were the actual system users, selected
through purposive sampling. Data were collected via operational log sheets and a sat-
isfaction questionnaire, and analyzed using descriptive statistics, comparing pre- and
post-implementation indicators by percentage change.

Results: Document retrieval time decreased from approximately 10-15 minutes
to 2-3 minutes per search; document loss/not-found rate decreased from approximate-
ly 10-15% to 0-5%; and overall staff satisfaction (N=10) was very high (mean=4.60,
SD=0.52).

Conclusion: The Google Shared Drive system improved document storage and
retrieval, reduced operational errors and paper use, increased staff satisfaction, and
was extended to nine additional database systems within the department: 1. a digital
correspondence database, 2. a database of medicines not listed in the hospital formu-
lary, 3. a J2 (controlled-drug) database, 4. a database for medicines proposed for
hospital procurement, 5. an equipment-maintenance repair-request registry, 6. an IT
repair-request registry, 7. a staffing/manpower database, 8. an equipment (dura-
ble-goods) database, and 9. an administrative workload database.

Keywords: electronic correspondence management; document management;

Google Shared Drive; system development; pharmacy department
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