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Prologue 

This Guide of Processes and Procedures describes on 

a simple and direct way, what are the Processes in 

general and that are the Procedures; also, Its 

usefulness in any company or commerce. Especially 

Aimed at small and medium-sized companies that 

are starting operations (STARTUPS); As well as, for 

the companies that are already operating and that 

have grown, but still do not have their established 

processes and procedures. Every business, whether 

large or small, located anywhere in the world, must 

have Processes defined for its success. 

This information comes from my professional 

practice in multinational companies, where I worked 

for many years, and Panamanian firms where I work 

as an adviser and consultant. It is a great pleasure to 

be able to transmit the knowledge acquired. 
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 The Processes and Procedures 

Sometimes, when I talk about the usefulness and 

benefits of having the Processes established in the 

workplace, people often ask: What are Processes? 

and What are the Procedures? What is the 

difference between them? 

Let me explain it in the simplest and most practical 

way: 

The Processes: We can define them as the sequence 

of activities that we carry out, to reach an objective. 

It is the Way of doing the activities. Others define 

them as: "A set of related activities that, by 

interacting together, convert the input elements 

into desirable results" 

Let's see a practical example: "When we get up in 

the morning" some people we get out of bed to the 

bathroom, to brush their teeth, bathe, etc. Some 
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other people go straight to the kitchen to prepare 

coffee. It will depend on the tastes of each one and 

the needs or limitations of time; but in general, they 

have a "Usual Way" of doing things. That is their own 

Process of doing things when they get up. 

This "Usual Way" of doing things, and which has 

turned out to be the most convenient, we can call it 

"The Process". In other words, the Process is the way 

we do things, repeatedly in the day, weekly, 

monthly, annually or eventually. 

In business, there is also a "usual way" of doing 

things, which is the most convenient and ensures 

that the functions or operations are carried out in 

the right way.  

All the functions or activities that are developed in a 

company, either in the Administration or in the 
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productive operations, always have a specific "ideal" 

way of doing them, that is, an established Process. 

The importance of doing things in the same way. 

If we start to analyze what happens when we do a 

"Thing or Activity" in different ways, we will realize 

that the result could be very different, not 

necessarily the one we want and need to have. 

A good example to illustrate this is when, in a pastry 

shop or at home we prepare a cake, If we do not 

follow the instructions “step by step”, using the 

exact quantities and the quality ingredients 

required, probably, the result will not be the one 

expected. Perhaps we will have as a result a cake 

without the flavor or texture that we expect. Here 

lies the importance of having a well-established 

Preparation Process that must be followed, in order 

to achieve the desired and expected results. 


