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Abstract

The project "Design of the method for the implementation of
the administrative process: Adaptation of the planning stage, to
contribute to the economic administrative development of the
MiPyMes of the Mixteca region of Puebla" has the purpose that
the entrepreneurs implement each of the elements of the stages
of the administrative process, will contribute to the
professionalization of the companies, because in the region
there is no culture, knowledge, and / or academic training on
their part. In a first stage only the elements of planning are
considered: mission, vision, values, policies, rules, objectives,
strategies, budgets and programs. Its main contribution will
facilitate the development of these, even without having
technical knowledge of the subject. The design of the proposed
method was adapted according to the needs detected by the
Academic Body of Administration of the Technological
University of lzicar de Matamoros (UTIM), in previous
projects that have been developed with Companies of the
Mixteca Poblana Region, taking as reference different authors
of the research in the area of Administration. There will be a
workshop and support to entrepreneurs for the drafting of each
of the proposed elements.

Design, Method, Planning, Development

Resumen

El proyecto “Disefio del método para la implementacion del
proceso administrativo: Adecuacion de la etapa planeacion,
para contribuir al desarrollo econémico administrativo de las
MiPyMes de la region mixteca poblana” tiene la finalidad de
que los empresarios implementen cada uno de los elementos de
las etapas del proceso administrativo, contribuirda a la
profesionalizacion de las empresas, debido a que en la regién
no se tiene la cultura, conocimientos, y/o formacién académica
por parte de ellos. En una primera etapa Se consideran
Unicamente los elementos de la planeacion: misidn, vision,
valores, politicas, reglas, objetivos, estrategias, presupuestos y
programas. Tendra como principal aporte facilitar el desarrollo
de éstos, aun sin tener conocimientos técnicos del tema. El
disefio del método propuesto se adecud en funcion de las
necesidades detectadas por el Cuerpo Académico de
Administracion de la Universidad Tecnolégica de lzlcar de
Matamoros (UTIM), en proyectos anteriores que se han
desarrollado con Empresas de la Regién Mixteca Poblana,
tomando como referencia diferentes autores de la investigacion
en el area de la Administracion. Se realizard un taller y
acompafiamiento a los empresarios para la redaccion de cada
uno de los elementos propuestos.
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Introduction

Rodriguez (2017) in his research in Mexico on
executive productivity found that only 25% of
executives consistently establish, in their
strategic  plan, measurable results to
subsequently  evaluate  their level of
productivity, 60% of managers set goals and
plans , while 30% only fixes them at times,
44% of executives deem the achievement of
objectives and plans deficient, only 48% of
executives set the objectives and organizational
plans in writing.

The Academic Body of Administration of
the Technological University of lzGcar de
Matamoros, has maintained a close relationship
with the MiPyMes in different projects, this
being part of an IES that has the commitment to
contribute to the economic administrative
development of the same, it is possible to take
advantage of the link to propose a method that
is suitable for the entrepreneurs of the
MiPyMes of the Mixteca Poblana Region, to
implement each of the elements of the different
stages of the administrative process, in order to
professionalize the companies, because in the
region there is no has the culture, knowledge,
and / or academic training on the part of the
entrepreneurs, necessary to carry out said
professionalization.

In his book Administrative Process
Cipriano (2014) defines that the administration
is classified in two stages, the mechanics that is
integrated by the phases of planning and
organization and the dynamics that is formed by
the phases of direction and control.

For the development of the project, only
the planning stage and its different elements are
considered: mission, vision, values, policies,
rules, objectives, strategies, budgets and
programs.

The project "Design of the method for the
implementation of the administrative process:
Adaptation of the planning stage, to contribute
to the economic and administrative
development of the MiPyMes of the Mixtec
region of Puebla" will have as main
contribution to facilitate the development of the
elements that make up the planning stage , even
without having technical knowledge of the
subject.
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Cipriano (2014), argues that planning
represents the beginning and the basis of the
administrative process. Without this what is
done in the organization, direction and control
has no reason to be, since it would work
without having determined the results pursued
by any social organism and this would endanger
its future.

It should be noted that the Academic
Body of Administration of the Technological
University of lzucar de Matamoros (UTIM),
will conduct a workshop and support to
entrepreneurs for the drafting of each of the
proposed elements.

What is planning?

For Cipriano (2014), planning determines what
the company wants to be, where it will be
established, when it will start operations and
how it will achieve it.

George R. Terry (1999), defines that the
planning is the selection and relation of facts, as
well as the formulation and use of assumptions
regarding the future in the visualization and
formulation of the proposed activities that are
believed to be necessary to achieve the desired
results.

Miinch and Garcia (2010), mention that
planning is the determination of the objectives
and choice of courses of action to achieve them,
based on research and development of a
detailed scheme to be made in the future.

Planning for Montana and Charnov
(2008), is to describe how to choose a
destination, evaluate goals, alternatives and
decide on a specific path.

Harold Koontz / Heinz Weihrich (2012)

Planning is the selection of missions,
objectives, strategies, policies, programs and
procedures to achieve them; decision making;
selection of a course of action among several
options.
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Elements of planning
Mission

Minch and Garcia (2015), defines the mission
as it describes the activity or basic function of
production or service developed by the
company and that is the reason for its existence;
exposes what the company is doing

A mission must contain at least the
following points:

— Products or services. It is the definition of
the line of products and services offered.

— Market. Place or concentration where he
offers his products and services by type of
clients, sales by geographical area or sales
by distribution channels.

—  Values. Expresses the fundamental values
under which the company must operate.

The mission for Chiavenato (2010),

literally means "duty"”, "obligation”, "work to
be performed. The mission of the organization
is the declaration of its purpose and scope, in
terms of products and markets.
The mission of the organization must be
defined in terms of satisfying some need of the
external environment and not in terms of the
offer of a product or service.

The organizational mission  should
consider the following aspects:

—  The raison d'étre of the organization

— The role of the organization of society

—  The nature of the organization's business

— The value that the organization creates for
its stakeholders

— The types of activity in which the
organization should concentrate its efforts
in the future.

Fred. R. David (2013), mentions that the
mission may vary in terms of extension, content
format and specificity. Almost all professionals
and academics of strategic management
consider that an effective statement must take
into account nine components, since the
mission statement is usually the most visible
and public part of the strategic management
process, with the following nine components:
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- Customers. Who are the customers of the
company?

- Products or services. What are the main
products or services offered by the
company?

- Market. In geographical terms, where
does the company compete?

- Technology. Is the company up to date
from a technological point of view?

- Concern for survival, growth and
profitability. Is the company committed
to growth and financial strength?

- Philosophy. What are the beliefs, values,
aspirations and basic ethical priorities of
the company?

- Selfconcept. What is the distinctive
competence or the most important
competitive advantage of the company?

- Concern about the public image. Does
the company respond to social,
community and environmental concerns?

- Concern for employees. Are employees a
valuable asset for the company.

Vision

Minch and Garcia (2015), exposes in its book
fundamentals of administration that in the
business environment the term vision, expresses
the future and fundamental aspirations of any
type of company, in other words it is a
projection to future.

For Chiavenato (2010), the vision literally
means "an image", it can be the vision of the
businesses, the organizational vision or even the
vision of the future that is understood as the
dream that the organization caresses.

It also considers some premises to
elaborate the vision of the businesses:

1. Adherence to the real facts: the
situations dreamed should be possible.
Descriptions should be discarded as
charming services, technology leadership
or construction of a new society. It is not
forbidden to dream, but if you do not
know the organization and its desires, it
would be a serious misunderstanding that
would lead to developing business visions
without any adherence.
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2. Concise but powerful description: the
business vision must have a defined
focus. Enumerate several dimensions,
such as preserving the environment,
meeting the demands of customers,
promoting a unique work environment,
will lack value, as it dilutes efforts and
loses focus.

3. Balance of all the groups of interest: the
vision of the businesses must favor all the
interest groups. The approach of being a
leader in the sector is wise for executives
and employees, but it does not interest the
clients, unless that leadership offers them
better technology or economies of scale.

Values

Galicia (2015) defines values as principles that
characterize the behavior of people within the
organization and the organization as a whole.
They constitute the basis on which the
philosophy of the organization is based and the
true substrate of identity and cohesion among
its members.

Classify the values into three types:

1.  Organizational Legitimacy, honesty,
respect, quality and social, ecological and
economic commitment to the community.

2.  Ethical Loyalty, honesty, justice, fairness,
discretion, dignity and responsibility in
performance.

3. Professionals. Punctuality, assistance,
creativity, updating, professionalism,
efficiency, cooperation, initiative,
productivity, solidarity, spirit of service
and tenacity.

Steiner (2006), refers that values are not
only related to the purposes that a person
considers preferable to another condition, but
also with the preferable means to achieve it.
Values are established habits of concern and
attitudes towards events or phenomena; they are
fundamental beliefs and ideas that an individual
has; and they work as a criterion to choose
between the alternatives.

Rodriguez (2000) mentions that having a
clear and open conceptualization of strategic
organizational values will help determine its
importance and:
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- Determine the tolerance and field of the
company's efforts

- Establish in  which businesses the
company should intervene and in which

- Setting  expectations and how to
communicate them to others

- Integrate personnel that work efficiently
in the company

- Determine how the company will be
managed

- Set priorities with meaning

Policies

Koontz and Weihrich (2013) define policies as
statements or general interpretations that guide
the reflections for decision making.

Minch and Garcia (2015), mention that
the political word comes from the Greek
politiké meaning "Art of governing a nation";
The dictionary points out that politics is the art
or trace with which an issue is handled. In turn,
trace means "plan to realize an end".

They also say that policies are provisions
of administrative thinking that guide or regulate
the conduct that must be followed in decision
making, about actions or activities that are
repeated over and over again within an
organization. Policies are criteria that guide the
correct action and decision of personnel in their
activities.

The policies, according to the hierarchical
level in which they are formulated and with the
areas they cover, can be:

1.  Strategic They are formulated at a senior
management level and their function is to
establish and issue guidelines that guide
the company as an integrated unit.

2. Tactics They are specific guidelines that
refer to each department

3. Operative They are applied mainly in the
decisions that have to be executed in each
of the units of which a department
consists. Usually, they are assigned to
lower levels.

They also comment that policies are
essential for the success of the plan, given that:
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- Facilitate the delegation of authority

- They motivate and stimulate the staff, by
leaving certain decisions to their free will

- They avoid losses of time to superiors, by
minimizing the unnecessary consultations
that their subordinates can do

- They grant a margin of freedom to make
decisions in certain activities

- Contribute to achieving the company's
objectives

- They provide uniformity and stability in
decisions

- They indicate to the staff how they should
act in their operations

- They facilitate the induction of new
personnel

Rules

Koontz and Weihrich (2013), mention that the
rules establish actions or not specific actions
necessary to avoid deviations. They are usually
the simplest type of plan. "No smoking" is a
rule that does not accept any deviation from a
marked line of action. Its essence is that it
reflects an administrative decision in the sense
that some action must be taken or not. The rules
do not allow any discretion in your application.

Miinch and Garcia (2015), define rules as
precise mandates that determine the disposition,
attitude or behavior to be followed or avoided
in specific situations by company personnel.
The rules are strict; they are rigid and determine
very precise guidelines that must be met as
specified; commonly, its non-compliance is
sanctioned.

Objectives

For Cipriano (2014), the objectives are the ends
towards which the activities of organizations
and individuals are directed. They are
considered as plans that have to do with future
activities, require vision and imagination in
their determination and are an integral part of
the planning phase.

Minch and Garcia (2015), mention that
the objectives represent the results that the
company expects to obtain, are goals to be
achieved, established quantitatively and
determined to be carried out after a specific
time.
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They consider that they must possess two
fundamental characteristics that allow to
differentiate them from any other stage of the
planning:

a)  They are established at a specific time
b)  They are determined quantitatively

For Fred R. David (2013), the objectives
are the specific results that an organization
seeks to achieve by following its basic mission,
it is important that the entrepreneur is clear
about what this is, as mentioned by the author
these are essential to achieve the success of all
organization, as they help in evaluation, create
synergy, reveal priorities, focus on coordination
and establish a basis for planning, organizing,
directing and controlling activities, they must
be challenging, measurable, consistent,
reasonable and clear.

It should be mentioned that Cipriano
(2014) and Fred R. David (2013) agree that
both the vision and the mission must be present
in the writing of the objectives.

Classification of objectives according to
several elements.

Types of objectives according to:

The Nature The How  are
weather hierarchy measure

Long- General Strategic Quantitative
term objectives | Objectives Obijectives
goals

Medium | Specific Tactical Qualitative
term objectives  |Objectives Obijectives
objectives

Short- Operational

term objectives

objectives

Table 1 Types of objectives, EmprendePyme.net

For purposes of the project referring to table 1,
only the objectives will be defined according to
the time they are established, being then, long,
medium and short term objectives.

Long-term objectives: objectives that are
formulated to be fulfilled within a period of 3-5
years.

Medium-term  objectives: objectives
formulated for a period between 1 and 3 years.
Short-term objectives: objectives set to be met
in less than 1 year.
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Rodriguez (2017), considers that the time
factor depends more on the nature of the
company. For example, in a company that
varies rapidly like the design of high fashion
ladies’ suits, two to three years can be
considered a long term. In contrast, for the tree-
growing company, a long-term goal can be
thirty to forty years.

Strategies

Rodriguez (2017), says that the formulation and
implementation of a strategy for the
organization  constitute the fundamental
administrative functions, this is a managerial
administrative tool to achieve the objectives,
since these are the ends and the strategy is the
means to achieve them.

Fred. R. David (2013), defines strategies
as the means through which long-term
objectives will be achieved. Some business
strategies are  geographical  expansion,
diversification, acquisition, product
development, market penetration, budget
reductions, divestments, liquidation and joint
ventures. They also mention that strategies are
possible courses of action that require decisions
by senior managers and large amounts of
company resources. In addition, they affect the
long-term prosperity of the organization,
usually for a minimum of five years, and for
that reason they are oriented towards the future.
The strategies have multifunctional or
multidivisional consequences and require
consideration of the external and internal
factors that the company faces.

Koontz and Weihrich (2013), mention
that the strategy is defined as the way in which
the basic long-term objectives of a company are
determined and the adoption of lines of action,
as well as the allocation of the necessary
resources for the achievement of those goals.

Budget

Koontz and Weihrich (2013), define that a
budget in numerical terms is the report of the
expected results and can be considered a
quantified plan, which can be expressed in
financial terms, and in working hours, product
units, machine hours or any other measurable
term.
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Instead Burbano (2005), mentions that
Del Rio Gonzalez is scheduled for a systematic
manner, of the operating conditions and results
to be obtained by an organism in a given
period, it should be clear that the employer
intelligence must plan the size of their
operations, revenues and expenses, with an eye
on obtaining profits.

Importance of budgets:

1.  They help minimize the risk in the
operations of the organization.

2. The plan of operations of the company
remains within reasonable limits.

3. They serve as a mechanism for reviewing
policies and strategies of the company
and route to what is truly looking for.

4.  Facilitate members of the organization
quantified in financial terms of the
various components of the overall plan of
action.

5. They serve as guidelines for the
implementation of programs of personnel
in a given period of time, and serve as a
standard of comparison once they have
completed their plans and programs.

6. They serve as means of communication
between units and vertically between
certain level executives another level.

To Minch and Garcia (2015), the budget is
a written outline of general or specific type,
which determines in advance, in quantitative
terms (monetary and non-monetary) the origin
and allocation of company resources for a
specific period; Added to this are considered an
essential element when making planning, since
through them the resources needed to meet the
goals of the company is displayed in quantized
form.

Programs

Chiavenato (2001) considers that schedules are
operational plans related to time. Basically
consist of plans that correlate two variables:
time and activities to be implemented. Miinch
and Garcia (2015) mentions that a program is a
scheme where established: the sequence of
specific activities to be undertaken to achieve
the objectives, and the time required to perform
each of its parts and all those events involved in
the achievement. Each program has its own
structure and may be an end in itself, or may be
part of a series of activities within a more
general program.
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Existen diferentes herramientas para
elaborar programas, en el proyecto se utilizara
el diagrama de Gantt, el cual Render y Heizer
(2017), mencionan que muestra
anticipadamente de una manera simple las
fechas de terminacion de las diferentes
actividades del proyecto en forma de barras
graficadas con respecto al tiempo en el eje
horizontal. Los tiempos reales de terminacion
se muestran mediante el sombreado de barras
adecuadamente. Si se dibuja una linea vertical
en una fecha determinada, usted podra
determinar qué componentes del proyecto estan
retrasadas o adelantadas. El diagrama de Gantt
obliga al administrador del proyecto a
desarrollar un plan con antelacion vy
proporciona un vistazo rapido del avance del
proyecto en un momento dado.

Metodologia a desarrollar

Research is a qualitative type descriptive
research design (survey study), as is to collect
information independently of the different
elements of the planning stage.

The population are MSMEs in the
Mixteca Poblana region who are interested in
participating in it, this being a non-experimental
research field. For the project a method was
designed by the adequacy of each of the
elements of the planning stage, with reference
to different expert authors in the investigation
of the Administration.

Results
The project is presented:

"Design the method for implementing the
administrative process: Adaptation of the
planning stage, to contribute to the
administrative economic development of
MSMEs in the Mixteca Poblana **

For purposes of this method they are
broken down each of the elements of the
planning stage, in detail to the entrepreneur
MiPyMes implement each.

Notably, the Academic Board of
Directors of the Technological University of
Matamoros lzacar (UTIM), will hold a
workshop and support to entrepreneurs for
writing each of the proposed elements.
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Mission: Reason for being and existence of a
company

Consider for writing the following nine
components proposed by the author Fred. David
R. (2013), which can choose those that are
related to rotation and organizational culture.

- Customers: Who are the customers of the
company?

- Products or services. What are the main
products or services offered by the
company?

- Markets. Geographically, Where the
company competes?

- Technology. Is the company a day from the
technological point of view?

- Concern for survival, growth and
profitability. Is the company committed to
growth and financial soundness?

- Philosophy. What are the beliefs, values,
aspirations and basic ethical business
priorities?

- Selfconcept. What is the distinctive
competence or the most important
competitive advantage of the company?

- Concern for public image. Does the
company responds to social, community
and environmental concerns?

- Concern for employees. Do employees are a
valuable asset to the company

Fred. David R. (2013), mentions relevant
when developing a mission statement
guidelines; it is considered appropriate that the
employer determine proper to state the mission
of your company:

1. I do not offer clothes. Offer Me an
attractive appearance

2. I do not offer footwear. Provide comfort
for my feet and the pleasure of walking

3. 1 do not offer a house. Offer Me safety,
comfort and a place that is clean and
happy

4, I do not offer books; Offer Me hours of
pleasure and the benefits of knowledge

MERINO-VIAZCAN, Janet, GUERRERO-MARTINEZ, Adulfa, SOLANO-
PALAPA, Nathaly and ORTIZ-RAMIREZ, Carlos Artemio. Design the method
for the implementation of the administrative process: Adaptation of the planning
stage for administrative contribute to economic development of msmes in Puebla
Mixtec region. Journal-General Economics. 2018



Article

33
Journal-General Economics

5. I do not offer tools. Offer Me the benefits
and the pleasure that comes from doing
beautiful things

6. I do not offer furniture. Offer Me comfort
and quiet of a cozy place

7. 1 do not offer things; Offer Me ideas,
emotions, environment, feelings and
benefits

Here are some examples of mission of
several companies that consider in drafting
some of the nine components proposed by the
author Fred is. David R. (2013).

Dell company

Being a producer of most successful computers
(products or services) in the world (markets),
providing the best customer experience in the
markets we serve. In doing so, Dell will live up
to the expectations of the highest quality,
technology (technology), competitive prices,
individual and  corporate  responsibility
(philosophy), services and unbeatable support
(self-concept), flexible capacity for custom
manufacturing (self-concept), a high civic
behavior of the company (concern for public
image) and financial stability (concern for
survival, growth and profitability).

Company L 'Oreal

We believe that commercial success enduring is
based on ethical standards (philosophy) that
lead to growth and genuine sense of
responsibility for our employees (concern for
employees), our customers, our environment
and the communities in which we operate
(concern for public image).

Write your business mission

Vision: It is what you want to achieve the
company in a long-term future

Answer the following questions will help you
formulate an achievable vision in the long term
(three over)
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What is the current situation of the
company?

— They encompassing markets that are
geographically (local, regional, national,
international)

— Staff that counts

— Infrastructure (buildings, land,
technology, furniture)

—  Financial resources

Once you have identified your current
situation, define an achievable aspiration for a
longer period to three years

-~ What does it accomplish? You can succor
of the following verbs

VERBOS
Abastecer |Abarcar

Acreditar

Demostrar |Convertir |Aprovechar

Disefiar Disefiar Cimentar

Garantizar |Enriquecer |Consolidar

Inspirar Evolucionar |Crear

Lograr Generar Crecer

Pretender |Liderar Desarrollar

Producir Pertenecer |Llegaraser
Ser Proveer Promover
Servir Transformar|Proyectar

Table 2 verbs, several authors

- How are you going to achieve?
a list that can be considered according to
their response in the previous question

arises:

Technology | Personal Products and

Team Quality services

Financial markets Value added

resources Experience Customer

materials processes Support

providers certification
accreditation

Table 3 How to achieve the vision ?,
Prepared

In what time? It should preferably be
increased to three years term.

MERINO-VIAZCAN, Janet, GUERRERO-MARTINEZ, Adulfa, SOLANO-
PALAPA, Nathaly and ORTIZ-RAMIREZ, Carlos Artemio. Design the method
for the implementation of the administrative process: Adaptation of the planning
stage for administrative contribute to economic development of msmes in Puebla
Mixtec region. Journal-General Economics. 2018



Article

34
Journal-General Economics

View some examples of companies positioned
in the market

IBM

"To be the company chosen by our innovation,
solutions, products and services. It is
recognized by the human and professional
quality of our people and our contribution to the
community "

LG

"To become a world leader in digital
technology to ensure customer satisfaction
through innovative products and superior
service"

Yanacocha

"We will be recognized by our investors,
employees and external stakeholders such as
the mining company most valued and respected
in South America"

Toyota
"He will lead the way to the future of mobility,
enriching lives around the world with the safest
and most responsible methods of mobilizing
people”

Values: These are the principles that guide
the behavior of individuals and define
organizational culture

They suggested two ways to define the values
of the company, preferably five to eight:

1. A consultation with staff about values that
identify the actions of those who work in
the company and become part of the
organizational philosophy

2. Senior officers of the company identify
and choose the values that form part of
the organizational philosophy

3. Once identified values for your company,
you must define

Examples:
Coca Cola

- Integrity: Be authentic

- Quality: What we do, we do well

- Responsibility: What happens depends on
oneself

- Leadership: The courage to forge a better
future

- Collaboration: Enhancing the collective
talent
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-~ Diversity as inclusive as our brands
- Passion: Committed to the heart and
reason

Wal-Mart

-~ Respect for the individual: Value each
associated and associated. We lead by
example and we are open to feedback

—  Pursuit of excellence:We own what we do
and model positive examples while
innovated. We anticipate changing
conditions, plan for the future

—  Customer service: We exist to serve the
customer, we support each other to meet
the needs of the client

— Integrity: We tell the truth, fulfill our
promises, we are open and transparent, ask
for help and say no when appropriate

Café Punta del Cielo

- Commitment. ~ With  our  country,
customers, ourselves, have a great
responsibility to be ambassadors of
Mexican coftee in the world.

— Passion. It is our motivator to always be
better, with love for what we do, in every
detail, the passion that leads to continued
success.

— Quality. Here lies from perfection in
coffee planting, harvesting, selection,
roasting and packaging to innovation in
implementing products for the customer
always have the best.

— Customer Support. The most important
part for us is that you enjoy the best care
and warmth, completing the experience
with delicious coffee 100% Mexican.

— Perfection. Through the development of
each of our products and constantly
training for baristas always deliver their
best in every cup and unparalleled
service.

— Teamwork. Getting the best from
everyone in favor of the company and
constantly improving synergy is reflected
in customer service and product quality.
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VALUES - The customer will be informed that in
Quality Trust__ Goodness cash purchases the invoice will be issued
Commitment Cooperation Personal ; ) ]
development at the time of delivery of thq product; in
Communication | Empathy Discipline case of purchases on credit, a sealed
Courtesy Seﬁ'\:;(t:e of | Diversity delivery note will be delivered and the
Creativity Excellence Enthusiasm invoice may be issued when covering the
Ethics reliability Effort total amount of the purchase
Honesty Generosity Family - The head of personnel will give
Initiative Gratitude Hygiene e
Loyalty Honesty Humility recognition to employees for good
Freedom Equality Innovation performance‘ .
Perseverance Justice Integrity -~ The responsible personnel will follow up
Puntuality Leadership | continuous t on the suggestions and complaints made
improvemen . .
Respect Order Passion by the internal anq external chents.. .
Responsibility Originality Cost effectiveness - The personnel with collaborators in their
Social Simplicity Respect  for  the charge, should foster in them the spirit of
responsability environment work
Solidarity Tenacity Security . .
Teamwork Tolerance Transparency - The development of any project in the

Table 4 Values Various Authors

Policies: These criteria, guidelines, guidelines
that guide decision-making in everyday
situations in the business

Consider the following
preparation:

guidelines  for

a)  Establish them in writing and give
validity

b)  Write them clearly, with precision and
applicable to practice

c) Make them known at all levels where
they will interpret and apply

d)  Review them periodically

e)  Have some flexibility

It is suggested to draft the necessary
policies that guide and guide decision making
in your company, both general and specific, you
can consider more important those that directly
impact the main activity of your business.

Examples:

- The company will fulfill all agreements
made with customers

- The staff will provide cordial treatment to
all customers

- The personnel of the company must
maintain a  behavior attached to
organizational values

- The responsible personnel will verify that
the products or supplies meet all the
quality standards

- New staff will attend an induction course

ISSN-2524-2008
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company must comply with a planning
process that guarantees its monitoring and
control

Rules: They are precise mandates about
what should or should not be done.

Examples:

- Food must be eaten in the area assigned
for this purpose

—  The phone company will be used only for
labor issues

—  The cell phone use will be measured and
responsible manner, so as not to affect job
performance

—  The bombastic vocabulary in relation to
your colleagues or clients should be
avoided

— You are asked to respect the common
areas regarding conversations, music,
videos, air conditioning, etc.

—  The assigned work area must remain
orderly and clean

- Respects Check your work

— Avoid taking belongings, tools and team
of your peers

— You must wear the uniform and proper
equipment for your activities

— not be allowed access to the company
under the influence of alcohol or drugs

— Respect the smoke-free areas

- It is suggested to draft the necessary rules
governing staff conduct.
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Objectives: Are the results the company
expects to achieve after a specified time

Objectives should start drafting an infinitive

verb form and shall state the purpose of it more
clearly focused on achieving the mission vision.

The objectives include:

Short term From one day to one year
Medium term | From one year to three years
Long term More than three years

Table 5 Classification of goals as time, Prepared

Suggested structure of writing an objective

Infinitive | Object of study +

+

Calculate | routes

Weather

the costs of different delivery | in  the  first

quarter

June 2018 Vol.2 No.2 26-39

Examples of the direct relationship with
the objectives and strategies are as follows:

Do objective Strategy
not.

Increase client
base by 10% next
year

Advertising campaigns

Giving away promotional products to
potential customers with the company
logo

Into new markets

Find new distribution channels
Training salespeople to improve their
skills

Grant commissions to sellers

Specify seven
tenders with
municipalities in
the period 2018-
2024

Search contact with municipalities
Meet each of the requirements set in
the foundations and integration of the
project file to tender

Aperturar a new
branch in the
region in 2021

Conduct market

Integrating all the necessary resources
for the operation of the new branch
Analyze the option of getting
financing through a loan in different
institutions

Table 6 Writing an objective, processed

Strategies: These are actions carried out to

achieve the objectives

Note: Objectives and strategies are fully linked,
the first dictate the outcome expected and

strategies set the how.

Below is a list of verbs that you can use
for writing your goals is as follows:

adapt aperturar Apply
Analyze Communicate Control
Calculate To coordinate Show
Qualify To correct Divide
Change Develop Enumerate
categorize Describe Specify
Compare To diagnose Evaluate
Compile Lead Expand

To compose Estimate Implement
Specify Examine Increase
To consider Explain To integrate
to contrast Formulate Achieve
Create Fractionate To size
Define generate To show
Establish Identify To motivate
Organize Indicate Guide
Budget Infer To plan
Reduce Play Perform
Remodel Justify Rebuild
Supervise Program answer
check to register play

Table 7 Verbs for writing an objective Various Authors
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Decreased by 8%
decline for the
production of
tortillas in July

Calculate the total amount of inputs
necessary to produce

Review and make improvements in
shipments of inputs in the operation
Maintain equipment and machinery

20% decrease in
complaints claims
in the first half of
the year

Provide excellent service to our
customers

Train staff in customer service

Obtain certification in  customer
service

Export 15% of
our production in
2019

Search distribution channels in the
host country

Review and comply with regulations
of the destination country

Certify production processes

Increase sales by
35% of women's
clothing a
graduation season
2020

(=3

Make clothing for women according
to seasonal trends, with the best
materials

Implement  the
five branches the
accounting
system at the
latest at the end of
2019

Purchase accounting software
licenses and computer equipment

Reduce costs by
8% compared to
2017

Promote savings culture among staff
Implement economies of scale (the
higher production lower cost)
Through financial analyzes reasons
for decisions

Having  trained
100% on their
own activities
area staff in a
period of one year

Conduct Training Needs Assessment
Develop and implement the training
plan

Implement a
quality
management
system in 2019

Hire a consultant to design a quality
management system

Increase company
profits by 20% in
fiscal 2020

Costs reduction

Sales increase

Implement economies of scale
advertise

Into new markets

Table 8 Examples of objectives and strategies, Prepared
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Write your goals and strategies in the
following table

Strategy

Do not. | objective

Budget: It is a diagram showing in monetary
terms in advance the income and expenses of
the company in a given period.

For purposes of the disclosed method, it
is suggested that a budget of income and
expenses. It is worth mentioning that there are
several types of budgets that the company can
make.

Below are the items that make up the
budget of income and expenses are described
below:

Initial cash balance:is the amount of
money that started the first two months of the
year. the balance of the previous two months
were noted.

Cash inflows: Made up of cash sales,
credit sales, contributions from partners and
loans acquired in the short and long term.

Amount of cash available: is the sum of
the initial cash balance plus the total of cash
inflows.

Cash outlay: consisting of, payment to
suppliers, salaries and wages, payment of fees,
payment of loans acquired short- and long-term
and general expenses (Payment service,
maintenance, gasoline, vehicle maintenance,
stationery, etc.).

Net cash flow: It is the cash that the
company has at the end of the period, to meet
the obligations in the short term and provides
specific data on income and cash movements.

Identify and integrate your data in the
following chart to know the available cash of
the company.
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concepts months Tota

|
Initial cash balance Al F| M
N
D

o -

Cash inflows

Cash sales:

Portfolio
Recovery (credit
sales):
+ Contributions  from
partners:
Loans acquired in the
short and long term:
= Amount of cash | $| $| $| $| $| $
available
Cash outlay

Payments to
suppliers

Payment of wages
and salaries
Payment of fees (if
applicable)
Payment of loans
acquired short- and
long-term
General expenses
= Net cash flow

Programs: These are schemes in which the
activities are reflected to an end and specific
completion time for each of them.

For program development can be used different
planning tools, we suggest using the Gantt chart
because of its ease of development.

The Gantt chart is a low-cost where horizontal
bars for each activity along a timeline and thus
are drawn administrators ensure:

1.  Plan all activities
2. Taking into
performance
Record time estimates by activity and
4.  Developing the overall project time

account  the  order

w

The technical development of a program
must adhere to the following procedure:

1. Identify and determine the activities
included

2. in chronological order the implementation
of activities

3.  Interrelating activities. le determine
which activity should be done before
another, what activities occur
simultaneously, and ttlimo, what
activities should be carried out later

4.  Assign each activity that unit duration
time and the necessary resources
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Example Gantt Chart

Do Activity MONTHS
not. AN F| M TO M J
D
one |Designing the
product

two |Packaging design
3 Order and receive
materials for the

product

4 Order and receive
materials for
packaging

5 Make the product

6 Manufacture

packaging

7 Packing the product

8 Deliver to dealers
Project data for the case of Sharp Company

Identify a process or project that requires
business plan and break it down into activities,
use the following Gantt chart for the planning
of it. It is worth mentioning that the time may
be in months, weeks or hours depending on the
scope and duration of the process or project.

Do Activity Months, weeks or hours
not.
one
two

Etc.

Conclusions

The design of the proposed method was adapted
based on the needs identified by the Academic
Board of Directors of the UTIM in previous
projects that have been developed with
companies in the Mixteca Poblana region.
elements of the planning stage of the
administrative process presented, leading to the
three remaining steps once it is implemented by
the entrepreneurs of the region.
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