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Adjusting the Organization Chart Template

Smaller businesses may not need an organization chart that’s as “deep” as the template you see in this process.  It’s easy to adjust the template to fit your company.  Just combine two or more management levels into one management level, and/or combine two or more non-managerial positions into one process.




Here’s an example

of how to do it:





Now you try: 


Listing of Employee Position Reassignment

Employee Name
Current Position
New Position
Comments

     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     





     



     



     



Hiring Plan

Position

Current Status and Comments
Hire Date

     
     

     


     
     

     


     
     

     


     
     

     


     
     

     


     
     

     


     
     

     

     
     

     


     
     

     


     
     

     


Vice President,


Internal Operations





Vice President,


Internal Operations





Director, Administration





Manager, Personnel Services





Manager, Administrative  Services





Payroll/Benefits Assoc.





Personnel Dev. Assoc.





Administrative Associate





Personnel Services Associate





Manager, Administration





Administrative Associate





Personnel Services Associate





Vice President,


Internal Operations





Director, Finance





Bookkeeper





Financial Analyst








Credit Analyst





Accts Receivable Assoc.





Accts Payable Assoc.








Manager, Financial Reporting & Analysis





Manager, Accounts Receivable





Manager, Accounts Payable
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