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1. Chart details
	Company or legal name
	[ ]
	Date approved
	[DD/MM/YYYY]

	Version
	[ ]
	Valid until
	[ ]

	Prepared by
	[ ]
	Approved by
	[ ]



2. How to read this chart
Each block is one level of the structure; the positions of that level go inside the block.
A position in the level below reports to the position above it; any exceptions are written in the detail table.
The detail table shows, position by position, who it reports to and how many people report to it.
When a position or a reporting line changes, this document is updated and the version is changed.
3. Structure by levels
	LEVEL 0 · Decision-making body

	[Owners' meeting or owner]



	LEVEL 1 · General management

	[Position · Name · Reports to level 0]



	LEVEL 2 · Departments

	[Sales] · [Operations] · [Finance and administration]



	LEVEL 3 · Coordinators and team leads

	[Warehouse coordinator] · [Purchasing coordinator] · [HR coordinator]



	LEVEL 4 · Operational roles

	[Assistants and operators in each area]



4. Positions and reporting lines
	No.
	Level
	Area or process
	Position
	Reports to
	Positions reporting in
	Headcount

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



5. Headcount by area
	Area
	Number of people
	Type of employment

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



6. Notes on the structure
[Write here the exceptions and clarifications: positions shared between two areas, people covering several sites, vacant positions, roles covered seasonally or by contract.]
7. Approval and signatures
The structure shown here is the one in force from the approval date. Any change is made in writing and reflected in the next version of this document.
	
PREPARED BY
Name, position and signature
	
APPROVED BY
Name, position and signature


	Once signed, file this document with its attachments in the area folder. Keep a copy for each of the signing parties.



[Company name] · Organisation chart    Page 1 of 1




