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1.  Purpose
The Project Organisation Chart provides the visual and tabular representation of how the project is organised: the governance layer, the management layer, the delivery teams, the supporting functions and the external parties, together with the reporting lines between them. It shows both formal reporting relationships and the matrix relationships to line management, so that every participant understands where they sit, to whom they report for project work, and to whom they report functionally.
1. Communicates the project structure quickly and unambiguously to every participant.
1. Distinguishes project reporting lines from functional line-management reporting.
1. Shows where supplier and partner organisations attach to the structure.
1. Supports onboarding, escalation and contact routing.
2.  When to Use
1. During initiation, once roles have been defined and the governance structure agreed.
1. At the kick-off meeting, to introduce the structure to the whole team.
1. When onboarding any new team member, supplier or governance participant.
1. When the structure changes, including at phase transitions where team composition shifts.
1. When escalating, to identify the correct route and the correct recipient.
3.  Responsibility and Approval
	Governance Role
	Assignment
	Description of Involvement

	Responsible (prepares)
	Project Manager
	Prepares, populates and maintains the document; ensures accuracy and completeness of all fields.

	Accountable (owns)
	Project Manager
	Single point of accountability for the quality, currency and control of the document.

	Consulted
	PMO, Finance, Risk, Quality, Legal/Contracts, business owners and technical disciplines as applicable
	Provides subject-matter input before submission for approval.

	Informed
	Project team, affected business units, supporting functions, key external stakeholders
	Receives the approved document through the controlled distribution list.

	Approves
	Project Sponsor
	Formally authorises the document; approval is recorded in the Project Approval Register.


 
4.  Required Inputs
1. Governance Structure (IMT-PIG-009) and Roles and Responsibilities Matrix (IMT-PIG-012).
1. Named role holders and confirmed resource assignments.
1. Organisational structure and line-management relationships.
1. Supplier, partner and joint-venture arrangements with named counterparts.
1. Delivery approach, which determines whether teams are structured by function, by feature or by product.
5.  Required Outputs
1. An approved organisation chart showing all project participants and their relationships.
1. A contact and escalation directory.
1. A record of matrix reporting relationships and their implications.
1. A structure baseline against which subsequent changes are tracked.
6.  PMBOK® Guide – Eighth Edition Alignment
This document has been designed in alignment with the following elements of the PMBOK® Guide – Eighth Edition. The alignment statement is provided for conceptual traceability only.
	Focus Area
	Initiating and Planning

	Performance Domains
	Resources (primary); Governance, Stakeholders (supporting)

	Guiding Principles
	Build an empowered culture · Be an accountable leader · Adopt a holistic view

	Tailoring Consideration
	Agile projects show cross-functional teams as units rather than as individual reporting lines, and show the product owner and team facilitator alongside rather than above the team. Hybrid projects should show clearly which parts of the structure operate adaptively and which operate predictively.


 
7.  Review Frequency and Approval Requirements
	Review Frequency
	At every stage gate, and whenever the structure or a named role holder changes

	Review Triggers
	Change of sponsor or governance structure; change of delivery approach; stage-gate decision; material change to scope, cost, schedule, benefits or risk exposure; audit or assurance finding; organisational restructuring.

	Approval Requirements
	Formal written approval by the stated Approval Authority before the document is baselined and distributed. Approval is logged in the Project Approval Register (IMT-PIG-021).

	Change Control
	Any change to an approved version requires a change request assessed through the project change control process. Minor editorial changes increment the minor version; changes affecting scope, cost, schedule, benefits or governance increment the major version and require re-approval.

	Retention
	Retained for the life of the project plus the organisational records-retention period, in the Project Information and Document Register.


 
8.  Instructions for Completion
Complete every field. Where a field is not applicable, enter "N/A" and state the reason — never leave a field blank.
1. Complete the structure tables in Sections B to F first. The tables are the controlled record; the diagram in Section G is the visual representation of the same information.
1. Show four layers: governance, project management, delivery, and supporting or external. Do not mix governance and delivery relationships in a single line.
1. Use solid reporting lines for project accountability and dashed lines for functional or matrix reporting. Record both in Section E, since matrix conflicts are a common source of resource loss.
1. Show supplier and partner organisations as distinct blocks with a named counterpart and the contractual relationship identified.
1. Insert the diagram in Section G. Produce it in the organisation's standard diagramming tool and embed it as an image, retaining the source file in the Project Information and Document Register.
1. Complete the contact and escalation directory in Section H so that the chart is operationally useful rather than purely illustrative.
1. Record team locations, time zones and working patterns in Section D where the team is distributed — this materially affects communication planning.
1. Obtain sponsor approval and publish. Present the chart at the kick-off meeting and include it in the onboarding pack.
1. Version the chart on every structural change and record the change in Section I. Do not maintain multiple uncontrolled copies.


9.  Template — Project Organisation Chart
Section A — Project Identification
	Project Name
	 

	Project Reference / ID
	 

	Project Manager
	 

	Project Sponsor
	 

	Delivery Approach
	⟨ Predictive | Agile | Hybrid ⟩

	Total Project Headcount (FTE)
	 

	Number of Delivery Teams
	 

	Chart Version and Date
	 

	Status
	⟨ Not Started | In Progress | Under Review | Approved | Rejected | On Hold | Completed | Cancelled ⟩


 
Section B — Governance Layer
	Level
	Body / Role
	Name
	Position
	Reports To
	Organisation

	Level 1
	Portfolio Board
	Chair name
	Chief Operating Officer
	Executive Management
	Internal

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


 
Section C — Project Management Layer
	Role
	Name
	Position
	Reports To (Project)
	Reports To (Functional)
	Location

	Project Manager
	Name
	Senior Project Manager
	Project Sponsor
	Head of PMO
	Head office

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


 
 
Section D — Delivery Teams
	Team
	Team Lead
	Members (count)
	Scope of Work
	Reports To
	Location / Time Zone
	Working Pattern

	Integration Team
	Name
	5
	Interfaces to the core platform and to the payments gateway
	Project Manager
	Riyadh, UTC+3
	Sun–Thu, core hours 10:00–15:00

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 


 
Section E — Matrix and Functional Reporting Relationships
	Role Holder
	Project Reporting Line
	Functional Reporting Line
	Allocation to the Project
	Conflict Resolution Route

	Business Analyst
	Project Manager
	Head of Business Analysis
	60%
	PM and functional head; escalate to Sponsor

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


 
Section F — Supporting Functions, Suppliers and External Parties
	Organisation / Function
	Nature of Involvement
	Named Counterpart
	Relationship Basis
	Interface Owner in the Project

	Vendor — Platform Ltd
	Software supply and implementation
	Name
	Contract CTR-2026-018
	Procurement Lead

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


 
Section G — Organisation Chart Diagram
Insert the organisation chart diagram in the space below. Show the governance layer at the top, the project management layer beneath it, delivery teams below that, and supporting or external parties to the side. Use solid lines for project reporting and dashed lines for functional or matrix reporting.
	 

	                                    [ Insert organisation chart diagram here ]

	 

	 

	 

	 

	 

	 

	 

	 

	 

	 


 
	Source File Location
	⟨ path or reference to the editable diagram ⟩

	Diagram Tool Used
	 

	Diagram Last Updated
	 


 
 
Section H — Contact and Escalation Directory
	Role
	Name
	Email
	Telephone
	Availability / Hours
	Escalation Level
	Deputy

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 


 
Section I — Structure Change Log
	Date
	Version
	Change to the Structure
	Reason
	Requested By
	Approved By

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


 
10.  Approval and Authorisation
By signing below, each approver confirms that the content of this document has been reviewed, is accurate to the best of their knowledge, and is authorised for use within the project.
	Approval Role
	Name
	Position / Title
	Signature
	Date

	Prepared by (Project Manager)
	 
	 
	 
	 

	Reviewed by (PMO)
	 
	 
	 
	 

	Approved by (Project Sponsor)
	 
	 
	 
	 


 
11.  Revision History
	Version
	Date
	Description of Change
	Prepared / Revised By
	Approved By

	0.1
	DD-MMM-YYYY
	Initial draft prepared for review
	Project Manager
	—

	0.9
	DD-MMM-YYYY
	Reviewed by PMO; comments incorporated
	PMO Analyst
	—

	1.0
	01-Sep-2026
	First approved and issued baseline
	Project Manager
	Project Sponsor

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


 
	NOTE   Rows shown in shaded italics are illustrative examples of how the revision history is completed. Replace them with the actual revision record.


 
12.  Notice and Disclaimer
PMI®, PMBOK®, PMP®, PMI-ACP® and PfMP® are registered marks of the Project Management Institute, Inc. This document is an original work product of IMTITHAL, developed in alignment with the principles, performance domains and focus areas described in the PMBOK® Guide – Eighth Edition. It is not issued, certified, endorsed or approved by PMI, and it does not reproduce PMI copyrighted text or proprietary PMI templates. Organisations remain responsible for tailoring this document to their own governance, contractual and regulatory obligations.
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