
OrgChart Professional Rush Service Instructions

If you have an important deadline to meet or just need someone to create your charts
our professional consultants can do the job.

Please read the following requirements that will enable us to build your charts and return
them to you in the shortest time possible.

What we need:

1. A list of your employees and their supervisors.
2. In addition you may have up to 3 fields of other organizational information.
3. Column A will contain the list of employees.  Column B or C will contain their

supervisor’s name.
4. The list should be provided in Microsoft Excel and will look as the following example:

5. It is important to note that the names of employees and supervisors must be spelled
consistently.  Also, the top person in the organization will not have a supervisor.
Everyone else should have a supervisor.

6. The above list creates the following organizational chart:



7. Charts can be formatted in an infinite number of ways, however our basic service
pricing includes formatting similar to the above example.

OrgChart Service Pricing

If you have special requirements for your charts please call to discuss.  The following are
prices for our basic chart building service:

Chart Size in Number of Boxes (or Employees) Price
50 and Under $50
51-100 $100
101-200 $250
201-300 $400
301 and over Call for pricing

Terms:

Payment can be made by credit card or purchase order, and payment is due upon
receipt of the finished work. We are committed to customer satisfaction and will do
everything possible to ensure your requirements are met.  You will not be charged if you
are not satisfied.

Questions?

If these instructions are not clearly applicable to your organization or if you have any
questions please do not hesitate to contact us at (415)897-4610 or email us at
support@orgchartprofessional.com.
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