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Objective

The organization manual serves to describe the organizational structure of the Example Company 
and the tasks of the positions in the organizational units (Divisions, Departments).

Validation

The latest version of the organization manual shall apply. A new revision status of the manual 
comes into force with its publication in the company wiki.

Publication

The organization manual is digitally maintained and provided in the company wiki. Paper-bound 
editions are held by the management.

Review

The organization manual will be reviewed and, if necessary, adapted if necessary, but at least 
once a year. Necessary changes are to be communicated to the management. Material changes 
require the approval of the management.

Tour 4  Organization Manual ‹ Organization Manual
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Structural organization

The structural organization of the Example Company is divided into three levels:

Executive management: Executive management is led by multiple executive managers.
Department: Each department is led by the head of department.
Specialist area (of a department): Each specialist area within a department is led by a 
manager.

The responsibilities and competencies are documented through our quality management in the 
role definitions.

Executive manager

In principle, an  has the following tasks, competencies and responsibilities:executive manager

Performing the statutory management tasks in accordance with the law.
Judicial and extrajudicial representation of the company.
Deadline for filing for insolvency.
Collection of information on all relevant and economic circumstances.
Submission of the monthly wage tax and turnover tax advance returns.
Ensuring and monitoring proper bookkeeping and accounting, as well as the preparation of 
the annual financial statements.
Ensuring that the company fulfils its obligations towards the social insurance institutions. 
Here above all:

Retention of contributions to health insurance, pension insurance and unemployment 
insurance and payment to the social insurance carriers,
Registration of employees with the employers' liability insurance association.

Head of department

The  has the following tasks, competencies and responsibilities:head of department

Organization of their own area of responsibility and ensuring the proper performance of their 
duties in compliance with all legal and other normative requirements as well as contractual 
framework conditions.
Defining the organization of the departments of the division in consultation with the heads of 
the departments.
Determining the cooperation within one's own area of responsibility and coordination with 
other lines as well as cooperation with representatives/special function holders and, if 
necessary, external persons.
Responsibility for the proper use of the working hours of employees, if necessary ordering 
overtime in compliance with legal and operational requirements.
Supervision of the work of the subordinate employees and compliance with specified or 
agreed deadlines and costs.
Ensuring the organization and execution of the fixed on-call services of the departments of 
the division.
Approval of leave, compensation for the time off of subordinate employees and initiation of 
reporting of leave and sick leave.

Approval and checking of business trips and their accounting within the scope of personnel 

https://en.demo.bluespice.com/wiki/IMS:Role_definitions
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Approval and checking of business trips and their accounting within the scope of personnel 
responsibility.
Employees must be managed in such a way that their qualifications and initiative are of 
optimum benefit to the company.

Manager

A manager of a specialized department area has the following tasks, competencies and 
responsibilities:

Organization of the department in coordination with the Head of division, in particular
Decide on the distribution of tasks within the department,
Determine the work objectives of the subordinates,
Determine collaboration with internal and external parties.

Decide on the deployment of subordinates and define work processes.
Responsible for the proper use of employees' working time, ordering overtime if necessary in 
accordance with legal and operational requirements, and confirming the information in 
employees' payroll forms.
Organize and perform the specified on-call duties of the department.
Supervising the work of the subordinate employees and adherence to specified or agreed 
deadlines and costs.
Drawing up a vacation plan for the specialist area, approving vacation, compensating time off 
for the department, and initiating the reporting of vacation and sick leave times.
Approve and check business trips and their accounting as part of personnel responsibility.
Documenting the tasks of the employees subordinate to him in job descriptions and regularly 
checking these for correctness and completeness.
Submitting proposals to the responsible Head of Division with regard to

personnel planning (personnel requirements, training and further education measures),
the transfer or dismissal of employees,
the change in the valuation of positions and regrouping of subordinates as well as the 
granting of bonuses and allowances.

Contributing to the recruitment of new employees, assessing the professional and personal 
suitability of applicants, and submitting recruitment proposals to the Head of Division.
Proposals for the annual business plan as well as medium-term planning and responsibility 
for compliance with the approved planning approaches within the specialist area.
Responsible for the regular and adequate provision of safety briefings to employees in the 
department.
Monitoring the performance of the tasks of occupational health and safety, accident 
prevention and environmental protection by the employees subordinate to it in the form of 
random checks, which must be documented.
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An  is a structured Organization Manual
summary of all regulations of a company. An 
organization Manual contains, for example, 
the company history, goals, definitions, 
organizational instructions and guidelines. If 
no separate  exists, the Quality Handbook
Organization Handbook can also contain all 
processes and work instructions.

Organization Manual in a wiki

A Wiki is the ideal platform to provide and maintain an Organization Manual online:

Central point of entry: The Wiki provides employees and employers with a central point of 
contact to look up uniform routine processes in their daily work:

Employees can use the search function to quickly find all important regulations.
The  keeps them informed of all new developments.notification system

Legal requirements: Pharmaceutical companies or banks, for example, must ensure that 
they have "access at all times to the standardized written processes, regulations, rules and 
organizational structures" of their company.

Example pages

Organization Manual

https://en.demo.bluespice.com/wiki/OHB:Introduction
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