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Effective Delegation

Delegation Agreement

Manager Preparation
Who is this to be delegated to?       
What is to be delegated?       
What is the outcome or result you expect from this?       
Will this be the first time this person is being asked to perform a task like this?      
What kind of experience have they had with this operation or task?       Will they need help or input from others?       Will they need other resources or research vehicles to get results necessary to complete the task?       
[Be as specific as possible.  Think in terms of who, what, when, where and how.  Think about the exact outcome you desire and paint as vivid as possible a word picture of the outcome you want to receive.  Is there a specific format or form they should follow.  A font or delivery method to complete it in (Adobe, Excel or Word?)]

How long do they have to complete this?         

What is the exact date and time for completion?       
[What is the time line for finishing?  When do you want the task completed?  Will that allow time for you to check the work over and still have time to correct or send this back to get it done to the exact specifications you wanted?]  

What Level of Authority will this person have to complete this task? 

 FORMCHECKBOX 
  Level One: Authority to RECOMMEND 

[Proceed only to the stage of discovery.  Research options and propose the best alternative. Use this level when you want input before making a decision.]

 FORMCHECKBOX 
  Level Two:  Authority to INFORM and INITIATE
[Research and select the best course of action; inform why it is best; initiate the selection.  Use this level when you want someone to inform you before he or she takes action so you can intercept potential problems.]

 FORMCHECKBOX 
  Level Three: Authority to ACT

[Full authority to act with respect to the task or project.  Use this level when you are confident of someone’s capabilities and the risks are minimal.]

The following table might be helpful to rely upon when deciding what level of authority to use: 
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Request from Manager

Request Date:      
Please commit to the following accountability       
[Use as much room as necessary.  If necessary supply full information on another page(s)]      
Commitment Date to be completed by:      
Level of Authority on this task: 

 FORMCHECKBOX 
  Level One: Authority to RECOMMEND


 FORMCHECKBOX 
  Level Two:  Authority to INFORM And INITIATE


 FORMCHECKBOX 
  Level Three: Authority to ACT

Respond by [date & time]      
If no reply by this date & time it will be assumed you have accepted responsibility for this accountability. 

Checkpoints for this project for manager and delegatee to meet and review progress


 FORMCHECKBOX 

     

 FORMCHECKBOX 

     

 FORMCHECKBOX 

     

 FORMCHECKBOX 

     



 FORMCHECKBOX 

     
Response to Manager

 FORMCHECKBOX 
  Accountability Accepted – Date:         Time:      
 FORMCHECKBOX 
  Accountability Accepted but due date and time changed to: [New Date:  New Time: ]


Because of      
 FORMCHECKBOX 
  I cannot accept this accountability because       
Delegated task completed on           

 FORMCHECKBOX 
 Task was completed on time

 FORMCHECKBOX 
 Not completed on time  [Provide Reason]       
Debriefing and review of delegated task held on      
Manager authorization      


Delegatee authorization      
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