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the right projects - done right
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Delegation Planning Worksheet
Fill out this sheet to collect your thoughts as you prepare to delegate a responsibility.
	Scope and Outcomes: Describe the scope you envision for this delegation.  

	Work to be delegated 

	How the delegated responsibility relates to organizational objectives (“big picture”)

	Desired outcomes, timeline, and measures of success


	Resources: Describe the resources that will be necessary for successful delegation

	Skills the delegate must have to succeed

	Resources and training that I will provide


	Autonomy: Describe how much freedom of action you intend to give the delegate

	Delegate’s freedom to act

	Delegate’s decision-making authority

	Things that delegate must escalate to me


	Follow-up: Describe the support you will provide to the delegate and methods you will use to monitor progress 

	Methods that delegate will use to communicate progress and escalations

	How I will support, reward, and follow up 
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Leadership styles model from Ken Blanchard, Situational Leadership II, 1985
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