
Task Delegate to A, B, C Skill Communicated Accountability/Follow up Authority Due Date

Weekly time sheet reporting Susan B 12/18/2023 Meet every 2 weeks Level 4 1/4/2024

Ordering lunch for Fridays staff mtg Fred ? 12/20/2023 Follow up with him 12/22 Level 1 1/8/2024

Mastering Delegation Worksheet


