Assignment/Delegation Form
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Date: ___/___/___

Delegated to: ___________________________       From: _________________________

Assignment: 

Important considerations:  (Facts, do's/don’ts, limits, parameters, who to involve)
Level of Authority You Have:


Look into this issue; give me all the facts so I can make a decision.


Look into this issue; let me know the alternatives (pros and cons); recommend one for my approval.


Look into this issue; let me know the alternatives (pros and cons); then you and I will decide together.

Look into this issue; let me know what you intend to do before you proceed.


Take appropriate action; let me know what the outcome was.

Take appropriate action; no further contact with me is needed.

The Final Product I expect Is:

Timeline:

Assignment given on:  _____/_____/_____

Meet with me for a progress report on:  _____/_____/_____

Other intermediate steps:

The final product is due on:   _____/_____/_____
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