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Delegating Your Work
A Sample Delegation Template
	Activity
	Keep
	Share
	Delegate

	Client proposals
	 
	x
	 

	Ordering new software
	 
	 
	x

	Interviewing new staff
	x
	 
	 


Deciding Who Receives Tasks 
Examine the tasks you have as a manager think about which ones can be delegated. 
Use the following guidelines to decide which employees can do the tasks. 
· Who has the right skills?
· Who has an interest in this area?
· Who needs to develop in this area?
· Who has the time to perform the task? 

Use these guidelines to create your own delegation template.

Your Delegation Template
	Activity
	Keep
	Share
	Delegate
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