Task Delegation Worksheet
	Task Name
	

	Task Owner
	

	Delegate
	

	Date of Delegation
	

	Due Date
	

	Interim Milestones (with dates)
	

	
	

	
	

	Points of Contact for task (name/phone/email)
	

	
	

	Description of Task Objectives

	

	Task Limits/Boundaries

	

	Reference Documents
	

	
	

	Delegate list steps to complete task

	

	Task owner initials
	
Delegate initials


___________


_____________
Interim review Meetings

	Date
	Status

	
	

	
	

	
	


