
DELEGATION HANDOFF CARD
Agree the result, freedom and support before work begins.

TASK / PROJECT

1  OUTCOME

What usable result is needed, for whom, and by when?

2  BOUNDARIES

Quality bar, deadline, budget, dependencies and no-go areas.

3  DECISION RIGHTS

What can the owner decide? What needs approval, and from whom?

4  RESOURCES

People, information, access and protected time available.

5  CHECK-IN

When will you review, and what evidence will the owner bring?

6  ESCALATION

What risk triggers an earlier conversation, and by which route?

CLOSE THE LOOP

Ask the owner to say the next action in their own words. Fix any mismatch.

Confirm the check-in date before ending the conversation.
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For ordinary work delegation. Follow your organisation's policies for sensitive issues.

Original planning tool. Not a certified method, legal advice or a promise of results.
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