Delegation Letter
Subject: Delegation Letter
Dear [Recipient's Name],
| hope this letter finds you in good health and high spirits. | am writing to formally delegate certain
responsibilities and authorities to you on behalf of [Your Organization]. This delegation is effective
immediately and will remain in effect until further notice.
The purpose of this delegation is to empower you to act on behalf of [Your Organization] in the
areas specified below. Your expertise, skills, and dedication have demonstrated your suitability for
this delegation, and | have full confidence in your abilities to fulfill these responsibilities effectively.
1. Responsibilities:

a. [Specify the first responsibility or area of work that is being delegated]

b. [Specify the second responsibility or area of work that is being delegated]

c. [Specify any additional responsibilities or areas of work being delegated]
2. Decision-Making Authority:

a. You are authorized to make decisions within the scope of the delegated responsibilities, taking
into account the best interests of [Your Organization].

b. You have the authority to allocate resources, delegate tasks, and manage the necessary
processes related to the delegated responsibilities.

c. [Specify any limitations or constraints on decision-making authority, if applicable]
3. Reporting and Communication:

a. You are expected to provide regular updates on the progress and outcomes of the delegated
tasks to [Your Organization], as per the agreed-upon reporting schedule.

b. You should maintain open lines of communication with all relevant stakeholders, both within and
outside of [Your Organization], to ensure effective collaboration and coordination.
4. Accountability and Performance:

a. You are accountable for the results and outcomes of the delegated responsibilities.



b. It is expected that you will perform your duties diligently, ethically, and in accordance with the
policies and guidelines set forth by [Your Organization].

c. Should any issues or challenges arise, | encourage you to seek guidance and support as
needed.
Please note that this delegation of responsibilities does not relieve you of your existing duties and
obligations to [Your Organization]. It is an extension of your role and an acknowledgment of your
increased authority and accountability.
| have complete trust in your abilities to excel in these delegated responsibilities and to make sound
decisions in the best interest of [Your Organization]. Should you require any assistance or have any
guestions or concerns, please do not hesitate to reach out to me.
Thank you for your ongoing dedication and commitment to the success of [Your Organization]. | look
forward to seeing the positive impact of your work in the delegated areas.
Yours sincerely,
[Your Name]
[Your Title/Position]

[Your Organization]



