
Quick delegation for urgent work

Subject: Urgent Delegation of Task

Hi [Name],

I need to delegate the completion of [specific task or report] to you as I will be unavailable today.

Please ensure the task is completed by [Deadline] and shared with [Supervisorâ€™s Name].

All necessary files are attached, and you can reach out if you face any issues. I appreciate your

quick response and support in this matter.

Thanks,

[Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/delegation-of-authority-letter


