Task Delegation Letter

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Delegation of Operational Tasks
Dear [Recipient's Name],

I hope this message finds you well. As part of our ongoing efforts to ensure effective operations
and efficient workflow within our team, | am delegating the following operational tasks to you:

e Task 1: [Description of Task 1] - [Deadline]
e Task 2: [Description of Task 2] - [Deadline]
e Task 3: [Description of Task 3] - [Deadline]

Please take ownership of these tasks and feel free to reach out if you have any questions or
require further clarification. I trust your judgment and capabilities to handle these responsibilities
efficiently.

Thank you for your attention to these matters.

Best regards,

[Your Name]

[Your Position]
[Your Contact Information]



