
Task Delegation for Outreach Program 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Task Delegation for [Specific Outreach Program] 

Dear [Recipient's Name], 

I hope this message finds you well. As we continue our efforts in the [specific outreach 

program], I would like to delegate the following tasks to you to ensure that we meet our goals 

effectively: 

• Task 1: [Description of Task 1] 

• Task 2: [Description of Task 2] 

• Task 3: [Description of Task 3] 

Please complete these tasks by [insert deadline]. If you have any questions or need further 

clarification, feel free to reach out to me directly. 

Thank you for your commitment and support in making a positive impact in our community. 

Best Regards, 

[Your Name] 

[Your Position] 

[Agency Name] 

[Contact Information] 


