
EXPONENTIAL ENTREPRENEUR Daily Delegation Worksheet

Delegate 1 Thing Each Day
A 5-Day Challenge to Build Real Delegation Capacity

“Delegation means that you explain the criteria… and you have to empower the person to make the decisions.”

— RJon Robins

How to Use This Worksheet
1.  Pick one responsibility (not just a task) to delegate each day.
2.  Fill in the planner — criteria, decision authority, and check-in date.
3.  Have the conversation with your team member. Then step back.
4.  Repeat daily. Track it in the 5-Day Tracker below.

Your Delegation Planner

DELEGATION PLANNER — Fill this out before the conversation

Responsibility: What specific responsibility are you handing off?

Success Criteria: What does ‘done well’ look like? How will you know it’s working?

Delegating To: Name / role

Decisions They Own: What decisions are they now empowered to make without you?

Check-In Scheduled: Date & format (quick call, Slack, weekly meeting, etc.)

5-Day Delegation Tracker

Day Responsibility to Delegate Delegate To Check-In Date

Day 1 – Monday

Day 2 – Tuesday

Day 3 – Wednesday

Day 4 – Thursday

Day 5 – Friday

End-of-Week Reflection

What capacity did you create this week by delegating?

Where did you resist delegating — and why?

What will you delegate permanently going forward?
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