
1. The top of compass (North) is linked to the rest of
the compass. North represents you planning and
determining what you will delegate. It is like getting
your bearings. 

2. The compass circles around to the left and touches
the East point. This represents the task coming
from you to the other person(s).

3. The third point is due South. This represents you
following up on the status of what you delegated. 

4. The other side of the compass (West) represents
you following up to get a report from the people you
delegated to.

5. Finally, the compass returns to you (North), this
completes the loop and returns to its point of origin. 
This represents you forwarding the report, decision
or findings to the source that originally gave you the
task.

6. Be sure to complete all four points of interaction
with every assignment. If you neglect any of these
points, the link is broken, and the chain loses its
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Dear Matthew,

Five Steps to Effective Developmental Delegation

The following five tips will enable you to delegate
 effectively: 
 
1. Be committed to the
full delegation process.
Think of it as the
compass. Each part of
the compass interacts
with others with you at
the center.
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strength. That's when the delegation process fails.

1. The compass circles around to the left and touches
the East point. This represents the task coming
from you to the other person(s).

2. The compass circles around to the left and touches
the East point. This represents the task coming
from you to the other person(s).

1. Be clear about deadlines, "Please complete this
task by noon on Wednesday."

 2. When team members report back on time, make
a big deal about it. Equally, when they fail to report
back on time, make an even bigger deal about it.
Even if they completed the task but didn't report
back to you with the final product, help them
realize that reporting back is every bit as important
as getting the task done.

1. When team members report back on time, make a
big deal about it.  Equally, when they fail to report
back on time, make an even bigger deal about it. 
Even if they completed the task but didn't report
back to you with the final product, help them realize
that reporting back is every bit as important as
getting the task done.  
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2.  Delegate in writing. Often the
delegation process breaks down
because the person being
delegated to is unclear on the
details of the assignment. That's
why you need to put every
delegated task in writing. 

  
  
  
  
  
  

  

3. Train your team members to
report back on time. In your
written instructions, be specific.
Tell them, "Please provide me a
status update every Friday at 2
p.m. for the next two months, or
until the project is completed."

  
  
  

 

 

 

4.  Use a reminder system. Just as the
person you delegate to needs to be
accountable for reporting in, you need
to be accountable for following up. 

  
  

 

 

5. Report back to the person you received the
assignment from. Just because you receive the delegated
task back completed (and to your satisfaction) doesn't
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1. Keep the communication channels open. 
Encourage employees to ask questions and offer
opinions.  Listen carefully to what they say.

2. Recognize possible barriers to good relations with
people.  Try to understand their viewpoints and to
agree on common objectives. 

3. Provide all pertinent information at one session. 
Most employees prefer to have you delegate in this
manner. 

4. Be careful to not omit some vital information - the
omission may set up the employee for failure. 

5. Be specific and precise so that employees will know
exactly what you mean. 

6. Differentiate between fact and inference.  While
facts are truth and evidence, inferences are born
from deductive reasoning.
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mean you're finished. Always remember to complete the
cycle by reporting back to the person who gave you the
finished project. Keep the communication loop intact so
others learn that they can trust you as well.

The Delegation Dilemma

Giving managerial responsibility   
 
If giving managerial responsibility and authority makes you 
uneasy, here
are some
suggestions
on how to
make delegating less stressful: 
  
  
  
 
 

Don't fall prey to the Delegation Dilemma. The total number
of hours that you need to boost your delegation skills is
relatively small.  Take the time to be an effective manager
through effective delegation. Your success depends on it. 
 
Sincerely,
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