@ FULL FOCUS

5 LEVELS OF DELEGATION CHEAT SHEET
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This means "Do exactly what | have asked you to do. Don't deviate from my instructions. | have already

researched the options and determined what | want you to do."

Your delegate lacks experience (e.g., a trainee). ° You have already made a decision.

RESEARCH AND REPORT

This means "Research the topic, gather information, and report what you discover. We will discuss it,
and then | will make the decision and tell you what | want you to do."

You have some confidence in the delegate. You want to reserve the decision for yourself.

= RESEARCH AND RECOMMEND
>
r This means "Research the topic, outline the options, and bring your best recommendation. Give me the pros
and cons of each option, then tell me what you think we should do. If | agree with your decision, | will
authorize you to move forward."
You have growing confidence in the delegate. You want to retain decision making authority.
= DECIDE AND INFORM
=>
r This means "Make a decision and then tell me what you did. | trust you to do the research, make the best
decision you can, and then keep me in the loop. | don't want to be surprised by someone else."
You have a high degree of confidence in the delegate. You need to be aware of (not dictate) the action.
= ACT INDEPENDENTLY
>
r This means "Make whatever decision you think is best. No need to report back. | trust you completely. | know

you will follow through. You have my full support.”

You have complete confidence in the delegate. There is no need for follow-up.



Join Our
Next Free
Masterclass

Every week co-founders Michael Hyatt

& Megan Hyatt Miller teach a free, live 60-minute
masterclass on how capable people get out from
under an impossible workload, protect what
matters most, and finally stop feeling behind

before the day even begins.

In just 60 minutes you'll discover:

(9 Why being more productive hasn't made the load feel
lighter—and why another app, system, or perfectly

organized calendar won't solve it

(© The 3 questions that tell you what truly has to stay
on your plate—and what can be eliminated,

delegated, automated, or deferred
(V) How to protect your most important priorities before

the urgent takes over, so you still have something left

for the people and parts of your life that matter most

The next training is happening soon! It's free, it's live—and if you

show up, you'll get a special bonus tool, for live attendees only.

Save My Free Seat »

fullfocus.co/training-free
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