LOCKHOLD
HOW TO DELEGATE

O P E R AT OR G U I D E

How to Delegate as a Business Owner

Delegation works when the process is written and the owner is named. It fails when the work still lives in
your head. This guide is how to hand off the work so it does not come back to you.

01 What to delegate

O A process you explain more than once a week.

O A task that stops when you are not available.

O A report or update the team waits for you to produce.

O Any work that is already written down but still runs through you.

02 How to delegate it

Write the process. One page. Steps that start with a verb. Roles, not names.
Name the owner. One role responsible for the outcome.

Put it where the work happens.

Review it once.

Step out. If it breaks, fix the process.
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03 How you know it worked

The work gets done when you are not available. The same problems do not come back. The owner can
explain the process without you. You are no longer the system.

| Ifit comes back to you, the process is not finished. Fix the process, not the person.

04 What to do next
Pick one process that still runs through you. Write it. Name the owner. Put it where the work happens. Then
stop doing it.
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