Figure 1.6: Duties and Responsibilities Tracker

Directions: Select five days to record everything that you do, and record tasks in the Responsibilities and Tasks
column. After recording what you do for five days, go through each responsibility and task and think through which you
could delegate and to whom.

Date range:

Responsibilities and Tasks Who to Delegate This T

Cultivating Exceptional Principals © 2026 Solution Tree Press e SolutionTree.com
Visit go.SolutionTree.com/leadership to download this free reproducible.



https://go.SolutionTree.com/leadership

	Responsibilities and TasksRow1: 
	Who to Delegate This TRow1: 


