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Step-by-step templates to help you shift from
doer to leader — without losing control.
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11 .. D e l e g a t i o n  R e a d i n e s sD e l e g a t i o n  R e a d i n e s s
S e l f - A s s e s s m e n tS e l f - A s s e s s m e n t

Check the boxes that  apply  to  you:

I  spend more than 50% of  my t ime on tasks

others  could  do.

My team f requent ly  asks  me to  make

dec is ions they could  own

I  don’ t  have wr i t ten SOPs for  repeatab le

tasks

I  check on task  progress  more than once

per  day.

Score 3+? I t ’s  t ime to  t rans i t ion in to  a  t rue CEO

ro le .



Task Delegate To Training Needed Deadline
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Lis t  your  current  respons ib i l i t ies  and who could

take them on:

2 .  T a s k  I n v e n t o r y  &2 .  T a s k  I n v e n t o r y  &
D e l e g a t i o n  P l a n n e rD e l e g a t i o n  P l a n n e r



Structure  your  week for  s t rategy,  leadersh ip ,

and c lar i ty .

Monday:  V is ion + Metr ics  Rev iew

Tuesday:  Team Check- ins  + Dec is ion Mak ing

Wednesday:  CEO Pro jects  (s t rategy,

par tnersh ips)

Thursday:  C l ient  Overs ight  or  Sa les

Fr iday:  Rev iew,  P lan,  Ref lect
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3 .  C E O  W e e k l y  T i m e  B l o c k3 .  C E O  W e e k l y  T i m e  B l o c k
T e m p l a t eT e m p l a t e



Timeframe Focus Delegated Tasks New CEO Tasks

30 Days

60 Days

90 Days
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Def ine how your  ro le  wi l l  evo lve  over  3  months.

4 .  R o l e  E l e v a t i o n  T i m e l i n e4 .  R o l e  E l e v a t i o n  T i m e l i n e
( 3 0 - 6 0 - 9 0  D a y  P l a n )( 3 0 - 6 0 - 9 0  D a y  P l a n )

30 Days

60 Days

90 Days
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Who needs to  know what  — and when.

Team announcement  about  your  new ro le

Reass ign c l ient  or  in terna l  ownersh ip

Updated SOPs and expectat ions

Standing meet ings t rans i t ioned or  removed

5 .  T r a n s i t i o n5 .  T r a n s i t i o n
C o m m u n i c a t i o n  C h e c k l i s tC o m m u n i c a t i o n  C h e c k l i s t



Task Type Keep or Delegate?

Strategic growth Keep

Client delivery Delegate with SOP

Admin work Delegate

HR or ops Delegate to Ops Manager

High-ticket sales Keep or train a Sales Lead
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Use th is  s imple  dec is ion matr ix :

Bonu s :Bon u s :
“ W h a t  t o  K e e p  v s .  W h a t  t o“ W h a t  t o  K e e p  v s .  W h a t  t o
D e l e g a t e ”  C h a r tD e l e g a t e ”  C h a r t



I f  you’ re  ready to  take the next  s tep,  but  want  a

par tner  to  he lp  you get  there ,  schedule  a

meet ing wi th  us .  

We’d love to  he lp .
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WRAP-UP :WRAP-UP :

Copyright © 2025 WOWSuccessTeam LLC. All rights reserved. All content was originally created in collaboration with AI (ChatGPT) and has
been professionally reviewed, edited, and approved by WOWSuccessTeam to reflect the unique expertise, content, voice, and brand of
WOWSuccessTeam LLC.

Schedule  a  f ree  d iscovery  sess ion

wi th  WOWSuccessTeam

https://calendly.com/wowsuccessteam/get-ready-grow
https://calendly.com/wowsuccessteam/get-ready-grow

