Delegate of Responsibilities with Request to Accept [Replace title with company letterhead]
Dear _________________: [name of addressee]
  

As you know, my responsibilities have increased substantially during the past _________________. [period] I have recently realized that in order to fulfil my responsibilities to _________________, [area of responsibilities] I will need to delegate several aspects of _________________. [responsibilities to be delegated] I'm writing to ask if you would be willing to shoulder the responsibility for _________________. 

  

As you know, these jobs require you to _________________. Should you choose to accept this level of increased responsibility, we would re-evaluate your compensation during your next quarterly review. 

  

Please let me know by the end of the week if you wish to accept these new responsibilities. 

  

Sincerely, 

  

  

  

_________________ [title and name]
_________________ [signature]
