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[bookmark: _jzgtlgvqftkc]Re-Division of Labor Worksheet

This worksheet is for team leaders to use to recalibrate roles and goals for your team and re-divide work. Use this tool to prepare for layoffs, an organizational restructure, or to plan for a long-term leave or vacancy. 

How to use this tool:
· Before you begin, determine what time period this “reset” applies to (e.g, 6 months)
· Fill in the worksheet and then share it with decision-makers
· Schedule a check-in with stakeholders to align on the reset
· Make sure to consult with people who will be impacted by changes 
· Once you’ve aligned on the changes, communicate with relevant stakeholders
[bookmark: _1pxqkqk2nd1x]Part 1: Team Roles & Responsibilities
Use this chart to map your team’s areas of responsibility and reassign roles, ensuring there is a clear owner for each area of work. Consult staff and existing role documents (such as MOCHAs and division of labor) for inputs.

	Area of Responsibility
	Previous Owner
	New Owner (if needed)
	What support, training, or access will the new owner need?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Once you’ve completed the chart, ask yourself:
· Are any new or emerging responsibilities not currently assigned to anyone?
· Are there gaps that need to be addressed?
[bookmark: _ndyoixyocp5t]
Part 2: Adjusting Team Goals 
Review and assess your team goals and workplans. What are the 3-5 most important goals your team will achieve between now and the end of the time period you specified?



	Goal
	Key Tactics and Activities
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[bookmark: _51vdzind06b]Part 3: Reprioritization
Given the circumstances, what aspects of the team’s work need to be adjusted, scaled back, discontinued, done in “good enough mode,” or outsourced? 

	Project or Area of Work
	How will you adjust?
	Stakeholders to consult or renegotiate with

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


[bookmark: _p9jhsdtnjidl]Part 4: Cross-Team Coordination
· Which workstreams require collaboration or coordination across teams?
· Are there potential bottlenecks where work is dependent on another team’s capacity?
· Do teams have clear expectations and agreements around who owns what and how work flows between them? If not, what needs to be clarified?
©2025 The Management Center		Date Created: 5/20/2025
		Last Modified: 5/20/2025
©2025 The Management Center	                                Re-Division of Labor Worksheet	2
image1.jpg
8 Management Center




