
2011 February Checklist and Calendar 
Empower Employees to Find Creative Solutions and Value their Contributions 

 
Empowering employees is the theme for February. Below is a list of tasks to accomplish to demonstrate a commitment to employee 
development. Before putting an “X” next to the accomplished task, use the calendar on the second page to track your progress by 
filling in what day you plan to accomplish the task. 
 
 

_____ 1.  Have you spoken with everyone today? 
 

 ____ I’ve greeted everyone in the office. 
 ____ I had an elevator speech (2 minute conversation) with at least everyone in the office. 
 ____ I held a brief staff meeting to update everyone on current objectives. 
 ____ I offered to assist anyone that needed help with assignments or projects. 

 
_____2.  Have you allowed your employees to make decisions for themselves? 
 
 ____ I’ve given assignments to employees. 
 ____ I’ve steered my employees in the right direction.  
 ____ I’ve set a deadline on when the assignments need to be completed. 
 ____ I’ve ensured my employees that I am here if they need further information or assistance with any project. 
  
_____  3.  Have you empowered your employees? 
  
 ____ I’ve met with each employee and I was updated on the progress of the assignment. 
 ____ My employees came to me for further assistance and I was there to help. 
 ____ My employees turned in a very satisfactory product. 
 ____ I can trust my employees to complete assignments with satisfactory effort. 

 
 
 

 
 
 
 

Productivity Begins with Employee Engagement. 
For more on Employee Satisfaction and Engagement, please visit:  www.cpms.osd.mil/worklife 



Below is a tool/calendar for managers to assign certain tasks to employees for available days. Also, the tool/calendar below can be 
used to set up one on one meetings with employees. 
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