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ENTRY FORM
PROGRAMME CATEGORIES

	Name of organisation
	<This will be printed on the trophy if you are one of the winners>

	Name of contact person
	<Names of the people writing & submitting this entry> 

	Contact Details
	Name:
Email:
Direct line / mobile:

	Name of category
	



BEFORE YOU PROCEED... 
Please refer to the entry guideline for entry criteria, eligibility, detailed category description and other details and requirements about entering the awards. 
Please be reminded that confidential information intended for judging purposed only should be highlighted in red.

REQUIRED INFORMATION
· Please use this template to create you entry. Marks will be deducted otherwise. 
· Please submit your entry with all supporting documents (images, charts diagrams etc.) in ONE SINGLE PDF file. 
· Please strictly follow the words limit of each section of the entry submission. Marks will be deducted otherwise. 

KEY CRITERIA
The judging of your entry will include four main criteria: 
	Sections
	% / word limit

	1. Vision and goal
	20% 

	2. Implementation  
	40% 

	3. Impact 
	20% 

	4. Efforts for continual improvements
	20% 


Words limit for the entire document: 2000 words.

SUBMIT ENTRY
Please save this word document and any other supporting documents into a single PDF file, and then proceed to submit the entry at https://awards.humanresourcesonline.net/hrda-hk-2019/online-entry-submission/.

CONTACT US
If you have any questions during the submission process, feel free to contact 

	Michelle Chang
Project executive
+852 2861 1882
Email: michellec@humanresourcesonline.net

	Keiko Ko
Advertising & Sponsorship Sales Director 
Tel: +852 2861 1882 
Email: keikok@humanresourcesonline.net



ENTRY DEADLINE: 6pm, 14 June 2019


	
1. Vision and goals
This section is for you to provide an overview of your HR programme/initiative/system/campaign and to define and set out for the judges the vision and objective(s) of your plan. Any sensitive or confidential information which is to be used for judging purposes only should be highlighted in red.

Here are some prompts to help you get started:

· Define the vision and goals of the HR department and how they are aligned to the organisation’s business objectives.
· Provide examples of processes and systems in place designed to achieve the stated goals and fulfil the vision.
· Elaborate how the senior management is involved in the HR function.

All images, photos, charts, graphs, diagrams, etc can be inserted into this section.












































	
2. Implementation
This section is for you to outline how you implemented your programme/initiative/system/campaign plan and to set out for the judges how you pursued the objectives outlined in your plan. Any sensitive or confidential information which is to be used for judging purposes only should be highlighted in red.

Here are some prompts to help you get started:

· What was the problem which led your team to conceive of the stated programme/initiative/system/campaign?
· What were the considerations before implementing the stated programme/initiative/system/campaign?
· Provide details of the programme/initiative/system/campaign. What makes your programme different from that of others? Elaborate on the creative and innovative aspects of your programme.
· How was the programme/initiative/campaign implemented/communicated to the workforce?
· What were the departments which your team had to work with in order to implement the programme/initiative/system/campaign? 

All images, photos, charts, graphs, diagrams, etc can be inserted into this section.









































	
3. Impact
This section is for you to outline how your HR programme/initiative/system/campaign added tangible benefits to your organisation. Any sensitive or confidential information which is to be used for judging purposes only should be highlighted in red.

Here are some prompts to help you get started:

· How did the programme/initiative/system/campaign make a difference to employees, and subsequently, the business objectives?
· What was the take-up rate?
· Provide tangible evidence of the results of the programme/initiative/system/campaign.

All images, photos, charts, graphs, diagrams, etc can be inserted into this section.












































	

4. Efforts for continual improvements
This section is for you to set out for the judges how you intend to build on the benefits your organisation gained after implementation of your HR strategic plan. Any sensitive or confidential information which is to be used for judging purposes only should be highlighted in red.

Here are some prompts to help you get started:

· How you intend to build on your efforts in the future.
· Why you deserve an HR Distinction Award.

All images, photos, charts, graphs, diagrams, etc can be inserted into this section.














































	
5.  Appendix (if any) (2 pages max)



THE END
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