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HR STRATEGY EVENT PLANNING TEMPLATE

Wear it Purple Day

Friday, 25 August 2023

Theme: Write your Story hub

Status key | Task not started

Task started Task not yet delegated

Task complete

Task

Responsibility Comments

Due Date

Timeline

Draft a timeline of key dates

Wear it Purple Aug 2023

Proposal.pptx
With - for approval

Monday, 7 August
2023

Executive Briefings

Draft proposal and send to -
for endorsement

Wear it Purple Aug 2023
Proposal.pptx

Monday, 7 August
2023

Event brief for - to send to
GMs

Remove the word proposal
and costings. This is for
information

Monday, 7 August
2023

Employees invited to wear purple

Employees invited to wear purple
for the day

Included in the hub article,
with comms and confirmed
for publishing. 31/7

Article confirmed
with comms to go live
Friday, 18 August
2023

Purple morning tea competition

Hub article

Included in the hub article,
with comms for review.
31/7

Collate morning tea photos

Article confirmed
with comms to go live
Friday, 18 August
2023

Have emailed - to let

her know to expect a photo
shortly after morning tea.

Friday, 25 August
2023

Merchandise

Hub Article

Included in the hub article,
with comms and confirmed
for publishing. 31/7

Article confirmed
with comms to go live
Friday, 18 August
2023

Get quote for merch pack

$108.00 approved by -

31, July 2023

Order merch pack

Ordered on [ credit card
and recipe sent to her
$118.40 in total as it was
$9.50 shipping

31, July 2023

Send posters and stickers to Sydney
and Melbourne office

On receipt of merch pack

When received

Contact reception in all offices to
inform them about merch

Have emailed them letting
them know that we have
ordered merch and they
they will need to set it up.
Will need to email them
again when it has been
sent.

When received
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https://acmagovau.sharepoint.com/:p:/r/sites/HumanResources/Shared%20Documents/HR%20Strategy/Diversity%20and%20Inclusion/Wear%20it%20Purple%20Day%202023/Wear%20it%20Purple%20Aug%202023%20Proposal.pptx?d=wf9a6c29b6c4744138ec876d3a795fc82&csf=1&web=1&e=fejFjt
https://acmagovau.sharepoint.com/:p:/r/sites/HumanResources/Shared%20Documents/HR%20Strategy/Diversity%20and%20Inclusion/Wear%20it%20Purple%20Day%202023/Wear%20it%20Purple%20Aug%202023%20Proposal.pptx?d=wf9a6c29b6c4744138ec876d3a795fc82&csf=1&web=1&e=fejFjt
https://acmagovau.sharepoint.com/:p:/r/sites/HumanResources/Shared%20Documents/HR%20Strategy/Diversity%20and%20Inclusion/Wear%20it%20Purple%20Day%202023/Wear%20it%20Purple%20Aug%202023%20Proposal.pptx?d=wf9a6c29b6c4744138ec876d3a795fc82&csf=1&web=1&e=fejFjt
https://acmagovau.sharepoint.com/:p:/r/sites/HumanResources/Shared%20Documents/HR%20Strategy/Diversity%20and%20Inclusion/Wear%20it%20Purple%20Day%202023/Wear%20it%20Purple%20Aug%202023%20Proposal.pptx?d=wf9a6c29b6c4744138ec876d3a795fc82&csf=1&web=1&e=fejFjt
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