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Instructions for writing your Award Category Report for any of the award categories:
1. Please use this report template with the affixed HR Awards letterhead to write your report.

2. Ensure to rename the final Report Template file to this file name:

18 SHRA Report – Company Name_Award Category Name

3. Include the following at the start of your report:

Company Name: 
Award Category:

4. Write your report as per this flow:

a) Framing of problem statement – Weightage 20% 

Introduce your company and write your company’s problem statement relating to the applied award category here.

b) Understanding of business strategy – Weightage 20%

Provide an understanding of your company's business strategy here.

c) Ability to address business needs – Weightage 20%

Write about how your HR team/company were able to address immediate employee or company needs as the key factor, this is through assessment of immediate, short term, mid- and long-term benefits. 

d) Scalability of the implemented solutions – Weightage 20%

Write about overall long-term impact of the solutions for your organization and employees.

e) Practicality in Implementation – Weightage 20%

Write about how practical solutions is to implement, with identification of risk mitigation, stakeholders involved, and ensuring that the solution has been implemented across 70% of the workforce for it to be meaningful and impactful

5. Ensure your report write-up does not exceed 2,000 words for each submission report.

6. Provide up to (5) supporting evidence of your strategy and results. 
For submission of multiple supporting documents, please rename each document to indicate the document number:
18 SHRA Supporting (1) - Company Name_Award Category Name 
18 SHRA Supporting (2) - Company Name_Award Category Name 
Important Things to Take Note: 
· Ensure each attachment’s file size is less than 500mb
· This can include: 
· A short write-up of evidence  
· Photos of activities/programmes/strategies etc
· Evidence of use of digital tools
· Any data collected or used
· If you are submitting for “Excellence in Employee Experience and Well-Being Award”, kindly ensure all additional criteria has been met according to HPB’s requirements found in the InfoKit.

7. Submit your final report in PDF format to: Report Submission
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