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Instructions
Please use this report template affixed with the Singapore HR Awards letterhead. 

1. File Naming Format 
Rename your completed report using the following format

19 SHRA Report – Company Name_Award Category Name

2. Information to Include 
Please include the following at the start of your report:

Company Name: 
Award Category:

3. Report Structure
Please structure your report according to the following sections:

a) Problem Statement and Context  
Briefly introduce your organisation and describe the business challenge or workforce need that led to the initiative. Include any relevant observations, feedback, or data that informed the initiative.
Avoid beginning with the solution. Judges should first understand the context and problem being addressed.

b) Strategy and Design
Explain the thinking behind the initiative, including how it aligns with your organisation’s business strategy, key design considerations, and why this approach was chosen.
Judges will assess the clarity, relevance, and intentionality behind the initiative

c) Implementation
Describe how the initiative was executed, including the implementation approach, stakeholders involved, employee engagement efforts, and any challenges encountered throughout the process. 
Strong submissions acknowledge both successes and implementation complexities.

d) Outcomes and Impact 
Provide evidence of the results and impact achieved through the initiative. This may include quantitative data, qualitative employee feedback, behavioural or cultural shifts, or business outcomes. 
Focus on measurable and credible outcomes rather than activity-based metrics.

e) Sustainability and Scalability 
Explain how the initiative is being sustained over time and whether it can be scaled across teams, business units, or locations.
Judges will look for evidence of long-term viability and meaningful organisational impact.




4. Word Limit
Please ensure that each submission report does not exceed 2,000 words, excluding headings, charts, diagrams, tables, appendices, and references. A tolerance of up to 10% above the stated word limit will be permitted.

5. Supporting Evidence
You may submit up to five (5) supporting documents to strengthen your submission. 

For submission of multiple supporting documents, please rename each file using the following format:
19 SHRA Supporting (#) - Company Name_Award Category Name 

Each attachment must not exceed 500MB in file size.
Supporting evidence may include but is not limited to: 
· Short write-ups or case summaries
· Photos of activities, programmes or initiatives,
· Evidence of digital tools or platforms used 
· Relevant data, report or survey findings
· Employee testimonial or feedback

6. Submission Format 
Please submit your final report in PDF format.
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