Guidelines on Cadet Projects

Annex ‘A’ 

Cadet Project Report – Suggested Format
Cover

· Title / Theme of the Project

· Reference Number

· Unit Involved 

· Team Member

Content

· Headings with page reference

Team Member (Each Member)
· Personal Information

· Sqn / Rank / Serial Number / Classification

· Name (Chine and English)

· Date of Birth / Age

· Specialty / Skills
· Role in the Project

· Hobby / Interest
· Email / Phone Number

· A personal photo

Timeline / Schedule
· Date Submitted the Request
· Date of Approval
· Date Commenced

· Date of the Operation

· Date Concluded
Job Allocation

· Role and a brief description of the Job 

Time Lot Sheet (Each Member)
	Date
	Event
	Venue
	Time
	Hours

	(yyyy-mm-dd)
	
	
	hhmm - hhmm
	1.5 hours

	
	
	
	Total 
	


A Minimum of 25 hours each is required.

Minutes of the Meeting (if any)

· Preparation Meeting
· Action Plan / Operation Order

· Any Annexure / Reference etc

· Financial Report

Budget (if any)
Execution of the Project / Event
· Camp Report
· PowerPoint Presentation
Reflection (Each Member)

This is the most important part of the report.  Do spend some time and look back on the project of what you had done, what you had gone through, what difficulties you have encountered, how to tackle them.  If you are in a team, how do you find working with others, more senior in rank and age vs less junior member with little or no experience etc.

Don’t use meaningless words, such as: 

It was ‘hard work’, how hard and why they were hard work?  

You had learned ‘a lot’, what are they?  
Consider:

Why you choose this project?

What was your expectation and did they materialize? 

How do you solve the problem?
What did you get out of doing this project, as a team and as individual?
Remarks 
· Difficulties encountered
· Solution
· Advice to others for similar project
Pictorial Record

· Some photos to show the event or process would be nice addition
Conclusion
· A team effort is preferred
Reference Material / Resources
· Internet
· Books

· Supporting Document
· Advisor
