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1.0 STRUCTURE OF THE REPORT



1. STRUCTURE OF REPORT: FORMAT & CONTENT OF REPORT

NO. ITEM FORMAT & REQUIREMENT
1. FRONT PAGE Font size: 16-22

Font type: Times New Roman
For all other content:
Font size: 12
Font type: Times New Roman
Spacing: 1.5

2. Preface /Prakata
Table of Content / Isi Kandungan
Curriculum Vitae 1 page

Summary of Working Experience / 
Ringkasan Pengalaman Kerja
Confirmation letter from company / 
Surat pengesahan daripada majikan

It must be the recent letter from company 
• to verify the employment status
• Must be addressed to SPACE FKA (U/P: 

Penyelaras LI SPACE FKA)
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NO. CHAPTER / BAB FORMAT & REQUIREMENT
PAGE NUMBER CONTENT

1. CHAPTER 1 / BAB 1 
INTRODUCTION / 
PENGENALAN

1-2 pages 1.1  Introduction – about yourself
1.2 Introduction for applying exemption of 
Practical Training (pengenalan kepada
permohonan pengecualian Latihan Industri)

2. CHAPTER 2 / BAB 2
Company background / 
Latar belakang Syarikat

3-5 pages 2.1 Company Profile – about company, vision, 
mission, objectives, roles & responsibilities
2.2 Organisational chart – show overall hierarchy 
of the company and your specific division (if too 
many). It must clearly show your position & your 
name.

3. CHAPTER 3 / BAB 3
Task and Responsibility 
/ Bidang Tugas dan 
tanggungjawab.

2-3 pages 3.1 Tasks / Tugas
3.2 Responsibility / Tanggungjawab

4



NO. CHAPTER / BAB FORMAT & REQUIREMENT
PAGE NUMBER CONTENT

4. CHAPTER 4 / BAB 4
Project Detail / 
Perincian Projek

15-20 pages 4.1 Project Information / Maklumat projek
4.2 Detail of each project: must have sub-section 
for

 design
 site
 management
 Planning
 other experience

4.3 Summary and verification of experience / 
Rumusan dan pengesahan pengalaman projek

5. CHAPTER 5 / BAB 5
Conclusion / 
Kesimpulan

1-2 pages 5.1 Conclusion / Kesimpulan
- Based on the experience reported, explain why 
you can get the exemption from undergoing 
Industrial training
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2. DETAIL OF FORMAT & CONTENT



The session of the application for 
Industrial Training exemption.

2023 2024 (I)

FAKULTI KEJURUTERAAN AWAM  
SEKOLAH KEJURUTERAAN AWAM

2. DETAIL OF FORMAT & CONTENT
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SEBAGAI CONTOH SAHAJA

SEBAGAI CONTOH SAHAJA
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1

2

3

1 Align the duration of EACH industrial experience to the 
employment duration

Organize the industrial experience in descending order, starting 
from the most recent employment years to the older years.2

3 Ensure the total experience aligns with the combined experience 
for all categories and corresponds to the total employment 
duration.
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SEBAGAI CONTOH SAHAJA
SEBAGAI CONTOH SAHAJA

The date in the example corresponds to 
the application for exemption of 
industrial training for 
Semester II, Session 2021/2022
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CHAPTER 1 / BAB 1

1-2 pages

1.1 Introduction
• Introduce yourself
• Write about 

education 
information
Working 
experience

1.2 Introduction for 
applying exemption of 
Practical Training 
(pengenalan kepada
permohonan
pengecualian Latihan 
Industri)

SEBAGAI CONTOH SAHAJA
SEBAGAI CONTOH SAHAJA
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CHAPTER 2 / BAB 2

3-5 pages

2.1 Company Profile
• about company, 

vision, mission, 
objectives, roles & 
responsibilities

2.2 Organisational chart 
– show overall 
hierarchy of the 
company and your 
specific division (if 
too many). It must 
clearly show your 
position & your 
name.

SEBAGAI CONTOH SAHAJA

Organisational chart can 
be multiple pages
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Organisational chart can be multiple pages



CHAPTER 3 / BAB 3

2-3 pages

3.1  Tasks / Tugas
3.2 Responsibility / 

Tanggungjawab
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CHAPTER 4 / BAB 4

15-20 pages

4.1 Project Information / 
Maklumat projek
4.2 Detail of each 
project: must have sub-
section for

 design
 site
 management
 Planning
 other experience

4.3 Summary and 
verification of 
experience / Rumusan
dan pengesahan
pengalaman projek
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PROJECT 1

4.1 Project Information /Maklumat 
Projek

• List the project(s) for exemption of 
industrial training

• Can list more than 1 project
• Minimum requirement: > 12 months

involvement
• Write the project details, duration of 

project & duration of involvement in 
the project. 

PROJECT 2



SEBAGAI CONTOH
(FOR 1 PROJECT
DESCRIPTION)

4.2 Detail of each 
project / Perincian
Projek
• Must have sub-

section for 
categories of 
experiences: design, 
site, management, 
planning & other 
experience 
depending on the 
involvement in 
project(s).

• Align to the
summary of 
experience (see 
page 11). 
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SEBAGAI CONTOH
(FOR MULTIPLE PROJECT 

DESCRIPTION)

4.2.1 Project 1
a) Design
b) Site
c) Management
d) Planning

4.2.2 Project 2
a) Design
b) Site
c) Management
d) Planning
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4.3 Summary & 
Verification of 
experience / Rumusan
& pengesahan
pengalaman projek
• Summarise period 

involvement based 
on category of 
experiences (design, 
site, management, 
planning, etc.)

• Must be verified by
the head division of
the project/boss.

PASS MINIMUM 12 MONTHS PROJECT 1 = 2 MONTHS
PROJECT 2 = 5 MONTHS
PROJECT 3 = 6 MONTHS
TOTAL EXPERIENCE = 13 MONTHS 
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CHAPTER 5 / BAB 5

1-2 pages

5.1 Conclusion / 
Kesimpulan
• Provide an 

explanation based on 
the reported 
experience that 
justifies your eligibility 
for exemption from 
undergoing industrial 
training

5.2 Recommendation / 
Cadangan
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3. COMMON MISTAKES
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1. Do not fulfil the minimum pages for each chapter.
2. Organisational chart does not clearly show the position/name of the applicant
3. Glaring typo errors, grammatical errors (BM/ English).

• The report can be in Malay or English, but not in a mix of language

4.  The report is prepared in a rush manner & not professional.

Where is the position of the applicant in this chart?

3. COMMON MISTAKES
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4. EVALUATION CRITERIA

1. TECHNICAL 
CONTENT

2. FORMAT OF 
REPORT 
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2024 202 2026

Briefing of application 
for Industrial Training 
Exemption (online)

Report 

submission

Interview (1st

evaluation of the 
report)

2nd report submission 

(correction)

04.09.2023
(Monday)

16.09.2023
(Saturday)

02.10.2023
(Monday)

5. TIMELINE FOR 2023 2024 (I)

(subject to changes based 
on panels’ availability)

(subject to changes 
based on interview date)

05.08.2023
(Saturday)
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THANK YOU


