
FORMAT AND CONTENT OF 

REPORT

Front page – Font 16-22 (times new roman)

All content – times new roman size 12 and 1.5 spacing 

i. preface/prakata

ii. Table of contents/Kandungan

iii. CV (1 page)

iv. Summary of working experience/Ringkasan pengalaman ikhtisas

v. Confirmation letter from company/ surat pengesahan daripada majikan

Surat ini mestilah yg terkini drpd majikan menyatakan anda kerja di

company tersebut dan surat tu mesti ditujukan kepada SPACE SKA.. (u/p: 

penyelaras LI Space SKA)



FORMAT AND CONTENT OF 

REPORT

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 industry

2. Chapter 2/bab 2 (Company Background/Latar Belakang Syarikat) – 3-5 pages

2.1 Company Profile – about company and your division

2.2 Organisational chart – show overall and show in your division too.. Must 

show until see your name.

3. Chapter 3/bab 3 (Task and Responsibility/Bidang Tugas dan Tanggungjawab) –

2-3 pages

3.1 Task/Tugas

3.2 Responsibility/Tanggungjawab



FORMAT AND CONTENT OF 

REPORT

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 and 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 report presented here why you 

can get this exemption.



FRONT PAGE

Front page – Font 16-22 

(times new roman)

Nama, ic, matric card, 

sesi (2020/2021-1)



preface/prakata



Table of contents/Kandungan



CV

1 page only



Summary of 

working 

experience/ 

Ringkasan

pengalaman

ikhtisas
Dalam bulan: 

Jumlah = hasil tambah

semua kategori

Dan mesti berpadanan dengan

Tarikh pengalaman

Dimulakan dengan yg terkini



Di akhir mesti

dijumlahkan

keseluruhan dan mesti

berpadanan dengan

Tarikh kerja dr dahulu

hingga kini



Chapter 1/bab 1 

Chapter 1/bab 1 (Introduction/Pengenalan) 

(1-2 pages)

1.1 Introduction – about yourself

Write about yourself, when grad diploma, when work, where, company? 

Etc.

1.2 Introduction for applying exemption of Practical Training (pengenalan

kepada permohonan pengecualian Latihan industry

Write about why you apply for this exemption? Experience >12 months in 

civil engineering related work, what you have done etc.





Chapter 2/bab 2 

Chapter 2/bab 2 (Company Background/Latar Belakang Syarikat) 

(3-5 pages)

2.1 Company Profile –

Write about your current/related company and your division that you want to 

explain in this report

2.2 Organisational chart – show overall and show in your division too.. Must 

show until see your name.

Write your organisational chart of the company and must show until your 

division and your name/position must also shown in the chart. 

Can be in to 2-3 charts as maybe company with a lot of division





Chapter 3/bab 3 

Chapter 3/bab 3 (Task and Responsibility/Bidang Tugas dan Tanggungjawab)  

(2-3 pages)

3.1 Task/Tugas

Write about your task in the company

3.2 Responsibility/Tanggungjawab

Write about your responsibility in the company





Chapter 4/ Bab 4

Chapter 4/Bab 4 (Project Detail/Perincian Projek) 

(15-20 pages)  

4.1 Project Information/Maklumat Projek

Project information for all project that you want to discuss here (depends 

can be 1 to 10 projects?) >12 months involvement

Must write detail project, period and also your period of involvement

4.2 Detail of each project  

Must have sub section for design, site, management, planning and other 

experience depending of your involvement for all the projects

4.3 summary and verification of experience (rumusan dan pengesahan

pengalaman projek) 

Must summarise period involvement based on design, site, management, 

planning and other,  and mst be verified by your head division/boss.



Pastikan tulis
Tempoh penglibatan
Untuk projek yg disebutkan



Ini contoh sahaja.. Susunan
tu boleh aje mana2 yg
berkaitan dan jika tiada
terlibat perancangan tidak
perlu ada la subsection 
tersebut





Chapter 5/ Bab 5

Chapter 5/Bab 5 (Conclusion/Kesimpulan) –

(1-2 pages)  

5.1 Conclusion/Kesimpulan –

Write based on the report presented here why you can get this exemption

With all the experience in the field of civil eng etc…






