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YEP TEAM REPORT & DECLARATIONS

Instructions

(a) This template is updated from time-to-time. Please check that you are using the latest template here: https://www.youthcorps.gov.sg/en/initiative/#youth-expedition-project
(b) Teams will complete a Local Project within 3 months after completing the Overseas Project.

(c) This document must be submitted within 1 month from the end of your Local Project for Project Closure. All fields and sections are compulsory unless otherwise stated.

· The following documents/tasks must be duly completed and/or submitted for project closure:
i. YEP Feedback Forms (online)
a. All Overseas and Local Host Partners and/or Communities

b. All YEP Leaders, Members & Resource Persons

c. YEP Grant Application (for applications through NYC grants management only)

ii. YEP Team Report & Declarations (this document)

a. Declarations for Compulsory Training and Feedback Submission

b. Updated Plans for Overseas Project (if there are changes to the plans submitted as at application)

iii. YEP Statement of Accounts (SOA) and Expenditures (endorsed)

iv. Updated YEP Team Name List (if there are changes to the list submitted as at application) to be sent to Partnership_Enquiries@nyc.gov.sg
v. First Aid and Leaders Training Certificates if not submitted during application

vi. All original receipts of the project expenses including YEP Leaders and First Aid course fee receipts

· For payments made in foreign currency, please submit foreign currency exchange receipt for cash payments and bank transfer records / credit card statements where applicable.

· Please ensure that breakdown of expenses is provided for resources for overseas project, and where receipts are in foreign language, an English translation for the item(s) is provided.

· Arrange receipts according to its category of expenditure (e.g. Preparation Activities) and paste them on A4 paper for submission. Label / number receipts accordingly e.g. A1, A2, A3, B1, etc.

· For thermal receipts, please provide the original and a photocopy or printed photo with the details clearly visible. (Note: Do not write over printed details of the original receipt)

· For invoices, please attach the original payment receipt, or make sure the invoice is signed paid and/or signed and stamped by the Vendor.

· If receipts are photocopies or computer print-outs, they must be Certified True Copy by the Endorsing Organisation (EO) with signature, name, designation and Organisation stamp.

· For Vendors who are unable to issue printed receipts, please get a written receipt signed off by the Vendor and the Endorsing Organisation (EO).

vii. An email attachment of 10 photographs with caption/story (7 for Overseas Project & 3 for Local Project) to be sent to Partnership_Enquiries@nyc.gov.sg
· Please ensure that some of the photos are of participants in the YEP t-shirts.

· Photos should be of high resolution and reasonable quality (at least 1 MB each).

· Photos should be of participants in action, interacting with others (please minimise submission of posed shots and be mindful of unflattering angles).

a. Please include in the email if available:

· Online link for download of your project video (e.g. google photos, drive or YouTube)

· Online link(s) to your project’s social media channels (e.g. Facebook, Instagram etc.)

 (Note: NYC reserves the right to use the materials for our publicity purposes. By providing original materials, you represent and warrant that the materials and artwork contained therein are original to you and do not infringe upon the copyright of any other person.)

· Forms and Templates for (i) to (iv) can be found here: https://www.youthcorps.gov.sg/en/initiative/#youth-expedition-project 

· The hardcopy documents (ii) to (vi) are to be submitted to Youth Expedition Project (YEP), c/o NYC Grant Management, Blk 490 Lorong 6 Toa Payoh, HDB Hub Biz Three #04-10, Singapore 310490.
· Items (iv) and (vii) are to be sent to Partnership_Enquiries@nyc.gov.sg
	1) PROJECT OVERVIEW

	a) Project Title:
	

	b) Project Leader 1

	Full Name:
	

	Email Address:
	
	Mobile No.:
	

	c) Project Leader 2 (if applicable)

	Full Name:
	

	Email Address:
	
	Mobile No.:
	


	2)  DECLARATIONS

	Compulsory Training and Feedback Submission
	Confirm
	Remarks

	a) Our Little Red Dot and Beyond
· I confirm that all the participants in my team have attended this compulsory training.
	 FORMCHECKBOX 

	

	b) Feedback from Overseas Host Partner(s) and/or Communit(ies)
· Link: rebrand.ly/yepoverseasfeedback
· Please complete the online form in English. If respondent is unable to respond in English, please request or provide assistance.
· I confirm that all the feedback has/have been submitted online.
	 FORMCHECKBOX 

	Name of Organisation(s):  

	c) Feedback from Local Host Partner(s) and/or Communit(ies)
· Link: rebrand.ly/yeplocalfeedback
· I confirm that all the feedback has/have been submitted online.
	 FORMCHECKBOX 

	Name of Organisation(s): 

	d) Feedback from YEP Leader(s) 

· Link: rebrand.ly/yepleadersfeedback
· I confirm that all the feedback has/have been submitted online.
	 FORMCHECKBOX 

	

	e) Feedback from YEP Members and/or Resource Person(s)
· Link: rebrand.ly/yepmembersfeedback
· I confirm that all the feedback have been submitted online.
	 FORMCHECKBOX 

	

	f) Feedback on Grant Application, if applicable
· Link: rebrand.ly/yepgrantfeedback – to be filled in by the YEP Leader who submitted the grant application
· I confirm that the feedback has been submitted online.
	 FORMCHECKBOX 

	

	· I have ensured that the above have been duly completed and/or submitted. 

· I understand that any lapse will affect the timeliness in processing of the final disbursement and computation of the final grant amount.

	YEP Leader’s Name
	Signature
	Date

	
	
	


	3) AMENDMENTS TO PROPOSED PLANS

	3a) Are there any amendments to the proposed plans of the Overseas Project and/or Local Project submitted as at application? If yes, please provide details of changes.

	

	3b) UPDATED PLANS FOR OVERSEAS PROJECT 
Please submit the full, updated itinerary (include the day when the team departs Singapore, to the day the team returns to Singapore) if there are changes to the itinerary submitted as at application.

LEAVE BLANK IF THERE ARE NO CHANGES.

	Date
	Time
	Activity
	Remarks

	Overseas Day 1:

date, day
	Morning (before 12pm)
	· 
	

	
	Afternoon (after 12pm)
	· 
	

	
	Night
	· 
	

	Overseas Day 2:

date, day
	Morning (before 12pm)
	· (insert more rows as necessary)
	

	
	Afternoon (after 12pm)
	· (insert more rows as necessary)
	

	
	Night
	· (insert more rows as necessary)
	


	4)  SHARING BY YEP LEADER(S)

	Please share with us the following from the leader’s perspective of your team:

	a) Did your team meet the initial set-out service goals in relation to the identified needs of the 

(i) Local host community and; (ii) Overseas host community? How and why did it/did it not meet the goals?

	

	b) Did your team meet the initial set-out learning goals? How and why did it/did it not achieve the goals?

	

	c) What are the challenges/situations faced by the parties involved, including the overseas host community and the YEP team?

	

	d) What are the particularly meaningful/significant experience(s) worth celebrating? e.g. team has deepened understanding of reciprocity

	

	e) What areas could your team have improved upon for this project?

	

	f) Personal anecdotes/reflections of how this project has impacted or inspired you.

	


	5) SHARING BY YEP MEMBERS

	Please share with us the following from at least two team members:

	Personal anecdotes/reflections of how this project has impacted or inspired them.

	


Thank you for completing the report![image: image1.png]
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