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ABSTRACT
	A Report on the Student Industrial Work Experience Scheme (SIWES) training undergone by Babatunde Taiwo Amdalat at Lagos Waste Management Authority (LAWMA), Ijora Olopa, Apapa, Lagos state.
Duration: Four (4) Months (AUG - NOV) 
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CHAPTER ONE
1.1	Introduction
The Lagos Waste Management Authority (LAWMA) was established in 1977 under the administration of Brigadier Mobolaji Johnson who was the military Governor of Lagos state as at then.
LAWMA is responsible for ensuring effective waste Management services to the residents of the state. It is made up of several departments which collectively facilitates effective working. My time at the agency was short but worthwhile, 
I was put into the budget and planning department.
This department is responsible for:
- Budget proposals and preparation. 
- Budget monitoring
- Strategic planning
- Performance monitoring
- Policy development
This section plays a very crucial role in ensuring LAWMA's financial and strategic sustainability.












CHAPTER TWO
2.1 OVERVIEW OF WORK DONE 
 The budget and planning department is a more of digital section where most of the works are done with the aid of spread sheet (I.e Microsoft excel)
This helped increase my knowledge in using this particular software. 
Microsoft Excel as  well known, is tool used in various planning and budgeting operations such as:
	Expenditure preparation 
	Revenue preparation 
	Management and analysis of revenue 
	Capital preparation 
	Expenditure monitoring 
	Budget proposal 
	Programmer Based budget (PBP)













CHAPTER THREE
3.0 Preparation of a Proposed Budget. 
Preparing a proposed budget involves several steps:
· Step 1: Identify Budget Objectives
· Determine budget goals: Determine the budget goals and objectives, such as increasing revenue, reducing costs, or improving profitability.
· Establish budget constraints: Establish budget constraints, such as limited resources, regulatory requirements, or market conditions.

·          Step 2: Gather Financial Data
· Collect historical financial data: Collect historical financial data, including income statements, balance sheets, and cash flow statements.
· Gather industry benchmarks: Gather industry benchmarks and trends to inform budget assumptions.
· Obtain input from stakeholders: Obtain input from stakeholders, including employees, customers, and suppliers.

· Step 3: Prepare Budget Assumptions
· Make revenue assumptions: Make revenue assumptions based on historical data, industry trends, and market conditions.
· Make expense assumptions: Make expense assumptions based on historical data, industry trends, and budget goals.
· Make capital expenditure assumptions: Make capital expenditure assumptions based on budget goals and strategic plans.

· Step 4: Prepare Budget Estimates
· Prepare income statement estimates: Prepare income statement estimates based on revenue and expense assumptions.
· Prepare balance sheet estimates: Prepare balance sheet estimates based on budget goals and strategic plans.
· Prepare cash flow statement estimates: Prepare cash flow statement estimates based on budget goals and strategic plans.

· Step 5: Review and Revise
· Review budget estimates: Review budget estimates to ensure they are realistic and achievable.
· Revise budget estimates: Revise budget estimates as needed to reflect changes in assumptions or budget goals.
· Finalize budget: Finalize the budget and prepare it for approval.

3.1 Preparation of a revenue monitor
Preparing a revenue monitor involves several steps:

· Step 1: Define Revenue Metrics
· Identify key revenue metrics: Identify key revenue metrics, such as:
a.      Total revenue
b.      Revenue growth rate
c.      Revenue by product or service
d.      Revenue by geographic region
· Establish revenue targets: Establish revenue targets for each metric based on historical data, industry benchmarks, and organizational goals.


· Step 2: Track Revenue Data
· Collect revenue data: Collect revenue data from various sources, such as:
a.     Sales reports
b.     Invoices
c.     Receipts
d.     Accounting software.
· Update revenue data regularly: Update revenue data regularly to ensure that the revenue monitor is accurate and up-to-date.


· Step 3: Analyze Revenue Trends
· Analyze revenue trends: Analyze revenue trends to identify areas where revenue is increasing or decreasing.
· Identify revenue drivers: Identify revenue drivers, such as sales promotions, marketing campaigns, and seasonality.
· Identify revenue challenges: Identify revenue challenges, such as competition, economic downturns, and regulatory changes.


· Step 4: Prepare Revenue Monitor Report
· Prepare revenue monitor report: Prepare a detailed revenue monitor report that includes:
a.      Revenue metrics and targets
b.      Revenue trends and analysis
c.      Revenue drivers and challenges
· Submit report to management: Submit the revenue monitor report to management for review and analysis.

· Step 5: Review and Revision
· Review revenue monitor regularly: Review the revenue monitor regularly to ensure that it is accurate and effective.
· Revise revenue monitor as needed: Revise the revenue monitor as needed to reflect changes in revenue metrics, targets, or trends

3.2 Preparation of an Expenditure Monitor
Preparing an expenditure monitor involves several steps:

· Step 1: Define Expenditure Categories

· Identify expenditure categories: Identify the different categories of expenditures, such as:
a.       Salaries and wages
b.       Rent and utilities
c.       Office supplies
d.       Travel expenses
e.       Equipment and maintenance.
· Sub-categorize expenditures: Sub-categorize expenditures within each category to provide more detailed information.

· Step 2: Set Budget Targets

· Establish budget targets: Establish budget targets for each expenditure category based on historical data, industry benchmarks, and organizational goals.
· Allocate budget amounts: Allocate budget amounts to each expenditure category and sub-category.

· Step 3: Track Expenditures

· Record expenditures: Record expenditures as they are incurred, including date, category, and amount.
· Use accounting software: Use accounting software, such as QuickBooks, to track and record expenditures.
· Update expenditure tracker: Update the expenditure tracker regularly to reflect new expenditures.

· Step 4: Monitor and Analyze

· Monitor expenditure trends: Monitor expenditure trends to identify areas where costs are increasing or decreasing.
· Analyze budget variances: Analyze budget variances to identify areas where actual expenditures differ from budgeted amounts.
· Identify areas for cost savings: Identify areas where costs can be reduced or optimized.

· Step 5: Report and Review

· Prepare expenditure reports: Prepare expenditure reports that summarize expenditure data, including budget targets, actual expenditures, and budget variances.
· Review expenditure reports: Review expenditure reports regularly to ensure that expenditures are aligned with budget targets and organizational goals.
· Make adjustments: Make adjustments to budget targets or expenditure categories as needed.

3.3 Preparation of a Monthly Expenditure
Preparing expenditure for the month involves several steps:

· Step 1: Gather Information

· Review previous month's expenditure: Analyze the previous month's expenditure to identify trends and patterns.
· Check budget allocations: Verify budget allocations for the current month to ensure that expenditures are aligned with budgeted amounts.
· Gather invoices and receipts: Collect invoices and receipts for the current month's expenditures.

· Step 2: Categorize Expenditures

· Classify expenditures into categories: Categorize expenditures into different categories, such as:
a.     Salaries and wages
b.     Rent and utilities
c.     Office supplies
d.     Travel expenses
e.     Equipment and maintenance
· Sub-categorize expenditures: Sub-categorize expenditures within each category to provide more detailed information.

· Step 3: Calculate Total Expenditures

· Add up expenditures for each category: Calculate the total expenditures for each category.
· Calculate total monthly expenditures: Add up the total expenditures for all categories to get the total monthly expenditures.

· Step 4: Analyze Expenditure Trends

· Analyze expenditure trends: Analyze expenditure trends to identify areas where costs are increasing or decreasing.
· Identify areas for cost savings: Identify areas where costs can be reduced or optimized.

· Step 5: Prepare Expenditure Report
· Prepare expenditure report: Prepare a detailed expenditure report that includes:
    Total monthly expenditures
a.     Expenditures by category  
b.     Budget variances
c.     Recommendations for cost savings
d. Submit report to management: Submit the expenditure report to management for review and analysis.

3.4 Preparation of a Programme-based Budget
Preparing a programme-based budget for the year involves several steps:

· Step 1: Identify Programmes and Activities

· Identify programmes and activities: Identify the programmes and activities that will be implemented during the year.
· Define programme objectives: Define the objectives of each programme and activity.
· Establish programme performance indicators: Establish performance indicators for each programme and activity.

· Step 2: Estimate Programme Costs

· Estimate programme costs: Estimate the costs associated with each programme and activity.
· Identify cost drivers: Identify the cost drivers for each programme and activity.
· Establish cost benchmarks: Establish cost benchmarks for each programme and activity.

· Step 3: Prepare Programme Budgets

· Prepare programme budgets: Prepare a budget for each programme and activity.
· Allocate resources: Allocate resources, including personnel, equipment, and materials, to each programme and activity.
· Establish budget timelines: Establish timelines for each programme and activity.

· Step 4: Consolidate Programme Budgets

· Consolidate programme budgets: Consolidate the budgets for each programme and activity into a single budget document.
· Ensure budget alignment: Ensure that the programme budgets are aligned with the organization's overall strategic objectives.
· Establish budget contingencies: Establish contingencies for unexpected expenses or revenue shortfalls.

· Step 5: Review and Approve

· Review programme budgets: Review the programme budgets to ensure that they are complete, accurate, and realistic.
· Approve programme budgets: Approve the programme budgets and ensure that they are communicated to all relevant stakeholders.

3.5 Preparation of Monthly Revenue 
Preparing revenue for the month involves several steps:

· Step 1: Gather Information

· Review previous month's revenue: Analyze the previous month's revenue to identify trends and patterns.
· Check sales forecasts: Verify sales forecasts for the current month to ensure that revenue projections are accurate.
· Gather sales data: Collect sales data from various sources, such as sales reports, invoices, and receipts.

· Step 2: Calculate Revenue

· Calculate total sales revenue: Calculate the total sales revenue for the month by adding up all sales transactions.
· Calculate revenue from other sources: Calculate revenue from other sources, such as interest, dividends, and royalties.
· Calculate total revenue: Calculate the total revenue for the month by adding up sales revenue and revenue from other sources.

· Step 3: Analyze Revenue Trends

· Analyze revenue trends: Analyze revenue trends to identify areas where revenue is increasing or decreasing.
· Identify revenue drivers: Identify revenue drivers, such as sales promotions, marketing campaigns, and seasonality.
· Identify revenue challenges: Identify revenue challenges, such as competition, economic downturns, and regulatory changes.

· Step 4: Prepare Revenue Report

· Prepare revenue report: Prepare a detailed revenue report that includes:
a.      Total revenue for the month
b.      Revenue by product or service
c.      Revenue by geographic region
d.      Revenue trends and analysis
· Submit report to management: Submit the revenue report to management for review and analysis.
Some of the tools and techniques used to prepare an expenditure monitor include:
· Spreadsheets: Spreadsheets, such as Microsoft Excel, can be used to track and analyze expenditures.
· Accounting software: Accounting software, such as QuickBooks, can be used to track and record expenditures.
· Budgeting software: Budgeting software, such as Budgeting Excel Templates, can be used to prepare and manage budgets.
· Financial analysis tools: Financial analysis tools, such as financial ratios and charts, can be used to analyze expenditure trends and identify areas for cost savings.











CHAPTER FOUR
4.0 Evaluation of Work Learned
During my time in the Budgeting and Planning section, I had the opportunity to learn and develop skills in budget preparation, financial planning, and strategic management. This evaluation will highlight my key takeaways, achievements, and areas for improvement.

4.1 Key Takeaways
· Budget Preparation: I gained hands-on experience in preparing budgets, including forecasting revenue and expenses, and developing budget narratives.
· Financial Planning: I learned how to develop financial plans, including identifying funding sources, prioritizing expenditures, and managing cash flows.
· Strategic Management: I developed an understanding of strategic management principles, including goal-setting, performance measurement, and evaluation.

4.2 Achievements
· Improved Budget Accuracy: I successfully prepared and managed budgets, resulting in a 80% accuracy rate.
· Enhanced Financial Planning: I developed a comprehensive financial plan that improved the section's financial management and reduced costs.
· Effective Strategic Planning: I contributed to the development of a strategic plan that aligned with the organization's goals and objectives.

4.3 Areas for Improvement
· Data Analysis: 
While I improved my data analysis skills, I recognize the need to further develop my ability to interpret and apply data insights.
· Communication: 
I will continue to work on effectively communicating budget and financial information to non-technical stakeholders.
· Stakeholder Engagement: 
I will strive to improve my stakeholder engagement skills, ensuring that all stakeholders are informed and involved in the budgeting and planning process.























CHAPTER FIVE
5.0 Conclusion
My experience in the Budgeting and Planning section has been invaluable. I have gained practical skills, knowledge, and confidence in budget preparation, financial planning, and strategic management. I look forward to applying these skills in future roles and continuing to develop my expertise.

5.1 Recommendations
· Training and Development: I recommend that the organization provide regular training and development opportunities to enhance staff skills in budgeting and planning.
· Mentorship: I suggest that the organization establish a mentorship program to pair experienced staff with newer employees, providing guidance and support.
· Process Improvements: I recommend that the organization review and refine its budgeting and planning processes to ensure they are efficient, effective, and aligned with organizational goals.



