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CHAPTER ONE
1.1 INTRODUCTION TO SIWES
Students Industrial Work Experience Scheme (SIWES) is a Skills Training Program designed to prepare and expose Students of Universities, Polytechnics, Colleges of Technology, Colleges of Agriculture and Colleges of Education for the Industrial Work situation they are likely to meet after graduation. The Scheme affords Students the opportunity of familiarizing and exposing themselves handling equipment and machinery that are usually not available in their institutions.
1.2 HISTORY OF SIWES
The Students’ Industrial Work Experience Scheme (SIWES) was initiated in 1973 by the Federal Government of Nigeria under the Industrial Training Fund (ITF) to bridge the gap between theory and practice among products of our tertiary Institutions. It was designed to provide practical training that will expose and prepare students of Universities, Polytechnics, and Colleges of Education for work situation they are likely to meet after graduation.
Before the establishment of the scheme, there was a growing concern among the industrialists that graduates of institutions of higher learning lacked adequate practical background studies preparatory for employment in industries. Thus the employers were of the opinion that the theoretical education going on in higher institutions was not responsive to the needs of the employers of labour.
As a result of the increasing number of students’ enrolment in higher institutions of learning, the administration of this function of funding the scheme became enormous, hence ITF withdrew from the scheme in 1978 and was taken over by the Federal Government and handed to National Universities commission (NUC), National Board for Technical Education (NBTE) and National Commission for Colleges of Education (NCCE). In 1984, the Federal Government reverted back to ITF which took over the scheme officially in 1985 with funding provided by the Federal Government.




1.3 OBJECTIVES OF THE PROGRAMME
The specific objectives of SIWES are to:
· Provide placements in industries for students of higher institutions of learning approved by relevant regulatory authorities (NUC, NBTE, NCCE) to acquire work experience and skills relevant to their course of study
· Prepare students for real work situation they will meet after graduation.
· Expose students to work methods and techniques in the handling of equipment and machinery that may not be available in schools.
· Make transition from school to the labour market smooth and enhance students’ conduct for later job placement
· Provide students with the opportunity to apply their knowledge in real life work situation thereby bridging the gap between theory and practice
· Strengthen employer involvement in the entire educational process and prepare students for employment in industry
Promote the desired technological knowhow required for the advancement of the nation.
1.4	OBJECTIVES OF ESTABLISHMENT
· To provide optimum and individual care to patients.
· To develop recognition for patients needs for privacy and preservation of dignity.
· To maintain good relationship with patients, relations and the community through health education.
· To carry out diagnosis and intervention.
· To provide training for students.
· To maintain sufficient hospital supply of equipment and promote their utilization and maintenance.
To treat and control diseases.




CHAPTER TWO
2.1	LOCATION AND BRIEF HISTORY OF ESTABLISHMENT 
The Balogun Fulani Microfinance Bank (BF MFB) aims to provide financial services to small and medium-sized businesses, farmers, traders, and underserved communities. The bank also aims to encourage savings and provide loans to help people solve financial problems. Balogun Fulani Micro finance bank is located at No 9 Balogun Fulani Road Ilorin Kwara State
Objectives of BF MFB 
· Provide loans to small and medium-sized businesses, farmers, and traders 
· Encourage savings and provide a safety net for emergencies 
· Help people solve financial problems 
· Provide loans to underserved communities 
· Provide loans to people who want high returns on investments 
How BF MFB operates 
· BF MFB is licensed by the Central Bank of Nigeria (CBN) 
    BF MFB is one of the oldest microfinance institutions in Ilorin 
    BF MFB is considered one of the fastest growing microfinance institutions in Nigeria 
    BF MFB offers a 6hrs Quick Loan that doesn't require collateral, a guarantor, or a lien on the borrower 

Benefits of Microfinance 
Microfinance can help people increase their incomes, build assets, and reduce their vulnerability to external shocks



CHAPTER THREE
EXPIRENCE GAIN
3.1	CASHIER
A cashier is a person responsible for handling financial transactions in a business. They receive payments from customers, give change, process credit or debit card transactions, issue receipts, and maintain accurate records of sales. Cashiers are commonly found in retail stores, supermarkets, restaurants, banks, and other businesses where financial transactions occur. They may also assist with customer service tasks, such as answering inquiries and managing refunds or exchanges.3.2

CHECKBOOK

A checkbook is a booklet issued by a bank to a current account holder that contains a series of checks. It allows the account holder to make payments by writing a check instead of using cash or electronic transfers.

Features of a Checkbook
	1.	Multiple Checks – Contains a set number of checks (e.g., 25, 50, or 100 leaves).
	2.	Personalized Details – Each check has the account holder’s name, bank details, and check number.
	3.	Security Features – Includes watermarks, signatures, and MICR codes to prevent fraud.
	4.	Payable to a Person or Business – Can be used to make payments to individuals or companies.
	5.	Record Keeping – Each check has a counterfoil/stub for tracking issued checks.

How to Get a Checkbook
	1.	Open a Current Account – Most banks issue checkbooks only to current account holders.
	2.	Request a Checkbook – Visit your bank or request it via online banking or customer service.
	3.	Checkbook Issuance – The bank verifies your request and issues the checkbook, usually within a few days.
	4.	Collect the Checkbook – You may need to sign for it at the bank or have it delivered.

How to Use a Checkbook
	•	Write the Date – Enter the date the check is issued.
	•	Payee Name – Write the name of the person or company receiving the money.
	•	Amount in Words and Figures – Ensure the written and numerical amounts match.
	•	Sign the Check – Use your official signature registered with the bank.
	•	Record in the Checkbook Stub – Keep a record of the amount and payee for tracking.

Advantages of a Checkbook
✔️ Safe and traceable way to make payments.
✔️ Useful for large transactions without carrying cash.
✔️ Can be post-dated for future payments.
✔️ Accepted by businesses, landlords, and service providers.

CHEQUE DISCOUNT 
	Cheque discount is a financial service offered by bank or financial institution where a business can cash in a post-dated cheque before its maturity date
Types of cheque
· Open cheque
· Closed cheque 
	3.	Enterprise or Government Records Management – Organizations track document movement for compliance, such as legal records, medical files, or confidential documents.

Opening a bank
Opening a bank account involves several steps, depending on the type of account (savings, current, business, or fixed deposit). The general process includes:

1. Choose a Bank and Account Type
	•	Decide on a bank that meets your needs (e.g., fees, interest rates, online banking).
	•	Choose the type of account you need (savings, current, etc.).

2. Gather Required Documents
	•	Personal Accounts:
	•	Valid identification (e.g., national ID, passport, or driver’s license).
	•	Proof of address (utility bill, tenancy agreement, or bank statement).
	•	Passport-sized photographs.
	•	Tax Identification Number (TIN) (if required).
	•	Business Accounts:
	•	Business registration documents (CAC certificate in Nigeria).
	•	Tax Identification Number (TIN).
	•	Board resolution (for corporate accounts).
	•	Other regulatory documents as required.

3. Visit the Bank or Apply Online
	•	Go to a branch or visit the bank’s website if they allow online account opening.
	•	Fill out the account opening form with personal details.


4. Make Initial Deposit (if required)
	•	Some accounts require a minimum deposit to activate the account.

5. Get Your Account Details
	•	Once approved, you will receive an account number, debit card, and online banking details.

6. Activate and Use Your Account
	•	Set up mobile banking, request a checkbook (if applicable), and start transactions.

Would you like details on a specific bank’s requirements?
File numbering is a system used to assign unique identifiers to files (physical or digital) for easy organization, retrieval, and tracking.
TYPES OF ACCOUNT 
There are several types of bank accounts, depending on their purpose and features. Here are the main types:

1. Savings Account
	•	Designed for individuals to save money while earning interest.
	•	Limited number of withdrawals per month.
	•	Requires a minimum balance (varies by bank).
	•	Ideal for personal savings and emergency funds.

2. Current (Checking) Account
	•	Used for frequent transactions (withdrawals, deposits, transfers).
	•	No interest on the balance.
	•	Comes with a checkbook and debit card.
	•	Suitable for businesses and individuals with regular transactions.

3. Fixed Deposit Account
	•	Money is deposited for a fixed period (e.g., 3 months, 6 months, 1 year) at a higher interest rate.
	•	Cannot be withdrawn before maturity without penalty.
	•	Good for those looking to earn higher returns on their savings.

4. Domiciliary Account
	•	Allows transactions in foreign currencies (e.g., USD, GBP, EUR).
	•	Used for international transactions and savings in foreign currency.
	•	Requires funding in the specified foreign currency.

5. Joint Account
	•	Owned by two or more individuals.
	•	Can be operated as “either to sign” (anyone can withdraw) or “both to sign” (requires all signatures).
	•	Common for couples, business partners, or organizations.

6. Corporate (Business) Account
	•	Designed for businesses and organizations.
	•	Allows higher transaction limits.
	•	Requires business registration documents.

7. Student/Youth Account
	•	Designed for students with lower fees and minimum balance.
	•	Encourages savings and financial management for young people.

STAMP
Stamp: this tool used to mark, produce an imprint in and on document in the bank to notify the teller work
The stamp are categories in three different types 
· Paid stamp
· Received stamp
· Verified stamp/signature stamp
· Stamp pad  

CHAPTER FOUR
4.1	Savings Account
A savings account is a type of bank account designed to help individuals save money while earning interest on their deposits. It is ideal for personal savings, emergency funds, and short-term financial goals.

Features of a Savings Account
	1.	Interest Earnings – The bank pays interest on the balance in your account, though the rate is usually lower than that of fixed deposits.
	2.	Limited Withdrawals – Some banks set a limit on the number of withdrawals per month to encourage saving.
	3.	Minimum Balance Requirement – Some banks require a minimum balance, while others allow zero-balance accounts.
	4.	ATM/Debit Card Access – Provides a debit card for withdrawals and online transactions.
	5.	Mobile and Internet Banking – Allows easy access to funds, transfers, and bill payments.
	6.	Security – Funds are protected by the bank and, in some countries, insured by financial authorities.

Requirements to Open a Savings Account
	•	Valid identification (National ID, Passport, or Driver’s License).
	•	Proof of address (utility bill, bank statement, or tenancy agreement).
	•	Passport-sized photographs.
	•	Minimum opening deposit (varies by bank).

Advantages of a Savings Account

✔️ Helps in financial planning and emergency savings.
✔️ Provides easy access to funds when needed.
✔️ Earns interest on deposits.
✔️ Safer than keeping cash at home. 

CURRENT ACCOUNT
A current account is a type of bank account designed for frequent transactions, making it ideal for businesses, organizations, and individuals who need to make regular payments and withdrawals.

Features of a Current Account
	1.	No Interest Earnings – Unlike a savings account, current accounts usually do not earn interest.
	2.	Unlimited Transactions – Allows multiple deposits, withdrawals, and transfers without restrictions.
	3.	Overdraft Facility – Some banks offer overdrafts, allowing account holders to withdraw more than their balance.
	4.	Checkbook Availability – Provides a checkbook for payments.
	5.	Debit/ATM Card – Allows easy cash withdrawals and online payments.
	6.	Mobile and Internet Banking – Enables online transactions, bill payments, and fund transfers.
	7.	Higher Transaction Limits – Suitable for businesses and individuals with large financial transactions.

Requirements to Open a Current Account
For Individuals:
	•	Valid ID (National ID, Passport, or Driver’s License).
	•	Proof of address (utility bill, tenancy agreement, or bank statement).
	•	Passport-sized photographs.
	•	Initial deposit (varies by bank).
	•	References from existing account holders (some banks require this).


For Businesses/Organizations:
	•	Business registration documents (CAC certificate in Nigeria).
	•	Tax Identification Number (TIN).
	•	Board resolution (for corporate accounts).
	•	Proof of business address.
	•	Identification of company directors or signatories.

Advantages of a Current Account
✔️ Ideal for businesses and individuals who conduct regular financial transactions.
✔️ Allows large deposits and withdrawals.
✔️ Provides check-writing facilities.
✔️ May offer overdraft protection.
✔️ Enhances financial credibility for businesses.
POS
A POS, or point of sale, enables merchants to process payments and log transactions. It is a computer-based cash register with software capable of tallying up orders, taking payments, monitoring inventory and buying trends, creating invoices, and collecting marketing data. 
POS technology includes countertop terminals and apps that let people or businesses take payments with connected devices such as smartphones. A POS may be a physical device in a brick-and-mortar store or a checkout point in a web-based store. 
 Daily contribution cash teller: is used by the bank markers that goes out to individual customer outside the bank for their daily cash contribution and also for keeping dialy contribution cash record every daily bases by the collectors, who are the markers of the banks 
Appraisal: is a valuation by an authorized person an appraisement which consist of date name account no request purpose security, current account for loan request.  

FILE NUMBERING 
File numbering is a system used to assign unique identifiers to files (physical or digital) for easy organization, retrieval, and tracking.
Types of File Numbering Systems:
	1.	Sequential Numbering – Files are numbered in order (e.g., 001, 002, 003).
	2.	Chronological Numbering – Based on dates (e.g., 2024-001, 2024-002).
	3.	Alphanumeric Numbering – Combines letters and numbers (e.g., HR-2024-001 for HR department files).
	4.	Category-Based Numbering – Uses specific codes for different file types (e.g., INV-001 for invoices, CL-2024-01 for client files).
	5.	Decimal Numbering – Similar to the Dewey Decimal System, often used in libraries or large archives (e.g., 100.01, 100.02).

IMPORTANCE OF FILE NUMBERING:
	1.	Easy Organization & Retrieval – Helps quickly locate specific files, reducing time spent searching.
	2.	Prevents Duplication – Ensures each file has a unique identifier, avoiding confusion.
	3.	Enhances Security & Tracking – Allows monitoring of file access, movement, and modifications.
	4.	Improves Workflow Efficiency – Streamlines file management in offices, legal systems, hospitals, and businesses.
	5.	Facilitates Compliance & Auditing – Helps meet legal and regulatory requirements for record-keeping.



CHAPTER FIVE
5.1	CONCLUSION
The student industrial work experience scheme (SIWES) helps students to expand their knowledge and experience in their field of study. It will also help student whenever they come across it in future career.
5.2	RECOMMENDATION
	I wish the government and the school authority to provide necessary materials for the students during this programme. They should also try to pay the students allowance so as to serve as help for the students in one way or the other.
	Also, the supervisors should make sure they visit the students in their place’s of attachment for proper monitoring, improvement and progress for the benefit of the societies as a whole.     
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