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CHAPTER ONE
1.1	INTRODUCTION TO SIWES
In the early stages of Business Administration, Nigerian Student were graduating from their respective Institutions without any technical knowledge or working experience. According to Akereloja (2008), acquisition of practical skills is an antidote of meaningful development in any society. In accordance with Akereloja's view, Odiagha (1995) also posits that practical knowledge is learning without which mastery of an area of knowledge may be too difficult to achieve and that practical knowledge involves developing skills through the use of tools or equipment to perform tasks that are related to a field of study.
As a result, the Federal Government of Nigeria introduced the Student Industrial Work Experience Scheme (SIWES) programme in Tertiary Institutions in 1975 to ensure acquisition of field practical knowledge and skills by Students before graduation, and to further expose Students to Industry based skills that are necessary for smooth transition from classroom to the labour world, providing the students with the basic prospects to be part of real work situations outside the lecture room. Thus, it became obligatory for Students in Tertiary Institutions, mostly those studying Business Administration related courses to embark on SIWES programme in order to acquire practical knowledge and working skills prior to graduating from their various institutions of learning.To this end, the Business Administration professionlike other course professions require practical skills. Hence it became imperative for Students of Urban and Regional Planning to embark on theSIWES programme so as to acquire the necessary practical skills required for the profession before graduation 
1.2	DEFINITION OF SIWES
The student industrial working experience scheme is a Program that constitutes immensely to building of technical skills available to the Nigeria economy, which are needed for the national industrial development.
1.3	HISTORICAL BACKGROUND OF SIWES
The Student Industrial Work Experience Scheme (SIWES) was established in 1973 by the Industrial Training Fund (ITF). Prior to the establishment of the Scheme, there was a growing concern among our Industrialists that graduants of our institutions of higher learning lacked adequate practical background studies preparatory for employment in industries. It is against this rationale for initiating and designing the scheme was hinged. 
Consequently the scheme affords students the opportunity of familiarizing and exposing themselves to the needed experience in handling equipments and machinery that are usually not available in their institutions so as to smoothen their entry into industrial practices on completion of their studies and also reduces period spent in training fresh graduates as new employees.
1.4	AIMS AND OBJECTIVES OF SIWES
SIWES is strategized for skills acquisition, therefore, the key aim is to bridge the gap between theory and practice by exposing students to the industrial environment and enable them to develop occupational competences so that they can readily contribute their quota to national economic development and technological advancement after graduation.
The Specific Objectives of the Scheme as outlined in the Industrial Training Funds Policy document no.1 of 1993 are as follows:
· To provide placements in industries for students of higher institutions of learning approved by relevant authorities (NUC, NBTE, NCCE) to acquire experience and skills relevant to their course of study.
· Prepare Students for the real work situations they will meet after graduation.
Expose Students to work methods and techniques in handling of equipment and machinery that may not be available in school. Makes transition from School to the labour World smooth and enhance Student contact for later job placement.
· Provides Students with the opportunity to apply their knowledge in real life work situation thereby bridging the gap between theory and practice.
1.5	REASONS FOR TRAINING 
Reason for the industrial training are as follows:
1. 	The knowledge acquired in the classrooms are not enough due to lack of practical 
2. 	The program has also helped to distinguish between class and practical work 
3. 	Class room theories cannot be compare with the practical work done on the field.
4. 	The Siwes program has proved a means of opportunity for students to handle some sophisticated equipment not found in the school 
1.6	THE MAJOR DOCUMENT OF ITF
1. 	PLACEMENT LETTER: This is the formal letter of the placement to be submitted to any employer by each students
2. 	THE JOB REPORTING FORM: This form is to be completed by students before he/she settle down with the employer. The information on the form will assist the central and department during supervision visits. Failure to return this form is taken as non participant in the program.
3. 	THE TRAINING LOG BOOK: This has to be completely filled daily and signed weekly by industrial based supervisor, and this logbook carried detailed information about work carried out daily, the logbook must be with you daily.

























CHAPTER TWO
2.1		A BRIEF HISTORY OF MINISTRY OF ENERGY
The Ministry of Energy had its earliest beginnings in 1904 when the Mines Department was established to deal with the production of manjak, a bituminous substance resembling pitch. 
Commercial oil production began in Trinidad in 1908 in a field located near the Pitch Lake in La Brea and in 1948 the Mines Department which was a branch of the Public Works was reorganized and re-designated the Petroleum Department. This Department was later assigned to the Ministry of Industry and Commerce. 
On May 17, 1963, the Department gained greater autonomy when the Governor General authorized the establishment of the Ministry of Petroleum and Mines which came into being on June 1, 1963 with the staff of the Petroleum Department forming the nucleus of the organization.
Commencing July 1979, there have been six changes in the name of the Ministry. With the development of natural gas based petrochemical industries and the iron and steel mill at Point Lisas, the name was changed to the Ministry of Energy and Energy-based Industries, to incorporate its increased responsibilities. 
In May, 1981, there was another change to the Ministry of Energy and State Enterprises when the supervision of all State Enterprises was included in the portfolio of the incumbent Minister. A re-assignment of ministerial responsibility in December, 1981, resulted in the Ministry of Energy and Natural Resources and in April 1987, the name was shortened to the Ministry of Energy. 
In December, 1987, the Ministry of Energy was merged with the Ministry of Labour and took on the new designation of the Ministry of Energy, Labour, Employment and Manpower Resources. 
In March 1989, however, the portfolio of Energy was separated from that of Labour, Employment and Manpower Resources and the Ministry of Energy was re-established as a single entity.





2.2 		ORGANOGRAM OF THE MINISTRY OF ENERGY
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CHAPTER THREE
3.1	EXPERIENCE GAINED
During my students industrial work experience scheme (SIWES) I was told to do the following thing:
1.	They sent me to store to collect all material things for office like papers, stapler pin, 	broom, clips, office pin, and so on
2.	They sent me to submit the officer letter, mails and files to permanent secretary office.
Furthermore these are the some of experiences I have gained during my student industrial work experience scheme (SIWES). The experiences are:
· I have the experience on a computer system, how to type a letter, working on Microsoft work, Microsoft excel, Microsoft PowerPoint and Microsoft access.
·  I have the experience on how to dispatch memo.
· I have the experience on how to records the mails that comes in and the mails that is going out within the organisation.
· I have the experience on how to attend to visitors that come around.
· I have the experience on how to records the files that comes in and out within organisation.
· I have the experience on how to treat secret files.
· I have the experience on how to use officer and received stamp.












CHAPTER FOUR
4.1	WHAT IS PROCUREMENT? 
Procurement encompasses a range of activities involved in obtaining goods or services, with procurement teams working to obtain competitively priced supplies that deliver the most value. However, not all companies define procurement in the same way. Many companies consider that procurement encompasses all stages, from gathering business requirements and sourcing suppliers to tracking the receipt of goods and updating payment terms, while others define procurement as a narrower range of activities, such as issuing purchase orders and making payments.
Traditionally, some businesses have used the term procurement synonymously with purchasing. But now, purchasing is often seen as just one stage in a larger, more strategic procurement process. So, what exactly is procurement? 
Procurement involves every activity involved in obtaining the goods and services a company needs to support its daily operations, including sourcing, negotiating terms, purchasing items, receiving and inspecting goods as necessary and keeping records of all the steps in the process. 
4.2	WHY IS PROCUREMENT IMPORTANT IN BUSINESS? 
Procurement is an important step in understanding supply chains, because it helps a company find reliable suppliers that can provide competitively priced goods and services that match the company’s needs. That’s the case whether the company is seeking raw materials for manufacturing, a marketing services provider or new office supplies. 
For example, if a company needs a new supplier to provide an ongoing service for an indefinite period of time — such as an email security solution — the procurement process helps the company choose the supplier that best meets all of the business’s requirements at a reasonable price. It enables the business to avoid wasting time, money and valuable resources dealing with an inadequate supplier. 
Minimizing cost is one important aspect of improving your procurement processes. But it’s also vital to identify suppliers that provide the quality of goods and services that the company needs and have the capacity to deliver reliably and a track record of doing so. 

4.3	TYPES OF PROCUREMENT
Procurement can be categorized in several ways. It can be classified as direct or indirect procurement, depending on how the company will use the items being procured. It can also be categorized as goods or services procurement depending on the items that are being procured. 
· Direct procurement refers to obtaining anything that’s required to produce an end-product. For a manufacturing company, this includes raw materials and components. For a retailer, it includes any items purchased from a wholesaler for resale to customers. 
· Indirect procurement typically involves purchases of items that are essential for day-to-day operations but don’t directly contribute to the company’s bottom line. This can include anything from office supplies and furniture to advertising campaigns, consulting services and equipment maintenance. 
· Goods procurement largely refers to the procurement of physical items, but it can also include items like software subscriptions. Effective goods procurement generally relies on good supply chain management practices. It may include both direct and indirect procurement. 
· Services procurement focuses on procuring people-based services. Depending on the company, this may include hiring individual contractors, contingent labor, law firms or on-site security services. It may include both direct and indirect procurement. 
4.4	HOW PROCUREMENT WORKS
The procurement process generally involves a number of steps that businesses must follow, including:
· Identifying the goods and/or services needed.
· Sourcing suppliers, requesting quotes and filling out purchase requests.
· Negotiating terms and costs with suppliers.
· Receiving the relevant items and submitting payment.
4.5	STEPS IN THE PROCUREMENT PROCESS
Procurement processes vary greatly depending on each company’s structure and needs, but generally include the following nine core steps:

1. Identify which goods and services the company needs.
First, a business must identify its requirements for a specific item or a service. This may be a new item that the company hasn’t previously purchased, a restock of existing goods or a subscription renewal. This step typically involves delving into the nitty-gritty details of what the business needs, such as the precise technical specifications, materials, part numbers or service characteristics. At this stage, it’s a good idea to consult all business departments affected by the purchasing decision to ensure the procured items accurately reflect the needs of each department.
2. Submit purchase request.
When an employee or business group needs to procure a significant quantity of new supplies or services, they make a formal purchase request (also known as a purchase requisition). A purchase request notifies the company that a need exists, usually via department managers, purchasing staff or the financial team, as well as specifications such as price, time frame needed, quantity and other important things for the purchasing team to keep in mind. The department overseeing the purchase can then approve or deny the purchase request. If approved, the procurement team can proceed with selecting a vendor and making the purchase. 
3. Assess and select vendors.
With a clear list of requirements and an approved purchase request, now is the time to find the best vendor and submit a request for quote (RFQ) – this is what the purchasing team sends to potential suppliers in order to receive a quote – it is important to be as detailed as possible so you can compare apples to apples. Vendor assessment should focus not only on cost but also on reputation, speed, quality and reliability. Many companies consider ethics and social responsibility as well, since procurement is often intertwined with corporate identity. A retailer that prides itself on sustainability would stand to benefit from partnering with environmentally responsible suppliers, for instance.
4. Negotiate price and terms.
A common best practice is to get at least three quotes from suppliers before making a decision. Examine each quote carefully and negotiate where possible. If you need to walk away from a deal, be sure that you have concrete alternative options. Once you’ve agreed on final terms, be sure to get them in writing.
5. Create a purchase order.
Fill out a purchase order (PO) and send it to the supplier. The PO should be sufficiently detailed to identify the exact services or goods needed and to enable the supplier to fill the order.
6. Receive and inspect the delivered goods.
Carefully examine deliveries for any errors or damage. Make sure everything is delivered as specified in the PO and that the quality meets or exceeds expectations.
7. Conduct three-way matching.
Accounts payable should conduct three-way matching by comparing the purchase order, order receipt or packing list and invoice. The goal is to ensure the goods or services received match the purchase order and to prevent payment for unauthorized or inaccurate invoices. Highlight any discrepancies between the three documents and resolve issues before arranging payment.
8. Approve the invoice and arrange payment.
If the three-way match is accurate, approve and pay the invoice. Businesses should strive to have a consistent invoice payment process through accounts payable that checks that payments match the invoice amount and due date. A standardized process can help make sure invoices are always paid on time, which can prevent late fees and build good relationships with suppliers.
9. Keep Records.
It’s important to maintain records for the entire procurement process, from purchase requests to price negotiations, invoices, receipts and everything in between. These records may be useful for multiple reasons. They help the company reorder goods at the right price in the future, as well as assist with auditing processes and calculating taxes. Clear, accurate records can also help resolve any potential disputes.


4.6	STAGES OF PROCUREMENT
The nine major steps of the procurement process can also be thought of in three distinct stages: the sourcing stage, the purchasing stage and the receiving stage.
· Sourcing stage: This covers the initial steps in which the business identifies its needs, creates a purchase request and assesses vendors. Even after the initial sourcing steps are complete, it’s a good practice to build strong relationships with suppliers. They can establish grounds for suppliers to learn from partners, improve products and processes and develop trust.
· Purchasing stage: This stage includes negotiating terms, creating orders and receiving and inspecting goods and services.
· Payment stage: Accounts payable conducts three-way matching to ensure order and invoice accuracy. The invoice can then be approved and the payment is arranged. Records of all invoices, orders and payments should be kept and carefully maintained.


















CHAPTER FIVE
5.0 	CONCLUSION AND RECOMMENDATIONS
5.1 	CONCLUSION
	Having passed through the SIWES training, have been able to discover and explore different things about the microbial world; therefore, its usefulness cannot be over – emphasized. The interesting part of this is that the field of microbiology has gotten answer to most of the infection and disease affecting the world. For the few infections that has not been diagnosed, precautionary measures that can be taken against it has been discovered. The only section left is for people should come out of their ignorance and go for medical check – up instead of relying on self – medication and visiting unqualified practitioners, if people could visit hospitals or health – centers frequently and follow the treatments given to them, mortality rate will drastically be reduced and the health status of the nation will be promoted.
	More importantly I have been able to see the various prospects available in the field and also the various challenges that call for quick attention. Indeed, the industrial training program has been impactful; it was never a waste of time and energy.
5.2   	RECOMMENDATIONS
The effort of the industrial training fund (ITF) was recommended for bringing up this programme known as student industrial work scheme (SIWES). This has paved way for self practice of the theoretical works that have been taught during lectures.
Government 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 places of attachment for proper monitoring, improvement and progress for the benefit of the societies as a whole.     
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