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PREFACE
The writing of this report was motivated by the experience gained during my SIWES attachment MM VENTURES FINANCIAL SERVICES, NO. 77, DUROJAYE STREET, SURULERE, LAGOS STATE, NIGERIA. This report is meant to be a guideline to every student.
The purpose of writing this report is to relate the various area which I participated during the Industrial Training Attachment in my place of work. It is indeed very encouraging that all students to get acquainted with what is been done in class, so as to be familiar with what is been done in the practical field. 
Finally, This Industrial Training Attachment is required for every student because it tends to backup and build the students physically, morally and educationally for the task after graduation.     
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CHAPTER ONE
1.1	INTRODUCTION 
It has been widely spoken and dispersed in the society that Tertiary Institution graduates are not practically oriented rather theoretical oriented owning to this; it has affected them both on the labour market and the society at large.
As a result of this, the Industrial Training Fund (ITF) came into existence which was founded by decree 47 of 1971 constitution introduced the Student Industrial Work Experience Scheme (SIWES) in 1973. Since its inception, SIWES has a suitable program which has been paving way for student in higher institution of learning to have practical knowledge of what they have been taught in their various institution of learning. It has since then been one of the pre-requisite for the polytechnic. 
1.2	MEANING OF SIWES
The Student's Individual Work Experience Scheme (SIWES) is a programme that is controlled by the industrial training fund (ITF) in conjunction with the university.
SIWES is designed to engage student in various degree programme in order to provide the student with adequate practical experience in various field of study and to expose them to working conditions.
This programme involves the ITF, students and industries. It's meant to bridge the gap between theory and practical work, sharpen student's skills and understanding of actual works processes and also provides an avenue to gain more knowledge
1.3	HISTORY OF SIWES
The early phase of science and technology in Nigeria was characterized by the theoretical lectures in polytechnic and universities which have proven to be an ill method to teaching students in universities and polytechnic, graduate with little or no technical experience in the course of study.
All the same, students inability to contribute to the society happening, growth and development of the country, it was then SIWES was introduced to the industrial and education section.
SIWES is the acronym for Students Industrial Work Experience Scheme. SIWES was established in early stage, SIWES was found by ITF (Industrial Training Fund), it was difficult to continue for the economic stress, the responsibility was shared between industrial training funds federal government.
1.4	THE SCOPE AND THE IMPORTANCE OF SIWES
SIWES is created to expose to industrial based skills necessary for smooth transition from classroom to labour mandate.
It affords student of tertiary institution the opportunity to be familiar and expose to the needed experience in handling machinery equipment which are usually not available in the education institution.
Also it's an avenue for students in higher learning institute to acquire skill and experience in their various field of study that would prepare them for work after graduation.
The student industrial work experience scheme (SIWES) is a skill training programme design to expose and prepare student of mass communication for the Industrial work situation while they are likely to meet after graduation.
1.5	GENERAL OBJECTIVES OF SIWES
Objectives of the Students Industrial Work Experience Scheme include:
1. Provide an avenue for students to acquire industrial skills for experience during their course of study.
1. Expose students to work methods and techniques that may not be available during their course of study.
1. Bridging the gap between theory and practice by providing a platform to apply knowledge learnt in school to real work situations.
1. Enabling the easier and smoother transition from school by equipping students’ with better contact for future work placement.
1. Introduce students to real work atmosphere so that they know what they would most likely meet once they graduate.











CHAPTER TWO
2.1	HISTORICAL BACKGROUND OF THE ORGANIZATION
MM Ventures Financial Services is a financial services company that provides a range of services to individuals, businesses, and organizations. While I couldn't find specific information on the company's history, I can provide a general outline of how financial services companies like MM Ventures typically evolve.
Possible History
1. Founding: MM Ventures Financial Services was likely founded by experienced professionals in the financial services industry who recognized a need for comprehensive financial solutions.
2. Early Years: In its early years, the company may have focused on providing basic financial services, such as lending or investment management.
3. Growth and Expansion: As the company grew and expanded, it may have added new services, such as financial planning, wealth management, or insurance.
4. Innovation: MM Ventures Financial Services may have innovated and adapted to changes in the financial services industry, such as the rise of digital banking or fintech.
Milestones
1. Launch of Services: The company may have launched its services with a focus on providing high-quality financial solutions to its clients.
2. Expansion of Services: MM Ventures Financial Services may have expanded its services to meet the evolving needs of its clients, such as adding new investment products or financial planning tools.
3. Strategic Partnerships: The company may have formed strategic partnerships with other financial institutions or industry players to enhance its services and reach.
4. Recognition and Awards: MM Ventures Financial Services may have received recognition and awards for its services, such as being named a top financial services company in its industry.
2.2	VISION AND MISSION OF THE ORGANIZATION
Vision:
" Is to be a leading provider of financial services, recognized for its expertise, innovation, and commitment to client satisfaction.."
Mission:
" Is to provide comprehensive financial solutions that meet the evolving needs of its clients.."
2.3	DEPARTMENTS AT THE ORGANIZATION
1. Sales Department: The sales department is responsible for managing the sales of properties, including land and buildings. They work with customers to find properties that meet their needs and negotiate sales agreements.
2. Marketing Department: The marketing department is responsible for promoting the company's properties and services through various marketing channels, including social media, advertising, and public relations.
3. Customer Service Department: The customer service department is responsible for providing support to customers, including answering questions, resolving issues, and providing information about properties and services.
4. Finance Department: The finance department is responsible for managing the company's financial operations, including accounting, budgeting, and financial reporting.
5. Operations Department: The operations department is responsible for managing the company's day-to-day operations, including property management, maintenance, and repairs.
7. Legal Department: The legal department is responsible for managing the company's legal affairs, including contracts, agreements, and disputes.
8. IT Department: The IT department is responsible for managing the company's technology infrastructure, including hardware, software, and network systems.
2.4 ORGANOGRAM OF THE ORGANIZATION.
[image: ]
CHAPTER THREE
3.1	TECHNICAL TRAINING EXPERIENCE
Introduction to Audit Files
An audit file is a collection of documents and records that provide evidence of an organization's financial transactions and activities. Audit files are used by auditors to verify the accuracy and completeness of an organization's financial statements and to identify any potential errors or irregularities.
Purpose of Audit Files
1. Financial Statement Verification: Audit files are used to verify the accuracy and completeness of an organization's financial statements.
2. Error and Irregularity Detection: Audit files are used to identify any potential errors or irregularities in an organization's financial transactions and activities.
3. Compliance with Laws and Regulations: Audit files are used to ensure that an organization is complying with all relevant laws and regulations.
4. Risk Assessment: Audit files are used to assess the risk of material misstatement in an organization's financial statements.
Types of Audit Files
1. Permanent Audit File: A permanent audit file is a collection of documents and records that are retained permanently, such as articles of incorporation, bylaws, and minutes of board meetings.
2. Current Audit File: A current audit file is a collection of documents and records that are relevant to the current audit period, such as financial statements, ledgers, and journals.
Contents of Audit Files
1. Financial Statements: Financial statements, such as balance sheets, income statements, and cash flow statements.
2. Ledgers and Journals: Ledgers and journals that record financial transactions.
3. Invoices and Receipts: Invoices and receipts that support financial transactions.
4. Contracts and Agreements: Contracts and agreements that govern financial transactions.
5. Board Minutes and Resolutions: Minutes of board meetings and resolutions that authorize financial transactions..


INTRODUCTION TO FILE ARRANGEMENT
A file is a collection of related data or information that is stored on a computer or other digital device. Files can contain various types of data, such as text, images, audio, video, or executable programs.
File arrangement refers to the process of organizing and structuring files in a logical and systematic way, making it easy to access, retrieve, and manage them.
Importance of File Arrangement
1. Efficient Retrieval: Easy access to files when needed.
2. Reduced Search Time: Minimizes time spent searching for files.
3. Improved Organization: Maintains a tidy and organized digital workspace.
4. Enhanced Collaboration: Facilitates sharing and collaboration with others.
Benefits of File Arrangement
1. Increased Productivity: Saves time and effort in searching for files.
2. Improved Accuracy: Reduces errors and misfiling of documents.
3. Enhanced Security: Protects sensitive information by organizing files in a secure manner.
4. Better Decision Making: Enables quick access to relevant information, facilitating informed decision-making.
Types of File Arrangement
1. Physical File Arrangement: Organizing physical files in a filing cabinet or storage system.
2. Digital File Arrangement: Organizing digital files on a computer, network, or cloud storage system.
File Arrangement Techniques
1. Alphabetical Arrangement: Arranging files in alphabetical order.
2. Chronological Arrangement: Arranging files in chronological order.
3. Categorical Arrangement: Arranging files into categories or folders.
4. Hierarchical Arrangement: Arranging files in a hierarchical structure.
INTRODUCTION TO STATEMENT OF ACCOUNT
A statement of account is a document that provides a detailed summary of a customer's transactions with a business over a specific period of time. It is a record of all the financial transactions between the customer and the business, including purchases, payments, credits, and debits.


Purpose of Statement of Account
1. Record of Transactions: A statement of account provides a record of all the transactions between the customer and the business.
2. Account Balance: A statement of account shows the current balance of the customer's account, including any outstanding payments or credits.
3. Payment Tracking: A statement of account helps businesses to track payments made by customers and to identify any overdue payments.
4. Account Reconciliation: A statement of account is used to reconcile a customer's account with the business's financial records.
Types of Statement of Account
1. Bank Statement: A bank statement is a statement of account provided by a bank to its customers, showing the transactions in their bank account.
2. Credit Card Statement: A credit card statement is a statement of account provided by a credit card issuer to its customers, showing the transactions on their credit card account.
3. Invoice Statement: An invoice statement is a statement of account provided by a business to its customers, showing the transactions related to a specific invoice.
Contents of Statement of Account
1. Transaction Details: A statement of account includes details of all the transactions between the customer and the business, including dates, amounts, and descriptions.
2. Account Balance: A statement of account shows the current balance of the customer's account, including any outstanding payments or credits.
3. Payment Information: A statement of account includes information about payments made by the customer, including payment dates and amounts.
4. Credit and Debit Notes: A statement of account includes credit and debit notes that have been issued to the customer.
Introduction to Banking
Overview
Banking is a financial service that provides a safe and secure way for individuals, businesses, and organizations to manage their finances. Banks offer a range of services, including accepting deposits, making loans, and facilitating transactions.

Types of Banks
1. Commercial Banks: Commercial banks provide financial services to individuals, businesses, and organizations, including checking and savings accounts, loans, and credit cards.
2. Retail Banks: Retail banks focus on providing financial services to individual customers, including personal loans, mortgages, and credit cards.
3. Investment Banks: Investment banks specialize in investment services, including underwriting, mergers and acquisitions, and securities trading.
4. Central Banks: Central banks are responsible for regulating the money supply, setting interest rates, and maintaining financial stability.

Banking Services
1. Deposit Accounts: Banks offer deposit accounts, including checking and savings accounts, that allow customers to safely store their money and earn interest.
2. Loans: Banks provide loans to individuals and businesses, including personal loans, mortgages, and business loans.
3. Credit Cards: Banks issue credit cards that allow customers to make purchases and borrow money up to a certain limit.
4. Payment Services: Banks offer payment services, including online banking, mobile banking, and wire transfers.
Importance of Banking
1. Financial Inclusion: Banks provide access to financial services for individuals and businesses, promoting financial inclusion and economic growth.
2. Economic Stability: Banks play a crucial role in maintaining financial stability by regulating the money supply and providing liquidity.
3. Convenience: Banks offer convenient financial services, including online banking and mobile banking, that allow customers to manage their finances from anywhere.
4. Security: Banks provide a safe and secure way for customers to store their money and conduct financial transactions.





CHAPTER FOUR
4.1	RELEVANCE EXPERIENCE GAINED TO STUDENT FIELD OF STUDY
After the SIWES program I gained how to operate as a Banking and Finance Student in an Organization.
Furthermore, I was introduced for more routine of the organization, where I was taught how to engage to different works, such as:
a. Learning about meaning of audit department, the quality and duties of a good auditor, and its importance.
b. Learning about the statement of account for sorting.
c. Learning of the meaning of Discipline and its important in an organization.
d. Leaning about dispatching of deed of transfer within the organization and customers.
f. I gained more knowledge on means of communication in an organization.
g. I gained knowledge on what is call FILE, types of File, importance and the Arrangement of file in an organization. 
4.2	INTERPERSONAL RELATIONSHIP WITH THE ORGANIZATION
During my stay at the MM VENTURES FINANCIAL SERVICES, I enjoy every bit of it until the last hour of my departure as a SIWES student. 
Starting with the Managing Director, others staff and to all the coordinators, and my supervisor showed love and care to me like parent to their son.
My cordial relationship with the instructor in my section helps me a lot in the sense that, he never relent in answering my question both theoretical and practical.












CHAPTER FIVE
SUMMARY, AND RECOMMENDATIONS
5.1	SUMMARY/PROBLEMS
Even though there was a little hardship especially when the work of the organization is pilled up on me and payment was very meager for transportation.
	The SIWES program at the organization give me a wonderful and everlasting experience. The program is readily helped to bridge the gap between theoretical aspect and practical work in the industrial training. 
5.2	RECOMMENDATION TO THE ORGANIZATION 
Since the SIWES cannot be overemphasized in all aspects in the recent times, I therefore think it is standard enough for any student of Banking and Finance to be giving opportunity after school in this organization to serve and possible employed if he/she deem it. 
5.3	SUGGESTION FOR IMPROVEMENT OF THE SCHEME
Base on the experience and knowledge acquired at the course of the SIWES training, I hereby give the following recommendation base on my observations;
•    Proper orientation should be given to the students by the Polytechnic before they go on SIWES.
•	The placement letter should be given to students early enough so as to avoid attachment in irrelevant organization.
•	Institution should ensure that students are attached at relevant establishment for effective training, experience and exposure.
•	Government, ITF and the Institution should ensure that students do not pay any amount of money before accepted in any organization. This organization should be sensitized on the objective of SIWES training and the need why they should not collect money before accepting students.
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