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GENERAL INFORMATION

Title of Programme

National Diploma (ND) in Purchasing and Supply.

Goal of the National Diploma in Purchasing and Supply
The National Diploma Programme in Purchasing and Supply is aimed at producing diplomates with sound theoretical and practical knowledge 
as well as skills to carry out middle level purchasing and supplies functions in industry and public service effectively. 

Objectives

At the end of the National Diploma programme, the diplomate should be able to:

 conduct a simple market survey on any aspect of materials/items and equipment or services and make appropriate recommendation(s) to 
the authority;

 identify and exploit potential sources of supply; 
 use entrepreneurial skills for self employment;

 identify supplies problems at appropriate levels, analyze them and design supplies strategies to overcome them;
 interpret and assist in the execution of overall corporate policies;
 interpret and assist in the preparation of short and long term budget 
 write procurement reports;
 prepare and execute supplies techniques  effectively;
 Appreciate basic concepts and principles in economics and their applications in a mixed economy;
 apply principles of accounts to different types of procurement  transactions;
 use statistical inferences as aids to stock control and supplies forecasting. 
 understand the basic principles of law and apply same to suppliers relationship and transactions;
 apply mathematics and other quantitative techniques in supplies decision process;
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 Source, analyze, select and keep custody of materials;
 Identify, update, interpret supplies documents;
 carry out effective marketing  tasks;
 communicate effectively;
 apply information technology effectively in supplies activities
 Distribute materials effectively;
 identify management problems at appropriate level, analyze them and design strategies to overcome them

General Entry Requirements
The general entry requirements for the ND programmes are:

1.1 The WASC, GCE ‘O’ Level or the Senior Secondary Certificate (SSC) or their equivalent with five credits including English Language and 
Mathematics (Literature in English and Oral English are not acceptable in place of English Language) and three other subjects from 
economics, Business Methods, Principles of Accounts, Literature in English, Commerce, History, Statistics, Geography, Government, Agric 
Science/Biology.

1.2 A credit pass in N.B.T.E. recognized Pre National Diploma Examination.

2.0 CURRICULUM
2.1 The curriculum is structured in four semesters of classroom, studio/workshop activities in the institution and 3 to 4 months 

supervised industrial work experience scheme (SIWES) in a relevant industry.  Each semester of institution based activities shall be 
for a duration of 17 weeks distributed as follows:
15 contact weeks of teaching; i.e. recitation, practical exercises, quizzes, tests etc., and 2 weeks to be devoted for examination and 
registration.

2.2 The curriculum of the ND programme consists of three main components viz:
i) General Studies courses
ii) Foundation courses
iii) Professional courses

2.3 The General Education component includes courses in English Language and Communication, Citizenship, General Studies. 
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The General Education courses shall account for not more than 15% of the total contact hours for the programme.
2.4 Foundation Courses include Economics, Statistics, Law, Mathematics and Entrepreneurship etc.  The number of hours for the 

foundation courses shall be between 20 – 25% of the total contact hours for the programme.

2.5 Professional Courses are specialized core courses which give the student the theory and practical skills he needs to practice in his 
field of specialization at the technician/technological level, shall be between 60-65% of the total contact hours.

2.6 Final year (ND) Project.
Final year ND students in this programme are expected to carry out individual project work in purchasing and supply field. 

3.0 CONDITIONS FOR THE AWARD OF THE ND

3.1 The ND programme in Purchasing and Supply shall be accredited by the NBTE before the diplomates can be awarded the diploma 
certificates.  Details about the process of accrediting a programme for the award of the National Diploma or Higher National 
Diploma are available from the Executive Secretary, National Board for Technical Education, Plot B, Bida Road, P.M.B. 2239, 
Kaduna, Nigeria.

3.2 Institutions will award the National Diploma to candidates who successfully completed the programme after passing prescribed 
coursework, examination, diploma project and the supervised industrial work experience.  Such candidates should have completed 
between 72-80 semester credit units as prescribed in the programme.

3.3 Diplomas shall be classified as follows:
Distinction - GPA of 3.50 and above
Upper Credit - GPA of 3.00 – 3.49
Lower Credit - GPA of 2.50 – 2.99
Pass - GPA of 2.00 – 2.49

3.4 Duration
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       The National Diploma (ND) programme is terminal.  The programme is expected to run for 4 semesters of 17 weeks each. Academic
regulations in institutions may allow a candidate to stay for a maximum of eight semesters on the programme.

4.0 GUIDANCE NOTES FOR TEACHERS OF THE PROGRAMME
4.1 The new curriculum is drawn in unit courses.  This is in keeping with the provisions of the National Policy on Education which 
stresses the need to introduce the semester credit units which will enable a student who so wishes to transfer the units already completed 
in an institution of similar standard from which he is transferring.

4.2 In designing the units, the principle of the modular system by product has been adopted; thus making each of the professional 
modules, when completed provide the student with technician operative skills, which can be used for employment purposes.

4.3 As the success of the credit unit system depends on the articulation of programmes, in the institutions and industry, the curriculum 
content has been written in behavioural objectives, so that it is clear to all the expected performance of the student who successfully 
completed some of the courses or the diplomats of the programme.  There is a slight departure in the presentation of the performance 
based curriculum which requires the conditions under which the performance are expected to be carried out and the criteria for the 
acceptable levels of performance.  It is a deliberate attempt to involve the staff of the department teaching the programme in writing their 
own curriculum stating the conditions under which the performance can take place and to follow that with the criteria for determining an 
acceptable level of performance.   Departmental submission on the final curriculum may be vetted by the Academic Board of the 
institution. 
Our aim is to continue to see to it that a solid internal evaluation system exists in each institution for ensuring minimum standard and 
quality of education in the programme offered throughout the polytechnic system.
4.4 The teaching of the theory and practical work should, as much as possible, be integrated.    Practical Exercises, especially those in 
professional courses and laboratory work should, as much as possible, be integra

TABLE OF CONTENTS
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ND I SEMESTER I
COURSE CODE COURSE TITLE T P CU CH
PAS 111 Principle of Purchasing I 2 2 4 4
PAS 112 Stores Administration and Control I 2 2 4 4
PAS 113 Principles of Transport and Distribution I 2 2 4 4
BAM 114 Principles of Economics I 1 1 2 2
BAM 112 Business Mathematics I 1 1 2 2
ACC 114 Principles of Accounting I 1 1 2 2
BAM 214 Business Law 1 1 2 2
GNS 101 Use of English I 1 1 2 2
GNS 111 Citizenship Education I 1 1 2 2

                                                                                                                  
Total    =

9 12 21 21

ND I SEMESTER II
COURSE CODE COURSE TITLE T P CU CH
PAS 121 Principles of Purchasing II 2 2 4 4
PAS 122 Stores Administration and Control II 2 2 4 4
PAS 123 Principles of Transport and Distribution II 2 2 4 4
MKT 111 Principles of Marketing I 1 1 2 2
BAM 122 Business Mathematics II 1 1 2 2
ACC 121 Principles of Accounting II 1 1 2 2
COM 111 Introduction to Computer 1 1 2 2
EEd 126 Intro. to Entrepreneurship 2 2 4 4
GNS 102 Communication in English 1 1 2 2
GNS 131 Citizenship Education II 1 1 2 2
GNS 228 Research Methods 1 1 2 2

                                                                                                                     
Total     =

12 15 27 27
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NDII SEMESTER I
COURSE CODE COURSE TITLE T P CU CH
PAS 211 Practice of Purchasing I 22 2 4 4
PAS 212 Stores Design and Materials Handling I 2 2 4 4
PAS 213 Principles of Materials Management 2 2 4 4
PAS 214 Introduction to Supply Chain Management 2 2 4 4
INS 111 Introduction to Insurance 1 1 2 2
BAM 212 Business Statistics I 1 1 2 2
BAM 211 Principles of Management I 1 1 2 2
EEd 216 Practice of Entrepreneurship 2 2 4 4
ACC 212 Cost Accounting I 1 1 2 2
GNS 201 Use of English 1 1 2 2
COM 121 Computer Applications 2 2 4 4

                                                                                                                      
Total     =

13 17 30 30

NDII SEMESTER II
COURSE CODE COURSE TITLE T P CU CH
PAS 221 Practice of Purchasing II 2 2 4 4
PAS 222 Store s Design and Materials Management II 2 2 4 4
PAS 223 Practice of Materials Management II 2 2 4 4
PAS 224 Elements of Shipping 2 2 4 4
PAS 220 Project - 3 3 3
BAM 221 Principle of Management II 1 1 2 2
BAM 222 Business Statistics II 1 1 2 2
ACC 222 Cost Accounting II 1 1 2 2
GNS 202 Communication in English II 1 1 2 2

                                                                                                                   
Total    =

8 15 23 23

PROGRAMME: Code: PAS 111 Credit Hours:  4
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NATIONAL DIPLOMA IN PURCHASING AND 
SUPPLY
Course: PRINCIPLES OF PURCHASING I Pre-requisite: Theoretical:     2      hours/week  - 50 %
Semester: FIRST Practical:         2      hours/week  -  50 %

Goal:  This course is intended to provide the student with the knowledge of the principles involved in Purchasing activities as well as the 
activities involved in the determination and procurement of supplies.

GENERAL OBJECTIVES:

On completion of this module, the student should be able to:

1.0 Understand the role and importance of the purchasing function in organizations.
2.0 Understand the origin of needs.
3.0 Understand characteristics of needs.
4.0 Understand purchasing activities. 
5.0 Understand procurement activities.

                                 Theoretical Content                Practical Content

Week

General Objective 1: Understand the role and importance of the purchasing function in organizations.

Specific Learning Outcomes

Teacher’s Activities Resources Specific Learning 

Outcomes

Teacher’s   Activities Resources

1.1 Trace the evolution of 1.1 Explain the evolution of Textbooks  Identify types of  Draw different Textbooks 
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purchasing.
1.2 Define purchasing and its 

types.
1.3 Explain the place of purchasing 

within the business functions.
1.4 Explain the role and importance 

of purchasing in an 
organization.

1.5 Explain the relationship of 
purchasing with other functions 
in business.

1.6 Describe types of purchasing 
structures and organizations.

1.7 State the duties and 
responsibilities of purchasing 
managers, supervisors and 
other staff.

1.8 Explain the professional and 
ethical behavior in purchasing. 

Purchasing.
1.2 Explain purchasing and 

its types.
1.3 Explain the place of 

purchasing within the 
business functions.

1.4 Explain the role and 
importance of 
purchasing in an 
organization.

1.5 Explain the relationship 
of purchasing with 
other functions in 
business.

1.6 Explain types of 
purchasing structures 
and organizations.

1.7 Explain the duties and 
responsibilities of 
purchasing managers, 
supervisors and other 
staff.

1.8 Explain the professional 
and ethical behavior in 
purchasing. 

1.9 Narrate the evolution 
of purchasing.

Journals 
Internet

purchasing structures 
and organization.

 List the duties and 
responsibilities of 
purchasing managers, 
supervisors and other 
staff.

 Demonstrate the 
relationship of 
purchasing with other 
functions in business.

structures of 
Purchasing and 
organizations.

 Guide students to 
brainstorm on the 
duties and 
responsibilities of 
purchasing 
managers, 
supervisors and 
other staff.

 Demonstrate the 
relationship of 
purchasing with 
other functions in 
business.

Journals 
Internet
Computer
Marker 
Board/pens
Flip 
chart/board

General Objective 2: Understand the origin of needs.
2.1 Identify the range and variety 
of requirements needed in an        
organization.
2.2 Explain how need differs        
according to the type of business.

2.1 Explain the range and 
variety of requirements
needed in an 
Organization.
2.2 Explain how needs      

Textbooks
Journals 
Internet 

 Determine the 
variety of needs in 
different 
organizations and 
how needs arise

 Guide students to 
determine the 
variety of needs 
in different 
organizations and 

Textbooks
Journals 
Internet 
Flip 
chart/board
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2.3  Identify how and where needs 
       arise.
2.4 Explain how authority to 
purchase is initiated.

differ according to the
type of business.
2.3 Explain how and 
where needs arise.
2.4 Explain how authority       
to purchase is initiated.

 List how needs 
differ according to 
the  type of 
business.

how needs arise Marker 
pens

General Objective 3: Understand characteristics of needs.
3.1  Explain buying at the right 
       Quantity, quality, price, time 
and      right supplier.
3.2  Explain quantity, specifications, 
       Quality, price and time
3.3 Explain how to determine the 
correct quantity to purchase (EOQ)
3.4 Explain the relationship 
between Ordering and stock 
holding costs.
3.5 State the factors affecting 
       lead time, safety stock level, 
       Re-order level and scheduling.
3.6  Explain the effect of early/late 
       deliveries.
3.7State methods of purchasing 
       requirements.
3.8  State  the advantages and
       disadvantages of each buying 
       method. 
3.9  Explain how quantity is 
       determined and controlled.
3.10 Explain price factors in 
different situations.

3.1 Explain buying at the       
right quantity, quality,        
price, time and right
supplier.
3.2  Explain quantity,       
specifications, quality, 
price and time
3.3  Explain the correct       
quantity to purchase 
EOQ)
3.4 Explain the 
relationship between 
ordering and Stock 
holding costs.
3.5 Explain factors 
affecting lead time, safety 
stock level, re-order level 
and Scheduling.
3.6  Explain the effect of
       Early/late deliveries.
3.7  Explain methods of
       Purchasing 
requirements.
3.8 Explain the 
advantages and 
disadvantages of       
each buying method. 

Textbooks 
Journals 
Internet

 Determine the 
correct quantity to

               purchase (EOQ)
 determine 

quantity,               
specifications,                
quality, price and               
time

 List methods of 
purchasing        
requirements.

 Determine lead 
time, safety stock 
level, re-order 
level and 
Scheduling.

 Guide students to 
determine buying 
at the  right 
quantity, quality,

              price, time and 
              right supplier.

 Demonstrate the 
calculation of 
EOQ

 Guide students to 
determine 
quantity,               
specifications, 

               quality, price       
and time

 List methods of 
purchasing 

       requirements.
 Guide students to 

determine lead 
time, safety stock

       level, re-order level 
and Scheduling.

Textbooks 
Journals 
Internet
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3.9 Explain how quantity 
is determined and        
controlled.
3.10 Explain price factors 
in different situations.

General Objective 4: Understand purchasing activities.
4.1 Explain how to identify 

potential suppliers.
4.2 Explain enquiry procedure.
4.3 Explain tendering methods.
4.4 Explain how to evaluate 

supplier quotation or tenders.
4.5 Describe the process of 

negotiation.
4.6 Explain purchase order and 

other purchasing forms.
4.7 Explain acceptance of orders 

by suppliers.
4.8 Explain order 

processing/progressing and 
expediting methods.

4.9 Explain amendments and 
cancellation of purchase order.

4.10 Explain routines for 
discrepancies and damage to 
goods.

4.11 Describe receiving and 
inspection procedure.

4.12 Explain certification and 
payments of purchase invoices.

4.13 Explain the disposal of 
redundant, surplus, scrap 
materials and equipment.

4.14 Explain how to determine 

4.1 Explain potential 
suppliers.

4.2 Explain enquiry 
procedure.

4.3 Explain tendering 
method.

4.4 Explain how to evaluate 
supplier quotation or 
tenders.

4.5 Explain the process of 
negotiation.

4.6 Explain a purchase order 
and other purchasing 
forms.

4.7 Explain acceptance of 
orders by suppliers.

4.8 Explain order 
progressing/processing
and expediting methods.

4.9 Explain amendments 
and cancellation of 
purchase order.

4.10 Explain routines for 
discrepancies and 
damage to goods.

4.11 Explain receiving 
and inspection 
procedure.

Textbooks 
Journals 
Internet

 Identify potential 
suppliers.

 Evaluate supplier 
quotation or 
tenders.

 Design a purchase 
order and other 
purchasing forms.

 Demonstrate filling 
of the above 
documents designed 
above.

 Determine the 
control of returnable 
and non-returnable 
packages and 
containers.

 Demonstrate how to 
make enquiry using 
the  procedures

 Obtain samples of 
tenders

 Demonstrate the 
process of 
negotiation.

 Demonstrate 
acceptance of 
orders by suppliers.

Guide students to perform 
the following activities:

 Identify potential 
suppliers.

 Evaluate supplier 
quotation or 
tenders.

 Design a purchase 
order and other 
purchasing forms.

 Determine the 
control of returnable 
and non-returnable 
packages and 
containers.

 Demonstrate how to 
make enquiry using 
the  procedures

 obtain samples of 
tenders

 Demonstrate the 
process of 
negotiation.

 Demonstrate 
acceptance of orders 
by suppliers.

 Demonstrate order 
processing and 

Textbooks 
Journals 
Internet
Computer
Samples of 
supplier 
quotations, 
purchase 
order and 
other 
purchasing 
forms, 
invoices 
etc
Certificatio
n and 
payments 
of 
purchase 
invoices.
Redundant
, surplus, 
scrap 
materials 
and 
equipment.
Returnable 
and          



13

the control of returnable and 
non-returnable packages and 
containers.

4.12 Explain certification 
and payments of 
purchase invoices.

4.13 Explain the disposal 
of redundant, surplus, 
scrap materials and 
equipment.

4.14Explain the control of 
       returnable and 
       non-returnable 
packages 
      and containers.

 Demonstrate order 
processing and 
expediting methods.

 Demonstrate 
amendments and 
cancellation of 
purchase order.

 Demonstrate 
routines for 
discrepancies and 
damage to goods

 Demonstrate 
receiving and 
inspection 
procedure.

 Demonstrate 
certification and 
payments of 
purchase invoices.

 Disposal of 
redundant, surplus, 
scrap materials and 
equipment.

 Demonstrate control 
of  returnable and 

         non-returnable  
packages and containers.

expediting methods.
 Demonstrate 

amendments and 
cancellation of 
purchase order.

 Demonstrate 
routines for 
discrepancies and 
damage to goods

 Demonstrate 
receiving and
inspection 
procedure.

 Demonstrate 
certification and 
payments of 
purchase invoices.

 Disposal of 
redundant, surplus, 
scrap materials and 
equipment.

 Demonstrate control 
of  returnable and 

         non-returnable    
packages  and containers.

non-
returnable    
packages              
and 
containers.

General Objective 5: Understand procurement activities.
5.1 Explain the concept of 

procurement.
5.2 Explain types of 

procurement.
5.3 Explain the following:

 e-sourcing

5.1 Explain the concept of 
procurement.

5.2 Explain types of 
procurement.

5.3 Explain the following:
 e-sourcing

Textbooks 
Journals 
Internet

Search the net and other 
materials for the following:

 concept of 
procurement and 
types

 e-sourcing

Guide students to search the 
net and other materials for 
the following:

 concept of 
procurement and 
types

Textbooks
Journals 
Internet
Writing 
materials.
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 e-Tendering
 e-Buying
 e-Invoicing
 e-Payment
 e-Auctioning

e-Commerce
5.4 Explain elements of 

Tendering and Types 
of Tendering.

 e-Tendering
 e-Buying
 e-Invoicing
 e-Payment
 e-Auctioning

e-Commerce
5.4 Explain elements of

Tendering and Types of 
Tendering.

 e-Tendering
 e-Buying
 e-Invoicing
 e-Payment
 e-Auctioning

 e-commerce

Demonstrate tendering and 
types of Tendering.

 e-sourcing
 e-Tendering
 e-Buying
 e-Invoicing
 e-Payment
 e-Auctioning
 Commerce

Demonstrate tendering and 
types of Tendering.

ASSESSMENT CRITERIA
Coursework 

50%
Course test 

25%
Practical

25%
Other (Examination/project/portfolio)

Programme: 
NATIONAL DIPLOMA IN PURCHASING 
AND SUPPLY

Code: PAS 112 Credit Hours:   4

Course: STORES ADMINISTRATION 
               AND CONTROL OF STOCK I

Pre-requisite: Theoretical:      2    hours/week  - 50 %

Semester: FIRST Practical:          2   hours/week  -  50 %
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Goal:  This course is designed to provide the student with the knowledge and skill of stock control and stores 
management.

GENERAL OBJECTIVES:

On completion of this module the students should be able to:

1.0 Know stores procedures.
2.0 Understand statutory regulations relative to stores.
3.0 Recognize safe-keeping conditions in stores.
4.0 Know stores documentation and use of Computer.
5.0 Understand security aspects of stores.
6.0 Understand maintenance of stores.
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                              Theoretical Content                   Practical Content

Week

General Objective 1:  Know stores procedures.
Specific Learning 

Outcomes

Teacher’s Activities Resource
s

Specific Learning 

Outcomes

Teacher’s   
Activities         

Resourc
es

1-3 1.1 Explain stores administration 
and control of stock.

1.2 Explain the importance of 
stores functions.

1.3 Explain the function of stores 
1.4 Explain the relationship of 

stores with other functions in 
the organization.

1.5 Describe the organizational 
hierarchy of stores 
establishment.

1.6 Explain the function of each 
personnel in the structure.

1.7 Explain different types of store.
1.8 Explain the clerical and 

administrative procedures as 
applicable to stores.

1.9 Explain receipt, inspection and 
issue procedures as applicable 
to stores.

1.10 Explain marshalling issues 
and dispatch procedures.

1.11 Explain how breakage 
within stores and treated.

1.1 Explain stores 
administration and 
control of stock.

1.2 Explain the 
importance of stores 
functions.

1.3 Explain the function 
of stores.

1.4 Explain the 
relationship of stores 
with other functions 
in the organization.

1.5 Explain the 
organizational 
hierarchy of stores 
establishment.

1.6 Explain the function 
of each personnel in 
the structure.

1.7 Explain different types 
of store.

1.8 Explain the clerical 
and administrative 
procedures as 
applicable to stores.

1.9 Explain receipt, 

Textbooks 
Journals 
Internet

 Identify documents 
for stock control

 Demonstrate the use 
of documents above 
in stock control

 List functions of 
stores

 Demonstrate the 
relationship of stores 
with other functions 
in the organization.

 Sketch the 
organizational 
hierarchy of stores 
establishment.

 Demonstrate the  
performance of  
different functions of 
stores personnel,

 List clerical and 
administrative 
procedures as 
applicable to stores.

 Demonstrate receipt, 
inspection and issue 
procedures as 

 Display 
documents for 
stock control

 Demonstrate 
the use of 
documents 
above in stock 
control

 List functions of 
stores

 Demonstrate 
the relationship 
of stores with 
other functions 
in the 
organization.

 Sketch the 
organizational 
hierarchy of 
stores 
establishment.

 Guide students 
to perform 
different 
functions of 
stores 

Textbooks 
Journals 
Internet
Stores 
stock 
control 
documents
Writing 
materials
Marker 
board/pens 
Flip 
chart/board
/pens
Cardboard 
papers
Stores 
administrati
ve 
documents
Broken 
items.
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inspection and issue 
procedures as 
applicable to stores.

1.10 Explain 
marshalling issues 
and dispatch 
procedures.

1.11 Explain how 
breakages 

       within stores are
       treated.

applicable to stores.
 Demonstrate 

marshalling issues 
and dispatch 
procedures.

 Demonstrate how 
breakages within 
stores are treated.

personnel,
 List clerical and 

administrative 
procedures as 
applicable to 
stores.

 Demonstrate 
receipt, 
inspection and 
issue 
procedures as 
applicable to 
stores.

 Demonstrate 
marshalling 
issues and 
dispatch 
procedures.

 Demonstrate 
how breakages 
within stores 
are treated.

General Objective 2:  Understand statutory regulations relative to stores.
4-6 2.1  Explain statutory regulations 

       concerning safety of personnel 
in Stores.
2.2  Explain statutory regulations 
       concerning the handling of 
       Equipment.
2.3  Describe safety regulations 
       concerning the employment of 
       Women and children in stores.
2.4 Describe safety regulation and
      keeping the store Clean.

2.1 Explain statutory
      regulations 
concerning safety of 
personnel in 
       Stores.
2.2  Explain statutory
       Regulations
concerning the handling 
of Equipment.
2.3  Explain safety
       Regulations

Textbooks 
Journals 
Internet

 List statutory 
regulations 

              concerning safety                
of personnel in Stores

 Observe statutory 
regulations          
concerning handling 
of equipment.

 List safety regulations 
       concerning the
employment of Women and 

 List statutory 
regulations 

        concerning safety     
of personnel in Stores

 Guide students 
to observe 
statutory 
regulations 

              concerning           
handling of equipment.

 List safety 

Textbooks 
Journals 
Internet

Statutory 
documents

Stores 
equipment

Safety 
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2.5 Explain the employer’s 
      responsibility concerning 
      Statutory regulations.

concerning the 
employment of women 
and children in Stores.
2.4 Explain safety
       Regulations and 
keeping the store clean.
2.5 Explain the employer’s 
      responsibility 
concerning Statutory 
regulations.

children in stores.
 Observe  safety 

regulations in
      keeping the store clean.

 List employer’s 
              responsibility          
concerning Statutory   
regulations.

regulations 
       concerning the 
employment of Women 
and children in stores.

 Guide students 
to observe  
safety 
regulations in

      keeping the store 
clean.

 List employer’s 
              responsibility          
concerning Statutory   
regulations.

equipment

Safety 
regulations 
documents

General Objective 3: Recognize safe-keeping conditions in stores.
7-9 3.1 Explain the reasons for 

storing certain 
commodities such as 
electronics and drugs 
under controlled 
atmosphere.

3.2 Explain government 
regulation concerning 
storage of harmful 
materials e.g. chemicals 
and explosives.

3.3 Discuss storage of 
materials according to 
their form and nature.

3.4 Explain operation of fire 
appliances and alarm 
system.

3.1 Explain the reasons for 
storing certain commodities 
such as electronics and 
drugs under controlled 
atmosphere.

3.2 Explain government 
regulations concerning 
storage of harmful 
materials e.g. chemicals 
and explosives.

3.3 Explain storage of 
materials according to their 
form and nature.

3.4 Explain operation of fire 
appliances and alarm 
system.

3.5 Explain security and safety 

Textbooks 
Journals 
Internet

 List reasons for 
storing certain 
commodities such as 
electronics and drugs 
under controlled 
atmosphere

 List government 
regulations 
concerning storage of 
harmful materials e.g. 
chemicals and 
explosives.

 Demonstrate storage 
of materials 
according to their 
form and nature.

 Demonstrate 

 List reasons for 
storing certain 
commodities 
such as 
electronics and 
drugs under 
controlled 
atmosphere

 List government 
regulations 
concerning 
storage of 
harmful 
materials e.g. 
chemicals and 
explosives.

 Demonstrate 

Textbooks 
Journals 
Internet
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3.5 Describe security and 
safety of stores against 
theft, pilfering and 
burglary.

3.6 Explain methods of 
disposal of irreparable
breakage and how to 
affect repaired ones.

3.7 Explain the treatment of 
slow moving, obsolete, 
obsolescence, redundant 
and surplus in stores.

3.8 Explain the treatment of 
returnable packages and 
containers.

3.9 Explain the use of 
protective clothing and 
wears.

of stores against theft, 
pilfering and burglary.

3.6 Explain methods of 
disposal of irreparable 
breakage and how to affect 
repaired ones.  

3.7 Explain the treatment of 
slow moving, obsolete, 
obsolescence, redundant 
and surplus in stores.

3.8 Explain the treatment of 
returnable packages and 
containers.

3.9 Explain the use of 
protective clothing and 
wears.

operation of fire 
appliances and alarm 
system.

 Demonstrate how to 
observe security and 
safety of stores 
against theft, 
pilfering and 
burglary.

 Demonstrate 
methods of disposal 
of irreparable 
breakages and how 
to affect repaired 
ones.

 Demonstrate the 
treatment of slow 
moving, obsolete, 
obsolescence, 
redundant and 
surplus in stores.

 Demonstrate the 
treatment of 
returnable packages 
and containers.

 Demonstrate the use 
of protective clothing 
and wears.

storage of 
materials 
according to 
their form and 
nature.

 Demonstrate 
operation of fire 
appliances and 
alarm system.

 Demonstrate 
how to observe 
security and 
safety of stores 
against theft, 
pilfering and 
burglary.

 Demonstrate 
methods of 
disposal of 
irreparable 
breakages and 
how to affect 
repaired ones.

 Demonstrate the 
treatment of 
slow moving, 
obsolete, 
obsolescence, 
redundant and 
surplus in 
stores.

 Demonstrate the 
treatment of 
returnable 
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packages and 
containers.

 Demonstrate the 
use of protective 
clothing and 
wears.

General Objective 4: Understand stores documentation and use of Computer.
10-12 4.1  Describe  stores receiving

        documents  such as goods
        received note, stores 
receipt voucher, suppliers advice 
note, delivery notes, packing 
note and bill of lading.
4.2 Describe issue/despatch
       Documents such as goods 
issue note/store vouchers, 
materials requisitions, store 
transfer note etc stores loan 
register.
4.3 Describe stock holding     
documents such as stock records
      Cards, stores ledger, store 
Bin Card, stores vocabulary.
4.4 Describe stores verification
      document such as stores
      Inventory forms, assets 
register book, stocktaking 
sheets.
4.5  Identify Computer soft 
wares for  monitoring stock  
      Movement. 

4.1   Explain stores receiving
        documents  such as goods
        received note, stores 
receipt voucher, suppliers 
advice note, delivery notes, 
packing note and bill of lading.
4.2  Explain issue/despatch
       Documents such as goods 
issue note/store vouchers, 
materials requisitions, store 
transfer note etc stores loan 
register.
4.3  Explain stock holding
      Documents such as stock 
records cards, stores ledger, 
store Bin Card, stores 
vocabulary.
4.4  Explain  stores verification
      document such as stores
      Inventory forms, assets 
register book, stocktaking 
sheets.
4.5  Explain Computer soft 
wares for monitoring stock
       Movement. 

Textbooks 
Journals 
Internet

 Identify and 
differentiate among 
the documents 
displayed by the 
teacher.

 Demonstrate the 
filling of each 
document

 Demonstrate how to 
apply Computer soft 
wares for monitoring 
stock movement.

 Display stores 
receiving 
documents, 
issue/despatch       
documents, stock 
holding    
documents, stores 
verification 
documents.

 Guide students to 
identify and 
differentiate 
among the 
documents 
displayed above..

 Demonstrate the 
filling of each 
document 

 Guide students to 
apply Computer 
soft wares for 
monitoring stock

        Movement.

Textbooks 
Journals 
Internet

Various 
Stores 
document
s

Computer 
and 
relevant 
softwares



21

General Objective 5:  Understand security aspects of Stores.  
13 6.1 Explain Security of stores 

holding and stockyard.
6.2 Explain Custody of keys.
6.3 Explain Restriction of 

unauthorised access to store 
houses.

6.4 Explain Fire precaution, 
prevention of deterioration.

6.5 Explain Marking of the stores 

5.1 Explain security of 
stores holding and 
stockyard.

5.2 Explain custody of keys.
5.3 Explain restriction of 

unauthorised access to 
store houses.

5.4 Explain fire precaution, 
prevention of 
deterioration

5.5 Explain marking of the
Stores.

Textbook
s Journals 
Internet

 Observe all necessary 
security measures 
relating to stores.

 Demonstrate fire 
precaution and 
prevention of 
deterioration

 Demonstrate marking 
of stores.

 Organize visit to a 
standard store for 
students to be 
acquainted with 
stores security.

Textbooks 
Journals 
Internet
Fire fighting 
equipment
computer

General Objective 6:  Understand maintenance of stores.  

14-15 6.1  Explain Cleanliness and
        orderliness in stockyard
        storehouse, marshalling area,
        quarantine bay, Gangway, 
        store offices and fuel station
        etc.
6.2 Explain storage of  hazardous 
       materials, cold room, dark 
       Room etc.
6.3  Explain maintenance of 
       equipment such as forklift,
       Cranes, conveyor, hoist.  

6.1  Explain Cleanliness and
      Orderliness in stockyard,
storehouse, marshalling
area, quarantine bay, 
Gangway, store offices and 
fuel station etc.
6.2 Explain storage of 

hazardous materials, cool 
room, darkroom etc.
6.3 Explain maintenance of
Equipment such as forklift, 
cranes, conveyor, and hoist.

Textbook
s 
Journals 
Internet

 Demonstrate 
Cleanliness and 
orderliness in 
stockyard,  
storehouse, 
marshalling area, 
quarantine bay, 
gangway, store offices  
and fuel station etc.

 Demonstrate storage 
of  hazardous  
material, 

 Demonstrate 
maintenance of 

              Equipment such as       
forklift, cranes, conveyor, 
hoist.

 Demonstrate 
Cleanliness and 
orderliness in 
stockyard,  
storehouse, 
marshalling area, 
quarantine bay, 
gangway, store
offices  and fuel 
station etc.

 Guide students to 
store hazardous  
material,

 Demonstrate 
maintenance of 

              equipment such as       
forklift, cranes, conveyor, 

Textbooks 
Journals 
Internet
Stockyard, 
storehouse,
Quarantine 
bay,
Gangway, 
store offices, 
fuel station,
Forklift, 
crane, 
conveyor, 
hoist.
Tools and 
equipment 
for 
maintenance
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hoist.

ASSESSMENT CRITERIA
Coursework 

50%%
Course test 

25%
Practical

25%
Other (Examination/project/portfolio)

Programme: NATIONAL DIPLOMA  IN     
PURCHASING AND SUPPLY

Code:  PAS 113 Credit Hours:   4
              

Course: PRINCIPLES OF TRANSPORT
                 AND  DISTRIBUTION I

Pre-requisite:    Theoretical:     2   hours/week  -  50%

Semester:  FIRST  Practical:           2   hours/week  -  50%
Goal:  This course is designed to provide the student with the knowledge of and enable him to appreciate the concept 
and sub-functions of transport/distribution.

GENERAL OBJECTIVES:

On completion of this module, the student should be able to:

1.0 Know modes and types of transport.
2.0 Understand the distribution system.
3.0 Understand supply point.
4.0 Understand containerisation.
5.0 Understand Routing Engineering and Rationalisation.
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                            Theoretical Content                  Practical Content

Week

General Objective 1:  Know modes and types of transport.

1-3
1.1 Define transport and 

transportation.
1.2 List factors in selecting modes 

of transport.
1.3 Explain modes of transport;

(a) Rail
(b) Road
(c) Sea
(d) Inland waterways
(e) Air

1.4 Describe types of transport 
within the modes.

1.5 Relate the general cost 
implication of mode/type of 
transport on the profit of the 
enterprise.

1.6 Explain factors to consider in 
choosing a particular mode of 
transport.

1.7 Explain the merits and 
demerits of the various modes 
e.g. rail, sea, air, pipeline etc.

1.8 Explain the problems of 
railway system in Nigeria.

1.9 Explain factors that determine 

1.1 Explain transport and 
transportation.

1.2 Explain factors in selecting 
modes of transport.

1.3 Explain modes of transport;
(f) Rail
(g) Road
(h) Sea
(i) Inland waterways
(j) Air

1.4 Explain types of transport 
within the modes.

1.5 Explain the general cost 
implication of mode/type of 
transport on the profit of 
the enterprise.

1.6 Explain factors to consider 
in choosing a particular
mode of transport.

1.7 Explain the merits and 
demerits of the various 
modes e.g. rail, sea, air, 
pipeline etc.

1.8 Explain the problems of 
railway system in Nigeria.

Textbooks, 
Journal and 
Website.

 List modes of 
transport;

 Rail
 Road
 Sea
 Inland waterways
 Air
 List types of 

transport within 
the modes.

 List differences 
among 
modes/type s of 
transport seen.

 List factors to 
consider in 
choosing a 
particular mode 
of transport.

 List merits and 
demerits of the 
various modes 
e.g. rail, sea, air, 
pipeline etc.

 List problems of 

 Organize visit to 
a:

 Railway terminal
 Motor park
 Seaport
 Inland waterways
 Airport; 

for students to appreciate 
the modes of transport.

 Prepare model 
questions for 
students to ask 
officials during 
the visits above.

 Guide students to 
ask officials 
relevant 
questions.

Vehicle 

Guides

Marker 
board/pens

Flip chart 
and board

Pens and 
papers/not
e
books 

computer 
and 
accessories

papers 
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the rates charged for 
transporting goods.

1.9 Explain factors that
       determine the rates
       charged for transporting
       Goods.

railway system in 
Nigeria.

 List factors that 
determine the 
rates charged for 
transporting 
goods.

General Objective 2:  Understand the distribution system.
4-7 2.1 Explain owned fleet and 

contract hire. 
2.2  Distinguish between self 
owned fleet, and contract hire fleet
       (leasing)
2.3  Explain the advantages and

        disadvantages of 2.1 above.
2.4   Explain factors to consider in
        deciding to use either 
contract hire fleet or self owned 
fleet.
2.5  Explain public haulage by 
       Shipping, Air freight and 
through freight forwarders etc.
2.6 Describe its service to 
production and marketing.
2.7 Explain distribution operations.
2.8  Explain the influence of 
       Warehousing.
2.9 Explain the influence of 

delivering.

2.1  Explain owned fleet and
       Contract hire. 
2.2  Explain self owned fleet, 
and contract hire fleet 
(leasing)
2.3  Explain the advantages 

and disadvantages of 2.1 
above.
2.4   Explain factors to 
consider in deciding to use 
either contract hire fleet or 
self owned fleet.
2.5  Explain public haulage by 
       shipping, Air freight and
       through freight 
forwarders etc.
2.6  Explain its service to
       Production and 
marketing.
2.7  Explain distribution
       Operations.

Textbooks, 
Journal and 
Website.

 List differences 
between owned 
fleet and Contract 
hire fleet.  
(leasing)

 List advantages 
and 
disadvantages of 
owned fleet and 
Contract hire 
fleet.  (Leasing).

 List factors to 
consider in 
deciding to use 
either contract 
hire fleet or self 
owned fleet

 Demonstrate 
public haulage by 
shipping, Air 
freight       and 

 List differences 
between owned 
fleet and Contract 
hire fleet.  
(leasing)

 List advantages 
and 
disadvantages of 
owned fleet and 
Contract hire 
fleet.  (Leasing).

 List factors to 
consider in 
deciding to use 
either contract 
hire fleet or self 
owned fleet

 Demonstrate 
public haulage by 
shipping, Air 
freight       and 

Textbooks, 

Journals 

Website.

Marker 
board  and 
pens

Flip chart, 
Board and 
Marker 
pens
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2.10 Explain distribution 
resources Planning.

2.11Explain containerization.

2.8  Explain the influence of 
       Warehousing.
2.9 Explain the influence of 

delivering.
2.10 Explain distribution 

resources planning.
2.11Explain containerization.

through freight     
forwarders etc.

 Demonstrate 
distribution 
operations.

 List functions of a       
Warehousing 
facility.

 Demonstrate
distribution 
resources 
planning.

 Demonstrate 
containerization.

through freight     
forwarders etc.

 Guide students to 
perform 
distribution 
operations.

 Organize visit to 
a Warehousing 
facility.

 Guide students to 
carry out 
distribution 
resources 
planning.

 Demonstrate 
containerization.

General Objective 3: Understand supply point.
8-12 3.1 Explain location of supplies.

3.2 Describe methods of sitting.
3.3  Describe sitting according to 
       Demand.
3.4  Explain satisfying customer  
       Service levels.
3.5  Explain number and 
distribution 
       Cost.

3.1 Explain location of 
supplies.

3.2 Explain methods of sitting.

3.3 Explain sitting according to
Demand.

3.4 Explain satisfying 

Textbooks, 
Journal and 
Website.

 Illustrate location 
of supplies.

 List methods of 
sitting.

 Demonstrate 
sitting according 
to demand.

 Illustrate location 
of supplies.

 List methods of 
sitting.

 Demonstrate 
sitting according 
to demand.

Textbooks
, Journal 
and 
Website.
Marker 
board/pen
s
Flip 
chart/boar
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3.6 Explain cost optimization.
3.7 Describe depot sitting.

customer Service levels.

3.5 Explain number and 
distribution cost.

3.6 Explain cost optimization.

3.7 Explain depot sitting.

 Demonstrate 
satisfying 
customer service 
levels.

 Demonstrate 
number and 
distribution cost.

 Demonstrate cost 
optimization.

 Demonstrate 
depot sitting.

 Demonstrate 
satisfying 
customer service 
levels.

 Demonstrate 
number and 
distribution cost.

 Demonstrate cost 
optimization.

 Demonstrate 
depot sitting.

d

General Objective 4:  Understand containerisation.   
9-13 4.1 Define container.

4.2  Explain the difference between 
    Container and containerization.
4.3 Explain types of containers.
4.4  Explain the advantages and
      disadvantages of
containerization.
4.5 Explain the problems of 
      Containerization.
4.6  Explain the principal service 
       provided by international      
freight Forwarders.

4.1 Explain container.
4.2  Explain the difference 
       between  container and 
       Containerization.
4.3 Explain types of 
containers.
4.4  Explain the advantages 
and disadvantages of
       Containerization.
4.5 Explain the problems of 
      Containerization.
4.6  Explain the principal 
service provided by 

Textbooks
, Journal 
and 
Website.

 List the 
differences        
between container 
and      
Containerization.

 List types of 
              Containers.

 List advantages
              and 
disadvantages of
              Containerization.

 List the problems 
of

 Lead students to 
see types of      
containers.

 List the 
differences        
between container 
and        
Containerization.

 List types of 
              Containers.

 List advantages
       and disadvantages of                                  
Containerization.

Textbooks
, Journal 
and 
Website.
Container 
Marker 
board/pen
s 
Flip 
chart/boar
d/pens
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international Freight 
forwarders.

Containerization.
 List the principal

         services provided by
        international  freight
               Forwarders.

 List the problems 
of   
Containerization.

 List the principal
        services provided by           
international freight
               Forwarders.

General Objective 5:. Understand Routing Engineering and Rationalisation.
14-15 5.1 Define Routine Engineering and 

rationalization.
5.2 Explain steps in routine 
Engineering.
5.3  Explain why rationalisation is
       necessary.
5.4  Explain the advantages of
       Rationalisation.
5.5  Explain the process of 
       Rationalisation.

5.1  Explain Routine 
Engineering and 
rationalization.
5.2  Explain steps in routine
       Engineering.
5.3 Explain why rationalisation
is necessary.
5.4  Explain the advantages of
       Rationalisation.
5.5  Explain the process of
       Rationalisation.

Textbooks
, Journal 
and 
Website.

 Demonstrate 
Routine
Engineering and 
rationalization.

 List steps in 
routine           
Engineering.

 List reasons why
               rationalisation
                is necessary.

 List the 
advantages

            of rationalisation.
 Demonstrate the 

process of
                Rationalisation.

 Demonstrate 
Routine

               Engineering
and 
rationalization.

 List steps in route
               Engineering.

 List reasons why
               rationalisation
                is necessary.

 List the 
advantages

            of rationalisation.
 Demonstrate the 

process of
                Rationalisation.

Textbooks
, Journal 
and 
Website.
Marker 
board/pen
s 
Flip 
chart/boar
d/pens

ASSESSMENT CRITERIA
Coursework 

50%
Course test 

25%
Practical

25%
Other (Examination/project/portfolio)

             0%
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PROGRAMME: 
NATIONAL DIPLOMA IN PURCHASING AND 
SUPPLY

Code: PAS 121 Credit Hours:  4 

Course: PRINCIPLES OF PURCHASING II Pre-requisite: Principles of 
Purchasing I

Theoretical:    2   hours/week  - 50 %
Semester: SECOND Practical:        2     hours/week  - 50 %
Goal:   This course is designed to enhance the students’ further appreciation of purchasing practices and techniques to equip him for practice.

GENERAL OBJECTIVES:

On completion of this module, the student should be able to:

1.0 Understand import and export aspects of procurement.
2.0 Know the basic control documents used in purchasing
3.0 Understand the organization and use of purchasing manuals.
4.0 Understand the organization of purchasing department.
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                                Theoretical Content                  Practical Content

Week

General Objective 1:  Understand import and export aspect.

1.1 Explain importing and 
exporting of 
commodities.

1.2 Explain basic import 
procedure and 
documentation.

1.3 Define import duties 
and tariffs.

1.4 Explain purchasing for 
export requirements.

1.5 Describe basic export 
procedures and 
documentation.

1.6 Explain packaging and 
protection 
requirements.

1.7 Appraise the use of 
import and export 
agencies.

1.1 Define import, 
export, importation 
and exportation.

1.2 Explain basic import 
procedures and 
documentations.

1.3 Explain import 
duties and tariffs.

1.4 Explain purchasing 
for export 
requirements.

1.5 Explain basic export 
procedures and 
documentation.

1.6 Explain packaging 
and protection 
requirements.

1.7 Explain the use and 
importance of 
import and export 
agencies

Textbooks, 
Journals and 
Website.
Publications 
of NEPC, NPA 
etc

 Identify different 
documents used 
in export/import 
business.

 Demonstrate 
filling the
documents

 List the basic 
import/export  
procedures and 
documents 
involved

 List roles, 
functions and 
importance of 
import/export 
agencies in 
procurement 
activities. 

 Display various 
documents used 
in import /export 
trade.

 Organize visit to 
any agency 
involved in 
import/export 
activities for 
students to make 
enquiries

Textbooks, 
Journals and 
Website.
Publications
Export/impor
t documents
Flip 
chart/board/
marker pens
Vehicle 

General Objective 2: Know basic control documents used in purchasing
2.1  Explain purchase 
requisition and 

1.1 Explain contents of 
purchase requisition, 

Textbooks, 
Journals and 

 Prepare and fill 
purchase 

 Guide students to 
prepare and fill 

Textbook
s, 
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       Its function.
2.2  Describe bill of materials 
and the 
       Purpose it serves.
2.3 Describe enquiry form 
and its use.
2.4  Describe purchase order 
and its 
       Use.
2.5 Explain advice note and 
its use.
2.6  Describe consignment 
note and its
       Use.
2.7  Describe invoice 
document and the
       Purpose it serves.
2.8  Describe goods received 
note and 
       Its use.

its function and how 
it can be used.

1.2 Explain bill of 
materials and its 
purpose.

1.3 Explain enquiry form 
and its use

1.4 Explain purchase 
order and its use.

1.5 Explain advise note 
its contents, source 
and use

1.6 Explain invoice 
document and its 
purpose.

1.7 Explain goods 
received note 
including the various 
names it is called 
such as GRN, SRVs, 
GRR etc

Website. requisition, bill of 
materials, 
enquiry form,.

 Demonstrate the 
use of purchase 
order

 Prepare :
 Advice note 

with details 
of its 
contents, 
source.

 Consignment 
note

 Invoice 
document

 Goods 
received 
note. 

purchase 
requisition, bill of 
materials, 
enquiry form,.

 Demonstrate the 
use of purchase 
order

 Guide students to 
prepare :
 Advice note 

with details 
of its 
contents, 
source.

 Consignment 
note

 Invoice 
document

 Goods 
received 
note. 

Journals 
and 
Website.
Samples 
of 
purchase 
requisitio
n, bill of 
materials, 
enquiry 
form, etc

General Objective 3: Understand organization and use of purchasing manuals.
3.1  Explain purchasing 
manual and its 
       benefits.
3.2  Explain the use of 
purchasing  Manual.
3.3  Explain how the 
purchasing 
       Manual could be 

3.1 Explain purchase 
manual and its 
contents.

3.2 Explain how the 
purchasing manual is
used and its users in 
organization.

Textbooks, 
Journals 
and 
Website.
Purchasing 
Manual

 Demonstrate the 
use of a purchasing 
Manual

 List users of 
purchasing Manual 
in an organization.

 Identify contents of 
a purchase manual

 Display sample 
copy purchase 
manual and its 
contents.

 Demonstrate 
the use of a 
purchasing 
Manual

Textbook
s, 
Journals 
and 
Website.
Sample 
purchasin
g Manual
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classified.
3.4  Explain the contents of a 
       Purchasing manual, 
purchasing organization, 
policy and Procedure.

3.3 Explain contents of 
purchase manual, 
purchasing 

       organization, policy 
and   
       Procedure.

 List users of 
purchasing 
Manual in an 
organization.

 Identify 
contents of 
purchase 
manual.

General Objective 4: Understand the organization of purchasing department.
4.1 Explain the organization 

and receipts of 
information from 
records section.

4.2 Explain how pricing 
section is organized.

4.3 Describe how 
requisitioning and 
ordering should be 
organized.

4.4 Explain how 
progressing of order is 
organized.

4.5 Explain how inspection 
and receiving of orders 
should be organized.

4.6 Define purchasing 
research and its 
advantages.

4.1 Explain types of 
organization of 
purchasing such as by 
location, materials/
equipment and by 
combination of both 
etc.

4.2 Describe how order      
requisition should be 
made.

4.3 Explain how orders 
should be followed up.

4.4 Explain how to 
prepare orders status 
report and its uses.

4.5 Explain purchasing 
research, its uses and 
advantages.

Textbooks, 
Journals 
and 
Website.

 Demonstrate types 
of organization of 
purchasing such as 
by location, 
materials/equipmen
t and by 
combinations of 
both etc.

 Demonstrate how 
to organise and 
receive information 
from records

 Demonstrate how 
pricing section is 
organised 

 Demonstrate how 
requisitioning and 
ordering should be 
organised.

 Demonstrate how 
order requisition 

 Demonstrate 
types of 
organization of 
purchasing such 
as by location, 
materials/equip
ment and by 
combinations of 
both etc.

 Guide students 
to organise and 
receive 
information 
from records

 Demonstrate 
how pricing 
section is 
organised 

 Demonstrate 
how 
requisitioning 

Textbook
s, 
Journals 
and 
Website.
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should be made.
 Demonstrate how 

to prepare orders 
and how orders 
should be followed 
up.

 Demonstrate how 
to prepare orders 
status report and 
its uses.

 Carry out 
purchasing 
research.

and ordering 
should be 
organised.

 Demonstrate 
how order 
requisition 
should be made.

 Demonstrate 
how to prepare 
orders and how 
orders should be 
followed up.

 Demonstrate 
how to prepare 
orders status 
report and its 
uses.

 Guide students 
to carry out 
purchasing 
research.

ASSESSMENT CRITERIA
Coursework 

50%
Course test 

25%
Practical

25%
Other (Examination/project/portfolio)

PROGRAMME: 
NATIONAL DIPLOMA IN PURCHASING 

Code: PAS 122 Credit Hours:   4
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AND SUPPLY
Course:  STORES ADMINISTRATION
                AND CONTROL OF STOCK II

Pre-requisite: Stores 
Administration and Control of 
Stock I

Theoretical:    2  hours/week  - 50 %

Semester: SECOND Practical:        2 hours/week  -  50 %
Goal:  This course is designed to equip the student with further knowledge and skills to enable him manage stores
effectively.

GENERAL OBJECTIVES:

On completion of this module, the student should be able to:

1 Know methods of stock control
2 Understand ABC analysis or Pareto’s theory as applied to stores.
3 Know the basics of financial control.
4 Understand stock random checking and comprehensive stock checking.

                          Theoretical Content              Practical Content

Week

General Objective 1:  Know methods of stock control.

1-3
1.1 Identify units of issues:

(a) Pins
1.1 Explain using:
- Examples of items 

Textbooks,
Journals 

 Demonstrate unit of 
issues using 

 Purchase some 
items. Using them 

Textbooks,
Journals 
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(b) Washers
(c) Bolt, etc

1.2 Explain stores vocabulary and 
masters stock list with 
introduction to their 
background and use.

1.3 Explain general principles of 
control of stock such as:
(a) Physical records methods.
(b) Visual or stock records 

methods.
1.4 Explain the role of computer in 

the control of stock.

purchased, their unit 
of issues according 
to the size of usage 
of the item.

1.2 Describe, using 
sample copy, Stores 
Vocabulary.

1.3 Explain aims and 
process of stock 
control.

1.4 Explain stock control 
by use of stock 
card.

1.5 Explain stock control 
by use of two bin, 
three bins systems.

1.6 Explain the role of 
computer in the 
control of stock.

and
Website

available stock, 
according to the size 
of usage of the 
item.

 Identify units of 
issues:

 Pins
 Washers
 Bolt, etc

 Identify stores 
vocabulary and 
master stock list 

 Demonstrate 
general 
principles of 
control of stock 
such as:

 Physical records 
methods.

 Visual or stock 
records 
methods.

 Demonstrate 
the use of 
relevant 
computer 
softwares in 
stock control

as examples, 
demonstrate their 
unit of issues 
according to the 
size of usage of the 
item.

 Show copy of 
stores vocabulary.

 Demonstrate the 
process of stock 
control by use of 
stock card; two bin, 
three bins systems. 

 Demonstrate the 
use of relevant 
computer softwares 
in stock control

and
Website



35

General Objective 2:  Understand ABC analysis or Pareto’s theory as applied to stores.
4-6 2.1 Explain ABC analysis or Pareto’s   

theory and its application to stores.
2.2 Explain the advantages of the 
ABC Analysis.
2.3 Explain the relationship of 
80/20; ABC Analysis. 

2.1 Explain ABC theory 
and how it is applied to 
stores.

2.2 Explain classes of 
materials ABC and their 
importance in terms of 
value and quantity. 

Textbooks,
Journals 
and
Website

 Demonstrate 
ABC analysis or 
Pareto’s theory
and its 
application.

 List the 
advantages of 
the ABC 
Analysis.

 Demonstrate the 
application of ABC 
theory to stores.

 Display classes of 
materials ABC

 List their 
importance in 
terms of value and 
quantity. 

Textbooks,
Journals and
Website
Marker 
Board/Pens
Flip 
Chart/Board 

General Objective 3:  Understand the basics of financial control.
7-10 3.1 Explain financial aspects of 

control of stock.
3.2 Explain the basic store costs 
and budget.
3.3  Explain different methods of 
       Pricing using FIFO, LIFO, etc.
3.4  Explain effect of errors in stock 
       Valuation.

3.1 Explain stock control 
by value
3.2 Explain stock record 
cards.
3.3 Explain types of 
stock accounts
3.4 Explain main stock 
accounts.
3.5 Explain methods of  
costing, LIFO, FIFO, 
Standard  pricing etc.

Textbooks,
Journals 
and
Website

 Demonstrate stock 
control by value

 Demonstrate the 
filling of stock 
record cards.

 Prepare types of 
stock accounts, 
store costs and 
budget.

 Prepare main 
stock accounts.

 Demonstrate 
methods of 
costing, LIFO, 
FIFO, Standard 
pricing etc.

 Detect errors in 

 Demonstrate 
stock control by 
value

 Demonstrate the 
filling of stock 
record cards.

 Guide students 
to prepare types 
of stock 
accounts, store 
costs and 
budget.

 Guide students 
to prepare main 
stock accounts.

 Demonstrate 
methods of 

Textbooks,
Journals and
Website
Stock record 
cards
Papers
Computer
Samples of 
stock 
accounts, 
budget
Store record 
cards
Samples of 
stock
valuation 
documents.
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stock valuation
 List the effects of 

errors in stock 
valuation.

costing, LIFO, 
FIFO, Standard 
pricing etc.

 Guide students 
to detect errors 
in stock 
valuation

 List the effects 
of errors in stock 
valuation.

General Objective 4: Understand stock taking and checking.
11-15 4.1   Explain stock taking methods.

4.2   Explain stock discrepancies, 
        obsolete, obsolescence, scrap, 
        Pilferage etc.
4.3   Explain causes of 
discrepancies.
4.4   Explain control of scraps and 
unwanted materials.

4.1 Explain types of 
stock taking such as 
continuous, periodic etc.
4.2 Explain stock 
discrepancies, obsolete, 
obsolescence, scrap, 
        Pilferage etc.
4.3 Explain causes of 
discrepancies.
4.4 Explain control of 
scraps and unwanted 
materials.

Textbooks,
Journals 
and
Website

 Demonstrate 
types of stock 
taking such as 
continuous, 
periodic etc.

 Identify stock 
discrepancies, 

            Obsolete,       
obsolescence, Scrap, 
pilferage etc.

 List causes of 
discrepancies 

 Demonstrate 
control of 

        Scrap and unwanted         
materials.  

 Demonstrate 
types of stock 
taking such as 
continuous, 
periodic etc.

 Guide students to  
identify stock 
discrepancies, 

            Obsolete,       
obsolescence, Scrap, 
pilferage etc.

 List causes of 
discrepancies 

 Demonstrate
 Control of Scrap 

and unwanted              
materials.  

Textbooks,
Journals 
and
Website
Flip 
chart/Board
Marker 
Board/Pens
Computers
Papers
calculators

ASSESSMENT CRITERIA
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Coursework 
50%

Course test 
25%

Practical
25%

Other (Examination/project/portfolio)

Programme: NATIONAL DIPLOMA
                             IN PURCHASING AND
                             SUPPLY

Code: PAS 123 Credit Hours:   4
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Course:  PRINCIPLES OF TRANSPORT 
               AND DISTRIBUTION II

Pre-requisite: PRINCIPLES OF 
TRANSPORT AND DISTRIBUTION I

Theoretical:        2 hours/week – 50%

Semester: SECOND   Practical:            2 hours/week  - 50%
Goal:  This course is intended to provide the student with additional knowledge and skill on transportation and distribution to enable him 
perform operations in transportation and distribution activities

GENERAL OBJECTIVES:

On completion of this module, the student should be able to:

1.0 Understand routing and scheduling
2.0 Understand distribution plans
3.0 Know transport legislations.
4.0 Apply information technology in transport and distribution.

                             Theoretical Content                   Practical Content

Week

General Objective 1:  Understand Routing and Scheduling.
Specific Learning 

Outcomes

Teacher’s Activities Resourc
es

Specific Learning 

Outcomes

Teacher’s   
Activities

Resourc
es

1-3 1.1 Explain scientific routing.
1.2  Describe assignment of 
       Vehicles.
1.3 Explain delivery schedules.
1.4  Explain variable factors of 

1.1 Explain scientific 
routing.
1.2 Explain assignment of
Vehicles.
1.3 Explain delivery 

Textbooks, 
Journal and 
Website.

 Demonstrate 
scientific routing.  

 Demonstrate 
assignment of 

               Vehicles.

 Demonstrate 
scientific 
routing.

 Demonstrate 
assignment of 

Textbooks, 
Journal 
and 
Website.
Computer
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       Scheduling. schedules.
1.4 Explain variable factors 
of scheduling.

 Prepare delivery 
schedules.

 List variable factors 
               of scheduling.

              Vehicles.
 Guide students 

to prepare 
delivery 
schedules.

 List variable 
factors of 
scheduling.

Marker 
pens/Board
Flip 
chart/Boar
d

General Objective 2:  Understand distribution plans.
4-6 2.1  Explain planning economic

       Deliveries.

2.2 Explain rationalization.

2.3 Explain trucking and back 
loading.

2.4 Explain local delivery 
planning.
2.5 Describe loading and 
unloading. 

2.1 Explain planning 
economic deliveries.

2.2 Explain rationalization.

2.3 Explain trucking and 
back-loading.

2.4 Explain local delivery 
planning.
2.5 Explain loading and 
unloading.

Textbooks, 
Journal and 
Website.

 Develop a plan 
for  

           Economic 
deliveries.

 Demonstrate 
rationalization

 Demonstrate 
trucking and back 
loading.

 Prepare a local 
delivery plan.

   Demonstrate 
loading and 
unloading. 

 Guide students to 
develop a plan for  

     Economic deliveries.
 Demonstrate 

rationalization
 Demonstrate 

trucking and back 
loading.

 Guide students to 
prepare a local 
delivery plan.

   Demonstrate 
loading and 
unloading. 

Textbooks, 
Journal 
and 
Website.
Computer
Truck
Loaders 
Goods 

General Objective 3:  Know transport legislation.
7-9 3.1 Explain legislations relevant 

to distribution of goods.

3.2 Explain receipt of goods.

3.1 Explain legislations 
relevant to distribution 
of goods.

3.2 Explain receipt of 

Textbooks, 
Journal 
and 
Website.

 List legislations 
relevant to 
distribution of 
goods.

 Demonstrate 

 Display legislations 
relevant to 
distribution of 
goods.

 Demonstrate 

Textbooks, 
Journal and 
Website.
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3.3 Describe unloading of goods.

3.4 Describe loading of goods.

3.5 Explain licensing    .

3.6 Explain plating of vehicles.

3.7 Explain changing legislation.

3.8 Explain roles of the police, 
traffic warden, V.I.O.’s, Road 
safety officers etc.

3.9 Explain  duties and 
responsibilities of :
(a) Transport Manager, 
(b) Drivers,
(c) Road Transport Workers 

Union (NURTW). etc.

3.10 Explain types of 
insurance applicable to 
Transport and Distribution.

goods.

3.3 Describe unloading of 
goods.

3.4 Describe loading of 
goods.

3.5 Explain licensing    .

3.6 Explain plating of 
vehicles.

3.7 Explain changing 
legislation.

3.8 Explain roles of the 
police, traffic warden, 
V.I.O.’s, Road safety 
officers etc.

3.9 Explain  duties and 
responsibilities of :
(a) Transport Manager, 
(b) Drivers,
(c) Road Transport 

Workers Union 
(NURTW). etc.

3.10 Explain types of 
insurance applicable to 

receipt of goods.
 Demonstrate 

unloading of 
goods.

 Demonstrate 
loading of goods.

 List procedures 
for licensing and 
plating of 
vehicles.

 List the roles of 
the police, traffic 
warden, V.I.O.’s, 
Road safety 
officers etc.

 List duties and 
responsibilities of
 Transport 

Manager,
 Drivers, 
 Road 

Transport 
Workers 
Union etc. 
(NURTW).

 List types and 
roles of 
insurance 
applicable to 
Transport and 

receipt of goods.
 Demonstrate 

unloading of goods.
 Demonstrate 

loading of goods.
 Guide a visit to VIO, 

Road Safety, 
Internal Revenue 
Office etc for 
students to interact 
with officials about 
licensing, plating of 
vehicles, and their 
roles

 Guide a visit to 
NURTW office for 
students to interact 
with the officials on 
the duties of
 Transport 

Manager, 
 Drivers, 
 Road Transport 

Workers Union 
(NURTW). etc.

 Invite an Insurer to 
talk to students 
about their roles.

    .
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Transport and 
Distribution.

Distribution.

General Objective 4:  Understand information Technology in Transport and Distribution.
11-15 4.1 Define information 

technology.
4.2 Explain Management 

Information System.
4.3 Explain Electronic data 

interchange.
4.4 Explain data base 

requirement.
4.5 Explain the importance of 

Information Technology as 
its affect Transport and 
Distribution.

4.6 Explain mechanical handling 
devices in Transport and 
Distribution.

4.1 Explain information 
technology.

4.2 Explain Management 
Information System.

4.3 Explain Electronic 
data interchange.

4.4 Explain data base 
requirement.

4.5 Explain the 
importance of 
Information 
Technology as it 
affects Transport and 
Distribution.

4.6 Explain mechanical 
handling devices in 
Transport and 
Distribution.

Textbooks, 
Journal 
and 
Website.

 Demonstrate the 
use of 
Management 
Information 
System.

 Demonstrate the 
use of Electronic 
data interchange.

 Demonstrate the 
application of 
data base 
requirements in 
transport and 
distribution.

 List the 
importance of 
Information 
Technology as it 
affects Transport 
and Distribution.

 Identify different 
mechanical 
handling devices 

 Demonstrate the use 
of Management 
Information System.

 Demonstrate the use 
of Electronic data 
interchange.

 Guide students to 
apply data base 
requirements in 
transport and 
distribution.

 List the importance
of Information 
Technology as it 
affects Transport 
and Distribution.

 Conduct students 
round mechanical 
handling devices in 
Transport and 
Distribution.

Textbooks, 
Journal 
and 
Website.
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in Transport and 
Distribution.

ASSESSMENT CRITERIA
Coursework 

50%
Course test 

25%
Practical

25%
Other (Examination/project/portfolio)

PROGRAMME: NATIONAL DIPLOMA 
                              IN PURCHASING AND
                              SUPPLY

Code:  PAS 211 Credit Hours:   4 
              

Course:  PRACTICE OF PURCHASING I Pre-requisite:    Theoretical:      2      hours/week  - 50%
Semester:  THIRD Practical:          2   hours/week  -  50%
Goal:  
This course is designed to provide the student with the knowledge, skills and techniques for purchasing practice.

GENERAL OBJECTIVES:

On completion of this module, the student should be able to:

1 Appreciate the role of purchasing and materials management in business.
2 Understand specifications of design engineers and quality assurance from suppliers.
3 Understand supply market structure and sourcing procedure. 
4 Know methods of pricing and payment procedure.
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5 Appreciate recent developments in purchasing.
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                                                      Theoretical Content                              Practical Content

Week

General Objective 1:  Understand the role of purchasing and materials management in business.
Specific Learning Outcomes Teacher’s Activities Resource

s
Specific Learning 

Outcomes

Teacher’s   Activities Resources

1.1 Explain purchasing functions.
1.2 Examine purchasing 

department in relation with 
other departments.

1.3 State the role of materials 
management in business.

1.4 Explain consolidation of 
materials activities in an 
organization in a totally  
centralized system under:

i. Material management 
concept.

ii. Physical distribution 
management concept.

iii. Logistics management

1.1 Explain purchasing 
functions.
1.2 Explain the relationship of 
the purchasing department 
with other departments.
1.3 Explain the role of 
materials management in
business.
1.4 Explain consolidation of 
materials activities in an 
organization in a totally 
centralized system under:
i.  Materials  management     
    Concept.
ii. Physical distribution 
     Management concept.
iii. Logistics management

Textbooks
, Journal 
and 
Website.

 List purchasing 
functions.

 Demonstrate the 
relationship of the 
purchasing 
department with 
other departments.

 List purchasing 
functions.

 Demonstrate the 
relationship of the 
purchasing 
department with 
other departments.

Textbooks, 
Journal and 
Website.
Marker 
board/pens
Flip Chart/ 
Board
Chart of the 
organization
/purchasing 
department
Computer
Cardboard 
papers.

General Objective 2:  Understand specifications of design engineers and quality assurance from suppliers.
2.1 Identify types of specifications 
and their uses.
2.2  Enumerate the role of        

2.1 Explain types of 
specification such as 
Technical Engineering 

Textbooks
, Journal 
and 

 Identify types of 
            specifications and 
               their uses.

 Show types of 
specification such 
as Technical 

Textbooks, 
Journal and 
Website.
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suppliers,  buyers etc, in design and 
       Specification especially as it 
affects   purchasing ability to 
contribute to Company’s profit.
2.3 Explain compilation, uses and 

Limitations of International, 
national and company standards 
as it affects specifications and 
ability to purchase.

2.4 Explain the use of techniques of 
Variety reduction and 
standardization in reviewing and 
improving more designs and 
specifications.

2.5 Define value engineering and 
Value analysis as it relates to 
specification and quality in 
purchasing.

2.6 Explain the procedure for quality
determination.

2.7 Explain methods of quality 
Control and the process of 
quality audit. 

Designs, sample by function, 
by methods of production.

2.2 Explain the role of 
suppliers and buyers in each 
type of specification above.

2.3 Explain specifications by 
standards organizations.

2.4 Explain standard, 
standardization simplification.

2.5 Explain concept of value 
Engineering and value 
analysis.

2.6 Explain quality and how 
to determine quality.

2.7 Explain methods of 
quality control including 
inspection.

2.8 Explain quality 
assurance.

Website.  Observe the process 
of value Engineering 
and value analysis, 
quality 
determination and 
methods of quality 
control and 
inspection in a 
manufacturing 
outfit.

Engineering 
Designs, sample by 
function, by 
methods of 
production.

 Guide students to 
identify
specifications by 
standards
organization.

 Guide a visit to an 
engineering/produc
tion/ manufacturing 
outfit for students 
to observe the
process of value 
Engineering and 
value analysis, 
quality 
determination and 
methods of quality 
control and 
inspection.

Varieties of 
Engineering 
Designs
Products
Writing 
materials
Vehicle

General Objective 3: understand supply market structure and sourcing procedure. 
3.1 Examine supply market structures 
and their implications for efficient 
Purchasing.

3.1 Explain supply market 
structures and their 

implication on buyers and 

Textbooks
, Journal 
and 

 Demonstrate supply 
market structures
and their implications 

 Demonstrate 
supply market 
structures

Textbooks, 
Journal and 
Website.
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3.2  Examine sourcing policies under 
the use of:
       i.  Single sourcing supply;
      ii.  Dual sourcing supply;
     iii. Multiple sourcing supplies.
3.3 Explain good suppliers.
3.4 State factors used in supplier 
selection, and source of supplier 
evaluation.
3.4 State factors to consider in 

Supplier evaluation.
3.5 Enumerate problems associated 

with random rating and suggest 
possible solutions.

sellers.
3.2 Explain sourcing policies 

including e-sourcing.
3.3 Explain single sourcing, 
dual sourcing and multiple 

sourcing.
3.4 Explain good supplier and 

qualities of good supplier.
3.5 Explain how to select 
sources of supply.

3.6 Explain factors for 
supplier evaluation such as 
quality, quantity, record of 
service, Technical staff and 
equipments and financial 

strengths.
3.7 Explain 100% inspection 

methods.

Website. for efficient 
purchasing.

 Identify good
suppliers.

 List factors used in 
supplier selection, 
and supplier
evaluation.

 Demonstrate random 
rating

 List problems 
associated with 
random rating and 
their possible 
solutions

 Demonstrate 100% 
inspection methods.

 Guide 
students to 
identify good 
supplier and 
qualities of 
good supplier.

 Guide 
students to 
select sources 
of supply. 

 Guide 
students on 
supplier 
evaluation 
using 
parameters 
such as 
quality, 
quantity, 
record of 
service, 
Technical staff 
and 
equipment 
and financial 
strengths.

 Demonstrate
100% 
inspection 
methods.

Marker 
board/pens
Flip chart/board
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General Objective 4: Understand methods of pricing and payment procedure.
4.1 Examine various pricing methods
4.2 State how prices are determined.
4.3 Explain how prices and costs are 

analyzed.
4.4 Explain the use of analysis in 4.2 

above in comparing costs from 
suppliers.

4.5 Explain the use and importance of 
discounts in pricing as its affects 
purchasing.

4.6 Explain methods of payment 
4.7 State the implication of each 

method in 4.6 above with respect 
to timing.

4.8 Explain types of markets and how 
purchasing from each is affected 
by time.

4.9 Examine purchasing timing 
policies as they affect basic 
approaches to inventory 
management.

4.10 Explain buying prices in 
fluctuating markets.

4.11 Explain progress payment 
and retention strategy in 
purchasing.

4.1 Examine various 
pricing methods and 
how prices are 
determined.

4.2 Explain how prices and 
costs are analyzed.

4.3 Explain the use of 
analysis in 4.2 above to 
compare costs from 
suppliers.

4.4 Explain the use and 
importance of discounts 
in pricing as its affects 
purchasing.

4.5 Explain methods of 
payment and their timing 
implications.

4.6Explain types of markets 
and how purchasing from 
each will be affected by time.
4.7 Examine purchasing 
timing policies as they affect 
basic approaches to 
inventory management.
4.8 Explain buying prices in 
fluctuating markets.
4.9Explain progress payment 
and retention strategy in 

Textbooks, 
Journal and 
Website.

 Demonstrate various 
pricing methods and 
how prices are 
determined.

 Demonstrate how 
prices and costs are 
analyzed.

 Use the analysis in 4.2 
above to compare costs 
and suppliers.

 Demonstrate the 
treatment of discounts 
in pricing as it affects 
purchasing.
 Observe how 

purchasing from 
different types of 
markets is affected 
by time.

 Apply purchasing 
timing policies as they 
affect basic approaches 
to inventory 
management.

 Determine buying 
prices in fluctuating 
markets.

 Effect and apply 
progress payment and 

 Demonstrate 
various pricing 
methods and how 
prices are 
determined.

 Demonstrate how 
prices and costs 
are analyzed.

 Use the analysis in 
4.2 above to 
compare costs and 
suppliers.

 Demonstrate the 
treatment of 
discounts in 
pricing as it affects 
purchasing.
 Guide a visit to 

different types 
of markets for 
students to 
observe how 
purchasing 
from each is
affected by 
time.

 Guide students to 
apply purchasing 
timing policies as 

Textbooks, 
Journal and 
Website.
Marker 
board/pens
Flip chart and 
board
Computer 
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purchasing. retention strategy in 
purchasing.

they affect basic 
approaches to 
inventory 
management.

 Guide students to 
determine buying 
prices in 
fluctuating 
markets.

 Guide students to 
effect and apply 
progress payment 
and retention 
strategy in 
purchasing.

General Objective 5:  Appreciate recent developments in purchasing.
5.1 Explain e-sourcing.
5.2 Explain e-buying
5.3 Differentiate between 5.1 and 5.2 
above.
5.3 Explain supply chains and their
      Characters.

5.1 Explain e-sourcing.
5.2 Explain e-buying
5.3 Explain supply chains 

and their characters.

Textbooks, 
Journal and 
Website.

 Carry out e-
sourcing, e-buying

 Demonstrate 
supply chains and 
their characters.

 Guide students 
to carry out  
e-sourcing, e-
buying

 Demonstrate 
supply chains 
and their 
characters.

Textbooks, 
Journal and 
Website.
computer

ASSESSMENT CRITERIA
Coursework 

50%
Course test 

25%
Practical

25%
Other (Examination/project/portfolio)
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PROGRAMME: NATIONAL DIPLOMA 
                              IN PURCHASING AND
                              SUPPLY

Code:  PAS 212 Credit Hours:   4   
              

Course:    STORES DESIGN AND
                  MATERIALS HANDLING I

Pre-requisite:    Theoretical:       2     hours/week  - 50%

Semester:  THIRD Practical:           2   hours/week  -  50%
Goal:  This course is designed to introduce the student to the principles of good stores design, and the selection and effective use of 
            Stores equipment.  

GENERAL OBJECTIVES:

On completion of this module, the student should be able to:

1.0 Know types of stores.
2.0 Understand sitting of stores.
3.0 Understand methods of storage.
4.0 Appreciate role of stores personnel.
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                                                  Theoretical Content                                  Practical Content

Wee

k

General Objective 1:  Know types of stores.

Specific Learning 

Outcomes

Teacher’s Activities Resources Specific Learning 

Outcomes

Teacher’s   Activities Resources

1.1 Describe control of 
warehouse.

1.2 Explain national retail re-
distribution to captive 
outlets.

1.3 Describe public service 
industries.

1.4 Describe subsidiary stores 
and imprest.

1.5 Describe production 
stores.

1.6 Describe finished goods 
and work in progress 
stores.

1.7 Describe special stores 
for:
(a) Oils
(b) Explosives
(c) Spirits
(d) Fragile, etc.

1.8 Explain legal requirement 
for these stores.

1.1 Explain warehousing
1.2 Explain national retail re-

distribution to captive 
outlets.

1.3 Explain public service 
industries.

1.4 Explain subsidiary stores 
and imprest.

1.5 Explain production 
stores.

1.6 Explain finished goods 
and work in progress 
stores.

1.7 Explain special stores 
such as Oils, Explosives, 
Spirits, Fragile, 
chemicals, etc.

1.8 Explain legal 
requirement for these 
stores.

1.9 Classify equipments 
according to industries.

Textbooks, 
Journal and 
Website.

 Demonstrate
control of 
warehouse.

.
 List 

characteristics of 
public service 
industries.

 List functions of 
subsidiary stores 
and imprest.

 List functions of 
production 
stores.

 List differences 
between finished 
goods and work 
in progress 
stores.

 List differences 
between the 
various types 

 Guide a visit to a 
warehousing 
facility, public 
service 
industries, 
subsidiary 
stores, 
production 
stores, finished 
goods and work 
in progress 
stores, special 
stores such as 
Oils, Explosives, 
Spirits, Fragile, 
chemicals, etc.

 List legal 
requirement for  
the various 
stores above.

Textbooks, 
Journal and 
Website.
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1.9 Explain range of materials 
handled.

1.10 Explain plant and 
equipment.

1.11 Explain factors in 
selection of the types of 
equipment to use for 
handling.

1.10 Site examples of 
existing types of stores 
and how they are sited.

stores and special 
stores for:

(a) Oils
(b) Explosives
(c) Spirits
(d) Fragile, etc.
 List legal 

requirement for 
the different 
types of stores.

 List range of 
materials handled
by the various 
store types.

 List plant and 
equipment
required in the 
various stores.

 List factors in 
selection of 

        the types of        
equipment to use 
        for handling.

 Classify 
equipment 
according to 
industries.

 List examples of 
existing types of 
stores and how 
they are sited.

General Objective 2:  Understand the sitting of stores.
2.1 Explain location consideration.
2.2 Explain motorway network.
2.3 Explain distributive systems.
2.4 Describe local delivery services.
2.5 Explain overnight and long haul 

2.1 Explain location 
consideration.
2.2 Explain motorway 
network.
2.3 Explain distributive 

Textbooks, 
Journal and 
Website.

 List factors in 
location       
consideration.

 Identify 
appropriate

 Guide a 
visit to a 
standard 
store for 
students to 

Textbooks, 
Journal and 
Website.
Warehouse/sto
re,



52

trucking.
2.6  Explain railhead and import 
       Proximity.
2.7 Describe expansion and 
flexibility.
2.8 Explain the effects of regulation 
on working hours.

systems.
2.4 Explain local delivery 
services.
2.5 Explain overnight and 
long haul trucking.
2.6 Explain railhead and 
import proximity.
2.7 Describe expansion 
and flexibility.
2.8 Explain the effects of 
regulation on working 
hours.

motorway network.
 Demonstrate 

proper distributive 
systems.

 Demonstrate local 
delivery         
Services.

 List advantages 
and dangers of 
overnight and long 
haul trucking.

 List advantages of 
railhead and import
proximity.

 List the effects of 
regulation on 
working hours.

observe 
location 
considerati
ons, 
Motorway 
network, 
distributive 
systems, 
local 
delivery 
services, 
overnight 
and long 
haul 
trucking,
railhead 
and import 
Proximity,

 List the 
effects of 
regulation 
on working 
hours.

Marker 
board/pens, 
flip chart/board

General Objective 3: Understand methods of storage.
4.1 Define Racking.
4.2 Explain adjustable pallet 

racking..
4.3 Describe binning.
4.4 Explain mobile racking.
4.5 Explain bulk storage.

4.1 Explain methods of 
storage and including 
Racking, Pallet, binning..
4.2 Explain binning 
including mobile racking.
4.3 Explain bulk storage.

Textbooks, 
Journals, 
Website.

 Demonstrate 
methods of storage 
including Racking, 
Pallet, binning..

 Demonstrate binning 
including mobile 

 Demonstrate 
methods of 
storage 
including 
Racking, 
Pallet, 

Textbooks, 
Journals, 
Website.
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4.6 Explain special fixtures.
(a) Automated;
(b) Location;
(c) Retrieved.
4.7 Explain live storage.
4.8 Describe very narrow aisle 

(VNA) racks.

4.4 Explain special fixtures.
(a) Automated;
(b) Location;
(c) Retrieved.
4.1 Explain live storage.
4.2 Explain very narrow 

aisle (VNA) racks.

racking.

 Demonstrate bulk 
storage.

 Demonstrate special 
fixtures.

 Automated;
 Location;
 Retrieved.

 Demonstrate live 
storage.

 Demonstrate very 
narrow aisle (VNA) 
racks.

binning..

 Demonstrate 
binning 
including 
mobile 
racking.

 Demonstrate 
bulk storage.

 Demonstrate 
special 
fixtures.

 Automated;
 Location;
 Retrieved.

 Demonstrate 
live storage.

 Demonstrate 
very narrow 
aisle (VNA) 
racks.

General Objective 4: Appreciate role of stores personnel.
4.1 Explain the role of supervisor in 

stores design and materials 
handling..

4.2 Explain the role of Storekeeper in 
stores design and material 
handling.

4.3 Explain role of Stores Assistant 
(Attendant)

4.4 Explain qualities of Stores 
Supervisor, Storekeepers, Stores 

4.1 Explain the role of 
supervisor in stores 
design and materials
handling..

4.2 Explain the role of 
Storekeeper in stores 
design and materials 
handling.

4.3 Explain role of Stores 
Assistant (Attendant)

Textbooks, 
Journals, 
Website.

 List roles of 
supervisors in 
stores design and 
materials handling.

 List roles of 
Storekeepers in 
stores design and 
materials handling.

 List  roles of Stores 

 List roles of 
supervisors in 
stores design 
and materials 
handling.

 List roles of 
Storekeepers 
in stores 
design and 
materials 

Textbooks, 
Journals, 
Website.
Marker 
board/pens
Flip chart/board.
Overhead 
/Multimedia 
projector
computer
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attendants/store assistants.
4.5 Explain functions of Stores 

Supervisors. Storekeepers, Stores 
Assistants (Store Attendants).

4.4 Explain qualities of 
Stores Supervisor, 
Storekeepers, and Stores 
attendants/store 
assistants.

4.5 Explain functions of
Stores Supervisors. 

Storekeepers, Stores 
Assistants (Store 
Attendants).

Assistant 
(Attendant)

 List qualities of 
Stores Supervisor, 
Storekeepers, and 
Stores 
attendants/store 
assistants.

 List functions of 
Stores Supervisors. 
Storekeepers, 
Stores Assistants 
(Store Attendants).

handling.

 List  roles of 
Stores 
Assistant 
(Attendant)

 List qualities 
of Stores 
Supervisor, 
Storekeepers, 
and Stores 
attendants/stor
e assistants.

 List functions 
of Stores 
Supervisors. 
Storekeepers, 
Stores 
Assistants 
(Store 
Attendants).

ASSESSMENT CRITERIA
Coursework 

50%
Course test 

25%
Practical

25%
Other (Examination/project/portfolio)

PROGRAMME:  ND PURCHASING 
                               AND SUPPLY

Code: PAS 213 Credit Hours:      4    
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Course:   PRINCIPLES OF MATERIALS
                 MANAGEMENT 

Pre-requisite: Theoretical:         2  hours/week  -      50%

Semester:  THIRD 
Practical:              2  hours/week  -       50%

Course main Aim/Goal

This course is designed to introduce the student to the broader issues involved in the management of material resources, and to demonstrate the inter-

relationship between the departments and functions involved and the administrative process used.

General Objectives:

On completion of the course, the student should be able to:

1. Understand the contributions of design to materials management.

2. Know the contribution of production control.

3. Understand the methods of merchandising.

4. Understand the contribution of materials control.

5. Understand the role of stock control.

                                           Theoretical Content                        Practical Content

Week General Objective 1:  Understand the contributions of design to materials management.
Specific Learning 

Outcomes

Teacher’s Activities Resource
s

Specific Learning 
Outcomes

Teacher’s   Activities Resources

1-2 1.1 Explain determination 
of design.

1.1 Explain determination 
of design. Textbooks

 Identify design
of selected 

 Guide students to 
determine design 

Internet
Relevant 
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1.2 Explain specification.
1.3 Explain quality.
1.4 Explain value 

engineering.
1.5 Explain value analysis.
1.6 Understand the 

notification of 
specification.

1.7 Describe drawing.

1.2 Explain specification.
1.3 Explain quality.
1.4 Explain value 

engineering.
1.5 Explain value 

analysis.
1.6 Explain the 

notification of 
specification.

1.7 Explain drawing. 

Journals   
Internet

products.
 Identify 

product 
specification.

 Identify 
product quality.

 Demonstrate 
drawing. 

of selected 
products.

 Guide students to 
determine 
product 
specification.

 Guide students to 
determine 
product quality.

 Demonstrate 
drawing. 

websites
Product -
samples

General Objective 2:  Know the contributions of production control.
3-4 2.1 Describe the 

preparation of 
production programme.

2.2 Explain the 
determination of 
quantities.

2.3 Explain types and 
methods of production.

2.4 Explain make or buy 
decision.

2.5 Explain how to 
determine and 
maintain delivery 
promises.

2.6 Explain origin of needs.
2.7 Describe authority to 

purchase. 

2.1 Explain the 
preparation of 
production 
programme.

2.2 Explain the 
determination of 
quantities.

2.3 Explain types and 
methods of 
production.

2.4 Explain make or buy 
decision.

2.5 Explain how to 
determine and 
maintain delivery 
promises.

2.6 Explain origin of 
needs.

2.7 Explain authority to 
purchase.

   
Textbooks
  

 Demonstrate  
preparation of 
production 
programme.

 Determine 
quantities.

 Identify types
and methods of 
production.

 Demonstrate
make or buy 
decision.

 Demonstrate 
how to 
determine and 
maintain  
delivery 
promises.

 Demonstrate 
authority to 
purchase. 

 Guide students to 
design a
production 
programme.

 Guide students to 
determine 
quantities.

 Guide students to 
identify types and 
methods of 
production.

 Demonstrate
make or buy 
decision.

 Demonstrate how 
to determine and
maintain delivery 
promises.

 Demonstrate
     Authority to        
purchase.

Internet
Relevant 
websites



57

General Objective 3:  Understand methods of merchandising.

5-6 3.1 Explain special 
promotions.

3.2 Explain seasonal trends
and demands.

3.3 Describe the liaison 
between buying and 
marketing.

3.1 Explain special 
promotions.

3.2 Explain seasonal 
trends and demands
in relation to 
procurement.

3.3 Explain the
Liaison between 
buying and 
marketing.

Textbooks
Journals
Publication
s

 Prepare special 
promotions.

 Arrange how to 
overcome the 
effects of 
seasonal trends
and demands.

 Guide students to 
prepare special 

      Promotions.
 Guide students to 

determine the 
effects seasonal 
trends and 
demands.

Internet
Relevant 
websites
computer

General Objective 4:  Understand the contribution of materials control.
7-8 4.1 Explain interpretation 

of production 
programme.

4.2 Explain the 
requirements of 
materials and supplies.

4.3 Describe the methods 
of recording material 
requirements.

4.4 Describe the methods 
of notifying material 
requirements.

4.3 Explain interpretation 
of production 
programme.

4.4 Explain the 
requirements of 
material and supplies.

4.5 Explain the methods 
of recording material 
requirements.

4.6 Explain the methods 
of notifying material 
requirements.

Textbooks
Journals
Publication
s

 Interpret
production 
programme.

 Determine
requirements of 
materials and 
supplies.

 Demonstrate
methods of 
recording 
material 
requirements.

 Demonstrate
methods of 
notifying 
material 
requirements.

 Guide students to 
interpret 
production 
programme.

 Guide students to 
determine
requirements of 
materials and 
supplies.

 Demonstrate
methods of 
recording 
material 
requirements.

 Demonstrate
methods of 
notifying material 
requirements.

Internet
Relevant 
websites

General Objective 5: Understand the role of stock control.
9-10 5.1 Understand stock 

control methods:
5.1 Explain stock control 

methods: Textbooks
 Demonstrate 

stock control 
 Demonstrate 

stock control 
Internet
Relevant 
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(a) Visual cards;
(b) Mechanical records 

(Application of 
computer);

5.2 Explain the 
establishment and 
maintenance of stock 
levels.
(a) Minimum,
(b) Maximum,
(c) Re-order.

5.3 Explain the method of 
provisioning:
(a) Cyclical review 

reorder level;
(b) Theory or 

economic order 
quantities;

5.4 Explain identification 
methods;
(a) Commodity coding;
(b) Master stock list;
(c) Vocabularies.

5.5 Understand 
Rationalization and 
standardization 
methods;
(a) Variety reduction;
(b) Stock file;
(c) Obsolescence and 

redundancy;
(d) Slow moving items 

and surplus items.

(a) Visual cards;
(b) Mechanical 

records 
(Application of 
computer);

5.2 Explain the 
establishment and 
maintenance of stock 
levels.
(a) Minimum,
(b) Maximum,
(c) Re-order.

5.3 Explain the method of 
provisioning:
(a) Cyclical review 

reorder level;
(b) Theory or 

economic order 
quantities;

5.4 Explain identification 
methods;
(a) Commodity 

coding;
(b) Master stock list;
(c) Vocabularies.

5.5 Understand 
Rationalization and 
standardization 
methods;

      (a) Variety reduction;
      (b) Stock file;

(c) Obsolescence 
and redundancy;

(d) Slow moving 

Journals

Publication

methods:
 Visual cards;
 Mechanical 

records 
(Application of 
computer);

 Demonstrate 
the 
establishment 
and 
maintenance of 
stock levels.

 Minimum,
 Maximum,
 Re-order.
 Demonstrate 

the method of 
provisioning:

 Cyclical review 
reorder level;

 Theory or 
economic 
order 
quantities;

 Demonstrate  
identification 
methods;

 Commodity 
coding;

 Master stock 
list;

 Vocabularies.
 Demonstrate  

Rationalization 

methods:
 Visual cards;
 Mechanical 

records 
(Application of 
computer);

 Demonstrate the 
establishment 
and maintenance 
of stock levels.

 Minimum,
 Maximum,
 Re-order.
 Demonstrate the 

method of 
provisioning:

 Cyclical review 
reorder level;

 Theory or 
economic order 
quantities;

 Demonstrate  
identification 
methods;

 Commodity 
coding;

 Master stock list;
 Vocabularies.
 Demonstrate  

Rationalization 
and 
standardization 
methods;

 Variety 

website
Computer 
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items and surplus 
items.

and 
standardization 
methods;

 Variety 
reduction;

 Stock file;
 Obsolescence 

and
      redundancy;
 Slow moving 

items and 
surplus items.

reduction;
 Stock file;
 Obsolescence 

and
      redundancy;
 Slow moving 

items and surplus 
items.

ASSESSMENT CRITERIA
Coursework 

50%
Course test 

25%
Practical

25%
Other (Examination/project/portfolio)

Competency: On completing the course, the student should be able to understand/estimate/define/e….

PROGRAMME:  ND PURCHASING 
                               AND SUPPLY

Code: PAS 214 Credit Hours:      4   

Course:   INTRODUCTION TO SUPPLY
                 CHAIN MANAGEMENT

Pre-requisite: Theoretical:         2  hours/week  -      50%

Semester:  THIRD 
Practical:              2 hours/week  -       50%

Course main Aim/Goal
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This course is designed to provide the student with the tools to measure the effectiveness of supply chain management and its contribution towards 

organisational competiveness and effectiveness.

General Objectives:

On completion of the course, the student should be able to:

1. Understand supply chain concept.

2. Understand the role of purchasing and supply in supply chain management.

3. Understand basic inventory concepts and management.

4. Understand basic materials management concepts in supply chain management.

5. Understand basic concept of warehousing.

6.  Understand book logistics in supply chain management.

                                                Theoretical Content                           Practical Content

Week General Objective 1:  Understand supply chain concept.
Specific Learning 

Outcomes

Teacher’s Activities Resources Specific Learning 
Outcomes

Teacher’s   Activities Resources

1.1 Define supply chain 
management.

1.2 Explain the objectives 
and concept of 1.1

1.3 Explain processes and 
functions that comprise 
supply chain 

1.1 Explain supply chain 
management.

1.2 Explain the objectives 
and concept of 1.1

1.3 Explain processes and 
functions that comprise 
supply chain

Textbooks
Journals   

 List objectives of 
supply chain 
management

 List processes and 
functions of supply 
chain management.

 Provide check-list of 

 List objectives of 
supply chain 
management

 List processes and 
functions of supply 
chain 
management.

Internet
Relevant 
websites
Marker 
board/pens
Flip 
chart/board
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management.
1.4 Explain the recipe for 

success.
1.5 Explain some 

impediments to success.
1.6 Explain organisation 

structure in supply chain 
management. 

management.
1.4 Explain the recipe for 

success.
1.5 Explain impediments to 

success.
1.6 Explain organisation 

structure in supply chain 
management.

success factors in 
supply chain 
management

 List impediments to 
success in supply 
chain management.

 Demonstrate
Organisation structure in 
supply chain 
management.

 Provide check-list 
of success factors 
in supply chain 
management

 List impediments 
to success in 
supply chain 
management.

 Demonstrate
Organisation structure 
in supply chain 
management.

Overhead 
/Multimedia 
projector
Computer 
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General Objective 2:  Understand the role of purchasing and supply in supply chain management.
2.1  Explain the role of 
       purchasing in supply
       Chain management.
2.2  Explain the role of
       purchasing in customer
       Satisfaction.
2.3  Explain purchasing
       relationship with other
       functional areas e.g.
       production, engineering,
       research and
       Development etc.
2.8 Explain suppliers

Appraisal and performance 
measurement.

2.9 Explain cost reduction
and avoidance programmes.

2.10 Explain price change
management (handling 
Price increases.

2.11
Explain just in time (JIT.) 
philosophy in relation to 
purchasing and supply.

2.12
Explain reasons for increased 
importance and recognition 
of supply chain management.

2.13
Explain the contributions of 
the Chartered Institute of 
purchasing and supply in 
supply chain management 

2.1  Explain the role of 
       purchasing in supply
       Chain management.
2.2  Explain the role of
       purchasing in
       Customer satisfaction.
2.3  Explain purchasing
       relationship with 
       other functional areas
       e.g. production, 
       engineering, research 
       and development etc.
2.4 Explain suppliers

Appraisal and 
performance 
measurement.

2.5 Explain cost reduction
and avoidance 

programmes.
2.6 Explain price change

Management (handling 
price increases).

2.7 Explain just in time
(J.I.T.) philosophy in 
relation to purchasing 
and supply.

2.8 Explain reasons for 
increased importance 
and recognition of 
supply chain 
management.

2.9 Explain the contributions 
of the Chartered 

   Textbooks
NIPSM 
publications
Public 
Procurement 
Act
  

Internet
Relevant 
websites
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with reference to public 
procurement in Nigeria. 

Institute of purchasing 
and supply in supply 
chain management with 
reference to public 
procurement in Nigeria.

General Objective 3:  Understand basic inventory concepts and management.

3.1  Explain basic inventory
       concepts in relation to
       modern supply chain e.g.
       reason for handling
       stock, and various types
       of inventory.
3.2 Explain basic inventory

Management in relation to 
working capital.

3.3 Explain financial aspects
of inventory as carrying 
cost.

3.4 Explain symptoms of
Poor inventory 
management.

3.5 Explain how to improve
Management ABC analysis, 
order processing systems 
etc.

3.6 Explain materials
disposal e.g. surplus, 
scraps, obsolete etc.

3.1  Explain basic 
       inventory concepts in 
       relation to modern
       supply chain e.g.
       reason for handling
       stock, and various
       types of inventory.
3.2  Explain basic inventory

Management in relation 
to working capital.

3.3  Explain financial
       aspects of inventory as
       Carrying cost.
3.4 Explain symptoms of

Poor inventory 
management.

3.5 Explain how to improve
Management ABC 
analysis, order processing 
systems etc.

3.6 Explain materials
      disposal e.g. surplus, 
      scraps, obsolete etc.

Textbooks
Journals

Publications

 Identify symptoms of poor 
inventory management.

 Demonstrate how to 
improve Management ABC
analysis, order processing 
systems etc.
 Demonstrate

materials disposal e.g. 
surplus, scraps, 
obsolete etc.

 Guide students to 
identify symptoms of 
poor inventory 
management.

 Guide students on
how to improve 
management, ABC 
analysis, order      
Processing systems 
etc.

 Guide students on 
materials      
disposal e.g. 
surplus, scraps, 
obsolete etc.

Internet
Relevant 
websites

General Objective 4:  Understand basic materials management concepts in supply chain management.
4.1  Define materials
       management and its 
       Scope.

4.1  Explain materials
       management and its
       Scope.

Textbooks
Journals
Publications

 List functions
       of  materials
       management, in

 List functions
       of materials
       management, in

Internet
Relevant 
websites
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4.2  Explain functions of
       materials management, in
       relation to anticipating
       requirements, sourcing,
       and obtaining materials
       etc. purchasing and
       procurement, production
       control, warehousing and
       storage, data and
       information system etc.
4.3  Explain total quality
       management (TQM) in
       supply chain e.g. meeting
       the needs and
       expectations of users
       including customers.
4.4 Explain the concept of
      materials control (Control
      of Materials) and the
      administration of the
       activities involved.
4.1 Explain the advantages

and disadvantages of 
materials management in 
supply chain.

4.2  Explain functions of
       materials management, 
       in relation to 
       anticipating   
       requirements, sourcing,
       and obtaining materials
       etc. purchasing and
       procurement,
       production control,
       warehousing and
       storage, data and
       information system etc.
4.3  Explain total quality
       management (TQM) in
       supply chain e.g. 
       meeting the needs and
       expectations of users
       including customers.
4.4 Explain the concept of
      materials control 
      (Control of Materials)
      and the administration
      of the activities 
      involved.
4.1 Explain the advantages
      and disadvantages of 
      materials management
      in supply chain.

       relation to
       anticipating
       requirements,
       sourcing, and
       obtaining materials
       etc. purchasing and
       procurement,
      production control,
      warehousing and
       storage, data and
       information system
       etc.

 Demonstrate
materials control

       (Control of
       Materials) and the
      administration of the
       activities involved.

 List advantages
and disadvantages of 

materials management in 
supply chain.

       relation to 
       anticipating   
       requirements,
       sourcing,  and
       obtaining materials
       etc. purchasing and
       procurement,
       production control,
       warehousing and
       storage, data and
       information system
       etc.

 Demonstrate 
materials control
(Control of 
Materials) and the 
administration of the 
activities       
involved.

 List the    
advantages and      
disadvantages of 

      materials management
      in supply chain.

General Objective 5: Understand basic concept of warehousing.
5.1  Explain the nature and
       importance of
       warehousing in supply
       chain  in relation to
       Production.

5.1  Explain the nature and
       importance of
       warehousing in supply
       chain  in relation to
       Production.

Textbooks
Journals
Publications

 List the importance of 
warehousing in        
supply chain  in        
relation to 
production.

 List the importance 
of warehousing in        
supply chain in        
relation to 
production.

Internet
Relevant 
website
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5.2 Explain the various
relationships with other 
functions e.g. production, 
purchasing, transport, users 
including customers etc.

5.3 Explain several uses of
Warehousing in relation to 
supply chain.

5.4 Explain the various types
of warehousing e.g., cross-
docking, contract 
warehousing public 
warehousing, general 
merchandise warehousing 
etc.

5.5 Explain the criteria for
warehousing e.g. financial, 
cost, etc.

5.6 Explain the factors to
consider in the number and 
sized of warehousing.

5.7 Explain how to improve
warehouse efficiency and 
productivity.

5.8 Explain how efficiency
and effective warehousing 
can add value to right 
delivery of materials at the 
right time and place. 

5.2 Explain the various
relationships with other 

functions e.g. production, 
purchasing, transport, 
users including customers 
etc.

5.3 Explain several uses of
Warehousing in relation 

to supply chain.
5.4 Explain the various types

of warehousing e,g, 
cross-docking, contract 
warehousing public 
warehousing, general 
merchandise warehousing 
etc.

5.5 Explain the criteria for
warehousing e.g. 

financial, cost, etc.
5.6 Explain the factors to

consider in the number 
and sized of 
warehousing.

5.7 Explain how to improve
warehouse efficiency and 

productivity.
5.8 Explain how efficiency
      and effective
      warehousing can add
      value to right delivery of
      materials at the right
      time and place.

 Demonstrate the various 
relationships with other 
functions e.g. production, 
purchasing, transport, 
users including customers 
etc.
 List several uses of 

warehousing in 
relation to supply 
chain.

 Identify the various 
types of warehousing 
e,g, cross-docking, 
contract warehousing 
public warehousing, 
general merchandise 
warehousing etc.

 Identify criteria for 
warehousing e.g. 
financial, cost, etc.
 List factors to 

consider in the 
number and sized of 
warehousing.

 Demonstrate the various 
relationships with other 
functions e.g. 
production, purchasing, 
transport, users 
including customers etc.
 List several uses of 

warehousing in 
relation to supply 
chain.

 Identify the various 
types of 
warehousing e,g, 
cross-docking, 
contract 
warehousing public 
warehousing, 
general merchandise 
warehousing etc.

 Guide students to 
identify criteria for 
warehousing e.g. 
financial, cost, etc.
 List factors to 

consider in the 
number and sized of 
warehousing.
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General Objective 6: Understand basic logistics in supply chain management.
6.1  Define the term
       logistics and identify
       its various components.
6.2  Explain logistics and
       its relationship with
       supply chain
       management.
6.3  Explain the reasons for
       measuring a suppliers
       performance in supply
       chain management.
6.4  Explain the importance
      of close and frequent
      buyer and supplier
      communication and its
      importance within
      supply contracts. 
6.5  Explain key
       considerations when
       purchasing perishable
       items and logistics
       involved.
6.6  Explain key differences
       between supply chain
       management and
       logistics.
6.7  Explain the ethical
       concept in supply chain
       management and
       logistics.

6.1  Explain the term
       logistics and identify
       its various components.
6.2  Explain logistics and
       its relationship with
       supply chain
       management.
6.3  Explain the reasons for
       measuring a suppliers
       performance in supply
       chain management.
6.4  Explain the importance
      of close and frequent
      buyer and supplier
      communication and its
      importance within
      supply contracts. 
6.5  Explain key
       considerations when
       purchasing perishable
       items and logistics
       involved.
6.6  Explain key differences
       between supply chain
       management and
       logistics.
6.7  Explain the ethical
       concept in supply chain
       management and
       logistics.

Textbooks
Journals
Publication

 Identify the various        
Components of 
logistics.

 Demonstrate the 
relationship of 
logistics with 
supply chain    
management.

 List reasons for 
measuring a      
supplier’s
performance in       
supply chain 
management.

 List key 
considerations 
when purchasing 
perishable       
items and logistics 
involved.

 List key differences   
between supply 
chain       
management and 
logistics.

 Guide students to 
identify the various        
Components of 
logistics.

 Demonstrate the 
relationship of 
logistics with supply 
chain    
management.

 List reasons for 
measuring a      
supplier’s
performance in       
supply chain 
management.

 List key 
considerations when 
purchasing 
perishable       
items and logistics 
involved.

 List key differences   
between supply 
chain       
management and 
logistics.

Internet
Relevant 
website

ASSESSMENT CRITERIA
Coursework Course test Practical Other (Examination/project/portfolio)
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50% 25% 25%

Competency: On completing the course, the student should be able to understand/estimate/define/e….
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PROGRAMME: NATIONAL DIPLOMA
                             IN PURCHASING AND
                             SUPPLY

Code:  PAS 221 Credit Hours:       4
                                

Course: PRACTICE OF PURCHASING II Pre-requisite: practice of 
purchasing I

Theoretical:          2  hours/week  -       50%
Semester:  FORTH Practical:              2  hours/week  -      50%
Course main Aim/Goal:  This course is designed to further acquaint the student with purchasing practice and techniques to enable him perform 

effectively and efficiently.

General Objectives:

On completion of the course, the student should be able to:

1.0 Know how to manage purchasing and material activities.

2.0 Understand pricing practices involved in contracts of purchasing.

3.0 Understand purchasing practice and purchasing methods.

4.0 Know how inventory is managed.

5.0 Know Practical aspects of storage.
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                                   Theoretical Content                 Practical Content

Week

General Objective 1:  Know how to manage purchasing and material activities.

1-3 1.1 Explain planning material 
techniques for materials
management.

1.2 Explain purchasing activities 
under:
 Procedure
 Records
 Handling orders.

1.3 Explain organization concept 
under:

 Location of purchasing      
functions in an      
organization

 Single versus multi-plant 
    Purchasing organization.
 organization of materials 
      management in a firm

1.4 Explain managing personnel 
in purchasing function under:
 Purchasing job 

requirements.
 Personnel selection
 Appraisal of personnel.

1.5 Examine control concepts of 
procurement and its 

1.1 Explain planning material 
techniques for materials
management.

1.2 Explain  purchasing 
activities under:
I.  Procedure
II. Records
III. Handling orders.

1.3 Explain organization 
concept under:

I.   Location of 
purchasing  
    functions in an    
organization
II. Single versus multi-
plant purchasing 
organization.
III.  Organization of 
       materials 
management in a firm

1.4 Explain  managing 
personnel in purchasing 
function under:

 Purchasing job 
requirements.

Textbooks, 
Journals 
and 
Website.

 Demonstrate
the use of 
computer in 
materials 
operation and 
inventory 
management.

 Demonstrate
the use of 
computer in 
materials 
operation and 
inventory 
management.

Textbooks, 
Journals 
and 
Website.
computer
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performance.
1.6 Explain the use of computer 

in materials operation and 
inventory management.

 Personnel selection.
      Appraisal of 

personnel.

1.5. Explain and appraise the 
control concepts of 
procurement and its 
performance.

1.6 Explain the use of 
computer in materials 
operation and inventory 
management.

General Objective 2:  Understand pricing practices involved in contracts of purchasing.
2.1  Examine types of contract in 
       relation to their pricing 
       Significance.
2.2  State practical factors 

influencing different types of 
contract.

2.3 Describe pricing tools under:
 Break even analysis;
 Learning curve etc.

2.4 Examine legal implications of 
pricing in purchasing.

2.5 Compare and contrast buyer’s 
suppliers terms of contract with 
a view towards harmonization.

2.1 Explain types of 
contract in relation to their 
pricing significance.
2.2 Explain practical factors 
influencing different types 
of contract.
2.3 Explain pricing tools 
under:

 Break even 
analysis;

 Learning curve etc.

2.4 Explain legal
implications of pricing in 
purchasing.

Textbook, 
Journals 
and 
Website

 Identify types of
contract in 
relation to their 
pricing     
significance.

 List practical 
factors 
influencing 
different types 
of contract.

 Demonstrate 
pricing tools 
under:

 Break even 
analysis;

 Guide students 
to identify types 
of contract in 
relation to their 
pricing 
Significance.

 List practical
factors 
influencing
different types 
of contract.

 Demonstrate 
pricing tools 

Textbook, 
Journals 
and 
Website
Sample 
contract 
documents
Sample 
decided 
cases in 
court

Marker 
board/pens
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2.5 Compare and contrast 
buyer’s supplier’s terms of 
contract with a view 
towards harmonization.

 Learning curve 
etc.

 Identify legal 
implications of 
pricing in 
purchasing.

 Compare and 
contrast buyer’s 
supplier’s terms 
of contract with 
a view towards 
harmonization.

under:
 Break even 

analysis;
 Learning curve 

etc.

 Guide students 
to identify legal 
implications of 
pricing in 
purchasing.

 Guide students 
to Compare and 
contrast buyer’s 
supplier’s terms 
of contract with 
a view towards 
harmonization.

Flip chart 
board

General Objective 3:  Understand purchasing practice and purchasing methods.
3.1  Explain factors involved in 
       Purchasing for production.
3.2  Explain the nature and role of 
       capital equipment in
       Organization.
3.3 Explain the use of investment 

appraisal techniques in buying 
capital equipment.

3.4 Examine the purchase of used 
equipment as an alternative to 
leased equipment.

3.1 Explain factors
involved in purchasing for 
production.
3.2 Explain the nature 
and role of capital 
equipment in 
organization.
3.3 Explain the use of 
investment appraisal 
techniques in buying 
capital equipment.

Textbooks
, Journals 
and 
Website

 Identify materials 
for purchase for 
production.

 Identify the nature 
of capital equipment 
required in 
organization.

 Demonstrate the 
use of investment 

 Guide students 
to identify 
materials for 
purchase for 
production.

 Guide students 
to identify the 
nature of capital 
equipment 
required in 
organization.

Textbooks
, Journals 
and 
Website
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3.5 Examine the characteristics of 
buying for resale.

3.6 State factors considered in 
make or by decision.

3.7 Examine the volatility of make 
or buy situation.

3.8 Identify the objectives of 
negotiation.

3.9 Explain the process of 
negotiation.

3.4 Explain the purchase 
of used equipment as an 
alternative to leased 
equipment.
3.5 Explain the 
characteristics of buying 
for resale.
3.6 Explain factors used in 
make or by decision.
3.7 Explain the volatility 
of make or buy situation.
3.8 Explain the objectives 
of negotiation.
3.9 Explain the process of 
negotiation.

appraisal techniques
in buying capital 
equipment.

 Guide decisions on 
the purchase of 
used equipment as 
an alternative to 
leased equipment.

 List factors to 
consider when
buying for resale.

 Demonstrate the 
use of 
investment 
appraisal 
techniques in 
buying capital 
equipment.

 Guide students 
to make 
decisions on the 
purchase of 
used equipment 
as an alternative 
to leased 
equipment.

 List factors to 
consider when
buying for 
resale.

General Objective 4: Know how inventory is managed.
4.1  Explain inventory analysis 
       Procedure.
4.2 Explain types of inventory 
control system and their limitations.
4.3 Explain economic order quantity
concept, its implications and 
limitations.
4.4 Explain re-order level point, 

safety stock, how they are 
determined and their 

4.1 Explain items to be 
held in stock.

4.2 Explain methods of 
inventory control system 
and their limitations.

4.3 Explain economic 
order quantity concept, its 
implications and 

Textbooks
, Journals 
and 
Website

 Design an inventory 
analysis Procedure.

 Apply methods of 
inventory control 

 Apply economic 
order quantity 
concept, and draw
its implications and 
limitations.

 Determine re-order 

 Guide students 
to determine
items to be held 
in stock.

 Guide students 
to apply 
methods of 
inventory control 

 Guide students 
to apply

Textbooks
, Journals 
and 
Website
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applications.
4.5 Identify responsibility for 

inventory control.
4.6 Explain inventory control 

techniques, their benefits and 
limitations.

limitation.

4.4 Explain re-order level 
and safety stock.

4.5 Explain responsibility 
for inventory control.

4.6 Explain inventory 
control techniques, their 
benefits and limitations.

level and safety 
stock.

 Apply inventory 
control techniques, 

 List benefits and 
limitations of the 
techniques above.

economic order 
quantity 
concept, and 
draw its
implications and 
limitations.

 Guide students 
to determine re-
order level and 
safety stock.

 Guide students 
to apply 
inventory control 
techniques, 

 List benefits and 
limitations of the 
techniques 
above.

General Objective 5: Know Practical aspect of storage.
5.1 Identify stores building and site 
layout.
5.2  Identify storage and handling 
       equipment.
5.3 Identify location systems 
involved.
5.4 Identify packaging and control 
of packaging.
5.5 Identify control of surpluses, 

obsolete,  redundant, and scrap 
materials.

5.1 Describe stores 
building and locations.

5.2 Explain storage and 
handling equipment used 
in the store.

5.3 Describe location 
systems such as fixed 
location etc.

Textbooks
, Journals 
and 
Website

 Identify stores 
building and site 
layout.

 Identify storage and 
handling equipment.

 Identify location 
systems involved
and factors for the 
location.

 Identify packaging 
and control of 

 Guide a visit to a 
stores building 
and locations for 
students to:

 Identify stores 
building and site

 Identify Storage 
and handling 
equipment used 
in the store.

 Identify factors 

Textbooks
, Journals 
and 
Website
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5.4 Describe packaging 
and their control

5.5 Explain surplus,
obsolete, redundant  and 
scrap items.

packaging.
 Identify surpluses, 
Obsolete, redundant and 
scrap materials.
 Demonstrate the 

treatment surpluses, 
Obsolete, redundant and 
scrap materials.

for location 
systems such as 
fixed location 
etc.

 Identify 
packaging and 
their control

 Identify surplus, 
obsolete,  
redundant  and 
scrap materials.

ASSESSMENT CRITERIA
Coursework 

50%
Course test 

25%
Practical

25%
Other (Examination/project/portfolio)

PROGRAMME: NATIONAL DIPLOMA 
                              IN PURCHASING & 
                              SUPPLY

Code: PAS 222 Credit Hours:       4
                               

Course: STORES DESIGN AND 
               MATERIALS HANDLING II

Pre-requisite: stores Design and 
Materials handling I

Theoretical:         2 hours/week  -       67%

Semester:  FORTH Practical:              2 hours/week  -      33%
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Course main Aim/Goal:

This course is to further enable the student appreciate the principle of good stores design, and the selection and effective use of stores equipment.

General Objectives:

On completion of the course, the student should be able to:

1.0 Understand the design and layout of building.

2.0 Understand the method of security and safety of building.

3.0 Understand method of handling materials.

4.0 Understand mechanical Handling.  
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                                  Theoretical Content                Practical Content

We

ek

General Objective 1:  Understand the design and layout of building.
Specific Learning 

Outcomes

Teacher’s Activities Resources Specific Learning

Outcomes

Teacher’s   Activities Resources

1.1 Describe stores layout.
1.2 Explain flow of 

materials.
1.3 Describe goods 

receiving bays.
1.4 Describe the 

surveillance of incoming 
goods.

1.5 Explain building
construction concerning:
(a) Classification;
(b) Heating;
(c) Doorways;
(d) Lighting;
(e) Ventilation;
(f) Floor;
(g) Aisles;.

1.6 Explain goods outwards.
1.7 Describe marshalling.
1.8 Explain weather 

protection.
1.9 Describe vehicle parking 

facilities.

1.1 Explain stores building 
and layout.

1.2 Explain flow of  
materials.

1.3 Describe goods 
receiving bays.

1.4 Describe the 
surveillance of incoming 
goods.

1.5 Explain stores  building 
construction including
Classification, Heating,
Doorways, Lighting,
Ventilation, Floor, and 
Aisles.

1.6 Explain goods outwards 
section and marshalling 
bays.

Textbooks 
Journals and 
Website.

 Identify flow of 
materials.

 Identify Goods 
receiving bays.

 Demonstrate
surveillance of 
incoming goods.

 List 
considerations in 
stores building 
construction 
including
Classification,
Heating, 
Doorways, 
Lighting, 
Ventilation, Floor, 
and Aisles.

 Identify 
marshalling bays.

 Demonstrate 
weather 

 Guide a visit to a
stores building 
and layout for 
students to:

 Identify flow of 
materials.

 Goods receiving 
bays.

 Witness 
surveillance of 
incoming goods.

 Appreciate stores 
building 
construction 
including
Classification,
Heating, 
Doorways, 
Lighting, 
Ventilation, Floor, 
and Aisles.

 Identify goods 
outwards section 

Textbooks 
Journals and 
Website.
Store 
building
Flow 
materials
Goods 
receiving 
bays
Vehicle 
parking 
space
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1.7 Explain marshalling 
process.

1.8 Explain weather 
protection.

1.9 Explain vehicle parking 
facilities.

protection.
 Identify vehicle 

parking facilities.

and marshalling 
bays.

 Demonstrate 
marshalling 
process, weather 
protection.

 Lead students to
vehicle parking 
facilities.

General Objective 2:  Understand methods of security and safety of buildings.
2.1 Explain fire prevention.
2.2 Explain fire fighting 
systems.
2.3 Explain fire break walls.
2.4 Describe security alarm 
systems.
      (a) Link with local 
police.
      (b) Security card; and 
      (c) Gate keepers.
2.5 Explain safety of 
employees.
2.6  Describe relevant 
regulations:
      (a)  Factories Act.
      (b)  Health and safety 
at work Act
            of 1974, and
      (c)  Other relevant 

2.1 Explain security and 
safety measures of stores 
including fire prevention.

2.2 Explain fire fighting 
systems.

2.3 Explain fire break walls.

2.4 Explain security alarm 
systems.

2.6 Explain safety of 
employees.

2.7 Describe relevant 
regulations:
      (a)  Factories Act.
      (b)  Health and safety      

Textbooks, 
Journals and 
Website.

 Identify:
Security and 
safety measures 
of stores 
including fire 
prevention, fire 
break walls, 
security alarm 
systems, safety 
equipment for 
employee safety,
relevant 
regulations such 
as Factories Act.  
Health and 

             safety at 
            work Act of 
            1974,  and
         Other relevant 

 Guide a visit to a 
standard store for 
students to 
observe security 
and safety 
measures of stores 
including fire 
prevention.

 Show students fire 
break walls, 
security alarm 
systems, safety 
equipment for 
employee safety,
relevant 
regulations such 
as Factories Act.  
Health and 

             safety at 

Textbooks, 
Journals and 
Website.
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legislation and regulations. at work Act of 1974, 
             and
      (c)  Other relevant 
             legislations and
            Regulations.

             legislation and
            Regulations.

 demonstrate fire 
fighting systems 

            work Act of 
            1974,  and
        Other relevant 

             legislation and
            Regulations.

 Invite a fire 
fighting officer to 
talk to students on 
fire fighting 
systems including 
demonstrations.

General Objective 3: Understand methods of handling materials.

3.1  Explain selection of 
equipment:
       (a) trucks;
(b) Turret; 
(c) pillage

(d) pallets;
(e) skids;
(f) fork lift;  

(g) stacking trucks;
(h) Reach trucks.

3.2 Explain overhead and 
mobile cranes.
3.3 Explain conveyors.
3.4 Explain training of 

3.1 Explain basic 
consideration and selection 
of suitable equipments such 
as trunks,  Turret, pillages, 
pallets, skids, fork lift, 
stacking trucks,  reach 
trucks.

3.2 Explain overhead and 
mobile cranes.

3.3 Explain conveyors.

3.4 Explain training of 

Textbooks, 
Journals and 
Website.

 List factors 
considered in 
selection of 
equipment:

(a) trucks; 
(b) Turret;
(c) pillages;  
(d) pallets; 

(e) skids; 
(f) fork lift;  
(g) staking trucks; 
(h) Reach trucks.

 Identify overhead 
and mobile cranes, 

 Guide students on 
basic considerations
and selection of 
suitable equipment
such as trucks, 
Turret, pillages, 
pallets, skids, fork 
lift, stacking trucks, 
reach trucks.

 Take students to a 
store and show 
them overhead and 
mobile cranes, 

Textbook
s, 
Journals 
and 
Website.
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operatives in 3.1. operatives in 3.1. conveyors.
 Identify training 

needs of 
operatives. 

conveyors.

 Guide students to 
identify training 
needs of operatives.

General Objective 4: Understand mechanical handling.
4.1 Identify static, mobile, 

semi-mobile, semi-solid, 
liquids, and liquid, 
Gases.

4.2 Identify Bulk and unit 
handling.

4.3 Identify layout
consideration.

4.4 Identify investment 
justification 

4.5 Identify long length and
awkward loads.

4.6 Identify automated 
ware housing.

4.7 Describe accident 
prevention and special 
Hazards.

4.1 Describe static, mobile, 
semi-mobile, semi-solid, 
liquids, and liquid gases.
4.2 Explain Bulk and unit 
handling.
4.3 Explain layout
consideration for 
mechanical handling.

4.3 Explain investment 
justification for the 
equipment selection.
4.4 Describe long length 
awkward loads.
4.5 Explain automated ware 
housing.
4.6 Describe accident 
prevention and special 
Hazards.

Textbooks, 
Journals and 
Website.

 Handle static, 
mobile, semi-
mobile, semi-solid, 
liquids, and liquid, 
liquid gases.

 Identify Bulk and 
unit handling.

 Identify layout
considerations.

 Identify long length 
and awkward loads.

 Identify automated 
ware housing.

 Use accident 
prevention 
equipment for 
safety.

 Apply accident and 
special Hazards
prevention
techniques

 Guide students in 
handling static, 
mobile, semi-mobile, 
semi-solid, liquids, 
and liquid, liquid 
gases.

 Demonstrate Bulk 
and unit handling.

 List layout
considerations for 
mechanical 
handling.

 Guide students to 
identify long length 
awkward loads and 
automated ware 
housing.

 Guide students to 
use safety 
equipment for 
accident prevention

Textbook
s, 
Journals 
and 
Website.
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and to identify 
accident and special 
Hazards prevention
techniques 

ASSESSMENT CRITERIA
Coursework 

50%
Course test 

25%
Practical

25%
Other (Examination/project/portfolio)
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PROGRAMME: NATIONAL DIPLOMA
                             IN PURCHASING AND
                             SUPPLY

Code: PAS 223 Credit Hours:       4
                               

Course:   PRACTICE OF MATERIALS
                 MANAGEMENT  II

Pre-requisite: practice of Materials 
Management I

Theoretical:         2 hours/week  -       50%

Semester:  FORTH Practical:              2 hours/week  -    50%
Course main Aim/Goal:

This course is aimed at providing the student with advanced knowledge and skills involved in the management of material resources, demonstrate the 

inter-relationship of departments, functions involved and the administration processes used.

General Objectives:

On completion of the course, the student should be able to:

1.0 Appreciate the role of Transport and Distribution in Materials Management.

2.0 Appreciate the role of Purchasing and materials management in an organization.

3.0 Know methods of Stores and materials Management 

4.0 Appreciate the role of Industrial relations in materials management.
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                                   Theoretical Content                Practical Content

Week

General Objective 1:  Appreciate the role of Transport and Distribution in Materials Management.

Specific Learning Outcomes

Teacher’s Activities Resources Specific Learning 

Outcomes

Teacher’s   Activities Resources

1.1 Explain modes and methods 
of Transport.

1.2 Describe delivery planning 
and distribution costs.

1.3 Explain scheduling, pre-
packing for distribution.

1.1 Explain modes and 
methods of Transport.

1.2 Explain delivery planning 
and distribution costs.

1.3 Explain scheduling, pre-
packing for distribution.

Textbooks 
Journals 
and 
Website.

 List differences 
among modes 
and methods of 
Transport.

 Prepare delivery 
plan and
distribution 
costs.

 Prepare 
schedule and 
pre-packing for 
distribution.

 Guide students to 
identify modes and 
methods of 
Transport.

 Guide students to 
prepare a delivery 
plan and 
distribution costs.

 Guide students to 
prepare schedule 
and pre-packing for 
distribution.

Textbooks 
Journals and 
Website.
Computer 

General Objective 2:  Appreciate the role of purchasing and materials management in an organization 
2.1 Explain supply sources.
2.2 Describe quotation and 
tenders.
2.3 Explain evaluation of offer.
2.4 Explain buying decisions.
2.5 Explain negotiation.
2.6 Describe planning of orders 
and contracts.
2.7 Explain acknowledgement 

2.1 Explain supply sources.
2.2  Explain quotation and 
       Tenders.
2.3 Explain evaluation of 
offer.
2.4 Explain buying decisions.
2.5 Explain negotiation.
2.6  Explain planning of  
       Orders and contracts.

Textbooks, 
Journals 
and 
Website.

 Identify:
 Supply sources.
 quotation and 

       Tenders.
 Evaluate a 

sample offer.
 Make buying 

decisions.
 Role-play 

 Guide students to
identify:

 Supply sources.
 quotation and 

       Tenders.
 Guide students to 

evaluate a sample 
offer.

 Guide students to 

Textbooks, 
Journals and 
Website.
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and cancellation of orders.
2.8 Explain Expediting.
2.9 Describe purchase records.
2.10 Explain purchase 

budgets.
2.11 Explain control of 

purchase costs.
2.12 Describe methods of 

purchasing.

2.7 Explain acknowledgement 
and cancellation of 
orders.

2.8 Explain Expediting.
2.9 Explain purchase records.
2.10 Explain purchase 

budgets.
2.11 Explain control of

purchase costs.
2.12 Explain methods of 

purchasing.

negotiation.
 Plan Orders and 

contracts.
 Demonstrate 

acknowledgeme
nt and 
cancellation of 
orders.

 Demonstrate 
Expediting.

 Demonstrate 
use of  
purchase 
records.

 Prepare 
purchase 
budgets.

 Demonstrate 
control of 
purchase costs.

 Demonstrate
methods of 
purchasing.

make buying 
decisions.

 Guide students to 
role-play
negotiation.

 Guide students to 
plan Orders and 
contracts.

 Demonstrate 
acknowledgement
and cancellation of 
orders.

 Demonstrate 
Expediting.

 Demonstrate the 
use of  purchase 
records.

 Guide students to 
prepare purchase
budgets.

 Demonstrate 
control of purchase 
costs.

 Demonstrate
methods of 
purchasing.

General Objective 3: Know methods of Stores and materials management.
3.1 Define stores management.
3.2 Define receipt.
3.3  Explain safe-keeping and 

3.1 Explain stores
management.
3.2 Explain receipt.

Textbooks, 
Journals 
and 

 Demonstrate
receipt of goods 
supplied to a 

 Guide students to 
receive goods 
supplied to a store.

Textbooks, 
Journals 
and 
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       Issue of stocks.
3.4 Explain planning receipts.
3.5 Explain inventory values.
3.6  Explain financial 
significance of stock handling.
3.7 Explain rate of turnover.
3.8  Describe the authorizing
      Materials.
3.9 Explain control of work in 
progress.  

3.3  Explain safe-keeping and
       Issue of stocks.
3.4 Explain planning receipts.
3.5 Explain inventory values.
3.6  Explain financial       
       significance of  stock
       Handling.
3.7 Explain rate of turnover.
3.8  Explain the authorizing of
       Materials.
3.3 Explain the control of 

work in progress.

Website. store.
 Demonstrate 

safe-keeping and 
issue of stocks.

 Demonstrate how 
to plan receipts.

 Demonstrate 
inventory values
and how to 
identify them.

 Demonstrate rate 
of turnover.

 Demonstrate 
authorizing of

       Materials.
 Demonstrate

control of work in 
progress.

 Demonstrate safe-
keeping and issue 
of stocks.

 Demonstrate how 
to plan receipts.

 Show students 
inventory values
and how to identify 
them.

 Demonstrate rate 
of turnover.

 Demonstrate 
authorizing of

       Materials.
 Demonstrate

control of work in 
progress.

Website.
Stores 
receipt 
documents
etc

General Objective 4: Appreciate the role of Industrial relations in materials management.
4.1 Describe the legal 

framework for conditions of 
work.

4.2 Explain industrial training.
4.3 Explain industrial relations 

and implication for 
supervisors. 

4.4 List conditions for health 
and safety at the work 
place.

4.1 Explain the legal 
framework for conditions 
of work.

4.2 Explain industrial training.
4.3 Explain industrial relations 

and implication for 
supervisors. 

4.4 Explain conditions for 
health and safety at the 
work place.

Textbooks,
Journals 
and 
Website.

 Identify legal 
framework for 
conditions of 
work

 Identify
implications of 
industrial 
relations for 
supervisors. 

 Identify
conditions for 

 Guide students to 
identify legal 
framework for 
conditions of work

 Guide students to 
identify implications
of industrial 
relations for 
supervisors. 

 Guide students to 
identify conditions

Textbooks, 
Journals 
and 
Website.
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health and safety 
at the work 
place.

for health and 
safety at the work 
place.

ASSESSMENT CRITERIA
Coursework 

50%
Course test 

25%
Practical

25%
Other (Examination/project/portfolio)
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PROGRAMME: NATIONAL DIPLOMA
                             IN PURCHASING AND
                             SUPPLY

Code: PAS 224 Credit Hours:       4
                               

Course:   ELEMENTS OF SHIPPING         Pre-requisite: Theoretical:         2 hours/week  -       50%
Semester:  FORTH Practical:             2 hours/week  -      50%
Course main Aim/Goal:

This course is intended to introduce the student to the knowledge of the principles of shipping.

General Objectives:

On completion of the course, the student should be able to:

1.0 Know the Scope of shipping.

2.0 Know shipping terms and documentation.

3.0 Understand vessels sailing schedules.

4.0 Understand clearance and release of goods from the wharf.

5.0 Understand containerization.

6.0 Understand marine insurance.

7.0 Know Government Regulations in Shipping. 
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                                                    Theoretical Content                              Practical Content

Week

General Objective 1:  know the Scope of shipping.
Specific Learning Outcomes Teacher’s Activities Resources Specific Learning 

Outcomes

Teacher’s   Activities Resources

1.1 Define shipping and a shipper.
1.2 Explain the scope of shipping.
1.3 Explain various types of 

vessels e.g. liner, special cargo 
ship tramps etc and their 
characteristics.

1.4 Explain contracts in shipping 
e.g. charter party, Bara boat 
charter party, etc. 

1.5 Explain current (recent) 
developments in the shipping 
industry.

1.6 Explain shipping conference 
and objectives.

1.7 Explain the advantages and 
disadvantages of shipping 
conference.

1.1 Explain shipping and a 
shipper.

1.2 Explain the scope of 
shipping.

1.3 Explain various types of 
vessels e.g. liner, special 
cargo ship tramps etc 
and their characteristics.

1.4 Explain contracts in 
shipping e.g. charter 
party, Bara boat charter 
party, etc. 

1.5 Explain current (recent) 
developments in the 
shipping industry.

1.6 Explain shipping 
conference and 
objectives.

1.7 Explain the advantages 
and disadvantages of 
shipping conference.

Textbooks 
Journals 
and 
Website.

 Identify various types 
of vessels e.g. liner, 
special cargo ship 
tramps etc and their 
characteristics.

 List objectives of 
shipping conference 

 List advantages and 
disadvantages of 
shipping conference.

 Guide a visit to a 
wharf for students 
to appreciate 
various types of 
vessels e.g. liner, 
special cargo ship 
tramps etc and 
their 
characteristics.

 List objectives of
shipping 
conference.

 List advantages 
and disadvantages 
of shipping 
conference.

Textbooks 
Journals and 
Website.

General Objective 2:   Know shipping terms and documentation.
2.1  Explain the shipping terms, 2.1  Explain the shipping Textbooks,  List shipping terms,  List shipping terms Textbooks, 
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       CIF, FOB, C & F, FAS etc 
and their uses.
2.2  Explain shipping documents
       (a)  Invoice and types 
       (b)  Form M
       (c)  Bill of lading
       (d)  Letter of credit.
2.3  Explain shipping
        terminologies:

(a) Consignee
(b) Consignor
(c) Freight
(d) Dead Freight
(e) Consignment
(f) Demurrage 
(g) Indemnity etc.

terms, CIF, FOB, C & F, FAS 
etc and their uses.
2.2  Explain shipping 
documents
       (a)  Invoice and types 
       (b)  Form M
       (c)  Bill of lading
       (d)  Letter of credit.
2.3  Explain shipping

        terminologies:
(a) Consignee
(b) Consignor
(c) Freight
(d) Dead Freight
(e) Consignment
(f) Demurrage
(g) Indemnity etc.

Journals 
and 
Website.

       CIF, FDB, C & F, FAS etc
       and their uses.

 Identify shipping 
documents

       (a)  Invoice and types 
       (b)  Form M
       (c)  Bill of lading
       (d)  Letter of credit.

such as CIF, FOB, 
C & F, FAS etc and 
their uses.

 Guide students to 
identify shipping
documents

       (a)  Invoice and types 
       (b)  Form M
       (c)  Bill of lading
       (d)  Letter of credit.

Journals and 
Website.
Shipping 
documents 

General Objective 3:  Understand vessels sailing schedules.
3.1  Define vessels sailing 
       Schedules.
3.2  Explain factors influencing 
       the formation of sailing
       Schedules.
3.3  Explain the role of shipping 
       Companies and their 
operation.
3.4  Explain the role of Nigerian
       Shippers’ Council and its
       Operations.
3.5  Explain bonded warehouse 

3.1  Explain vessels sailing 
       Schedules.
3.2  Explain factors influencing 
       the formation of sailing
       Schedules.
3.3 Explain the role of shipping 
companies and their 
operations.
3.4 Explain the role of Nigerian
Shippers Council and its 
operations.
3.5  Explain bonded warehouse 

Textbooks
, Journals 
and 
Website.

 Prepare vessels 
sailing Schedules.

 List factors 
influencing the 
formation of sailing       
schedules.

 Identify the role of 
shipping companies 
and their operations.

 List roles and 
functions of Nigerian       
shippers council 

 Guide students to 
prepare vessels 
sailing schedules.

 List factors 
influencing the 
formation of sailing       
Schedules.

 Guide students to 
identify the role of 
shipping companies 
and their operations.

 List roles and 

Textbooks
Journals 
and 
Website.
Computer
Marker 
board/pen
s 
Flip 
chart/boar
d
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       within the shipping context.
3.6  Explain Agencies involved in 
       shipping activities such as: 

(a) Nigerian customs Service 
and its functions.

(b) Nigerian Ports Authority 
and its functions.

(c) Nigerian Shippers Council 
and its function.

       Within the shipping 
context.
3.6  Explain Agencies involved 
in shipping activities such as: 

(a) Nigerian customs 
Service duties and its 
functions.

(b) Nigerian Ports 
Authority and its 
functions.

(c) Nigerian Shippers 
Council and its 
functions.

 List the functions of a 
bonded warehouse 
within the shipping 
context.

 List  Agencies 
involved in shipping 
activities and their 
functions such as: 

(a) Nigerian customs service
(b) Nigerian Ports Authority
(c) Nigerian Shippers Council

functions of Nigerian       
shippers council 

 List the functions of a 
bonded warehouse 
within the shipping 
context.

 List  Agencies 
involved in shipping 
activities and their 
functions such as: 

(d) Nigerian customs
service

(e) Nigerian Ports 
Authority 

(f) Nigerian Shippers 
Council 

General Objective 4: Understand clearance and release of goods from the wharf.
4.1 Explain procedure of   
clearance in the custom’s long 
room.
4.2  Explain customs and excise
       Duties, tariffs etc.
4.3 Explain Brussels 
nomenclature, its purpose and 
role in the shipping industry.
4.4  Explain procedure for 

Releasing of goods from the 
shipping company.

4.5 Explain the problems 
associated with 4.1 above.

4.1  Explain the procedure of 
       clearance in the Customs
       Long room.
4.2 Explain customs and excise
duties, tariffs etc.
4.3  Explain Brussels
       nomenclature,  its
purpose and role in the 
shipping industry.
4.4  Explain the procedure for 

Releasing of goods from 
the shipping company.

4.5 Explain the problems 

Textbooks
,
Journals 
and 
Website.

 Demonstrate the 
procedure of        
clearance in the 
customs long room.

 List the roles and 
functions of the 
Nigerian Customs 
Service 

 List purpose and role 
of Brussels 
nomenclature in the 
shipping industry.

 Demonstrate the 

 Demonstrate the 
procedure of        
clearance in the 
customs long room.

 Invite an official of 
the Nigerian Customs 
service to talk to 
students on the role 
and functions of the 
service 

 List purpose and role 
of Brussels
nomenclature in the 

Textbooks
,
Journals 
and 
Website.
Customs 
Clearance 
Document
s
Customs 
Official
Marker 
board/pen
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4.6 Explain the problems for       
handling claims for:

(a) short shipment
(b) short landing 
(c) Damaged goods..
4.7 Explain reasons for short

Handling of goods, damaged
goods, and short shipment of 
goods. 

associated with 4.1 above.
4.6 Explain the problems for       

handling claims for 
(a) short shipment
(b) short landing
(c) Damaged goods..

4.7 Explain reasons for short
Handling of goods, 

damaged goods, and short 
shipment of goods. 

procedure for 
releasing of goods 
from the shipping 
company.

 List problems associated 
with procedures of        
clearance in the customs 
long room.

 List the problems for       
handling claims for 
(a) short shipment
(b) short landing 
(c) Damaged goods..
 List reasons for short 

Handling of goods, 
damaged goods, and 
short shipment of 
goods. 

shipping industry.
  

 Demonstrate the 
procedure for 
releasing of goods 
from the shipping 
company.

 Show relevant film
 List problems associated 

with procedures of        
clearance in the customs 
long room.

 List the problems for       
handling claims for 
(a) short shipment
(b) short landing 

(c) Damaged goods..
 List reasons for short 

Handling of goods, 
damaged goods, and 
short shipment of 
goods. 

s
Flip chart/ 
board
TV, 
VCR/DVD/
VCD, films
Students’ 
writing 
materials 
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General Objective 5:  Understand containerization.
5.1 Define container, 

containerization and types of 
containers.

5.2 Explain the advantages and 
disadvantages of 
containerization.

5.3 Explain the problems of 
containerization.

5.4 Explain regulations for the 
use of containerization.

5.1 Explain container, 
containerization and types 
of containers.

5.2 Explain the advantages 
and disadvantages of 
containerization.

5.3 Explain the problems of 
containerization.

5.4 Explain regulations for the 
use of containerization.

Textbooks
, Journals 
and 
Website.

 Identify the process 
of containerization 
and types of 
containers.

 List advantages and 
disadvantages of 
containerization.

 List problems of 
containerization.

 Identify regulations 
for the use of 
containerization.

 Show films related to 
containers, 
containerization and 
types of containers.

 List the advantages 
and disadvantages of
containerization.

 List the problems of 
containerization.

 Guide students to 
identify regulations 
for the use of 
containerization.

Textbooks
, Journals 
and 
Website.
Marker 
board/pen
s
Flip 
chart/boar
d 

General Objective 6: Understand marine insurance.
6.1  Explain marine insurance
6.2  Explain the basic principles of 
       Marine insurance.
6.3 Explain export credit insurance 
       and its functions.
6.4 Explain types of Marine losses.
6.5 Explain the functions of export
       Credit insurance.

6.1  Explain marine insurance
6.2 Explain the basic principles 
of marine.
6.3 Explain the basic principles 
of marine insurance.
6.4  Explain export credit
       Insurance and its    
functions.
6.5  Explain types of Marine 
       Losses.

Textbooks
, Journals 
and 
Website.

 List basic principles of 
marine insurance

 List functions of 
export credit
Insurance

 Invite an Insurance 
broker to talk to 
students on marine 
insurance, its basic 
principles, export 
credit insurance and 
its functions, types of 
Marine losses, etc.

Textbooks
, Journals 
and 
Website.
Insurance 
broker
Marker 
board
Multi-
media 
projector
Computer
Flip chart 
board/pen

General Objective 7: Know Government Regulations in Shipping.
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7.1 Explain Government 
Regulations Act concerning 
shipping.

7.1 Explain Government 
Regulations act 
concerning shipping.

Textbooks
, Journals 
and 
Website.

 Identify relevant 
sections in the 
Government
Regulations Act 
concerning 
shipping.

 Guide students to 
identify relevant 
sections in the 
Government
Regulations Act 
concerning shipping.

Textbooks, 
Journals and 
Website.
Government 
regulations Act

ASSESSMENT CRITERIA
Coursework 

50%
Course test 

25%
Practical

25%
Other (Examination/project/portfolio)
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LIST OF EOUIPMENT

1. Desktop Computers and Accessories 15 Nos.
2. Magnetic Board/Marker pens 1   No.
3. TV and CD/DVD Player 2  Nos. each
4. Model store with the following items

- Stock receiving documents
- Stock issuing documents
- Stock holding documents
- Wheel barrow 1 No.
- Hand Truck 1 No.
- Pallets 1 No.
- Shelves 3 Nos.
- Bins 3 Nos.
- Racks 3 Nos.
- Films (relevant documentary on Purchasing) various 

5. Various software packages
6. Flip Chart/ board 1 No.
7. Overhead/Multi media projector 1 No.
8. Photocopying machine 1 No.
9. Desktop calculators 20 Nos.
10. Tape recorder 2Nos.
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LIST OF PARTICIPANTS
S/N NAMES ADDRESS
1. Aliyu Mohammed Jimoh Chartered Institute of Purchasing and Supply Management of Nigeria. (CIPSMN) 

27, Shipeolu Street, 
P.O.Box 6995, Surulere- Lagos.                                            
Tel: 08052606178

mia1200n.g@yahoo.com
2. Rufai Muhammad Faragai Dept. Of Purchasing and supply, School of Management Studies, Kano State 

Polytechnic,         
P.M.B. 3404, Kano State.                     
Telephone: 08060737069

rufaimuhd@yahoo.com
3. Micheal Ndudi Ugbana GIBS Associates, 

P.O.BOX 2207, Kaduna. 
hyacinthugbana@yahoo.com
Tel: 08036063418

4. Onwuka Kalu Oyeoku Dept. Of Purchasing and Supply, Federal Polytechnic, Nekede, 
P.M.B. 1036, Owerri,Imo state. 
oyeokufpn@yahoo.com
Tel: 08033607451

5. Mr. J.S, Aboi Programmes Department
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Tel: 08037012551
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GENERAL INFORMATION



Title of Programme



National Diploma (ND) in Purchasing and Supply.



Goal of the National Diploma in Purchasing and Supply

The National Diploma Programme in Purchasing and Supply is aimed at producing diplomates with sound theoretical and practical knowledge as well as skills to carry out middle level purchasing and supplies functions in industry and public service effectively. 



Objectives 



At the end of the National Diploma programme, the diplomate should be able to:



1. conduct a simple market survey on any aspect of materials/items and equipment or services and make appropriate recommendation(s) to the authority;

1. identify and exploit potential sources of supply; 

1. use entrepreneurial skills for self employment;



1. identify supplies problems at appropriate levels, analyze them and design supplies strategies to overcome them;

1. interpret and assist in the execution of overall corporate policies;

1. interpret and assist in the preparation of short and long term budget 

1. write procurement reports;

1. prepare and execute supplies techniques  effectively;

1. Appreciate basic concepts and principles in economics and their applications in a mixed economy;

1. apply principles of accounts to different types of procurement  transactions;

1. use statistical inferences as aids to stock control and supplies forecasting. 

1. understand the basic principles of law and apply same to suppliers relationship and transactions;

1. apply mathematics and other quantitative techniques in supplies decision process;

1. Source, analyze, select and keep custody of materials;

1. Identify, update, interpret supplies documents;

1. carry out effective marketing  tasks;

1. communicate effectively;

1. apply information technology effectively in supplies activities

1. Distribute materials effectively;

1. identify management problems at appropriate level, analyze them and design strategies to overcome them

General Entry Requirements

The general entry requirements for the ND programmes are:



0. The WASC, GCE ‘O’ Level or the Senior Secondary Certificate (SSC) or their equivalent with five credits including English Language and Mathematics (Literature in English and Oral English are not acceptable in place of English Language) and three other subjects from economics, Business Methods, Principles of Accounts, Literature in English, Commerce, History, Statistics, Geography, Government, Agric Science/Biology.

0. A credit pass in N.B.T.E. recognized Pre National Diploma Examination.



1. CURRICULUM

0.  The curriculum is structured in four semesters of classroom, studio/workshop activities in the institution and 3 to 4 months supervised industrial work experience scheme (SIWES) in a relevant industry.  Each semester of institution based activities shall be for a duration of 17 weeks distributed as follows:

15 contact weeks of teaching; i.e. recitation, practical exercises, quizzes, tests etc., and 2 weeks to be devoted for examination and registration.



0. The curriculum of the ND programme consists of three main components viz:

1. General Studies courses

1. Foundation courses

1. Professional courses

0. The General Education component includes courses in English Language and Communication, Citizenship, General Studies. 

The General Education courses shall account for not more than 15% of the total contact hours for the programme.

0. Foundation Courses include Economics, Statistics, Law, Mathematics and Entrepreneurship etc.  The number of hours for the foundation courses shall be between 20 – 25% of the total contact hours for the programme.



0.  Professional Courses are specialized core courses which give the student the theory and practical skills he needs to practice in his field of specialization at the technician/technological level, shall be between 60-65% of the total contact hours.

 

0. Final year (ND) Project.

Final year ND students in this programme are expected to carry out individual project work in purchasing and supply field. 



	

3.0 CONDITIONS FOR THE AWARD OF THE ND



0. The ND programme in Purchasing and Supply shall be accredited by the NBTE before the diplomates can be awarded the diploma certificates.  Details about the process of accrediting a programme for the award of the National Diploma or Higher National Diploma are available from the Executive Secretary, National Board for Technical Education, Plot B, Bida Road, P.M.B. 2239, Kaduna, Nigeria.



0. Institutions will award the National Diploma to candidates who successfully completed the programme after passing prescribed coursework, examination, diploma project and the supervised industrial work experience.  Such candidates should have completed between 72-80 semester credit units as prescribed in the programme.



0. Diplomas shall be classified as follows:

Distinction	-	GPA of 3.50 and above

Upper Credit	-	GPA of 3.00 – 3.49

Lower Credit	-	GPA of 2.50 – 2.99

Pass		-	GPA of 2.00 – 2.49





3.4 Duration

       The National Diploma (ND) programme is terminal.  The programme is expected to run for 4 semesters of 17 weeks each. Academic regulations in institutions may allow a candidate to stay for a maximum of eight semesters on the programme.

 

4.0 GUIDANCE NOTES FOR TEACHERS OF THE PROGRAMME

4.1 The new curriculum is drawn in unit courses.  This is in keeping with the provisions of the National Policy on Education which stresses the need to introduce the semester credit units which will enable a student who so wishes to transfer the units already completed in an institution of similar standard from which he is transferring.



4.2 In designing the units, the principle of the modular system by product has been adopted; thus making each of the professional modules, when completed provide the student with technician operative skills, which can be used for employment purposes.



4.3 As the success of the credit unit system depends on the articulation of programmes, in the institutions and industry, the curriculum content has been written in behavioural objectives, so that it is clear to all the expected performance of the student who successfully completed some of the courses or the diplomats of the programme.  There is a slight departure in the presentation of the performance based curriculum which requires the conditions under which the performance are expected to be carried out and the criteria for the acceptable levels of performance.  It is a deliberate attempt to involve the staff of the department teaching the programme in writing their own curriculum stating the conditions under which the performance can take place and to follow that with the criteria for determining an acceptable level of performance.   Departmental submission on the final curriculum may be vetted by the Academic Board of the institution. 

Our aim is to continue to see to it that a solid internal evaluation system exists in each institution for ensuring minimum standard and quality of education in the programme offered throughout the polytechnic system.

4.4 The teaching of the theory and practical work should, as much as possible, be integrated.    Practical Exercises, especially those in professional courses and laboratory work should, as much as possible, be integra
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		PROGRAMME: 

NATIONAL DIPLOMA IN PURCHASING AND SUPPLY

		Code: PAS 111

		Credit Hours:  4





		 Course: PRINCIPLES OF PURCHASING I

		Pre-requisite:

		Theoretical:     2      hours/week  - 50 %



		Semester: FIRST 

		

		Practical:         2      hours/week  -  50 %







		Goal:  This course is intended to provide the student with the knowledge of the principles involved in Purchasing activities as well as the activities involved in the determination and procurement of supplies.







		

GENERAL OBJECTIVES:



On completion of this module, the student should be able to:



1.0 Understand the role and importance of the purchasing function in organizations.

2.0 Understand the origin of needs.

3.0 Understand characteristics of needs.

4.0 Understand purchasing activities. 

5.0 Understand procurement activities.













		                                 Theoretical Content

		               Practical Content



		

Week

		General Objective 1: Understand the role and importance of the purchasing function in organizations.



		

		

Specific Learning Outcomes

		Teacher’s Activities

		Resources

		Specific Learning Outcomes

		Teacher’s   Activities

		Resources



		

		1.1 Trace the evolution of purchasing.

1.2 Define purchasing and its types.

1.3 Explain the place of purchasing within the business functions.

1.4 Explain the role and importance of purchasing in an organization.

1.5 Explain the relationship of purchasing with other functions in business.

1.6 Describe types of purchasing structures and organizations.

1.7 State the duties and responsibilities of purchasing managers, supervisors and other staff.

1.8 Explain the professional and ethical behavior in purchasing. 

		1.1 Explain the evolution of

 Purchasing.

1.2 Explain purchasing and its types.

1.3 Explain the place of purchasing within the business functions.

1.4 Explain the role and importance of purchasing in an organization.

1.5 Explain the relationship of purchasing with other functions in business.

1.6 Explain types of purchasing structures and organizations.

1.7 Explain the duties and responsibilities of purchasing managers, supervisors and other staff.

1.8 Explain the professional and ethical behavior in purchasing. 

1.9 Narrate the evolution of purchasing.



		Textbooks Journals Internet

		· Identify types of purchasing structures and organization.

· List the duties and responsibilities of purchasing managers, supervisors and other staff.

· Demonstrate the relationship of purchasing with other functions in business.

		· Draw different structures of Purchasing and organizations.

· Guide students to brainstorm on the duties and responsibilities of purchasing managers, supervisors and other staff.

· Demonstrate the relationship of purchasing with other functions in business.

		Textbooks Journals Internet

Computer

Marker Board/pens

Flip chart/board



		


		General Objective 2: Understand the origin of needs.



		

		2.1 Identify the range and variety of requirements needed in an        organization.

2.2 Explain how need differs        according to the type of business.

2.3  Identify how and where needs 

       arise.

2.4 Explain how authority to purchase is initiated.

		2.1 Explain the range and variety of requirements needed in an Organization.

2.2 Explain how needs      differ according to the type of business.

2.3 Explain how and where needs arise.

2.4 Explain how authority       to purchase is initiated.

		Textbooks

Journals Internet 

		· Determine the variety of needs in different organizations and how needs arise

· List how needs differ according to the  type of business.



		· Guide students to determine the variety of needs in different organizations and how needs arise

		Textbooks

Journals Internet 

Flip chart/board

Marker pens



		

		General Objective 3: Understand characteristics of needs.



		

		3.1  Explain buying at the right 

       Quantity, quality, price, time and      right supplier.

3.2  Explain quantity, specifications, 

       Quality, price and time

3.3 Explain how to determine the correct quantity to purchase (EOQ)

3.4 Explain the relationship between Ordering and stock holding costs.

3.5 State the factors affecting 

       lead time, safety stock level, 

       Re-order level and scheduling.

3.6  Explain the effect of early/late 

       deliveries.

3.7State methods of purchasing 

       requirements.

3.8  State  the advantages and

       disadvantages of each buying 

       method. 

3.9  Explain how quantity is 

       determined and controlled.

3.10 Explain price factors in different situations.

		3.1 Explain buying at the       right quantity, quality,        price, time and right supplier.

3.2  Explain quantity,       specifications, quality, price and time

3.3  Explain the correct       quantity to purchase EOQ)

3.4 Explain the relationship between ordering and Stock holding costs.

3.5 Explain factors affecting lead time, safety stock level, re-order level and Scheduling.

3.6  Explain the effect of

       Early/late deliveries.

3.7  Explain methods of

       Purchasing requirements.

3.8 Explain the advantages and disadvantages of       each buying method. 

3.9 Explain how quantity is determined and        controlled.

3.10 Explain price factors in different situations.

		Textbooks Journals Internet

		· Determine the correct quantity to

               purchase (EOQ)

· determine quantity,               specifications,                quality, price and               time

· List methods of purchasing        requirements.

· Determine lead time, safety stock level, re-order level and Scheduling.







		· Guide students to determine buying at the  right quantity, quality,

              price, time and 

              right supplier.

· Demonstrate the calculation of EOQ

· Guide students to determine quantity,               specifications, 

               quality, price       and time

· List methods of purchasing 

       requirements.

· Guide students to determine lead time, safety stock

       level, re-order level and Scheduling.









		Textbooks Journals Internet

		

		

		



		




		General Objective 4: Understand purchasing activities.



		

		4.1 Explain how to identify potential suppliers.

4.2 Explain enquiry procedure.

4.3 Explain tendering methods.

4.4 Explain how to evaluate supplier quotation or tenders.

4.5 Describe the process of negotiation.

4.6 Explain purchase order and other purchasing forms.

4.7 Explain acceptance of orders by suppliers.

4.8 Explain order processing/progressing and expediting methods.

4.9 Explain amendments and cancellation of purchase order.

4.10 Explain routines for discrepancies and damage to goods.

4.11 Describe receiving and inspection procedure.

4.12 Explain certification and payments of purchase invoices.

4.13 Explain the disposal of redundant, surplus, scrap materials and equipment.

4.14 Explain how to determine the control of returnable and non-returnable packages and containers.

		4.1 Explain potential suppliers.

4.2 Explain enquiry procedure.

4.3 Explain tendering method.

4.4 Explain how to evaluate supplier quotation or tenders.

4.5 Explain the process of negotiation.

4.6 Explain a purchase order and other purchasing forms.

4.7 Explain acceptance of orders by suppliers.

4.8 Explain order progressing/processing and expediting methods.

4.9 Explain amendments and cancellation of purchase order.

4.10 Explain routines for discrepancies and damage to goods.

4.11 Explain receiving and inspection procedure.

4.12 Explain certification and payments of purchase invoices.

4.13 Explain the disposal of redundant, surplus, scrap materials and equipment.

4.14Explain the control of 

       returnable and 

       non-returnable packages 

      and containers.

		Textbooks Journals Internet

		· Identify potential suppliers.

· Evaluate supplier quotation or tenders.

· Design a purchase order and other purchasing forms.

· Demonstrate filling of the above documents designed above.

· Determine the control of returnable and non-returnable packages and containers.

· Demonstrate how to make enquiry using the  procedures

· Obtain samples of tenders

· Demonstrate the process of negotiation.

· Demonstrate acceptance of orders by suppliers.

· Demonstrate order processing and expediting methods.

· Demonstrate amendments and cancellation of purchase order.

· Demonstrate routines for discrepancies and damage to goods

· Demonstrate receiving and inspection procedure.

· Demonstrate certification and payments of purchase invoices.

· Disposal of redundant, surplus, scrap materials and equipment.

· Demonstrate control of  returnable and 

         non-returnable  packages and containers.

		Guide students to perform the following activities:

· Identify potential suppliers.

· Evaluate supplier quotation or tenders.

· Design a purchase order and other purchasing forms.

· Determine the control of returnable and non-returnable packages and containers.

· Demonstrate how to make enquiry using the  procedures

· obtain samples of tenders

· Demonstrate the process of negotiation.

· Demonstrate acceptance of orders by suppliers.

· Demonstrate order processing and expediting methods.

· Demonstrate amendments and cancellation of purchase order.

· Demonstrate routines for discrepancies and damage to goods

· Demonstrate receiving and inspection procedure.

· Demonstrate certification and payments of purchase invoices.

· Disposal of redundant, surplus, scrap materials and equipment.

· Demonstrate control of  returnable and 

         non-returnable    packages  and containers.

		Textbooks Journals Internet

Computer

Samples of supplier quotations, purchase order and other purchasing forms, invoices etc

Certification and payments of purchase invoices.

Redundant, surplus, scrap materials and equipment.

Returnable and          non-returnable    packages              and containers.







		

		

		



		



		General Objective 5: Understand procurement activities.



		

		5.1 Explain the concept of procurement.

5.2 Explain types of procurement.

5.3 Explain the following:

· e-sourcing

· e-Tendering

· e-Buying

· e-Invoicing

· e-Payment

· e-Auctioning

e-Commerce

5.4 Explain elements of Tendering and Types of Tendering.

		5.1 Explain the concept of procurement.

5.2 Explain types of procurement.

5.3 Explain the following:

· e-sourcing

· e-Tendering

· e-Buying

· e-Invoicing

· e-Payment

· e-Auctioning

e-Commerce

5.4 Explain elements of

 Tendering and Types of Tendering.

		Textbooks Journals Internet

		Search the net and other materials for the following:

· concept of procurement and types

· e-sourcing

· e-Tendering

· e-Buying

· e-Invoicing

· e-Payment

· e-Auctioning



· e-commerce



Demonstrate tendering and types of Tendering.

		Guide students to search the net and other materials for the following:

· concept of procurement and types

· e-sourcing

· e-Tendering

· e-Buying

· e-Invoicing

· e-Payment

· e-Auctioning

· Commerce

Demonstrate tendering and types of Tendering.

		Textbooks Journals Internet

Writing materials.



		
ASSESSMENT CRITERIA



		Coursework 

50%

		Course test 

25%

		Practical

25%

		Other (Examination/project/portfolio) 



		























		Programme: 

NATIONAL DIPLOMA IN PURCHASING AND SUPPLY

		Code: PAS 112

		Credit Hours:   4





		 Course: STORES ADMINISTRATION 

               AND CONTROL OF STOCK I

		Pre-requisite:

		Theoretical:      2    hours/week  - 50 %



		Semester: FIRST 

		

		Practical:          2   hours/week  -  50 %



		Goal:  This course is designed to provide the student with the knowledge and skill of stock control and stores management.



		

GENERAL OBJECTIVES:



On completion of this module the students should be able to:



1.0 Know stores procedures.

2.0 Understand statutory regulations relative to stores.

3.0 Recognize safe-keeping conditions in stores.

4.0 Know stores documentation and use of Computer.

5.0 Understand security aspects of stores.

6.0 Understand maintenance of stores.












		                              Theoretical Content

		                  Practical Content



		

Week

		General Objective 1:  Know stores procedures.



		

		Specific Learning Outcomes

		Teacher’s Activities

		Resources

		Specific Learning Outcomes

		Teacher’s   Activities         

		Resources



		1-3

		1.1 Explain stores administration and control of stock.

1.2 Explain the importance of stores functions.

1.3 Explain the function of stores 

1.4 Explain the relationship of stores with other functions in the organization.

1.5 Describe the organizational hierarchy of stores establishment.

1.6 Explain the function of each personnel in the structure.

1.7 Explain different types of store.

1.8 Explain the clerical and administrative procedures as applicable to stores.

1.9 Explain receipt, inspection and issue procedures as applicable to stores.

1.10 Explain marshalling issues and dispatch procedures.

1.11 Explain how breakage within stores and treated.

		1.1 Explain stores administration and control of stock.

1.2 Explain the importance of stores functions.

1.3 Explain the function of stores.

1.4 Explain the relationship of stores with other functions in the organization.

1.5 Explain the organizational hierarchy of stores establishment.

1.6 Explain the function of each personnel in the structure.

1.7 Explain different types of store.

1.8 Explain the clerical and administrative procedures as applicable to stores.

1.9 Explain receipt, inspection and issue procedures as applicable to stores.

1.10 Explain marshalling issues and dispatch procedures.

1.11 Explain how breakages 

       within stores are

       treated.

		Textbooks Journals Internet

		· Identify documents for stock control

· Demonstrate the use of documents above in stock control

· List functions of stores

· Demonstrate the relationship of stores with other functions in the organization.

· Sketch the organizational hierarchy of stores establishment.

· Demonstrate the  performance of  different functions of stores personnel,

· List clerical and administrative procedures as applicable to stores.

· Demonstrate receipt, inspection and issue procedures as applicable to stores.

· Demonstrate marshalling issues and dispatch procedures.

· Demonstrate how breakages within stores are treated.

		· Display documents for stock control

· Demonstrate the use of documents above in stock control

· List functions of stores

· Demonstrate the relationship of stores with other functions in the organization.

· Sketch the organizational hierarchy of stores establishment.

· Guide students to perform different functions of stores personnel,

· List clerical and administrative procedures as applicable to stores.

· Demonstrate receipt, inspection and issue procedures as applicable to stores.

· Demonstrate marshalling issues and dispatch procedures.

· Demonstrate how breakages within stores are treated.

		Textbooks Journals Internet

Stores stock control documents

Writing materials

Marker board/pens 

Flip chart/board/pens

Cardboard papers

Stores administrative documents

Broken items.





		

		General Objective 2:  Understand statutory regulations relative to stores.



		4-6

		2.1  Explain statutory regulations 

       concerning safety of personnel in Stores.

2.2  Explain statutory regulations 

       concerning the handling of 

       Equipment.

2.3  Describe safety regulations 

       concerning the employment of 

       Women and children in stores.

2.4 Describe safety regulation and

      keeping the store Clean.

2.5 Explain the employer’s 

      responsibility concerning 

      Statutory regulations.

		2.1 Explain statutory

      regulations concerning safety of personnel in 

       Stores.

2.2  Explain statutory

       Regulations concerning the handling of Equipment.

2.3  Explain safety

       Regulations concerning the employment of women and children in Stores.

2.4 Explain safety

       Regulations and keeping the store clean.

2.5 Explain the employer’s 

      responsibility concerning Statutory regulations.

		Textbooks Journals Internet

		· List statutory regulations 

              concerning safety                of personnel in Stores

· Observe statutory regulations          concerning handling of equipment.

· List safety regulations 

       concerning the employment of Women and children in stores.

· Observe  safety regulations in

      keeping the store clean.

· List employer’s 

              responsibility          concerning Statutory   regulations.





		· List statutory regulations 

         concerning safety     of personnel in Stores

· Guide students to observe statutory regulations 

              concerning           handling of equipment.

· List safety regulations 

       concerning the employment of Women and children in stores.

· Guide students to observe  safety regulations in

      keeping the store clean.

· List employer’s 

              responsibility          concerning Statutory   regulations.





		Textbooks Journals Internet



Statutory documents



Stores equipment



Safety equipment



Safety regulations documents



		

		General Objective 3: Recognize safe-keeping conditions in stores.



		7-9

		3.1 Explain the reasons for storing certain commodities such as electronics and drugs under controlled atmosphere.

3.2 Explain government regulation concerning storage of harmful materials e.g. chemicals and explosives.

3.3 Discuss storage of materials according to their form and nature.

3.4 Explain operation of fire appliances and alarm system.

3.5 Describe security and safety of stores against theft, pilfering and burglary.

3.6 Explain methods of disposal of irreparable breakage and how to affect repaired ones.

3.7 Explain the treatment of slow moving, obsolete, obsolescence, redundant and surplus in stores.

3.8 Explain the treatment of returnable packages and containers.

3.9 Explain the use of protective clothing and wears.

		3.1 Explain the reasons for storing certain commodities such as electronics and drugs under controlled atmosphere.

3.2 Explain government regulations concerning storage of harmful materials e.g. chemicals and explosives.

3.3 Explain storage of materials according to their form and nature.

3.4 Explain operation of fire appliances and alarm system.

3.5 Explain security and safety of stores against theft, pilfering and burglary.

3.6 Explain methods of disposal of irreparable breakage and how to affect repaired ones.  

3.7 Explain the treatment of slow moving, obsolete, obsolescence, redundant and surplus in stores.

3.8 Explain the treatment of returnable packages and containers.

3.9 Explain the use of protective clothing and wears.

		Textbooks Journals Internet

		· List reasons for storing certain commodities such as electronics and drugs under controlled atmosphere

· List government regulations concerning storage of harmful materials e.g. chemicals and explosives.

· Demonstrate storage of materials according to their form and nature.

· Demonstrate operation of fire appliances and alarm system.

· Demonstrate how to observe security and safety of stores against theft, pilfering and burglary.

· Demonstrate methods of disposal of irreparable breakages and how to affect repaired ones.

· Demonstrate the treatment of slow moving, obsolete, obsolescence, redundant and surplus in stores.

· Demonstrate the treatment of returnable packages and containers.

· Demonstrate the use of protective clothing and wears.

		· List reasons for storing certain commodities such as electronics and drugs under controlled atmosphere

· List government regulations concerning storage of harmful materials e.g. chemicals and explosives.

· Demonstrate storage of materials according to their form and nature.

· Demonstrate operation of fire appliances and alarm system.

· Demonstrate how to observe security and safety of stores against theft, pilfering and burglary.

· Demonstrate methods of disposal of irreparable breakages and how to affect repaired ones.

· Demonstrate the treatment of slow moving, obsolete, obsolescence, redundant and surplus in stores.

· Demonstrate the treatment of returnable packages and containers.

· Demonstrate the use of protective clothing and wears.

		Textbooks Journals Internet



		

		General Objective 4: Understand stores documentation and use of Computer.



		10-12

		4.1  Describe  stores receiving

        documents  such as goods

        received note, stores receipt voucher, suppliers advice note, delivery notes, packing note and bill of lading.

4.2 Describe issue/despatch

       Documents such as goods issue note/store vouchers, materials requisitions, store transfer note etc stores loan register.

4.3 Describe stock holding     documents such as stock records

      Cards, stores ledger, store Bin Card, stores vocabulary.

4.4 Describe stores verification

      document such as stores

      Inventory forms, assets register book, stocktaking sheets.

4.5  Identify Computer soft wares for  monitoring stock  

      Movement. 

		4.1   Explain stores receiving

        documents  such as goods

        received note, stores receipt voucher, suppliers advice note, delivery notes, packing note and bill of lading.

4.2  Explain issue/despatch

       Documents such as goods issue note/store vouchers, materials requisitions, store transfer note etc stores loan register.

4.3  Explain stock holding

      Documents such as stock records cards, stores ledger, store Bin Card, stores vocabulary.

4.4  Explain  stores verification

      document such as stores

      Inventory forms, assets register book, stocktaking sheets.

4.5  Explain Computer soft wares for monitoring stock

       Movement. 

		Textbooks Journals Internet

		· Identify and differentiate among the documents displayed by the teacher.

· Demonstrate the filling of each document

· Demonstrate how to apply Computer soft wares for monitoring stock movement.

		· Display stores receiving documents, issue/despatch       documents, stock holding    documents, stores verification documents.

· Guide students to identify and differentiate among the documents displayed above..

· Demonstrate the filling of each document 

· Guide students to apply Computer soft wares for monitoring stock

        Movement.



		Textbooks Journals Internet



Various Stores documents



Computer and relevant softwares







		

		General Objective 5:  Understand security aspects of Stores.   



		13

		6.1 Explain Security of stores holding and stockyard.

6.2 Explain Custody of keys.

6.3 Explain Restriction of unauthorised access to store houses.

6.4 Explain Fire precaution, prevention of deterioration.

6.5 Explain Marking of the stores 

		5.1 Explain security of stores holding and stockyard.

5.2 Explain custody of keys.

5.3 Explain restriction of unauthorised access to store houses.

5.4 Explain fire precaution, prevention of deterioration

5.5 Explain marking of the

Stores.

		Textbooks Journals Internet

		· Observe all necessary security measures relating to stores.

· Demonstrate fire precaution and prevention of deterioration

· Demonstrate marking of stores.

		· Organize visit to a standard store for students to be acquainted with stores security.

		Textbooks Journals Internet

Fire fighting equipment

computer



		

		General Objective 6:  Understand maintenance of stores.   



		14-15

		6.1  Explain Cleanliness and

        orderliness in stockyard

        storehouse, marshalling area,

        quarantine bay, Gangway, 

        store offices and fuel station

        etc.

 6.2 Explain storage of  hazardous 

       materials, cold room, dark 

       Room etc.

6.3  Explain maintenance of 

       equipment such as forklift,

       Cranes, conveyor, hoist.  

		6.1  Explain Cleanliness and

      Orderliness in stockyard, storehouse, marshalling area, quarantine bay, Gangway, store offices and fuel station etc.

 6.2 Explain storage of hazardous materials, cool room, darkroom etc.

6.3 Explain maintenance of Equipment such as forklift, cranes, conveyor, and hoist.

		 Textbooks Journals Internet

		· Demonstrate Cleanliness and orderliness in stockyard,  storehouse, marshalling area, quarantine bay, gangway, store offices  and fuel station etc.

· Demonstrate storage of  hazardous  material, 

· Demonstrate maintenance of 

              Equipment such as       forklift, cranes, conveyor, hoist.



		· Demonstrate Cleanliness and orderliness in stockyard,  storehouse, marshalling area, quarantine bay, gangway, store offices  and fuel station etc.

· Guide students to store hazardous  material,



· Demonstrate maintenance of 

              equipment such as       forklift, cranes, conveyor, hoist.



		Textbooks Journals Internet

Stockyard, storehouse,

Quarantine bay,

Gangway, store offices, fuel station,

Forklift, crane, conveyor, hoist.

Tools and equipment for maintenance



		ASSESSMENT CRITERIA



		Coursework 

50%%

		Course test 

25%

		Practical

25%

		Other (Examination/project/portfolio)





		Programme: NATIONAL DIPLOMA  IN     PURCHASING AND SUPPLY

		Code:  PAS 113

		Credit Hours:   4

              



		 Course: PRINCIPLES OF TRANSPORT

                 AND  DISTRIBUTION I

		Pre-requisite:    

		Theoretical:      2   hours/week  -  50%



		Semester:  FIRST  

		

		Practical:           2   hours/week  -  50%



		Goal:  This course is designed to provide the student with the knowledge of and enable him to appreciate the concept and sub-functions of transport/distribution.





		

GENERAL OBJECTIVES:



On completion of this module, the student should be able to:



1. Know modes and types of transport.

1. Understand the distribution system.

1. Understand supply point.

1. Understand containerisation.

1. Understand Routing Engineering and Rationalisation.








		                            Theoretical Content

		                 Practical Content



		

Week

		General Objective 1:  Know modes and types of transport.



		

1-3

		1.1 Define transport and transportation.

1.2 List factors in selecting modes of transport.

1.3 Explain modes of transport;

(a) Rail

(b) Road

(c) Sea

(d) Inland waterways

(e) Air

1.4 Describe types of transport within the modes.

1.5 Relate the general cost implication of mode/type of transport on the profit of the enterprise.

1.6 Explain factors to consider in choosing a particular mode of transport.

1.7 Explain the merits and demerits of the various modes e.g. rail, sea, air, pipeline etc.

1.8 Explain the problems of railway system in Nigeria.

1.9 Explain factors that determine the rates charged for transporting goods.

		1.1 Explain transport and transportation.

1.2 Explain factors in selecting modes of transport.

1.3 Explain modes of transport;

(f) Rail

(g) Road

(h) Sea

(i) Inland waterways

(j) Air

1.4 Explain types of transport within the modes.

1.5 Explain the general cost implication of mode/type of transport on the profit of the enterprise.

1.6 Explain factors to consider in choosing a particular mode of transport.

1.7 Explain the merits and demerits of the various modes e.g. rail, sea, air, pipeline etc.

1.8 Explain the problems of railway system in Nigeria.

1.9 Explain factors that

       determine the rates

       charged for transporting

       Goods.

		Textbooks, Journal and Website.

		· List modes of transport;

· Rail

· Road

· Sea

· Inland waterways

· Air

· List types of transport within the modes.

· List differences among modes/type s of transport seen.

· List factors to consider in choosing a particular mode of transport.

· List merits and demerits of the various modes e.g. rail, sea, air, pipeline etc.

· List problems of railway system in Nigeria.

· List factors that determine the rates charged for transporting goods.

		· Organize visit to a:

· Railway terminal

· Motor park

· Seaport

· Inland waterways

· Airport; 

for students to appreciate the modes of transport.

· Prepare model questions for students to ask officials during the visits above.

· Guide students to ask officials relevant questions.



		Vehicle 



Guides



Marker board/pens



Flip chart and board



Pens and papers/note

books 



computer and accessories



papers 







		

		General Objective 2:  Understand the distribution system.



		4-7

		2.1 Explain owned fleet and contract hire. 

2.2  Distinguish between self owned fleet, and contract hire fleet

       (leasing)

 2.3  Explain the advantages and

        disadvantages of 2.1 above.

2.4   Explain factors to consider in

        deciding to use either contract hire fleet or self owned fleet.

2.5  Explain public haulage by 

       Shipping, Air freight and through freight forwarders etc.

2.6 Describe its service to production and marketing.

2.7 Explain distribution operations.

2.8  Explain the influence of 

       Warehousing.

2.9 Explain the influence of delivering.

2.10 Explain distribution resources Planning.

2.11Explain containerization.

		2.1  Explain owned fleet and

       Contract hire. 

2.2  Explain self owned fleet, and contract hire fleet (leasing)

 2.3  Explain the advantages and disadvantages of 2.1 above.

2.4   Explain factors to consider in deciding to use either contract hire fleet or self owned fleet.

2.5  Explain public haulage by 

       shipping, Air freight and

       through freight forwarders etc.

2.6  Explain its service to

       Production and marketing.

2.7  Explain distribution

       Operations.

2.8  Explain the influence of 

       Warehousing.

2.9 Explain the influence of delivering.

2.10 Explain distribution resources planning.

2.11Explain containerization.

		Textbooks, Journal and Website.

		· List differences between owned fleet and Contract hire fleet.  (leasing)

· List advantages and disadvantages of owned fleet and Contract hire fleet.  (Leasing).

· List factors to consider in deciding to use either contract hire fleet or self owned fleet

· Demonstrate public haulage by shipping, Air freight       and through freight     forwarders etc.



· Demonstrate distribution operations.



· List functions of a       Warehousing facility.



· Demonstrate distribution resources planning.



· Demonstrate containerization.

		· List differences between owned fleet and Contract hire fleet.  (leasing)

· List advantages and disadvantages of owned fleet and Contract hire fleet.  (Leasing).

· List factors to consider in deciding to use either contract hire fleet or self owned fleet

· Demonstrate public haulage by shipping, Air freight       and through freight     forwarders etc.

· Guide students to perform distribution operations.



· Organize visit to a Warehousing facility.



· Guide students to carry out distribution resources planning.



· Demonstrate containerization.

		Textbooks, 



Journals 



Website.



Marker board  and pens



Flip chart, Board and Marker pens



		
 

		General Objective 3: Understand supply point.



		8-12

		3.1 Explain location of supplies.

3.2 Describe methods of sitting.

3.3  Describe sitting according to 

       Demand.

3.4  Explain satisfying customer  

       Service levels.

3.5  Explain number and distribution 

       Cost.

3.6 Explain cost optimization.

3.7 Describe depot sitting.



		3.1 Explain location of supplies.



3.2 Explain methods of sitting.



3.3 Explain sitting according to Demand.



3.4 Explain satisfying customer Service levels.



3.5 Explain number and distribution cost.



3.6 Explain cost optimization.



3.7 Explain depot sitting.

		Textbooks, Journal and Website.

		· Illustrate location of supplies.



· List methods of sitting.



· Demonstrate sitting according to demand.



· Demonstrate satisfying customer service levels.



· Demonstrate number and distribution cost.



· Demonstrate cost optimization.



· Demonstrate depot sitting.

		· Illustrate location of supplies.



· List methods of sitting.



· Demonstrate sitting according to demand.



· Demonstrate satisfying customer service levels.



· Demonstrate number and distribution cost.



· Demonstrate cost optimization.



· Demonstrate depot sitting.

		Textbooks, Journal and Website.

Marker board/pens

Flip chart/board



		


		General Objective 4:  Understand containerisation.   



		9-13

		4.1 Define container.

4.2  Explain the difference between 

     Container and containerization.

4.3 Explain types of containers.

4.4  Explain the advantages and

      disadvantages of containerization.

4.5 Explain the problems of 

      Containerization.

4.6  Explain the principal service 

       provided by international      freight Forwarders.

		4.1 Explain container.

4.2  Explain the difference 

       between  container and 

       Containerization.

4.3 Explain types of containers.

4.4  Explain the advantages and disadvantages of

       Containerization.

4.5 Explain the problems of 

      Containerization.

4.6  Explain the principal service provided by international Freight forwarders.

		Textbooks, Journal and Website.

		· List the differences        between container and      Containerization.

· List types of 

              Containers.

· List advantages

              and disadvantages of

              Containerization.

· List the problems of Containerization.

· List the principal

         services provided by

         international  freight

               Forwarders.

		· Lead students to see types of      containers.

· List the differences        between container and        Containerization.

· List types of 

              Containers.

· List advantages

        and disadvantages of                                  Containerization.

· List the problems of   Containerization.

· List the principal

         services provided by           international freight

               Forwarders.

		Textbooks, Journal and Website.

Container 

Marker board/pens 

Flip chart/board/pens



		


		General Objective 5:. Understand Routing Engineering and Rationalisation.



		14-15

		5.1 Define Routine Engineering and rationalization.

5.2 Explain steps in routine Engineering.

5.3  Explain why rationalisation is

       necessary.

5.4  Explain the advantages of

       Rationalisation.

5.5  Explain the process of 

       Rationalisation.

		5.1  Explain Routine Engineering and rationalization.

5.2  Explain steps in routine

       Engineering.

5.3 Explain why rationalisation is necessary.

5.4  Explain the advantages of

       Rationalisation.

5.5  Explain the process of

       Rationalisation.

		Textbooks, Journal and Website.

		· Demonstrate Routine

Engineering and rationalization.

· List steps in routine           Engineering.

· List reasons why

               rationalisation

                is necessary.

· List the advantages

             of rationalisation.

· Demonstrate the process of

                Rationalisation.

		· Demonstrate Routine

               Engineering

and rationalization.

· List steps in route

               Engineering.

· List reasons why

               rationalisation

                is necessary.

· List the advantages

             of rationalisation.

· Demonstrate the process of

                Rationalisation.

		Textbooks, Journal and Website.

Marker board/pens 

Flip chart/board/pens



		
ASSESSMENT CRITERIA



		Coursework 

50%

		Course test 

25%

		Practical

25%

		Other (Examination/project/portfolio) 

             0%





		PROGRAMME: 

NATIONAL DIPLOMA IN PURCHASING AND SUPPLY

		Code: PAS 121

		Credit Hours:  4 





		 Course: PRINCIPLES OF PURCHASING II

		Pre-requisite: Principles of Purchasing I

		Theoretical:    2   hours/week  - 50 %



		Semester: SECOND 

		

		Practical:        2     hours/week  - 50 %



		Goal:   This course is designed to enhance the students’ further appreciation of purchasing practices and techniques to equip him for practice.



		

GENERAL OBJECTIVES:



On completion of this module, the student should be able to:



1. Understand import and export aspects of procurement.

1. Know the basic control documents used in purchasing

1. Understand the organization and use of purchasing manuals.

1. Understand the organization of purchasing department.





























		                                Theoretical Content

		                 Practical Content



		

Week

		General Objective 1:  Understand import and export aspect.



		

		0. Explain importing and exporting of commodities.

0. Explain basic import procedure and documentation.

0. Define import duties and tariffs.

0. Explain purchasing for export requirements.

0. Describe basic export procedures and documentation.

0. Explain packaging and protection requirements.

0. Appraise the use of import and export agencies.

		1.1 Define import, export, importation and exportation.

1.2  Explain basic import procedures and documentations.

1.3 Explain import duties and tariffs.

1.4 Explain purchasing for export requirements.

1.5 Explain basic export procedures and documentation.

1.6 Explain packaging and protection requirements.

1.7 Explain the use and importance of import and export agencies



		Textbooks, Journals and Website.

Publications of NEPC, NPA etc

		· Identify different documents used in export/import business.

· Demonstrate filling the documents

· List the basic import/export  procedures and documents involved

· List roles, functions and importance of import/export agencies in procurement activities. 



		· Display various documents used in import /export trade.

· Organize visit to any agency involved in import/export activities for students to make enquiries



		Textbooks, Journals and Website.

Publications

Export/import documents

Flip chart/board/marker pens

Vehicle 



		



		General Objective 2: Know basic control documents used in purchasing



		

		2.1  Explain purchase requisition and 

       Its function.

2.2  Describe bill of materials and the 

       Purpose it serves.

2.3 Describe enquiry form and its use.

2.4  Describe purchase order and its 

       Use.

2.5 Explain advice note and its use.

2.6  Describe consignment note and its

       Use.

2.7  Describe invoice document and the

       Purpose it serves.

2.8  Describe goods received note and 

       Its use.

		1.1 Explain contents of purchase requisition, its function and how it can be used.

1.2 Explain bill of materials and its purpose.

1.3 Explain enquiry form and its use

1.4 Explain purchase order and its use.

1.5 Explain advise note its contents, source and use

1.6 Explain invoice document and its purpose.

1.7 Explain goods received note including the various names it is called such as GRN, SRVs, GRR etc

		Textbooks, Journals and Website.

		· Prepare and fill purchase requisition, bill of materials, enquiry form,.

· Demonstrate the use of purchase order

· Prepare :

· Advice note with details of its contents, source.

· Consignment note

· Invoice document

· Goods received note. 

		· Guide students to prepare and fill purchase requisition, bill of materials, enquiry form,.

· Demonstrate the use of purchase order

· Guide students to prepare :

· Advice note with details of its contents, source.

· Consignment note

· Invoice document

· Goods received note. 

		Textbooks, Journals and Website.

Samples of purchase requisition, bill of materials, enquiry form, etc



		

		General Objective 3: Understand organization and use of purchasing manuals.



		

		3.1  Explain purchasing manual and its 

       benefits.

3.2  Explain the use of purchasing  Manual.

3.3  Explain how the purchasing 

       Manual could be classified.

3.4  Explain the contents of a 

       Purchasing manual, purchasing organization, policy and Procedure.

		3.1 Explain purchase manual and its contents.



3.2 Explain how the purchasing manual is used and its users in organization.



3.3 Explain contents of purchase manual, purchasing 

       organization, policy and   

       Procedure.

		Textbooks, Journals and Website.

Purchasing Manual

		· Demonstrate the use of a purchasing Manual

· List users of purchasing Manual in an organization.

· Identify contents of a purchase manual

		· Display sample copy purchase manual and its contents.

· Demonstrate the use of a purchasing Manual

· List users of purchasing Manual in an organization.

· Identify contents of purchase manual.

		Textbooks, Journals and Website.

Sample purchasing Manual



		


		General Objective 4: Understand the organization of purchasing department.



		

		3. Explain the organization and receipts of information from records section.

3. Explain how pricing section is organized.

3. Describe how requisitioning and ordering should be organized.

3. Explain how progressing of order is organized.

3. Explain how inspection and receiving of orders should be organized.

3. Define purchasing research and its advantages.

		4.1  Explain types of organization of purchasing such as by location, materials/

equipment and by combination of both etc.

4.2 Describe how order      requisition should be made.

4.3 Explain how orders should be followed up.

4.4 Explain how to prepare orders status report and its uses.

4.5 Explain purchasing research, its uses and advantages.

		Textbooks, Journals and Website.

		· Demonstrate types of organization of purchasing such as by location, materials/equipment and by combinations of both etc.

· Demonstrate how to organise and receive information from records

· Demonstrate how pricing section is organised 

· Demonstrate how requisitioning and ordering should be organised.

· Demonstrate how order requisition should be made.

· Demonstrate how to prepare orders and how orders should be followed up.

· Demonstrate how to prepare orders status report and its uses.

· Carry out purchasing research.

		· Demonstrate types of organization of purchasing such as by location, materials/equipment and by combinations of both etc.

· Guide students to organise and receive information from records

· Demonstrate how pricing section is organised 

· Demonstrate how requisitioning and ordering should be organised.

· Demonstrate how order requisition should be made.

· Demonstrate how to prepare orders and how orders should be followed up.

· Demonstrate how to prepare orders status report and its uses.

· Guide students to carry out purchasing research.

		Textbooks, Journals and Website.



		ASSESSMENT CRITERIA



		Coursework 

50%

		Course test 

25%

		Practical

25%

		Other (Examination/project/portfolio) 





		



		

		

		







			PROGRAMME: 

NATIONAL DIPLOMA IN PURCHASING AND SUPPLY

		Code: PAS 122

		Credit Hours:    4 





		 Course:  STORES ADMINISTRATION

                AND CONTROL OF STOCK II

		Pre-requisite: Stores Administration and Control of Stock I

		Theoretical:    2  hours/week  - 50 %



		Semester: SECOND 

		

		Practical:        2 hours/week  -  50 %



		Goal:  This course is designed to equip the student with further knowledge and skills to enable him manage stores effectively.



		

GENERAL OBJECTIVES:



On completion of this module, the student should be able to:



1 Know methods of stock control

2 Understand ABC analysis or Pareto’s theory as applied to stores.

3 Know the basics of financial control.

4 Understand stock random checking and comprehensive stock checking.



		

		

		













		                          Theoretical Content

		             Practical Content



		

Week

		General Objective 1:  Know methods of stock control.



		

1-3





		0. Identify units of issues:

1.  Pins

1. Washers

1. Bolt, etc

0. Explain stores vocabulary and masters stock list with introduction to their background and use.

0. Explain general principles of control of stock such as:

1.  Physical records methods.

1. Visual or stock records methods.

0. Explain the role of computer in the control of stock.

		1.1 Explain using:

1.  Examples of items purchased, their unit of issues according to the size of usage of the item.

1.2 Describe, using sample copy, Stores Vocabulary.

1.3 Explain aims and process of stock control.

1.4 Explain stock control by use of stock card.

1.5 Explain stock control by use of two bin, three bins systems.

1.6  Explain the role of computer in the control of stock.



		Textbooks,

Journals and

Website

		· Demonstrate unit of issues using available stock, according to the size of usage of the item.

· Identify units of issues:

· Pins

· Washers

· Bolt, etc

· Identify stores vocabulary and master stock list 

· Demonstrate general principles of control of stock such as:

· Physical records methods.

· Visual or stock records methods.

· Demonstrate the use of relevant computer softwares in stock control



		· Purchase some items. Using them as examples, demonstrate their unit of issues according to the size of usage of the item.

· Show copy of stores vocabulary.

· Demonstrate the process of stock control by use of stock card; two bin, three bins systems. 

· Demonstrate the use of relevant computer softwares in stock control



		Textbooks,

Journals and

Website



		

		General Objective 2:  Understand ABC analysis or Pareto’s theory as applied to stores.



		4-6

		2.1 Explain ABC analysis or Pareto’s   theory and its application to stores.

2.2 Explain the advantages of the ABC Analysis.

2.3 Explain the relationship of 80/20; ABC Analysis. 

		2.1 Explain ABC theory and how it is applied to stores.



2.2 Explain classes of materials ABC and their importance in terms of value and quantity. 

		Textbooks,

Journals and

Website

		· Demonstrate ABC analysis or Pareto’s theory and its application.

· List the advantages of the ABC Analysis.



		· Demonstrate the application of ABC theory to stores.

· Display classes of materials ABC

· List their importance in terms of value and quantity. 

		Textbooks,

Journals and

Website

Marker Board/Pens

Flip Chart/Board 



		

		General Objective 3:  Understand the basics of financial control.



		7-10

		3.1 Explain financial aspects of control of stock.

3.2 Explain the basic store costs and budget.

3.3  Explain different methods of 

       Pricing using FIFO, LIFO, etc.

3.4  Explain effect of errors in stock 

       Valuation.

		3.1 Explain stock control by value

3.2 Explain stock record cards.

3.3 Explain types of stock accounts

3.4 Explain main stock accounts.

3.5 Explain methods of  costing, LIFO, FIFO, Standard  pricing etc.

		Textbooks,

Journals and

Website

		· Demonstrate stock control by value

· Demonstrate the filling of stock record cards.

· Prepare types of stock accounts, store costs and budget.

· Prepare main stock accounts.

· Demonstrate methods of costing, LIFO, FIFO, Standard pricing etc.

· Detect errors in stock valuation

· List the effects of errors in stock valuation.

		· Demonstrate stock control by value

· Demonstrate the filling of stock record cards.

· Guide students to prepare types of stock accounts, store costs and budget.

· Guide students to prepare main stock accounts.

· Demonstrate methods of costing, LIFO, FIFO, Standard pricing etc.

· Guide students to detect errors in stock valuation

· List the effects of errors in stock valuation.

		Textbooks,

Journals and

Website

Stock record cards

Papers

Computer

Samples of stock accounts, budget

Store record cards

Samples of stock valuation documents.



		


		General Objective 4: Understand stock taking and checking.



		11-15

		4.1   Explain stock taking methods.

4.2   Explain stock discrepancies, 

        obsolete, obsolescence, scrap, 

        Pilferage etc.

4.3   Explain causes of discrepancies.

4.4   Explain control of scraps and unwanted materials.

		4.1 Explain types of stock taking such as continuous, periodic etc.

4.2 Explain stock discrepancies, obsolete, obsolescence, scrap, 

        Pilferage etc.

4.3 Explain causes of discrepancies.

4.4 Explain control of scraps and unwanted materials.



		Textbooks,

Journals and

Website

		· Demonstrate types of stock taking such as continuous, periodic etc.

· Identify stock discrepancies, 

            Obsolete,       obsolescence, Scrap, pilferage etc.

· List causes of discrepancies 

· Demonstrate control of 

        Scrap and unwanted              materials.  

		· Demonstrate types of stock taking such as continuous, periodic etc.

· Guide students to  identify stock discrepancies, 

            Obsolete,       obsolescence, Scrap, pilferage etc.

· List causes of discrepancies 

· Demonstrate

· Control of Scrap and unwanted              materials.  

		Textbooks,

Journals and

Website

Flip chart/Board

Marker Board/Pens

Computers

Papers

calculators





		ASSESSMENT CRITERIA



		Coursework 

50%

		Course test 

25%

		Practical

25%

		Other (Examination/project/portfolio) 

















































		Programme: NATIONAL DIPLOMA

                             IN PURCHASING AND

                             SUPPLY

		Code: PAS 123

		Credit Hours:   4





		Course:  PRINCIPLES OF TRANSPORT 

               AND DISTRIBUTION II

		Pre-requisite: PRINCIPLES OF TRANSPORT AND DISTRIBUTION I

		Theoretical:        2 hours/week – 50%



		Semester: SECOND   

		

		Practical:            2 hours/week  - 50%



		Goal:  This course is intended to provide the student with additional knowledge and skill on transportation and distribution to enable him perform operations in transportation and distribution activities





		

GENERAL OBJECTIVES:



On completion of this module, the student should be able to:



1.0 Understand routing and scheduling

2.0 Understand distribution plans

3.0 Know transport legislations.

4.0 Apply information technology in transport and distribution.











		                             Theoretical Content

		                  Practical Content



		

Week

		General Objective 1:  Understand Routing and Scheduling.



		

		Specific Learning Outcomes

		Teacher’s Activities

		Resources

		Specific Learning Outcomes

		Teacher’s   Activities

		Resources



		1-3

		1.1 Explain scientific routing.

1.2  Describe assignment of 

       Vehicles.

1.3 Explain delivery schedules.

1.4  Explain variable factors of 

       Scheduling.

		1.1 Explain scientific routing.

1.2 Explain assignment of Vehicles.

1.3 Explain delivery schedules.

1.4 Explain variable factors of scheduling.

		Textbooks, Journal and Website.

		· Demonstrate scientific routing.  

· Demonstrate assignment of 

               Vehicles.

· Prepare delivery schedules.

· List variable factors 

               of scheduling.

		· Demonstrate scientific routing.

· Demonstrate assignment of 

              Vehicles.

· Guide students to prepare delivery schedules.

· List variable factors of scheduling.

		Textbooks, Journal and Website.

Computer

Marker pens/Board

Flip chart/Board





		


		General Objective 2:  Understand distribution plans.



		4-6

		2.1  Explain planning economic

       Deliveries.



2.2 Explain rationalization.



2.3 Explain trucking and back loading.



2.4 Explain local delivery planning.

2.5 Describe loading and unloading. 

		2.1 Explain planning economic deliveries.



2.2 Explain rationalization.



2.3 Explain trucking and back-loading.



2.4 Explain local delivery planning.

2.5 Explain loading and unloading.

		Textbooks, Journal and Website.

		· Develop a plan for  

            Economic deliveries.

· Demonstrate rationalization

· Demonstrate trucking and back loading.

· Prepare a local delivery plan.

·   Demonstrate loading and unloading. 

		· Guide students to develop a plan for  

     Economic deliveries.

· Demonstrate rationalization

· Demonstrate trucking and back loading.

· Guide students to prepare a local delivery plan.

·   Demonstrate loading and unloading. 

		Textbooks, Journal and Website.

Computer

Truck

Loaders 

Goods 



		


		General Objective 3:  Know transport legislation.



		7-9

		3.1 Explain legislations relevant to distribution of goods.



3.2 Explain receipt of goods.



3.3 Describe unloading of goods.



3.4 Describe loading of goods.



3.5 Explain licensing    .



3.6 Explain plating of vehicles.



3.7 Explain changing legislation.



3.8 Explain roles of the police, traffic warden, V.I.O.’s, Road safety officers etc.



3.9 Explain  duties and responsibilities of :

(a) Transport Manager, 

(b) Drivers,

 (c) Road Transport Workers Union (NURTW). etc.



3.10 Explain types of insurance applicable to Transport and Distribution.

		3.1 Explain legislations relevant to distribution of goods.



3.2 Explain receipt of goods.



3.3 Describe unloading of goods.



3.4 Describe loading of goods.



3.5 Explain licensing    .



3.6 Explain plating of vehicles.



3.7 Explain changing legislation.



3.8 Explain roles of the police, traffic warden, V.I.O.’s, Road safety officers etc.



3.9 Explain  duties and responsibilities of :

(a) Transport Manager, 

(b) Drivers,

 (c) Road Transport Workers Union (NURTW). etc.



3.10 Explain types of insurance applicable to Transport and Distribution.

		Textbooks, Journal and Website.

		· List legislations relevant to distribution of goods.

· Demonstrate receipt of goods.

· Demonstrate unloading of goods.

· Demonstrate loading of goods.

· List procedures for licensing and plating of vehicles.

· List the roles of the police, traffic warden, V.I.O.’s, Road safety officers etc.

· List duties and responsibilities of 

· Transport Manager,

· Drivers, 

· Road Transport Workers Union etc. (NURTW).

· List types and roles of insurance applicable to Transport and Distribution.

		· Display legislations relevant to distribution of goods.

·  Demonstrate receipt of goods.

· Demonstrate unloading of goods.

· Demonstrate loading of goods.

· Guide a visit to VIO, Road Safety, Internal Revenue Office etc for students to interact with officials about licensing, plating of vehicles, and their roles

· Guide a visit to NURTW office for students to interact with the officials on the duties of

· Transport Manager, 

·  Drivers, 

· Road Transport Workers Union (NURTW). etc.

· Invite an Insurer to talk to students about their roles.



    .











		Textbooks, Journal and Website.



		

		General Objective 4:  Understand information Technology in Transport and Distribution.



		11-15

		4.1 Define information technology.

4.2 Explain Management Information System.

4.3 Explain Electronic data interchange.

4.4 Explain data base requirement.

4.5 Explain the importance of Information Technology as its affect Transport and Distribution.

4.6 Explain mechanical handling devices in Transport and Distribution.

		4.1 Explain information technology.

4.2 Explain Management Information System.

4.3 Explain Electronic data interchange.

4.4 Explain data base requirement.

4.5 Explain the importance of Information Technology as it affects Transport and Distribution.

4.6 Explain mechanical handling devices in Transport and Distribution.

		Textbooks, Journal and Website.

		· Demonstrate the use of Management Information System.

· Demonstrate the use of Electronic data interchange.

· Demonstrate the application of data base requirements in transport and distribution.

· List the importance of Information Technology as it affects Transport and Distribution.

· Identify different mechanical handling devices in Transport and Distribution.

		· Demonstrate the use of Management Information System.

· Demonstrate the use of Electronic data interchange.

· Guide students to apply data base requirements in transport and distribution.

· List the importance of Information Technology as it affects Transport and Distribution.

· Conduct students round mechanical handling devices in Transport and Distribution.

		Textbooks, Journal and Website.



		ASSESSMENT CRITERIA



		Coursework 

50%

		Course test 

25%

		Practical

25%

		Other (Examination/project/portfolio) 





















		PROGRAMME: NATIONAL DIPLOMA 

                              IN PURCHASING AND

                              SUPPLY

		Code:  PAS 211

		Credit Hours:   4 

              



		 Course:  PRACTICE OF PURCHASING I

		Pre-requisite:    

		Theoretical:      2      hours/week  - 50%



		Semester:  THIRD 

		

		Practical:          2   hours/week  -  50%



		Goal:  

This course is designed to provide the student with the knowledge, skills and techniques for purchasing practice.



		

GENERAL OBJECTIVES:



On completion of this module, the student should be able to:



0. Appreciate the role of purchasing and materials management in business.

0. Understand specifications of design engineers and quality assurance from suppliers.

0. Understand supply market structure and sourcing procedure. 

0. Know methods of pricing and payment procedure.

0. Appreciate recent developments in purchasing.





	










		                                                      Theoretical Content

		                              Practical Content



		

Week

		General Objective 1:  Understand the role of purchasing and materials management in business.



		

		Specific Learning Outcomes

		Teacher’s Activities

		Resources

		Specific Learning Outcomes

		Teacher’s   Activities

		Resources



		

		0. Explain purchasing functions.

0. Examine purchasing department in relation with other departments.

0. State the role of materials management in business.

0. Explain consolidation of materials activities in an organization in a totally  centralized system under:

0.  Material management concept.

0. Physical distribution management concept.

0. Logistics management

		1.1 Explain purchasing functions.

1.2 Explain the relationship of the purchasing department with other departments.

1.3 Explain the role of materials management in business.

1.4 Explain consolidation of materials activities in an organization in a totally centralized system under:

i.  Materials  management     

    Concept.

ii. Physical distribution 

     Management concept.

iii. Logistics management



		Textbooks, Journal and Website.

		· List purchasing functions.



· Demonstrate the relationship of the purchasing department with other departments.



		· List purchasing functions.

· Demonstrate the relationship of the purchasing department with other departments.



		Textbooks, Journal and Website.

Marker board/pens

Flip Chart/ Board

Chart of the organization/purchasing department

Computer

Cardboard papers.



		




		General Objective 2:  Understand specifications of design engineers and quality assurance from suppliers.



		

		2.1 Identify types of specifications and their uses.

2.2  Enumerate the role of        suppliers,  buyers etc, in design and 

       Specification especially as it affects   purchasing ability to contribute to Company’s profit.

0. Explain compilation, uses and 

Limitations of International, national and company standards as it affects specifications and ability to purchase.

0. Explain the use of techniques of Variety reduction and standardization in reviewing and improving more designs and specifications.

0. Define value engineering and 

Value analysis as it relates to specification and quality in purchasing.

0. Explain the procedure for quality determination.

0. Explain methods of quality 

Control and the process of quality audit. 



		2.1 Explain types of specification such as Technical Engineering Designs, sample by function, by methods of production.



2.2 Explain the role of suppliers and buyers in each type of specification above.



2.3 Explain specifications by standards organizations.



2.4 Explain standard, standardization simplification.



2.5 Explain concept of value Engineering and value analysis.



2.6 Explain quality and how to determine quality.



2.7 Explain methods of quality control including inspection.



2.8 Explain quality assurance.

		Textbooks, Journal and Website.

		· Identify types of 

              specifications and 

               their uses.

· Observe the process of value Engineering and value analysis, quality determination and methods of quality control and inspection in a manufacturing outfit.





		· Show types of specification such as Technical Engineering Designs, sample by function, by methods of production.

· Guide students to identify specifications by standards organization.

· Guide a visit to an engineering/production/ manufacturing outfit for students to observe the process of value Engineering and value analysis, quality determination and methods of quality control and inspection.





		Textbooks, Journal and Website.

Varieties of Engineering Designs

Products

Writing materials

Vehicle



		

		General Objective 3: understand supply market structure and sourcing procedure. 



		

		3.1 Examine supply market structures and their implications for efficient Purchasing.

3.2  Examine sourcing policies under the use of:

       i.  Single sourcing supply;

      ii.  Dual sourcing supply;

     iii. Multiple sourcing supplies.

3.3 Explain good suppliers.

3.4 State factors used in supplier selection, and source of supplier evaluation.

3.4 State factors to consider in 

Supplier evaluation.

3.5 Enumerate problems associated 

with random rating and suggest possible solutions.

		3.1 Explain supply market structures and their implication on buyers and sellers.

3.2 Explain sourcing policies including e-sourcing.

3.3 Explain single sourcing, dual sourcing and multiple sourcing.

3.4 Explain good supplier and qualities of good supplier.

3.5 Explain how to select sources of supply.

3.6 Explain factors for supplier evaluation such as quality, quantity, record of service, Technical staff and equipments and financial strengths.

3.7 Explain 100% inspection methods.

		Textbooks, Journal and Website.

		· Demonstrate supply market structures and their implications for efficient purchasing.

· Identify good suppliers.

·  List factors used in supplier selection, and supplier evaluation.

· Demonstrate random rating

· List problems associated with random rating and their possible solutions 

· Demonstrate 100% inspection methods.

		· Demonstrate supply market structures

· Guide students to identify good supplier and qualities of good supplier.

· Guide students to select sources of supply. 

· Guide students on supplier evaluation using parameters such as quality, quantity, record of service, Technical staff and equipment and financial strengths.

· Demonstrate 100% inspection methods.

		Textbooks, Journal and Website.

Marker board/pens

Flip chart/board



		


		General Objective 4: Understand methods of pricing and payment procedure.



		

		0. Examine various pricing methods

0. State how prices are determined.

0. Explain how prices and costs are analyzed.

0. Explain the use of analysis in 4.2 above in comparing costs from suppliers.

0. Explain the use and importance of discounts in pricing as its affects purchasing.

0. Explain methods of payment 

0. State the implication of each method in 4.6 above with respect to timing.

0. Explain types of markets and how purchasing from each is affected by time.

0. Examine purchasing timing policies as they affect basic approaches to inventory management.

0. Explain buying prices in fluctuating markets.

0. Explain progress payment and retention strategy in purchasing.



		4.1 Examine various pricing methods and how prices are determined.

4.2 Explain how prices and costs are analyzed.

4.3 Explain the use of analysis in 4.2 above to compare costs from suppliers.

4.4 Explain the use and importance of discounts in pricing as its affects purchasing.

4.5 Explain methods of payment and their timing implications.



 4.6Explain types of markets and how purchasing from each will be affected by time.

4.7 Examine purchasing timing policies as they affect basic approaches to inventory management.

4.8 Explain buying prices in fluctuating markets.

4.9Explain progress payment and retention strategy in purchasing.



		Textbooks, Journal and Website.

		· Demonstrate various pricing methods and how prices are determined.

· Demonstrate how prices and costs are analyzed.

· Use the analysis in 4.2 above to compare costs and suppliers.

· Demonstrate the treatment of discounts in pricing as it affects purchasing.

· Observe how purchasing from different types of markets is affected by time.

· Apply purchasing timing policies as they affect basic approaches to inventory management.

· Determine buying prices in fluctuating markets.

· Effect and apply progress payment and retention strategy in purchasing.

		· Demonstrate various pricing methods and how prices are determined.

· Demonstrate how prices and costs are analyzed.

· Use the analysis in 4.2 above to compare costs and suppliers.

· Demonstrate the treatment of discounts in pricing as it affects purchasing.

· Guide a visit to different types of markets for students to observe how purchasing from each is affected by time.

· Guide students to apply purchasing timing policies as they affect basic approaches to inventory management.

· Guide students to determine buying prices in fluctuating markets.

· Guide students to effect and apply progress payment and retention strategy in purchasing.

		Textbooks, Journal and Website.

Marker board/pens

Flip chart and board

Computer 



		

		General Objective 5:  Appreciate recent developments in purchasing.



		

		5.1 Explain e-sourcing.

5.2 Explain e-buying

5.3 Differentiate between 5.1 and 5.2 above.

5.3 Explain supply chains and their

      Characters.

		4. Explain e-sourcing.

4. Explain e-buying

4. Explain supply chains and their characters.

		Textbooks, Journal and Website.

		· Carry out e-sourcing, e-buying

· Demonstrate supply chains and their characters.

		· Guide students to carry out  e-sourcing, e-buying

· Demonstrate supply chains and their characters.

		Textbooks, Journal and Website.

computer



		ASSESSMENT CRITERIA



		Coursework 

50%

		Course test 

25%

		Practical

25%

		Other (Examination/project/portfolio) 














		PROGRAMME: NATIONAL DIPLOMA 

                              IN PURCHASING AND

                              SUPPLY

		Code:  PAS 212

		Credit Hours:   4   

              



		 Course:    STORES DESIGN AND

                  MATERIALS HANDLING I

		Pre-requisite:    

		Theoretical:       2     hours/week  - 50%



		Semester:  THIRD 

		

		Practical:           2   hours/week  -  50%



		Goal:  This course is designed to introduce the student to the principles of good stores design, and the selection and effective use of 

            Stores equipment.  



		

GENERAL OBJECTIVES:



On completion of this module, the student should be able to:



1. Know types of stores.

1. Understand sitting of stores.

1. Understand methods of storage.

1. Appreciate role of stores personnel.










	

		                                                  Theoretical Content

		                                 Practical Content



		

Week

		General Objective 1:  Know types of stores.



		

		

Specific Learning Outcomes

		Teacher’s Activities

		Resources

		Specific Learning Outcomes

		Teacher’s   Activities

		Resources



		

		0. Describe control of warehouse.

0. Explain national retail re-distribution to captive outlets.

0. Describe public service industries.

0. Describe subsidiary stores and imprest.

0. Describe production stores.

0. Describe finished goods and work in progress stores.

0. Describe special stores for:

1.  Oils

1. Explosives

1. Spirits

1. Fragile, etc.

0. Explain legal requirement for these stores.

0. Explain range of materials handled.

0. Explain plant and equipment.

0. Explain factors in selection of the types of equipment to use for handling.

		1.1 Explain warehousing

1.2 Explain national retail re-distribution to captive outlets.

1.3 Explain public service industries.

1.4 Explain subsidiary stores and imprest.

1.5 Explain production stores.

1.6 Explain finished goods and work in progress stores.

1.7 Explain special stores such as Oils, Explosives, Spirits, Fragile, chemicals, etc.

1.8 Explain legal requirement for these stores.

1.9 Classify equipments according to industries.

1.10 Site examples of existing types of stores and how they are sited.

		Textbooks, Journal and Website.

		· Demonstrate control of warehouse.

.

· List characteristics of public service industries.

· List functions of subsidiary stores and imprest.

· List functions of production stores.

· List differences between finished goods and work in progress stores.

· List differences between the various types stores and special stores for:

1.  Oils

1. Explosives

1. Spirits

1. Fragile, etc.

· List legal requirement for the different types of stores.

· List range of materials handled by the various store types.

· List plant and equipment required in the various stores.

· List factors in selection of  

        the types of        equipment to use 

        for handling.



		· Guide a visit to a warehousing facility, public service industries, subsidiary stores, production stores, finished goods and work in progress stores, special stores such as Oils, Explosives, Spirits, Fragile, chemicals, etc.



· List legal requirement for  the various stores above.



· Classify equipment according to industries.



· List examples of existing types of stores and how they are sited.

		Textbooks, Journal and Website.



		


		General Objective 2:  Understand the sitting of stores.



		

		2.1 Explain location consideration.

2.2 Explain motorway network.

2.3 Explain distributive systems.

2.4 Describe local delivery services.

2.5 Explain overnight and long haul trucking.

2.6  Explain railhead and import 

       Proximity.

2.7 Describe expansion and flexibility.

2.8 Explain the effects of regulation on working hours.



		2.1 Explain location consideration.

2.2 Explain motorway network.

2.3 Explain distributive systems.

2.4 Explain local delivery services.

2.5 Explain overnight and long haul trucking.

2.6 Explain railhead and import proximity.

2.7 Describe expansion and flexibility.

2.8 Explain the effects of regulation on working hours.

		Textbooks, Journal and Website.

		· List factors in location       consideration.

· Identify appropriate motorway network.

· Demonstrate proper distributive systems.

· Demonstrate local delivery         Services.

· List advantages and dangers of overnight and long haul trucking.

· List advantages of railhead and import proximity.

· List the effects of regulation on working hours.



		· Guide a visit to a standard store for students to observe location considerations, Motorway network, distributive systems, local delivery services, overnight and long haul trucking,

railhead and import Proximity,

· List the effects of regulation on working hours.

		Textbooks, Journal and Website.

Warehouse/store,

Marker board/pens, flip chart/board



		


		General Objective 3: Understand methods of storage.



		

		3. Define Racking.

3. Explain adjustable pallet racking..

3. Describe binning.

3. Explain mobile racking.

3. Explain bulk storage.

3. Explain special fixtures.

1. Automated;

1. Location;

1. Retrieved.

3. Explain live storage.

3. Describe very narrow aisle (VNA) racks.

		4.1 Explain methods of storage and including Racking, Pallet, binning..

4.2 Explain binning including mobile racking.

4.3 Explain bulk storage.

4.4 Explain special fixtures.

1. Automated;

1. Location;

1. Retrieved.

4.1 Explain live storage.

4.2 Explain very narrow aisle (VNA) racks.

		Textbooks, Journals, Website.

		· Demonstrate methods of storage including Racking, Pallet, binning..

· Demonstrate binning including mobile racking.

· Demonstrate bulk storage.

· Demonstrate special fixtures.

· Automated;

· Location;

· Retrieved.

· Demonstrate live storage.

· Demonstrate very narrow aisle (VNA) racks.

		· Demonstrate methods of storage including Racking, Pallet, binning..

· Demonstrate binning including mobile racking.

· Demonstrate bulk storage.

· Demonstrate special fixtures.

· Automated;

· Location;

· Retrieved.

· Demonstrate live storage.

· Demonstrate very narrow aisle (VNA) racks.

		Textbooks, Journals, Website.



		

		General Objective 4: Appreciate role of stores personnel.



		

		4.1 Explain the role of supervisor in stores design and materials handling..

4.2 Explain the role of Storekeeper in stores design and material handling.

4.3 Explain role of Stores Assistant (Attendant)

4.4 Explain qualities of Stores Supervisor, Storekeepers, Stores attendants/store assistants.

4.5 Explain functions of Stores Supervisors. Storekeepers, Stores Assistants (Store Attendants).

		4.1 Explain the role of supervisor in stores design and materials handling..

4.2 Explain the role of Storekeeper in stores design and materials handling.

4.3 Explain role of Stores Assistant (Attendant)

4.4 Explain qualities of Stores Supervisor, Storekeepers, and Stores attendants/store assistants.

4.5 Explain functions of

 Stores Supervisors. Storekeepers, Stores Assistants (Store Attendants).

		Textbooks, Journals, Website.

		· List roles of supervisors in stores design and materials handling.

· List roles of Storekeepers in stores design and materials handling.

· List  roles of Stores Assistant (Attendant)

· List qualities of Stores Supervisor, Storekeepers, and Stores attendants/store assistants.

· List functions of Stores Supervisors. Storekeepers, Stores Assistants (Store Attendants).

		· List roles of supervisors in stores design and materials handling.

· List roles of Storekeepers in stores design and materials handling.

· List  roles of Stores Assistant (Attendant)

· List qualities of Stores Supervisor, Storekeepers, and Stores attendants/store assistants.

· List functions of Stores Supervisors. Storekeepers, Stores Assistants (Store Attendants).

		Textbooks, Journals, Website.

Marker board/pens

Flip chart/board.

Overhead /Multimedia projector

computer



		
		ASSESSMENT CRITERIA



		Coursework 

50%

		Course test 

25%

		Practical

25%

		Other (Examination/project/portfolio) 















		PROGRAMME:  ND PURCHASING 

                               AND SUPPLY

		Code: PAS 213

		Credit Hours:      4    



		 Course:   PRINCIPLES OF MATERIALS

                 MANAGEMENT 

		Pre-requisite:

		Theoretical:         2  hours/week  -      50%



		Semester:  THIRD 

		

		Practical:              2  hours/week  -       50%





Course main Aim/Goal

This course is designed to introduce the student to the broader issues involved in the management of material resources, and to demonstrate the inter-relationship between the departments and functions involved and the administrative process used.

General Objectives:

On completion of the course, the student should be able to:

1.	Understand the contributions of design to materials management.

2.	Know the contribution of production control.

3.	Understand the methods of merchandising.

4.	Understand the contribution of materials control.

5.	Understand the role of stock control.













		                                           Theoretical Content

		                       Practical Content



		Week

		General Objective 1:  Understand the contributions of design to materials management.



		

		Specific Learning Outcomes

		Teacher’s Activities

		Resources

		Specific Learning Outcomes

		Teacher’s   Activities

		Resources



		1-2

		1.1 Explain determination of design.

1.2 Explain specification.

1.3 Explain quality.

1.4 Explain value engineering.

1.5 Explain value analysis.

1.6 Understand the notification of specification.

1.7 Describe drawing.

		1.1 Explain determination of design.

1.2 Explain specification.

1.3 Explain quality.

1.4 Explain value engineering.

1.5 Explain value analysis.

1.6 Explain the notification of specification.

1.7 Explain drawing. 

		 Textbooks

 Journals   

Internet

		· Identify design of selected products.

· Identify product specification.

· Identify product quality.

· Demonstrate drawing. 

		· Guide students to determine design of selected products.

· Guide students to determine product specification.

· Guide students to determine product quality.

· Demonstrate drawing. 

		Internet

Relevant websites

Product -samples



		


		General Objective 2:  Know the contributions of production control.



		3-4

		2.1 Describe the preparation of production programme.

2.2 Explain the determination of quantities.

2.3 Explain types and methods of production.

2.4 Explain make or buy decision.

2.5 Explain how to determine and maintain delivery promises.

2.6 Explain origin of needs.

2.7 Describe authority to purchase. 

		2.1 Explain the preparation of production programme.

2.2 Explain the determination of quantities.

2.3 Explain types and methods of production.

2.4 Explain make or buy decision.

2.5 Explain how to determine and maintain delivery promises.

2.6 Explain origin of needs.

2.7 Explain authority to purchase.

		   Textbooks

  

		· Demonstrate   preparation of production programme.

· Determine quantities.

· Identify types and methods of production.

· Demonstrate make or buy decision.

· Demonstrate how to determine and maintain   delivery promises.

· Demonstrate authority to purchase. 

		· Guide students to design a production programme.

· Guide students to determine quantities.

· Guide students to identify types and methods of production.

· Demonstrate make or buy decision.

· Demonstrate how to determine and maintain delivery promises. 

· Demonstrate 

      Authority to        purchase.

		Internet

Relevant websites



		


		General Objective 3:  Understand methods of merchandising.



		5-6

		3.1 Explain special promotions.

3.2 Explain seasonal trends and demands.

3.3 Describe the liaison between buying and marketing.

		3.1 Explain special promotions.

3.2 Explain seasonal trends and demands in relation to procurement.

3.3 Explain the

 Liaison between buying and marketing.

		Textbooks

 Journals

Publications

		· Prepare special promotions.

· Arrange how to overcome the effects of seasonal trends and demands.



		· Guide students to prepare special 

      Promotions.

· Guide students to determine the effects seasonal trends and demands.



		Internet

Relevant websites

computer



		

		General Objective 4:  Understand the contribution of materials control. 



		7-8

		4.1 Explain interpretation of production programme.

4.2 Explain the requirements of materials and supplies.

4.3 Describe the methods of recording material requirements.

4.4 Describe the methods of notifying material requirements.

		4.3 Explain interpretation of production programme.

4.4 Explain the requirements of material and supplies.

4.5 Explain the methods of recording material requirements.

4.6 Explain the methods of notifying material requirements.

		Textbooks

Journals

Publications

		· Interpret production programme.

· Determine requirements of materials and supplies.

· Demonstrate methods of recording material requirements.

· Demonstrate methods of notifying material requirements.

		· Guide students to interpret production programme.

· Guide students to determine requirements of materials and supplies.

· Demonstrate methods of recording material requirements.

· Demonstrate methods of notifying material requirements.

		Internet

Relevant websites



		


		General Objective 5:  Understand the role of stock control.



		9-10

		5.1 Understand stock control methods:

(a) Visual cards;

(b) Mechanical records (Application of computer);

5.2 Explain the establishment and maintenance of stock levels.

(a) Minimum,

(b) Maximum,

(c) Re-order.

5.3 Explain the method of provisioning:

(a)  Cyclical review reorder level;

(b) Theory or economic order quantities;

5.4 Explain identification methods;

(a) Commodity coding;

(b) Master stock list;

(c) Vocabularies.

5.5 Understand Rationalization and standardization methods;

(a)  Variety reduction;

(b) Stock file;

(c) Obsolescence and redundancy;

(d) Slow moving items and surplus items.

		5.1 Explain stock control methods:

(a) Visual cards;

(b) Mechanical records (Application of computer);

5.2 Explain the establishment and maintenance of stock levels.

(a) Minimum,

(b) Maximum,

(c) Re-order.

5.3 Explain the method of provisioning:

(a)  Cyclical review reorder level;

(b) Theory or economic order quantities;

5.4 Explain identification methods;

(a) Commodity coding;

(b) Master stock list;

(c) Vocabularies.

5.5 Understand Rationalization and standardization methods;

      (a) Variety reduction;

      (b) Stock file;

(c) Obsolescence and redundancy;

(d) Slow moving items and surplus items.

		 Textbooks

 Journals

 Publication

		· Demonstrate stock control methods:

· Visual cards;

· Mechanical records (Application of computer);

· Demonstrate the establishment and maintenance of stock levels.

· Minimum,

· Maximum,

· Re-order.

· Demonstrate the method of provisioning:

· Cyclical review reorder level;

· Theory or economic order quantities;

· Demonstrate  identification methods;

· Commodity coding;

· Master stock list;

· Vocabularies.

· Demonstrate  Rationalization and standardization methods;

· Variety reduction;

· Stock file;

· Obsolescence and

      redundancy;

· Slow moving items and surplus items.

		· Demonstrate stock control methods:

· Visual cards;

· Mechanical records (Application of computer);

· Demonstrate the establishment and maintenance of stock levels.

· Minimum,

· Maximum,

· Re-order.

· Demonstrate the method of provisioning:

· Cyclical review reorder level;

· Theory or economic order quantities;

· Demonstrate  identification methods;

· Commodity coding;

· Master stock list;

· Vocabularies.

· Demonstrate  Rationalization and standardization methods;

· Variety reduction;

· Stock file;

· Obsolescence and

      redundancy;

· Slow moving items and surplus items.

		Internet

Relevant website

Computer 





			ASSESSMENT CRITERIA



		Coursework 

50%

		Course test 

25%

		Practical

25%

		Other (Examination/project/portfolio) 







		Competency: On completing the course, the student should be able to understand/estimate/define/e….























		PROGRAMME:  ND PURCHASING 

                               AND SUPPLY

		Code: PAS 214

		Credit Hours:      4   



		 Course:   INTRODUCTION TO SUPPLY

                 CHAIN MANAGEMENT

		Pre-requisite:

		Theoretical:         2  hours/week  -      50%



		Semester:  THIRD 

		

		Practical:              2 hours/week  -       50%





Course main Aim/Goal

This course is designed to provide the student with the tools to measure the effectiveness of supply chain management and its contribution towards organisational competiveness and effectiveness.

General Objectives:

On completion of the course, the student should be able to:

1.	Understand supply chain concept.

2.	Understand the role of purchasing and supply in supply chain management.

3.	Understand basic inventory concepts and management.

4.	Understand basic materials management concepts in supply chain management.

5.	Understand basic concept of warehousing.

6.  Understand book logistics in supply chain management.













		                                                Theoretical Content

		                          Practical Content



		Week

		General Objective 1:  Understand supply chain concept.



		

		Specific Learning Outcomes

		Teacher’s Activities

		Resources

		Specific Learning Outcomes

		Teacher’s   Activities

		Resources



		

		1.1 Define supply chain management.

1.2 Explain the objectives and concept of 1.1

1.3 Explain processes and functions that comprise supply chain management.

1.4 Explain the recipe for success.

1.5 Explain some impediments to success.

1.6 Explain organisation structure in supply chain management. 

		1.1 Explain supply chain management.

1.2 Explain the objectives and concept of 1.1

1.3 Explain processes and functions that comprise supply chain management.

1.4 Explain the recipe for success.

1.5 Explain impediments to success.

1.6 Explain organisation structure in supply chain management.

		 Textbooks

 Journals   

		· List objectives of supply chain management

· List processes and functions of supply chain management.

· Provide check-list of success factors in supply chain management

· List impediments to success in supply chain management.

· Demonstrate

Organisation structure in supply chain management.

		· List objectives of supply chain management

· List processes and functions of supply chain management.

· Provide check-list of success factors in supply chain management

· List impediments to success in supply chain management.

· Demonstrate

Organisation structure in supply chain management.

		Internet

Relevant websites

Marker board/pens

Flip chart/board

Overhead /Multimedia projector

Computer 








		

		General Objective 2:  Understand the role of purchasing and supply in supply chain management.



		

		2.1  Explain the role of 

       purchasing in supply

       Chain management.

2.2  Explain the role of

       purchasing in customer

       Satisfaction.

2.3  Explain purchasing

       relationship with other

       functional areas e.g.

       production, engineering,

       research and

       Development etc.

0. Explain suppliers

 Appraisal and performance measurement.

0. Explain cost reduction

 and avoidance programmes.

2.10 Explain price change

 management (handling 

 Price increases.

2.11 EExplain just in time (JIT.) philosophy in relation to purchasing and supply.

2.12 EExplain reasons for increased importance and recognition of supply chain management.

2.13 EExplain the contributions of the Chartered Institute of purchasing and supply in supply chain management with reference to public procurement in Nigeria. 

		2.1  Explain the role of 

       purchasing in supply

       Chain management.

2.2  Explain the role of

       purchasing in

       Customer satisfaction.

2.3  Explain purchasing

       relationship with 

       other functional areas

       e.g. production, 

       engineering, research 

       and development etc.

2.4 Explain suppliers

 Appraisal and performance measurement.

2.5 Explain cost reduction

 and avoidance programmes.

2.6 Explain price change

 Management (handling price increases).

2.7 Explain just in time (J.I.T.) philosophy in relation to purchasing and supply.

2.8 Explain reasons for increased importance and recognition of supply chain management.

2.9 Explain the contributions of the Chartered Institute of purchasing and supply in supply chain management with reference to public procurement in Nigeria.

		   Textbooks

NIPSM publications

Public Procurement Act

  

		

		

		Internet

Relevant websites



		

		General Objective 3:  Understand basic inventory concepts and management.



		

		3.1  Explain basic inventory

       concepts in relation to

       modern supply chain e.g.

       reason for handling

       stock, and various types

       of inventory.

3.2  Explain basic inventory

 Management in relation to working capital.

3.3 Explain financial aspects

 of inventory as carrying cost.

3.4 Explain symptoms of

 Poor inventory management.

3.5 Explain how to improve

 Management ABC analysis, order processing systems etc.

3.6 Explain materials

 disposal e.g. surplus, scraps, obsolete etc.

		3.1  Explain basic 

       inventory concepts in 

       relation to modern

       supply chain e.g.

       reason for handling

       stock, and various

       types of inventory.

3.2  Explain basic inventory

 Management in relation to working capital.

3.3  Explain financial

       aspects of inventory as

       Carrying cost.

3.4 Explain symptoms of

 Poor inventory management.

3.5 Explain how to improve

Management ABC analysis, order processing systems etc.

3.6 Explain materials

      disposal e.g. surplus, 

      scraps, obsolete etc.

		Textbooks

 Journals

Publications

		· Identify symptoms of poor inventory management.

· Demonstrate how to improve Management ABC analysis, order processing systems etc.

· Demonstrate materials disposal e.g. surplus, scraps, obsolete etc.

		· Guide students to identify symptoms of poor inventory management.

· Guide students on how to improve management, ABC analysis, order      Processing systems etc.

· Guide students on materials      disposal e.g. surplus, scraps, obsolete etc.

		Internet

Relevant websites



		

		General Objective 4:  Understand basic materials management concepts in supply chain management.



		

		4.1  Define materials

       management and its 

       Scope.

4.2  Explain functions of

       materials management, in

       relation to anticipating

       requirements, sourcing,

       and obtaining materials

       etc. purchasing and

       procurement, production

       control, warehousing and

       storage, data and

       information system etc.

4.3  Explain total quality

       management (TQM) in

       supply chain e.g. meeting

       the needs and

       expectations of users

       including customers.

4.4 Explain the concept of

      materials control (Control

      of Materials) and the

      administration of the

       activities involved.

4.1 Explain the advantages

 and disadvantages of materials management in supply chain.

		4.1  Explain materials

       management and its

       Scope.

4.2  Explain functions of

       materials management, 

       in relation to 

       anticipating   

       requirements, sourcing,

       and obtaining materials

       etc. purchasing and

       procurement,

       production control,

       warehousing and

       storage, data and

       information system etc.

4.3  Explain total quality

       management (TQM) in

       supply chain e.g. 

       meeting the needs and

       expectations of users

       including customers.

4.4 Explain the concept of

      materials control 

      (Control of Materials)

      and the administration

      of the activities 

      involved.

4.1 Explain the advantages

      and disadvantages of 

      materials management

      in supply chain.

		Textbooks

Journals

Publications

		· List  functions

       of  materials

       management, in

       relation to

       anticipating

       requirements,

       sourcing, and

       obtaining materials

       etc. purchasing and

       procurement,

      production control,

      warehousing and

       storage, data and

       information system

       etc.

· Demonstrate materials control

       (Control of

       Materials) and the

      administration of the

       activities involved.

· List advantages

 and disadvantages of materials management in supply chain.

		· List functions

       of materials

       management, in

       relation to 

       anticipating   

       requirements,

       sourcing,  and

       obtaining materials

       etc. purchasing and

       procurement,

       production control,

       warehousing and

       storage, data and

       information system

       etc.

· Demonstrate materials control (Control of Materials) and the administration of the activities       involved.

· List the    advantages and      disadvantages of 

      materials management

      in supply chain.

		Internet

Relevant websites



		

		General Objective 5:  Understand basic concept of warehousing.



		

		5.1  Explain the nature and

       importance of

       warehousing in supply

       chain  in relation to

       Production.

5.2 Explain the various

 relationships with other functions e.g. production, purchasing, transport, users including customers etc.

5.3 Explain several uses of

 Warehousing in relation to supply chain.

5.4 Explain the various types

 of warehousing e.g., cross-docking, contract warehousing public warehousing, general merchandise warehousing etc.

5.5 Explain the criteria for

 warehousing e.g. financial, cost, etc.

5.6 Explain the factors to

 consider in the number and sized of warehousing.

5.7 Explain how to improve

 warehouse efficiency and productivity.

5.8 Explain how efficiency

 and effective warehousing can add value to right delivery of materials at the right time and place. 

		5.1  Explain the nature and

       importance of

       warehousing in supply

       chain  in relation to

       Production.

5.2 Explain the various

 relationships with other functions e.g. production, purchasing, transport, users including customers etc.

5.3 Explain several uses of

 Warehousing in relation to supply chain.

5.4 Explain the various types

 of warehousing e,g, cross-docking, contract warehousing public warehousing, general merchandise warehousing etc.

5.5 Explain the criteria for

 warehousing e.g. financial, cost, etc.

5.6 Explain the factors to

 consider in the number and sized of warehousing.

5.7 Explain how to improve

 warehouse efficiency and productivity.

5.8 Explain how efficiency

      and effective

      warehousing can add

      value to right delivery of

      materials at the right

      time and place.

		 Textbooks

 Journals

 Publications

		· List the importance of warehousing in        supply chain  in        relation to production.

· Demonstrate the various relationships with other functions e.g. production, purchasing, transport, users including customers etc.

· List several uses of warehousing in relation to supply chain.

· Identify the various types of warehousing e,g, cross-docking, contract warehousing public warehousing, general merchandise warehousing etc.

· Identify criteria for warehousing e.g. financial, cost, etc.

· List factors to consider in the number and sized of warehousing.



		· List the importance of warehousing in        supply chain in        relation to production.

· Demonstrate the various relationships with other functions e.g. production, purchasing, transport, users including customers etc.

· List several uses of warehousing in relation to supply chain.

· Identify the various types of warehousing e,g, cross-docking, contract warehousing public warehousing, general merchandise warehousing etc.

· Guide students to identify criteria for warehousing e.g. financial, cost, etc.

· List factors to consider in the number and sized of warehousing.



		Internet

Relevant website










		


		General Objective 6:  Understand basic logistics in supply chain management.



		

		6.1  Define the term

       logistics and identify

       its various components.

6.2  Explain logistics and

       its relationship with

       supply chain

       management.

6.3  Explain the reasons for

       measuring a suppliers

       performance in supply

       chain management.

6.4  Explain the importance

      of close and frequent

      buyer and supplier

      communication and its

      importance within

      supply contracts. 

6.5  Explain key

       considerations when

       purchasing perishable

       items and logistics

       involved.

6.6  Explain key differences

       between supply chain

       management and

       logistics.

6.7  Explain the ethical

       concept in supply chain

       management and

       logistics.



		6.1  Explain the term

       logistics and identify

       its various components.

6.2  Explain logistics and

       its relationship with

       supply chain

       management.

6.3  Explain the reasons for

       measuring a suppliers

       performance in supply

       chain management.

6.4  Explain the importance

      of close and frequent

      buyer and supplier

      communication and its

      importance within

      supply contracts. 

6.5  Explain key

       considerations when

       purchasing perishable

       items and logistics

       involved.

6.6  Explain key differences

       between supply chain

       management and

       logistics.

6.7  Explain the ethical

       concept in supply chain

       management and

       logistics.



		 Textbooks

 Journals

 Publication

		· Identify the various        Components of logistics.

· Demonstrate the relationship of logistics with supply chain    management.

· List reasons for measuring a      supplier’s performance in       supply chain management.

· List key considerations when purchasing perishable       items and logistics involved.

· List key differences   between supply chain       management and logistics.



		· Guide students to identify the various        Components of logistics.

· Demonstrate the relationship of logistics with supply chain    management.

· List reasons for measuring a      supplier’s performance in       supply chain management.

· List key considerations when purchasing perishable       items and logistics involved.

· List key differences   between supply chain       management and logistics.



		Internet

Relevant website





		
	ASSESSMENT CRITERIA



		Coursework 

50%

		Course test 

25%

		Practical

25%

		Other (Examination/project/portfolio) 







		Competency: On completing the course, the student should be able to understand/estimate/define/e….


























		PROGRAMME: NATIONAL DIPLOMA

                             IN PURCHASING AND

                             SUPPLY

		Code:  PAS 221

		Credit Hours:       4 

                                



		 Course: PRACTICE OF PURCHASING II

		Pre-requisite: practice of purchasing I

		Theoretical:          2  hours/week  -       50%



		Semester:  FORTH 

		

		Practical:              2  hours/week  -      50%





Course main Aim/Goal:  This course is designed to further acquaint the student with purchasing practice and techniques to enable him perform effectively and efficiently.

General Objectives:

On completion of the course, the student should be able to:

1.0 Know how to manage purchasing and material activities.

2.0 Understand pricing practices involved in contracts of purchasing.

3.0 Understand purchasing practice and purchasing methods.

4.0 Know how inventory is managed.

5.0 Know Practical aspects of storage.






		                                   Theoretical Content

		                Practical Content



		

Week

		General Objective 1:  Know how to manage purchasing and material activities.



		1-3

		0. Explain planning material techniques for materials management.

0. Explain purchasing activities under:

· Procedure

· Records

· Handling orders.

0. Explain organization concept under:

· Location of purchasing      functions in an      organization

·  Single versus multi-plant 

    Purchasing organization.

· organization of materials 

      management in a firm

0. Explain managing personnel in purchasing function under:

· Purchasing job requirements.

·  Personnel selection

· Appraisal of personnel.

0. Examine control concepts of procurement and its performance.

0. Explain the use of computer in materials operation and inventory management.

		1.1 Explain planning material techniques for materials management.

1.2 Explain  purchasing activities under:

I.  Procedure

II. Records

III. Handling orders.

1.3 Explain organization concept under:

I.   Location of purchasing  

    functions in an    organization

II. Single versus multi-plant purchasing organization.

III.  Organization of 

       materials management in a firm

1.4 Explain  managing personnel in purchasing function under:

· Purchasing job requirements.

· Personnel selection.

·      Appraisal of personnel.



1.5. Explain and appraise the control concepts of procurement and its performance.



1.6 Explain the use of computer in materials operation and inventory management.



		Textbooks, Journals and Website.

		

· Demonstrate the use of computer in materials operation and inventory management.



		

· Demonstrate the use of computer in materials operation and inventory management.



		Textbooks, Journals and Website.

computer



		


		General Objective 2:  Understand pricing practices involved in contracts of purchasing.



		

		2.1  Examine types of contract in 

       relation to their pricing 

       Significance.

2.2  State practical factors 

influencing different types of contract.

2.3 Describe pricing tools under:

· Break even analysis;

· Learning curve etc.

2.4 Examine legal implications of pricing in purchasing.

2.5 Compare and contrast buyer’s suppliers terms of contract with a view towards harmonization.

		2.1 Explain types of contract in relation to their pricing significance.

2.2 Explain practical factors influencing different types of contract.

2.3 Explain pricing tools under:

· Break even analysis;

· Learning curve etc.



2.4 Explain legal implications of pricing in purchasing.

2.5 Compare and contrast buyer’s supplier’s terms of contract with a view towards harmonization.

		Textbook, Journals and Website

		· Identify types of contract in relation to their pricing     significance.

· List practical factors influencing different types of contract.

· Demonstrate pricing tools under:

· Break even analysis;

· Learning curve etc.



· Identify legal implications of pricing in purchasing.

·  Compare and contrast buyer’s supplier’s terms of contract with a view towards harmonization.

		· Guide students to identify types of contract in relation to their pricing Significance.



· List practical factors influencing different types of contract.



· Demonstrate pricing tools under:

· Break even analysis;

· Learning curve etc.



· Guide students to identify legal implications of pricing in purchasing.

· Guide students to Compare and contrast buyer’s supplier’s terms of contract with a view towards harmonization.

		Textbook, Journals and Website

Sample contract documents

Sample decided cases in court



Marker board/pens



Flip chart board



		

		General Objective 3:  Understand purchasing practice and purchasing methods.



		

		3.1  Explain factors involved in 

       Purchasing for production.

3.2  Explain the nature and role of 

       capital equipment in

       Organization.

3.3 Explain the use of investment 

appraisal techniques in buying capital equipment.

3.4 Examine  the purchase of used 

equipment as an alternative to leased equipment.

3.5 Examine the characteristics of buying for resale.

3.6 State factors considered in make or by decision.

3.7 Examine the volatility of make or buy situation.

3.8 Identify the objectives of negotiation.

3.9 Explain the process of negotiation.

		3.1 Explain factors involved in purchasing for production.

3.2 Explain the nature and role of capital equipment in organization.

3.3 Explain the use of investment appraisal techniques in buying capital equipment.

3.4 Explain the purchase of used equipment as an alternative to leased equipment.

3.5 Explain the characteristics of buying for resale.

3.6 Explain factors used in make or by decision.

3.7 Explain the volatility of make or buy situation.

3.8 Explain the objectives of negotiation.

3.9 Explain the process of negotiation.

		Textbooks, Journals and Website

		· Identify materials for purchase for production.



· Identify the nature of capital equipment required in organization.



· Demonstrate the use of investment appraisal techniques in buying capital equipment.



· Guide decisions on the purchase of used equipment as an alternative to leased equipment.



· List factors to consider when buying for resale.

		· Guide students to identify materials for purchase for production.

· Guide students to identify the nature of capital equipment required in organization.

· Demonstrate the use of investment appraisal techniques in buying capital equipment.

· Guide students to make decisions on the purchase of used equipment as an alternative to leased equipment.

· List factors to consider when buying for resale.

		Textbooks, Journals and Website



		

		General Objective 4:  Know how inventory is managed.



		

		4.1  Explain inventory analysis 

       Procedure.

4.2 Explain types of inventory control system and their limitations.

4.3 Explain economic order quantity concept, its implications and limitations.

0. Explain re-order level point, safety stock, how they are determined and their applications.

0. Identify responsibility for inventory control.

0. Explain inventory control techniques, their benefits and limitations.

		4.1 Explain items to be held in stock.



4.2 Explain methods of inventory control system and their limitations.



4.3 Explain economic order quantity concept, its implications and limitation.



4.4 Explain re-order level and safety stock.



4.5 Explain responsibility for inventory control.



4.6 Explain inventory control techniques, their benefits and limitations.

		Textbooks, Journals and Website

		· Design an inventory analysis Procedure.

· Apply methods of inventory control 

· Apply economic order quantity concept, and draw its implications and limitations.

· Determine re-order level and safety stock.

· Apply inventory control techniques, 

· List benefits and limitations of the techniques above.

		· Guide students to determine items to be held in stock.

· Guide students to apply methods of inventory control 

· Guide students to apply economic order quantity concept, and draw its implications and limitations.

· Guide students to determine re-order level and safety stock.

· Guide students to apply inventory control techniques, 

· List benefits and limitations of the techniques above.

		Textbooks, Journals and Website



		


		General Objective 5:  Know Practical aspect of storage.



		

		5.1 Identify stores building and site layout.

5.2  Identify storage and handling 

       equipment.

5.3 Identify location systems involved.

5.4 Identify packaging and control of packaging.

5.5 Identify control of surpluses, 

obsolete,  redundant, and scrap materials.

		5.1 Describe stores building and locations.



5.2 Explain storage and handling equipment used in the store.



5.3 Describe location systems such as fixed location etc.



5.4 Describe packaging and their control



5.5 Explain surplus, obsolete, redundant  and scrap items.

		Textbooks, Journals and Website

		· Identify stores building and site layout.

· Identify storage and handling equipment.

· Identify location systems involved and factors for the location.

· Identify packaging and control of packaging.

· Identify surpluses, 

Obsolete, redundant and scrap materials.

· Demonstrate the treatment surpluses, 

Obsolete, redundant and scrap materials.

 

		· Guide a visit to a stores building and locations for students to:

· Identify stores building and site

· Identify Storage and handling equipment used in the store.

· Identify factors for location systems such as fixed location etc.

· Identify packaging and their control

· Identify surplus, obsolete,  redundant  and scrap materials.

		Textbooks, Journals and Website



		ASSESSMENT CRITERIA



		Coursework 

50%

		Course test 

25%

		Practical

25%

		Other (Examination/project/portfolio) 































		PROGRAMME: NATIONAL DIPLOMA 

                              IN PURCHASING & 

                              SUPPLY

		Code: PAS 222

		Credit Hours:       4 

                               



		 Course: STORES DESIGN AND 

               MATERIALS HANDLING II

		Pre-requisite: stores Design and Materials handling I

		Theoretical:         2 hours/week  -       67%



		Semester:  FORTH 

		

		Practical:              2 hours/week  -      33%





Course main Aim/Goal:

This course is to further enable the student appreciate the principle of good stores design, and the selection and effective use of stores equipment.

General Objectives:

On completion of the course, the student should be able to:

1.0 Understand the design and layout of building.

2.0 Understand the method of security and safety of building.

3.0 Understand method of handling materials.

4.0 Understand mechanical Handling.  




		                                  Theoretical Content

		               Practical Content



		

Week

		General Objective 1:  Understand the design and layout of building.



		

		Specific Learning Outcomes

		Teacher’s Activities

		Resources

		Specific Learning Outcomes

		Teacher’s   Activities

		Resources



		

		1.1 Describe stores layout.

1.2 Explain flow of materials.

1.3 Describe goods receiving bays.

1.4 Describe the surveillance of incoming goods.

1.5 Explain building construction concerning:

(a) Classification;

(b) Heating;

(c) Doorways;

(d) Lighting;

(e) Ventilation;

(f) Floor;

(g) Aisles;.

1.6 Explain goods outwards.

1.7 Describe marshalling.

1.8 Explain weather protection.

1.9 Describe vehicle parking facilities.

		1.1 Explain stores building and layout.



1.2 Explain flow of  materials.



1.3 Describe goods receiving bays.



1.4 Describe the surveillance of incoming goods.



1.5 Explain stores  building construction including Classification, Heating,

Doorways, Lighting,

Ventilation, Floor, and Aisles.



1.6 Explain goods outwards section and marshalling bays.

1.7 Explain marshalling process.



1.8 Explain weather protection.



1.9 Explain vehicle parking facilities.



		Textbooks Journals and Website.

		· Identify flow of materials.

· Identify Goods receiving bays.

· Demonstrate surveillance of incoming goods.

· List considerations in stores building construction including Classification, Heating, Doorways, Lighting, Ventilation, Floor, and Aisles.



· Identify marshalling bays.

· Demonstrate weather protection.

· Identify vehicle parking facilities.

		· Guide a visit to a stores building and layout for students to:

· Identify flow of materials.

·  Goods receiving bays.

· Witness surveillance of incoming goods.

· Appreciate stores building construction including Classification, Heating, Doorways, Lighting, Ventilation, Floor, and Aisles.

· Identify goods outwards section and marshalling bays.

· Demonstrate marshalling process, weather protection.



· Lead students to vehicle parking facilities.

		Textbooks Journals and Website.

Store building

Flow materials

Goods receiving bays

Vehicle parking space



		


		General Objective 2:  Understand methods of security and safety of buildings.



		

		2.1 Explain fire prevention.

2.2 Explain fire fighting systems.

2.3 Explain fire break walls.

2.4 Describe security alarm systems.

      (a) Link with local police.

      (b) Security card; and 

      (c) Gate keepers.

2.5 Explain safety of employees.

2.6  Describe relevant regulations:

      (a)  Factories Act.

      (b)  Health and safety at work Act

            of 1974, and

      (c)  Other relevant legislation and regulations.

		2.1 Explain security and safety measures of stores including fire prevention.



2.2 Explain fire fighting systems.



2.3 Explain fire break walls.



2.4 Explain security alarm systems.



2.6 Explain safety of employees.



2.7 Describe relevant regulations:

      (a)  Factories Act.

      (b)  Health and safety          at work Act of 1974, 

             and

      (c)  Other relevant 

             legislations and

            Regulations.

		Textbooks, Journals and Website.

		· Identify:

Security and safety measures of stores including fire prevention, fire break walls, security alarm systems, safety equipment for employee safety, relevant regulations such as Factories Act.  Health and 

             safety at 

            work Act of 

            1974,  and

          Other relevant 

             legislation and

            Regulations.



· demonstrate fire fighting systems 

		· Guide a visit to a standard store for students to observe security and safety measures of stores including fire prevention.

· Show students fire break walls, security alarm systems, safety equipment for employee safety, relevant regulations such as Factories Act.  Health and 

             safety at 

            work Act of 

            1974,  and

          Other relevant 

             legislation and

            Regulations.



· Invite a fire fighting officer to talk to students on fire fighting systems including demonstrations.





		Textbooks, Journals and Website.



		


		General Objective 3: Understand methods of handling materials.

		

		General Objective 3: Understand method of handling materials.



		

		3.1  Explain selection of equipment:

       (a) trucks;

 (b) Turret; 

 (c) pillage

(d) pallets;

 (e) skids;

 (f) fork lift;  

(g) stacking trucks;

 (h) Reach trucks.

3.2 Explain overhead and mobile cranes.

3.3 Explain conveyors.

3.4 Explain training of operatives in 3.1. 

		3.1 Explain basic consideration and selection of suitable equipments such as trunks,  Turret, pillages, pallets, skids, fork lift, stacking trucks,  reach trucks.



3.2 Explain overhead and mobile cranes.



3.3 Explain conveyors.



3.4 Explain training of operatives in 3.1.

		Textbooks, Journals and Website.

		· List factors considered in selection of equipment:

(a) trucks; 

(b) Turret;

(c) pillages;  

 (d) pallets; 

(e) skids; 

(f) fork lift;  

(g) staking trucks; 

(h) Reach trucks.

· Identify overhead and mobile cranes, conveyors.

· Identify training needs of operatives. 

		· Guide students on basic considerations and selection of suitable equipment such as trucks, Turret, pillages, pallets, skids, fork lift, stacking trucks, reach trucks.



· Take students to a store and show them overhead and mobile cranes, conveyors.



· Guide students to identify training needs of operatives.

		Textbooks, Journals and Website.



		

		General Objective 4: Understand mechanical handling.



		

		4.1 Identify static, mobile, semi-mobile, semi-solid, liquids, and liquid, Gases.

4.2 Identify Bulk and unit handling.

4.3 Identify layout consideration.

4.4 Identify investment justification 

4.5 Identify long length and awkward loads.

4.6 Identify automated ware housing.

4.7 Describe accident prevention and special Hazards.

		4.1 Describe static, mobile, semi-mobile, semi-solid, liquids, and liquid gases.

4.2 Explain Bulk and unit handling.

4.3 Explain layout consideration for mechanical handling.



4.3 Explain investment justification for the equipment selection.

4.4 Describe long length awkward loads.

4.5 Explain automated ware housing.

4.6 Describe accident prevention and special Hazards.

		Textbooks, Journals and Website.

		· Handle static, mobile, semi-mobile, semi-solid, liquids, and liquid, liquid gases.

· Identify Bulk and unit handling.

· Identify layout considerations.

· Identify long length and awkward loads.

· Identify automated ware housing.

· Use accident prevention equipment for safety.

· Apply accident and special Hazards prevention techniques

		· Guide students in handling static, mobile, semi-mobile, semi-solid, liquids, and liquid, liquid gases.



· Demonstrate Bulk and unit handling.

· List layout considerations for mechanical handling.



· Guide students to identify long length awkward loads and automated ware housing.



· Guide students to use safety equipment for accident prevention and to identify accident and special Hazards prevention techniques 

		Textbooks, Journals and Website.



		ASSESSMENT CRITERIA



		Coursework 

50%

		Course test 

25%

		Practical

25%

		Other (Examination/project/portfolio) 





		








		PROGRAMME: NATIONAL DIPLOMA

                             IN PURCHASING AND

                             SUPPLY

		Code: PAS 223

		Credit Hours:       4 

                               



		 Course:   PRACTICE OF MATERIALS

                 MANAGEMENT  II

		Pre-requisite: practice of Materials Management I

		Theoretical:         2 hours/week  -       50%



		Semester:  FORTH 

		

		Practical:              2 hours/week  -    50%





Course main Aim/Goal:

This course is aimed at providing the student with advanced knowledge and skills involved in the management of material resources, demonstrate the inter-relationship of departments, functions involved and the administration processes used.



General Objectives:

On completion of the course, the student should be able to:

1.0  Appreciate the role of Transport and Distribution in Materials Management.

2.0  Appreciate the role of Purchasing and materials management in an organization.

3.0 Know methods of Stores and materials Management 

4.0 Appreciate the role of Industrial relations in materials management.








		                                   Theoretical Content

		               Practical Content



		

Week

		General Objective 1:  Appreciate the role of Transport and Distribution in Materials Management.



		

		

Specific Learning Outcomes

		Teacher’s Activities

		Resources

		Specific Learning Outcomes

		Teacher’s   Activities

		Resources



		

		1.1 Explain modes and methods of Transport.

1.2 Describe delivery planning and distribution costs.

1.3 Explain scheduling, pre-packing for distribution.

		1.1 Explain modes and methods of Transport.

1.2 Explain delivery planning and distribution costs.

1.3 Explain scheduling, pre-packing for distribution.

		Textbooks Journals and Website.

		· List differences among modes and methods of Transport.

· Prepare delivery plan and distribution costs.

· Prepare schedule and pre-packing for distribution.

		· Guide students to identify modes and methods of Transport.

· Guide students to prepare a delivery plan and distribution costs.

· Guide students to prepare schedule and pre-packing for distribution.

		Textbooks Journals and Website.

Computer 



		

		General Objective 2:  Appreciate the role of purchasing and materials management in an organization  



		

		2.1 Explain supply sources.

2.2 Describe quotation and tenders.

2.3 Explain evaluation of offer.

2.4 Explain buying decisions.

2.5 Explain negotiation.

2.6 Describe planning of orders and contracts.

2.7 Explain acknowledgement and cancellation of orders.

2.8 Explain Expediting.

2.9 Describe purchase records.

2.10 Explain purchase budgets.

2.11 Explain control of purchase costs.

2.12 Describe methods of purchasing.



		2.1 Explain supply sources.

2.2  Explain quotation and 

       Tenders.

2.3 Explain evaluation of offer.

2.4 Explain buying decisions.

2.5 Explain negotiation.

2.6  Explain planning of  

       Orders and contracts.

2.7 Explain acknowledgement and cancellation of orders.

2.8 Explain Expediting.

2.9 Explain purchase records.

2.10 Explain purchase budgets.

2.11 Explain control of purchase costs.

2.12 Explain methods of purchasing.

		Textbooks, Journals and Website.

		· Identify:

· Supply sources.

· quotation and 

       Tenders.

· Evaluate a sample offer.

· Make buying decisions.

· Role-play negotiation.

· Plan Orders and contracts.

· Demonstrate acknowledgement and cancellation of orders.

· Demonstrate Expediting.

· Demonstrate use of   purchase records.

· Prepare purchase budgets.

· Demonstrate control of purchase costs.

· Demonstrate methods of purchasing.





		· Guide students to identify:

· Supply sources.

· quotation and 

       Tenders.

· Guide students to evaluate a sample offer.

· Guide students to make buying decisions.

· Guide students to role-play negotiation.

· Guide students to plan Orders and contracts.

· Demonstrate acknowledgement and cancellation of orders.

· Demonstrate Expediting.

· Demonstrate the use of   purchase records.

· Guide students to prepare purchase budgets.

· Demonstrate control of purchase costs.

· Demonstrate methods of purchasing.

		Textbooks, Journals and Website.



		


		General Objective 3: Know methods of Stores and materials management. 



		

		3.1 Define stores management.

3.2 Define receipt.

3.3  Explain safe-keeping and 

       Issue of stocks.

3.4 Explain planning receipts.

3.5 Explain inventory values.

3.6  Explain financial significance of stock handling.

3.7 Explain rate of turnover.

3.8  Describe the authorizing

      Materials.

3.9 Explain control of work in progress.  

		3.1 Explain stores management.

3.2 Explain receipt.

3.3  Explain safe-keeping and

       Issue of stocks.

3.4 Explain planning receipts.

3.5 Explain inventory values.

3.6  Explain financial       

       significance of  stock

       Handling.

3.7 Explain rate of turnover.

3.8  Explain the authorizing of

       Materials.

3.3 Explain the control of work in progress.

		Textbooks, Journals and Website.

		· Demonstrate receipt of goods supplied to a store.

· Demonstrate safe-keeping and issue of stocks.

· Demonstrate how to plan receipts.

· Demonstrate inventory values and how to identify them.

· Demonstrate rate of turnover.

· Demonstrate authorizing of

       Materials.

· Demonstrate control of work in progress.

		· Guide students to receive goods supplied to a store.

· Demonstrate safe-keeping and issue of stocks.

· Demonstrate how to plan receipts.

· Show students inventory values and how to identify them.

· Demonstrate rate of turnover.

· Demonstrate authorizing of

       Materials.

· Demonstrate control of work in progress.

		Textbooks, Journals and Website.

Stores receipt documents

etc



		


		General Objective 4: Appreciate the role of Industrial relations in materials management.



		

		4.1 Describe the legal framework for conditions of work.

4.2 Explain industrial training.

4.3 Explain industrial relations and implication for supervisors. 

4.4 List conditions for health and safety at the work place.

		4.1 Explain the legal framework for conditions of work.

4.2 Explain industrial training.

4.3 Explain industrial relations and implication for supervisors. 

4.4 Explain conditions for health and safety at the work place.

		Textbooks, Journals and Website.

		· Identify legal framework for conditions of work

· Identify implications of industrial relations for supervisors. 

· Identify conditions for health and safety at the work place.

		· Guide students to identify legal framework for conditions of work

· Guide students to identify implications of industrial relations for supervisors. 

· Guide students to identify conditions for health and safety at the work place.

		Textbooks, Journals and Website.



		ASSESSMENT CRITERIA



		Coursework 

50%

		Course test 

25%

		Practical

25%

		Other (Examination/project/portfolio) 





		


























		PROGRAMME: NATIONAL DIPLOMA

                             IN PURCHASING AND

                             SUPPLY

		Code: PAS 224

		Credit Hours:       4 

                               



		 Course:   ELEMENTS OF SHIPPING         

		Pre-requisite:

		Theoretical:         2 hours/week  -       50%



		Semester:  FORTH 

		

		Practical:             2 hours/week  -      50%





Course main Aim/Goal:

This course is intended to introduce the student to the knowledge of the principles of shipping.

General Objectives:

On completion of the course, the student should be able to:

1.0  Know the Scope of shipping.

2.0  Know shipping terms and documentation.

3.0  Understand vessels sailing schedules.

4.0  Understand clearance and release of goods from the wharf.

5.0  Understand containerization.

6.0  Understand marine insurance.

7.0  Know Government Regulations in Shipping. 





		                                                     Theoretical Content

		                             Practical Content



		

Week

		General Objective 1:  know the Scope of shipping.



		

		Specific Learning Outcomes

		Teacher’s Activities

		Resources

		Specific Learning Outcomes

		Teacher’s   Activities

		Resources



		

		1.1 Define shipping and a shipper.

1.2 Explain the scope of shipping.

1.3 Explain various types of vessels e.g. liner, special cargo ship tramps etc and their characteristics.

1.4 Explain contracts in shipping e.g. charter party, Bara boat charter party, etc. 

1.5 Explain current (recent) developments in the shipping industry.

1.6 Explain shipping conference and objectives.

1.7 Explain the advantages and disadvantages of shipping conference.

		1.1 Explain shipping and a shipper.

1.2 Explain the scope of shipping.

1.3 Explain various types of vessels e.g. liner, special cargo ship tramps etc and their characteristics.

1.4 Explain contracts in shipping e.g. charter party, Bara boat charter party, etc. 

1.5 Explain current (recent) developments in the shipping industry.

1.6 Explain shipping conference and objectives.

1.7 Explain the advantages and disadvantages of shipping conference.

		Textbooks Journals and Website.

		· Identify various types of vessels e.g. liner, special cargo ship tramps etc and their characteristics.

· List objectives of shipping conference 

· List advantages and disadvantages of shipping conference.

		· Guide a visit to a wharf for students to appreciate various types of vessels e.g. liner, special cargo ship tramps etc and their characteristics.

· List objectives of shipping conference.

· List advantages and disadvantages of shipping conference.

		Textbooks Journals and Website.



		


		General Objective 2:   Know shipping terms and documentation.



		

		2.1  Explain the shipping terms, 

       CIF, FOB, C & F, FAS etc and their uses.

2.2  Explain shipping documents

       (a)  Invoice and types 

       (b)  Form M

       (c)  Bill of lading

       (d)  Letter of credit.

 2.3  Explain shipping

        terminologies:

(a)  Consignee

(b) Consignor

(c) Freight

(d) Dead Freight

(e) Consignment

(f) Demurrage 

(g) Indemnity etc.

		2.1  Explain the shipping terms, CIF, FOB, C & F, FAS etc and their uses.

2.2  Explain shipping documents

       (a)  Invoice and types 

       (b)  Form M

       (c)  Bill of lading

       (d)  Letter of credit.

 2.3  Explain shipping

        terminologies:

(a)  Consignee

(b) Consignor

(c) Freight

(d) Dead Freight

(e) Consignment

(f) Demurrage

(g)  Indemnity etc.

		Textbooks, Journals and Website.

		· List  shipping terms, 

       CIF, FDB, C & F, FAS etc

       and their uses.

· Identify shipping documents

       (a)  Invoice and types 

       (b)  Form M

       (c)  Bill of lading

       (d)  Letter of credit.

 

		· List shipping terms such as CIF, FOB, C & F, FAS etc and their uses.

· Guide students to identify  shipping documents

       (a)  Invoice and types 

       (b)  Form M

       (c)  Bill of lading

       (d)  Letter of credit.



		Textbooks, Journals and Website.

Shipping documents 



		


		General Objective 3:  Understand vessels sailing schedules.



		

		3.1  Define vessels sailing 

       Schedules.

3.2  Explain factors influencing 

       the formation of sailing

       Schedules.

3.3  Explain the role of shipping 

       Companies and their operation.

3.4  Explain the role of Nigerian

       Shippers’ Council and its

       Operations.

3.5  Explain bonded warehouse 

       within the shipping context.

3.6  Explain Agencies involved in 

       shipping activities such as: 

(a)  Nigerian customs Service and its functions.

(b) Nigerian Ports Authority and its functions.

(c) Nigerian Shippers Council and its function.

		3.1  Explain vessels sailing 

       Schedules.

3.2  Explain factors influencing 

       the formation of sailing

       Schedules.

3.3 Explain the role of shipping companies and their operations.

3.4 Explain the role of Nigerian Shippers Council and its operations.

3.5  Explain bonded warehouse 

       Within the shipping context.

3.6  Explain Agencies involved in shipping activities such as: 

(a)  Nigerian customs Service duties and its functions.

(b) Nigerian Ports Authority and its functions.

(c) Nigerian Shippers Council and its functions.

		Textbooks, Journals and Website.

		· Prepare vessels sailing Schedules.

· List factors influencing the formation of sailing       schedules.

· Identify the role of shipping companies and their operations.

· List roles and functions of Nigerian       shippers council 

· List the functions of a bonded warehouse within the shipping context.

· List  Agencies involved in shipping activities and their functions such as: 

(a)  Nigerian customs service

(b) Nigerian Ports Authority

(c) Nigerian Shippers Council



		· Guide students to prepare vessels sailing schedules.

· List factors influencing the formation of sailing       Schedules.

· Guide students to identify the role of shipping companies and their operations.

· List roles and functions of Nigerian       shippers council 

· List the functions of a bonded warehouse within the shipping context.

· List  Agencies involved in shipping activities and their functions such as: 

(d)  Nigerian customs service

(e) Nigerian Ports Authority 

(f) Nigerian Shippers Council 

		Textbooks

Journals and Website.

Computer

Marker board/pens 

Flip chart/board 



		


		General Objective 4: Understand clearance and release of goods from the wharf.



		

		4.1 Explain procedure of   clearance in the custom’s long room.

4.2  Explain customs and excise

       Duties, tariffs etc.

4.3 Explain Brussels nomenclature, its purpose and role in the shipping industry.

4.4  Explain procedure for 

Releasing of goods from the shipping company.

4.5 Explain the problems associated with 4.1 above.

4.6 Explain the problems for       handling claims for:

 (a) short shipment

 (b) short landing 

(c) Damaged goods..

4.7 Explain reasons for short

 Handling of goods, damaged goods, and short shipment of goods. 



		4.1  Explain the procedure of 

       clearance in the Customs

       Long room.

4.2 Explain customs and excise duties, tariffs etc.

4.3  Explain Brussels

       nomenclature,  its

purpose and role in the shipping industry.

4.4  Explain the procedure for 

Releasing of goods from the shipping company.

4.5 Explain the problems associated with 4.1 above.

4.6 Explain the problems for       handling claims for 

(a) short shipment

 (b) short landing

 (c) Damaged goods..

4.7 Explain reasons for short

 Handling of goods, damaged goods, and short shipment of goods. 

		Textbooks,

Journals and Website.

		· Demonstrate the procedure of        clearance in the customs long room.

· List the roles and functions of the Nigerian Customs Service 

· List purpose and role of Brussels nomenclature in the shipping industry.

· Demonstrate the procedure for releasing of goods from the shipping company.

· List problems associated with procedures of        clearance in the customs long room. 

· List the problems for       handling claims for 

(a) short shipment

 (b) short landing 

(c) Damaged goods..

· List reasons for short Handling of goods, damaged goods, and short shipment of goods. 

		· Demonstrate the procedure of        clearance in the customs long room.

· Invite an official of the Nigerian Customs service to talk to students on the role and functions of the service 

· List purpose and role of Brussels nomenclature in the shipping industry.

   

· Demonstrate the procedure for releasing of goods from the shipping company.



· Show relevant film

· List problems associated with procedures of        clearance in the customs long room. 

· List the problems for       handling claims for 

(a) short shipment

 (b) short landing 

(c) Damaged goods..

· List reasons for short Handling of goods, damaged goods, and short shipment of goods. 

		Textbooks,

Journals and Website.

Customs Clearance Documents

Customs Official

Marker board/pens

Flip chart/ board

TV, VCR/DVD/VCD, films

Students’ writing materials 








		

		General Objective 5:  Understand containerization. 



		

		5.1 Define container, containerization and types of containers.

5.2 Explain the advantages and disadvantages of containerization.

5.3 Explain the problems of containerization.

5.4 Explain regulations for the use of containerization.

		5.1 Explain container, containerization and types of containers.

5.2 Explain the advantages and disadvantages of containerization.

5.3 Explain the problems of containerization.

5.4 Explain regulations for the use of containerization.

		Textbooks, Journals and Website.

		· Identify the process of containerization and types of containers.

· List advantages and disadvantages of containerization.

· List problems of containerization.

· Identify regulations for the use of containerization.

		· Show films related to containers, containerization and types of containers.

· List the advantages and disadvantages of containerization.

· List the problems of containerization.

· Guide students to identify regulations for the use of containerization.

		Textbooks, Journals and Website.

Marker board/pens

Flip chart/board 



		

		General Objective 6: Understand marine insurance.



		

		6.1  Explain marine insurance

6.2  Explain the basic principles of 

       Marine insurance.

6.3 Explain export credit insurance 

       and its functions.

6.4 Explain types of Marine losses.

6.5 Explain the functions of export

       Credit insurance.

		6.1  Explain marine insurance

6.2 Explain the basic principles of marine.

6.3 Explain the basic principles of marine insurance.

6.4  Explain export credit

       Insurance and its    functions.

6.5  Explain types of Marine 

       Losses.



		Textbooks, Journals and Website.

		· List basic principles of marine insurance

· List functions of export credit Insurance

		· Invite an Insurance broker to talk to students on marine insurance, its basic principles, export credit insurance and its functions, types of Marine losses, etc.



		Textbooks, Journals and Website.

Insurance broker

Marker board

Multi-media projector

Computer

Flip chart board/pen



		



		General Objective 7: Know Government Regulations in Shipping.



		

		7.1 Explain Government Regulations Act concerning shipping.

		7.1 Explain Government Regulations act concerning shipping.

		Textbooks, Journals and Website.

		· Identify relevant sections in the Government Regulations Act concerning shipping.

		· Guide students to identify relevant sections in the Government Regulations Act concerning shipping.

		Textbooks, Journals and Website.

Government regulations Act



		ASSESSMENT CRITERIA



		Coursework 

50%

		Course test 

25%

		Practical

25%

		Other (Examination/project/portfolio) 












LIST OF EOUIPMENT



1. Desktop Computers and Accessories								15 Nos.

1. Magnetic Board/Marker pens									1   No.

1. TV and CD/DVD Player									2  Nos. each

1. Model store	with the following items

1. Stock receiving documents

1. Stock issuing documents

1. Stock holding documents

1. Wheel barrow 										1 No.

1. Hand Truck										1 No.

1. Pallets											1 No.

1. Shelves											3 Nos.

1. Bins											3 Nos.

1. Racks											3 Nos.

1. Films (relevant documentary on Purchasing)						various 

				

1. Various software packages

1. Flip Chart/ board										1 No.

1. Overhead/Multi media projector								1 No.

1. Photocopying machine									1 No.

1.  Desktop calculators										20 Nos.

1.  Tape recorder											2Nos.
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		Aliyu Mohammed Jimoh

		Chartered Institute of Purchasing and Supply Management of Nigeria. (CIPSMN) 27, Shipeolu Street, 
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 Tel: 08052606178

mia1200n.g@yahoo.com



		2.

		Rufai Muhammad Faragai

		Dept. Of Purchasing and supply, School of Management Studies, Kano State Polytechnic,         

P.M.B. 3404, Kano State.                     

 Telephone: 08060737069

rufaimuhd@yahoo.com
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		GIBS Associates, 

P.O.BOX 2207, Kaduna. 

hyacinthugbana@yahoo.com 

Tel: 08036063418
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		Dept. Of Purchasing and Supply, Federal Polytechnic, Nekede, 

P.M.B. 1036, Owerri,Imo state. 

oyeokufpn@yahoo.com 

Tel: 08033607451
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		Mr. J.S, Aboi

		Programmes Department
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Tel: 08037012551
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