	Shipboard
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	Pos.
	File 
No.
	File Name & Content
	Storage place
	PIC
	File 
No.
	File Name & Content

	(1)
	B 1
	Circular Letters
1. Company Circular letter
2. Flag State Circular letters
3. Class Circular Letters
4. Insurance (P&I)
5. Marine Safety Alerts

	
     
Bridge
	
  
Master
	B 1
	Circular Letters
1. Company Circular letter
2. Flag State Circular letters
3. Class Circular Letters
4. Insurance (P&I)


	(2)
	B 2
	Emergency Plans
1. Emergency Contingency Plan (incl APs)
2. Approved SOPEP (incl. drawing)
3. ETB (Emergency Towing Booklet)

4. Latest IMO MEPC Contact List
5. NT-VRP (Vessel Response Plan)
6. Up-to-date Emergency Port Contact List
7. Recovery of Persons from the Water
	
Bridge
	
Master
	B 2
	Emergency Plans
1. Emergency Contingency Plan (incl APs)
2. Approved SOPEP (incl. drawing)
3. ETB (Emergency Towing Booklet)
4. Latest IMO MEPC Contact List www.imo.org “National Contacts”
5. NT-VRP (Vessel Response Plan)
6. Recovery of Persons from the Water

	(3)
	B 3
	Communication In/Out
1. Communication Lines (DP-0302)
2. Company / DP / CSO	Bridge	Master
3. Charterer
4. Crewing Agent
	
Bridge
	
Master
	 
	N/A

	(4)
	B 4
	Ships Plans and Drawings
	Bridge
	Master
	B 4
	Ships Plans and Drawings

	(5)
	B 5
	Radio Account
1. SatCom traffic
2. Mobile telephone list

	

Bridge
	

3/M
	 
	N/A

	(6)
	B 6
	Safety Alerts & WX Reports
1. Distress/Urgent
2. MET-Warn	Bridge	3/M
3. WX fax
4. NAVTEX
	

Bridge
	

3/M
	 
	N/A
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	5.	Etc
	
	
	 
	 

	(7)
	B 7
	Voyage Planning
1. Checklist bridge ready (2M-0201)
2. Pilot-Master exchange “MPX”
3. Voyage plan (berth-to-berth) (2M-0301)	Bridge	2/M
4. Fleet Master List of Publications (2M-0101)
5. Vessels Particulars (DP-0303)
6. etc
	

Bridge
	

2/M
	 
	N/A

	(8)
	D 1
	Planned Maintenance (LSA & FSS)
1. Expiry Dates of LSA/FSS (SO-0302)
2. PMS LSA & FSS (SO-0301)
3. Etc.
	

Bridge
	

S/O
	D 1
	Planned Maintenance (LSA & FSS)
1. Expiry Dates of LSA/FSS (SO-0302)
2. PMS LSA & FSS (SO-0301)
3. Etc.

	(9)
	D 2
	Deck Administration
1. Handover Chief Mate (CM-0801)	Bridge	C/M
2. Handover 2nd Mate (2M-0801)
	
Bridge
	
C/M
	D 2
	Deck Administration
1. Handover Chief Mate (CM-0801)
2. Handover 2nd Mate (2M-0801)

	(10)
	D 3
	Vessel Damage (Deck)
1. Deficiency reports (M-0602) and follow up 
reports
2. Claims
3. Master Accident Reports (M-xxxx)	Bridge	Master
4. Letter of Protests / Sea Protests
5. Damage report / Notice of Liability, SOF
6. Service Request/Reports/Recap.
7. Etc
	

Bridge
	

Master
	D 3
	Vessel Damage (Deck)
1. Deficiency reports (M-0602) and follow up reports
2. Claims
3. Master Accident Reports (M-xxxx)
4. Letter of Protests / Sea Protests
5. Damage report / Notice of Liability, SOF
6. Service Request/Reports/Recap.
7. Etc

	(11)
	D 4
	Equipment Log
Service Requests/Reports
	2/M
1. Gyro Compass / Repeaters
2. Magnet Compass
	

Bridge
	

2/M
	D 4
	Equipment Log
Service Requests/Reports
1. Gyro Compass / Repeaters
2. Magnet Compass





	Shipboard
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	3.	EPIRB
	
	
	 
	3.	EPIRB

	 
	 
	4.	Auto Pilot
	
	
	 
	4. Auto Pilot

	 
	 
	5. Echo Sounder
	
	
	 
	5.	Echo Sounder

	 
	 
	6.	Radar I and II
	
	
	 
	6.	Radar I and II

	 
	 
	7.	Radio Station (GMDSS)
	
	
	 
	7.	Radio Station (GMDSS)

	 
	 
	8. SSAS
	
	
	 
	8. SSAS

	 
	 
	9.	ROT Indicator
	
	
	 
	9.	ROT Indicator

	 
	 
	10. GPS
	
	
	 
	10. GPS

	 
	 
	11. Others
	
	
	 
	11. Others

	 
	 
	Pollution Prevention
	
	
	 
	Pollution Prevention

	 
	 
	1.	Advance Waste Notification
	
	
	 
	1.	Garbage Management Plan

	 
	 
	2. Garbage Record Book
	
	
	 
	2. Ballast Water Management Plan

	 
	 
	3. Garbage Management Plan
	
	
	 
	 

	 
	 
	4. Garbage Removal Certificates
	

Bridge
	

3/M
	 
	 

	 
	 
	5. Ballast Water Management Plan
	
	
	 
	 

	(12)
	D 5
	6. BW Management Record (CM-0601)
	C/M
7.	BW Handling Log –(book) (CM-0602)
	Bridge

	C/M

	D 5
	 

	 
	 
	8.	BW Reporting Form (CM-0603)
	
	
	 
	 

	 
	 
	9. NPDES / VGP BMP
	
	
	 
	 

	 
	 
	10. VGP Record Book (CM-0301)
	
	
	 
	 

	 
	 
	11. VGP Inspection (CM-0302)
	
	
	 
	 

	 
	 
	12. VGP Assessment (CM-0303)
	
	
	 
	 

	 
	 
	13. VGP Dry Docking Report (TM-0401)
	
	
	 
	 

	 
	 
	Cargo / Voyage Documents
	
	
	 
	Cargo / Voyage Documents

	 
	 
	1.	Power of Attorney
	
	
	 
	1.	Cargo Damage reports

	 
	 
	2.	Mates Receipt
	
	
	 
	2.	Stevedore Damage Reports (CM-0501)

	(13)
	D 6
	3.	Bill of Lading
	Bridge
	C/M
	D 6
	 

	 
	 
	4.	Manifests
	
	
	 
	 

	 
	 
	5.	Cargo Hold Inspection
	
	
	 
	 

	 
	 
	6. Cargo Damage Reports
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	7. Stevedore Damage Reports (CM-0501)
	
	
	 
	 

	 
	 
	8. Dry Bulk Transfer Checklist (CM-2201)
	
	
	 
	 

	 
	 
	9. Wet Bulk Transfer Checklist (CM-2202)
	
	
	 
	 

	(14)
	D 7
	Cargo Securing Manual (CSM)
	Bridge
	C/M
	D 7
	Cargo Securing Manual (CSM)

	(15)
	D 8
	Stability Booklet
	Bridge
	C/M
	D 8
	Stability Booklet

	 
	 
	Safety Training and Familiarization
	
	
	 
	Safety Training and Familiarization

	 
	 
	1.	Drill plan (SO-0201)
2. Familiarization reports (SO-0204)
3. Drill and Training reports (SO-0202)
4.	Report of safety (committee) meeting
5.	Meeting Report (M-0101)
6.	Toolbox Meeting (SO-0000)
7.	HSE Statistics (SO-0901)
	
	
	 
	1.	Drill plan (SO-0201)

	 
	 
	
	Bridge
	2/O
	 
	2.	Familiarization reports (SO-0204) / emails

	(16)
	D 9
	
	
	
	D 9
	3.	HSE Statistics (SO-0901)

	 
	 
	
	

	
	 
	4.	Others

	 
	 
	
	
	
	 
	 

	 
	 
	
	
	
	 
	 

	 
	 
	
	
	
	 
	 

	 
	 
	Risk Assessments / Work permits
	
	
	 
	Risk Assessments

	 
	 
	1. ETB (Emergency Towing Booklet)
	
	
	 
	1.	Risk Assessments (SO-0101/0102)

	 
	 
	2. Hot work (SO-0101)
	
	
	 
	 

	 
	 
	3. Enclosed space entry (SO-0102)
	
	
	 
	 

	 
	 
	4. < 1000 Volt Permit (SO-0103)
	Bridge
	S/O
	 
	 

	(17)
	D 10
	5. > 1000 Volt Permit (SO-0104)
6. Cold Work Permit (SO-0105)
	

	

	D 10
	 

	 
	 
	7. Machinery Permit (SO-0106)
	
	
	 
	 

	 
	 
	8. Working Aloft / Over side (SO-0107)
	
	
	 
	 

	 
	 
	9. Unmanned Spaces (SO-0108)
	
	
	 
	 

	 
	 
	10. Handling Chemicals (SO-0109)
	
	
	 
	 

	 
	 
	11. Other Risk Assessments (SO-0100)
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	(18)
	D 11
	Inventories Deck & Engine
1. Paint (CM-0404)
2. Chemicals (CE-0603)
3. Deck Stores	Bridge	Master
4. Lashing Material
5. Oils (CE-0604)
6. Others
	

Bridge
	

Master
	D 11
	Inventories Deck & Engine
1. Paint (CM-0404)
2. Chemicals (CE-0603)
3. Deck Stores
4. Lashing Material
5. Oils (CE-0604)
6. Others

	(19)
	D 12
	Requisition Deck / Bridge stores
1. Delivery notes	Bridge	Master
2. Reminders
	
Bridge
	
Master
	D 12
	Requisition Deck / Bridge stores
1. Delivery notes
2. Reminders

	(20)
	D 13
	Cargo / Voyage Documents
1. Stowage Plans
2. Daily Discharge Report (CM-0502)
3. Stability	Bridge	C/M
4. Draft Surveys
5. Cargo Booklet
6. Ship-to-Shore checklist for bulk cargo
	Bridge
	C/M
	 
	                N/A

	(21)
	E 1
	Vessel Damage (Engine)
1. Deficiency reports / Service requests / DD 
repair (CE-0901)
2. Service reports, Service recap.	CE Office	C/E
3. Tracking List (CE-0902)
4. Landing Material Form (CE-0606)

	

CE, Office
	

C/E
	E 1
	Vessel Damage (Engine)
1. Deficiency reports / ... (CE-0901)
2. Service reports, Service recap.
3. Tracking List (CE-0902)
4. Landing Material Form (CE-0606)


	(22)
	E 2
	Requisition Engine stores / spares
1. Delivery notes	CE Office	C/E
2. Asbestos-Free Declarations
	
CE, Office
	
C/E
	E 2
	Requisition Engine stores / spares
1. Delivery notes
2. Asbestos-Free Declarations

	(23)
	E 3
	Oil Analysis
1.	ME
	
CE, Office
	
C/E
	E 3
	Oil Analysis
1.	ME
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	2.   AE
	
	
	 
	2.   AE

	 
	 
	3.	Steering Gear / Azimuths
	
	
	 
	3. Steering Gear / Azimuths

	 
	 
	4. Thrusters
	
	
	 
	4.	Thrusters

	 
	 
	5.	Stern Tube
	
	
	 
	5.	Stern Tube

	 
	 
	6.	Cargo Cranes
	
	
	 
	6.	Cargo Cranes

	 
	 
	7.	Mooring Windlass Hydraulic System
	
	
	 
	7.	Mooring Windlass Hydraulic System

	 
	 
	8.	Fuel Oil Analysis
	
	
	 
	8.	Fuel Oil Analysis

	 
	 
	9.	Others
	
	
	 
	9.	Others

	 
	 
	 
	
	
	 
	Monthly Engine Reports

	 
	 
	Monthly Engine Reports
	
	
	 
	1.	Handover Report (CE-0501)

	 
	 
	1.	Handover Report (CE-0501)
	CE, Office
	C/E
C/E
	 
	2.	Critical Equipment Defect Report

	 
	 
	2. Critical Equipment Defect Report (CE-0201)
	
	
	 
	(CE-0201)

	 
	 
E 4
	3. Calibrating Form (CE-0109)
	
	
	 
E 4
	3.	Calibrating Form (CE-0109)

	(24)
	
	4.	Defect Report and Request for DD Repairs
	
	
	
	4.	Defect Report and Request for DD

	 
	 
	(CE-0901)
	
	
	 
	Repairs (CE-0901)

	 
	 
	5.	Tracking Sheet for Defects (CE-0902)
	
	
	 
	5.	Tracking Sheet for Defects (CE-0902)

	 
	 
	6.   Water Treatment
	
	
	 
	6.   Water Treatment

	 
	 
	7.   VPDR (2E-0401)
	
	
	 
	7.   VPDR (2E-0401)

	 
	 
	Oil Transfer
	
	
	 
	 

	 
	 
	1. Oil Record Book (incl IOPP Supplement)
	
	
	 
	 

	 
	 
	2. Oil transfer checklist (CE-0401/02)
	
	
	 
	 

	 
	 
	3. Bunker receipts, MSDS
	CE, Office
	C/E
C/E
	 
	 

	 
	 
	(Incl. MARPOL Annex VI)
	
	
	 
	 

	(25)
	E 5
	4. Sludge/Slop receipts
	
	
	 
	N/A

	 
	 
	5. LOP Bunker Samples (CE-0403)
	
	
	 
	 

	 
	 
	6. SECA Record Book (MARPOL Annex VI)
	
	
	 
	 

	 
	 
	7. ME Fuel Changeover (CE-1101)
	
	
	 
	 

	 
	 
	8. ME Fuel Changeover checklist (CE-1102)
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	(26)
	E 6
	Pollution Prevention
1. NPDES / VGP BMP
2. VGP Record Book (CE-0801)	CE Office	C/E
3. VGP Inspection (CE-0802)
4. VGP Assessment (CE-0803)
	CE, Office
	C/E

	 
	N/A

	(27)
	E 7
	Risk Assessments / Work permits
1. Hot work (SO-0101)
2. Enclosed space entry (SO-0102)	
3. Other Permits (SO-0103/08)
4. Other Risk Assessments (SO-0100)
	CE, Office
	C/E

	E 7
	Risk Assessments
1.	Risk Assessments - Office
(SO-0101/0102)

	(28)
	E 8
	Engine Administration
1. Handover 2nd Engineer (2E-0801)
2. Handover ETO (EE-0801)
3. Toolbox Meeting (SO-0000)
	CE, Office
	C/E

	 
	N/A

	(29)
	M 1
	ISM Audit & Inspections ["Master-File"]
1. Company Inspection Reports (DP-0801)
2. Deficiency List
3. Monthly (MLC) Condition Reports (M-0401)
4. PSC Reports
5. Internal (DP-0102/03) & External Audit Reports
6. Masters Review (M-0501)
7. Flag State Inspection Reports
8. Handover Master (M-0502)
9. SMS Feedback (M-0503)
10. SO Appointment Letter (M-0302)
11. Copy of last Ship-to-Shore Drill Reports
12. Management Review (DP-0401)
13. ISM 9 Reports (Accidents, Near Miss, etc) 
(M-0602)
14. HSEQ Plan
15. Management of Change records

	Masters, Office
	Master
	M 1
	ISM Audit & Inspections ["Master-File"]
1. Company Inspection Reports (DP-0801)
2. Deficiency List
3. Monthly (MLC) Condition Reports (M-0401)
4. PSC Reports
5. Internal (DP-0102/03) & External Audit Reports
6. Masters Review (M-0501)
7. Flag State Inspection Reports
8. Handover Master (M-0502)
9. SMS Feedback (M-0503)
10. Copy of last Ship-to-Shore Drill Reports
11. Management Review (DP-0401)
12. ISM 9 Reports (Accidents, Near Miss, etc) (M-0602)
13. HSEQ Annual Plan
14. Management of Change records
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	Security (confidential)
	
	
	 
	Security (confidential)

	 
	 
	1.	SSP (approved, incl. approval letter)
2.	SSP Review (M-2002)
2. Training Reports (M-2006)
4.	Drill Reports (M-2007)
5. PMS Security Equipment (M-2008)
6. Vessel Search Plan (M-2009)
7. Report of an Unlawful Act (M-2005)
8. Security Assessments (M-2003/04)
9. DoS (M-2001)
10. Ports of Call (M-2011)
11. ISPS Pre-Notification Reports
	
	
	 
	1.	SSP (electronic copy)

	 
	 
	12. 
	
	
	 
	3. SSP Review (M-2002)

	 
	 
	13. 
	
	
	 
	3.	Report of an Unlawful Act (M-2005)

	 
	 
	14. 
	
	
	 
	4.	Security Assessments (M-2003/04)

	(30)
	M 2
	15. 
	Masters, Office
	Master
	M 2
	 

	 
	 
	16. 
	
	
	 
	 

	 
	 
	17. 
	
	
	 
	 

	 
	 
	18. 
	
	
	 
	 

	 
	 
	19. 
	
	
	 
	 

	 
	 
	20. 
	
	
	 
	 

	 
	 
	CSR (Continuous Synopsis Record)
	Masters, Office
	Master
	 
M 3
	CSR (Continuous Synopsis Record)

	(31)
	M 3
		1.	Index of CSRs
	2.	All original CSR’s, consecutively
	
	
	
	1. Index of CSRs
2. All copies of CSR’s, consecutively

	 
	 
	3. CSR Amendments
	
	
	 
	3. CSR Amendments

	 
	 
	Crew
	
	
	 
	Crew

	 
	 
	1.	Watch plan (M-0304)
2.	Rest hours (M-0303)
2. Overtime Summary
4.	Crewing Documents
	5.	Crew Change Tracer List (M-1007)
	6.	Employment Contracts (DP-0601)
	7.	Evaluation (M-1010/1011)
8.	Personal Data (M-1008)
9.	PPE Request (M-1009)
10. Others
	
	
	 
	1.	Rest hours (M-0303)

	 
	 
	
	
	
	 
	3. Overtime Summary

	 
	 
	
	
	
	 
	3.	Crewing Documents

	 
	 
	
	
	
	 
	4.	Crew Change Tracer List (M-1007)

	(32)
	M 4.1
	
	Masters, Office

	
Master
	M 4.1
	5.	Employment Contracts (DP-0601), Passport, CV, License, Medical/Health, Performance Report

	 
	 
	
	
	
	 
	6.	Evaluation (M-1010/1011)

	 
	 
	
	
	
	 
	7.	Personal Data (M-1008)

	 
	 
	
	
	
	 
	8.	PPE Request (M-1009)





	Shipboard
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No.
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	PIC
	File 
No.
	File Name & Content

	 
	 
	 
	
	
	 
	9.	Others

	(33)
	M 4.2
	Crew
	Masters, Office
	Master
	M 4.2
	Crew

	(34)
	M 4.3
	Crew
	Masters, Office
	Master
	M 4.3
	Crew

	(35)
	M 4.4
	Crew
	Masters, Office
	Master
	M 4.4
	Crew

	(36)
	M 5
	Company Cash Box
1. Masters Cash Box Report (M-0706)
2. Allotment Order
3. Cash Advance (M-1004)
4. RP Expenses
5. Wages Account
6. Crew Travel Expenses Summary (M-1021)

	
Masters, Office
	
Master
	M 5
	Company Cash Box
1. Masters Cash Box Report (M-0706)
2. Allotment Order
3. Cash Advance (M-1004)
4. RP Expenses
5. Wages Account
6. Crew Travel Exp. Summary (M-1021)


	(37)
	M 6
	Requisition Provision / Bonded / Slop chest
1. Orders / Reminders
2. Delivery Notes
3. Provision Account (M-0701)
4. Meal Plan (M-0702)

	
Masters, Office
	
Cook
	M 6
	Requisition Provision / Bonded / Slop chest
1. Orders / Reminders
2. Delivery Notes
3. Provision Account (M-0701)


	(38)
	M 7
	Statutory Certificates
1. Validity of ships documents (M-0402)
2. Certificates with respect to: Load line, SOLAS	Masters Office	Master 
and MARPOL convention
3. Flag State and Insurance certificates
	
Masters, Office
	
Master
	M 7
	Statutory Certificates
1. Validity of ships documents (M-0402)
2. Certificates with respect to: Load line, SOLAS and MARPOL convention
3. Flag State and Insurance certificates
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	(39)
	M 8
	Class Certificates
1. Hull & Machinery	Masters Office	Master
2. Survey Statements
	
Masters, Office
	
Master
	M 8
	Class Certificates
1. Hull & Machinery
2. Survey Statements

	(40)
	M 9
	Safety Certificates
1. Copy of SO-0302
2. Life Rafts
3. CO2 System
4. Fire extinguishers
5. SCBA (Breathing Apparatus)
6. Falls for Rescue boat davit
7. Drinking water	Masters Office	Master
8. Medicines (Certificate)
9. Inflatable life jackets
10. Rescue boat (Launching Appliances)
11. Ship Sanitation (De-ratting Exemption)
12. EEBDs
13. Cargo Cranes
14. Others
	
Masters, Office
	
Master
	M 9
	Safety Certificates
1. Copy of SO-0302
2. Life Rafts
3. CO2 System
4. Fire extinguishers
5. SCBA (Breathing Apparatus)
6. Falls for Rescue boat davit
7. Drinking water
8. Medicines (Certificate)
9. Inflatable life jackets
10. Rescue boat (Launching Appliances)
11. Ship Sanitation (De-ratting Exemption)
12. EEBDs
13. Cargo Cranes
14. Others

	(41)
	M 10
	Expired / Obsolete Certificates
1.	From file M 7 – M 9
	Masters, Office

	Master

	M 10
	Expired / Obsolete Certificates
1.	From file M 7 – M 9

	(42)
	M 11
	Mail in and out (Deck)
1. Cover Sheet (M-0601)
2. Delivery (Courier/Express)	Masters Office	Master
3. Confirmation
4. Packing lists / Pro-forma Invoice
	
Masters, Office
	
Master
	M 11
	Mail In/Out
1. Cover Sheet (M-0601)
2. Delivery (Courier/Express)
3. Confirmation
4. Packing lists / Proforma Invoice

	(43)
	M 12
	ESP (Enhanced Survey Program)
	Masters, Office
	Master
	M12
	ESP (Enhanced Survey Program)

	(44)
	M 13
	Security (non-confidential)
1. Gangway Log Book
	Masters, Office

	Master

	 
	N/A
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1. Medical logbook
2. List of medicines carried onboard
3. Medical report
Crew injury report                                                                                 
	
	
	 
	 

	


(45)
	


T1
	 Medical Care
1. Health declaration
2. Medical logbook
3. List of medicines carried onboard
4. Medical report
5. Crew injury report                                                   
	

Treatment Room
	

3/M or 2/M
	  

T1



	Medical Care
1. M-1001 (Medical Report)
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