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12.1.1
General
Rev. 2   7/96



12.1.2
The "Forms Addendum"
Rev. 0   3/96



12.1.3
Vessel Certificates
Rev. 0   3/96



12.1.4
Vessel Reports
Rev. 8   7/02


12.1.5
USCG Forms

       


12.1.5.1
Oil Record Book
Rev. 7   2/01

       


12.1.5.2
USCG Form 735-T
Rev. 2   7/96

       


12.1.5.3
USCG Discharges
Rev. 8  10/01




12.1.5.4
USCG-Marine Incident/Chemical Testing Forms
Rev. 6   1/00




12.1.5.5
Ballast Water Management Regulations & Forms
Rev. 6   1/00




12.1.5.6
Sailing Short Reports
Rev. 6   1/00



12.1.6
Defining the Voyage
Rev. 5   3/98




12.1.6.1
Coastwise
Rev. 5   3/98




12.1.6.2
Intracoastal
Rev. 5   3/98




12.1.6.3
Near-By Foreign
Rev. 5   3/98




12.1.6.4
Foreign
Rev. 5   3/98


12.2
Training/Safety



12.2.1
General
Rev. 2   7/96



12.2.2
Officer Training Record Sheet
Rev. 0   3/96



12.2.3
Training Material Held On board
Rev. 2   7/96


12.3
Operations



12.3.1
General
Rev. 2   7/96



12.3.2
Port Agents
Rev. 0   3/96



12.3.3
Ship's Mail
Rev. 0   3/96



12.3.4
Notice & Acknowledgment of IUM's Policies
Rev. 8  10/01



12.3.5
Change of Master
Rev. 6   1/00



12.3.6
Entering and Clearing - U.S. Ports
Rev. 8   7/02


12.3.6.1 De-Rat Certificate
Rev. 7   2/01



12.3.7
Foreign Repairs/Equipment Procurement
Rev. 0   3/96



12.3.8
Vessels Operating Under MSC OPCON (MARAD FOS)
Rev. 7   2/01



12.3.9
Phone Accounts
Rev. 6   1/00



12.3.10
General Notes of Protest
Rev. 4   7/97


12.4
Engineering



12.4.1
Bunker Fuel Procurement
Rev. 2   7/96



12.4.2
Change of C/E
Rev. 6   1/00


12.5
Catering


12.6
Personnel/Insurance



12.6.1
General
Rev. 2   7/96



12.6.2
Ordering Crew Replacements
Rev. 0   3/96



12.6.3
Shipping Articles/Crew member Sign-on/off
Rev. 8   7/02



12.6.3.1
Instructions for the preparation of the "Articles of Agreement" & the "Particulars of Engagement"
Rev. 8   7/02


12.6.4
Employment Eligibility Verification
Rev. 3  11/96



12.6.5
Statement of Pre-Employment Physical Condition
Rev. 8   7/02


12.6.6
Crew Lists and Record of Crew Changes
Rev. 8   7/02


12.6.7
Evaluation Reports
Rev. 0   3/96

       


12.6.7.1
Officers
Rev. 2   7/96

       


12.6.7.2
Unlicensed
Rev. 2   7/96



12.6.8
Warning and Discharge Letters
Rev. 6   1/00



12.6.9
Requesting Cash in Lieu of Transportation
Rev. 4   7/97



12.6.10
Use of the SIU "Completion of Duty Certificate"
Rev. 6   1/00



12.6.11
Designation or Change of Beneficiary for Second Seaman's




War Risk Ins. (MARAD & MSC Only)
Rev. 8   7/02

12.7
Payroll



12.7.1
General
Rev. 2   7/96



12.7.2
Payroll Program
Rev. 6   1/00



12.7.3
Petty Cash Account
Rev. 0   3/96



12.7.4
Master's Cash Account
Rev. 6   1/00




12.7.4.1  Fund Transfer Procedure
Rev. 6   1/00



12.7.5
Writing Checks on IUM Vessels
Rev. 7   2/01



12.7.6
Crew Advances
Rev. 0   3/96



12.7.7
Relays/Allotments
Rev. 8   7/02


12.7.8
Crew Transport Expenses
Rev. 2   7/96



12.7.9
Overtime Records
Rev. 6   1/00



12.7.10
Slop Chest
Rev. 0   3/96



12.7.11  Crew Information Transmission Requirements
Rev. 8   7/02

12.8
Purchasing - Consumables & Spare Parts



12.8.1
General
Rev. 8   7/02


12.8.2
Person Responsible for Ordering Within Departments
Rev. 0   3/96



12.8.3
Grouping by Category
Rev. 0   3/96



12.8.4
Emergency Requisitions
Rev. 1   5/96



12.8.5
Verifying Receipts, Stowage and Inventory
Rev. 0   3/96




12.8.5.1
Procedure for Completing






"Material Receiving Reports"
Rev 4   7/97



12.8.6
Shortages, Damaged Goods and Returns
Rev 5   3/98



12.8.7
Material Landing Receipts
Rev 0   3/96



12.8.8
Shoreside Tracking and Processing
Rev 0   3/96

13
Dry Cargo Ships


13.1
General
Rev 8   7/02

13.2
Cargo Management and Stowage Plan
Rev 0   3/96


13.3
Stability, Trim and Stress Calculations
Rev 7   2/01


13.4
Cargo Operations
Rev 0   3/96


13.5
Cargo Equipment
Rev 0   3/96



13.5.1
Cargo Gear Documentation
Rev 0   3/96



13.5.2
Cargo Gear Inspections
Rev 0   3/96



13.5.3
Cargo Gear Maintenance
Rev 0   3/96


13.6
Cargo Securement
Rev 0   3/96



13.6.1
Cargo Lashing/Securement Devices
Rev 0   3/96


13.7
Carriage and Handling of Cargo



13.7.1
Ventilation and Atmosphere Control
Rev 0   3/96



13.7.2
Refrigerated Cargo
Rev 0   3/96



13.7.3
Hazardous Materials, Explosives and Special Cargoes
Rev 0   3/96



13.7.4
Damaged Cargo and Salvage of Cargo
Rev 6   1/00


13.8
Ballasting, Tank Soundings
Rev 0   3/96


13.9
Personnel
Rev 2   7/96


13.10
Deleted
Rev 7   2/01
14
Oil Tankers


14.1
General
Rev 0   3/96


14.2
Posting of Oil Transfer Procedures
Rev 0   3/96


14.3
Cargo Management
Rev 0   3/96



14.3.1
Cargo Surveys
Rev 2   7/96



14.3.2
Retained on Board (ROB)
Rev 0   3/96



14.3.3
Cargo Documentation Files
Rev 0   3/96


14.4
Pollution Prevention
Rev 0   3/96



14.4.1
Pollution Officer
Rev 0   3/96



14.4.2
Monitoring of Waters in Close Prox. to Vessel
Rev 0   3/96



14.4.3
Scupper Plugs and Decanting Lines and Blanks
Rev 0   3/96



14.4.4
Management of Free Water on Deck
Rev 0   3/96


14.5
Person-in-Charge
Rev 0   3/96


14.6
On Board Spill Clean-up Equipment and Supplies
Rev 0   3/96


14.7
Cargo Monitoring During Sea Passage
Rev 0   3/96


14.8
Maintenance, Inspections and Testing of Cargo Equipment
Rev 0   3/96


14.9
Inert Gas System
Rev 0   3/96



14.9.1
Venting of Flammable Cargo Tank Vapors
Rev 0   3/96



14.9.2
Inert System Failure
Rev 0   3/96



14.9.3
Over Pressure Prevention Systems
Rev 7   2/01

14.10
Inspection of Cargo and Ballast Tanks
Rev 2   7/96


14.11
Oil Record Book
Rev 2   7/96


14.12
Cargo Log Book
Rev 0   3/96


14.13
Tank Cleaning Operations
Rev 0   3/96



14.13.1
Crude Oil Washing
Rev 0   3/96


14.14
Loading Operations
Rev 0   3/96


14.15
Fire Fighting Equipment During Cargo Operations
Rev 0   3/96


14.16
Discharge Operations
Rev 0   3/96


14.17
Lightering Operations
Rev 0   3/96



14.17.1
Geographic Specific Lightering Plans
Rev 0   3/96



14.17.2
Ship to Ship Transfer
Rev 0   3/96


14.18
Ballasting of Cargo Tanks
Rev 0   3/96


14.19
Vapor Recovery Systems
Rev 0   3/96

15
Special Events


15.1
General
Rev 8   7/02

15.2
Helicopter Operations
Rev 0   3/96


15.3
Security Procedures



15.3.1
General Precautions
Rev 0   3/96



15.3.2
Precautions in Port
Rev 8   7/02


15.3.3
Precautions Under Way
Rev 0   3/96



15.3.4
Precautions After Pirates have Boarded
Rev 0   3/96


15.4
Drills
Rev 2   7/96

16
Check Off Lists


16.1
General
Rev 8   7/02

16.2
Index of Checklists
Rev 4   7/97

17
This Chapter is Being Reserved for Future Use
Rev 8   7/02
18
Appendices


18.1
Index of Logs



18.1.1
Deck Logs
Rev. 7   2/01



18.1.2
Engine Logs
Rev. 2   7/96



18.1.3
Radio Logbooks
Rev. 7   2/01


18.2
Index of Forms
Rev. 4   7/97



18.2.1
Deck Forms
Rev. 4   7/97



18.2.2
Engine Forms
Rev. 4   7/97



18.2.3
Steward Forms
Rev. 4   7/97



18.2.4
Safety Forms
Rev. 4   7/97



18.2.5
Administrative Forms
Rev. 4   7/97



18.2.6
Change of Command Forms
Rev. 4   7/97



18.2.7
Charterer's Forms
Rev. 4   7/97


18.3
Index of Statutes and Regulations



18.3.1
Description
Rev. 8   7/02


18.3.2
Location
Rev. 7   2/01



18.3.3
Maintenance and Modifications
Rev. 0   3/96



18.3.4
Record of Document Review (Annually)
Rev. 6   1/00


18.4
Technical Manuals



18.4.1
Identification and Description
Rev. 8   7/02

18.5
This Section Left Intentionally Blank


18.6
Port Agents



18.6.1
List of Approved Port Agents
Rev. 6   1/00



18.6.2
Standing Instructions to Port Agents
Rev. 6   1/00

19
R.O.S.


19.1
Person in Charge of the Vessel
Rev. 7   2/01


19.2
ISM System & Safety in ROS
Rev. 8   7/02


19.2.1
The Master's Review in ROS
Rev. 7   2/01



19.2.2
Safety Meetings for Vessels Berthed Together
Rev. 7   2/01



19.2.3
Drill & Training Frequency
Rev. 7   2/01



19.2.4
Contractors On Board
Rev. 7   2/01



19.2.5
EAP / SOLAS Manual - Annual Review
Rev. 7   2/01


19.3
Transition



19.3.1
ROS - FOS
Rev. 8   7/02


19.3.2
FOS - ROS
Rev. 8   7/02


19.3.3
ROS or FOS - NDRRF
Rev. 8   7/02

19.4
Payroll



19.4.1
The IUM Payroll Program in ROS
Rev. 7   2/01



19.4.2
Writing Checks While in ROS
Rev. 7   2/01



19.4.2
Overtime, Comp-Time, Sick Days and Vacation Policy
Rev. 7   2/01



19.4.3
Subsistence and Lodging Claims
Rev. 7   2/01


19.5
Required Reports While in ROS (Special Forms)
Rev. 7   2/01


19.6
Evening and Weekend Security
Rev. 7   2/01


19.7
Hurricane/Extreme Weather Measures
Rev. 7   2/01


19.8
Special MARAD Requirements



19.8.1
Use of the SOPEP
Rev. 7   2/01



19.8.2
MARAD Safety Video's
Rev. 7   2/01


19.9
Control of Drugs at ROS Turnover
Rev. 7   2/01


19.10
Waste Management Plan
Rev. 7   2/01


19.11
Personnel Evaluations
Rev. 7   2/01


Document Control
ADVANCE \U 1102.10
PRIVATE 
CONTROL NUMBER
Issued To
Holder

1
IUM
Library

2
IUM
Ops. Manager

3
IUM
Field PE - E. Coast T-ACS

4
IUM
Field PE - W. Coast OPDS

5
IUM
Field PE - W. Coast - See Bee

6
TOTE
V.P. Operations

7
SEASTAR
P. Bates

8
IUM
Field PE - Jacksonville, FL

9
IUM
Field PE - E. Coast - See Bee

10



11
S.S. EL MORRO
MASTER

11a
S.S. EL MORRO
C/E

12
S.S. EL YUNQUE
MASTER

12a
S.S. EL YUNQUE
C/E

13
GREAT LAND
MASTER

13a
GREAT LAND
C/E

14
NORTHERN LIGHTS
MASTER

14a
NORTHERN LIGHTS
C/E

15
WESTWARD VENTURE
MASTER

15a
WESTWARD VENTURE
C/E

16
CORNHUSKER STATE
MASTER

16a
CORNHUSKER STATE
C/E

17
CAPE MAY
MASTER

18
CAPE MOHICAN
MASTER

19
FLICKERTAIL STATE
MASTER

20
GOPHER STATE
MASTER

20a
GOPHER STATE
C/E

21
CAPE MENDOCINO
MASTER

22
CHESAPEAKE
MASTER

22a
CHESAPEAKE
C/E

23
PETERSBURG
MASTER

23a
PETERSBURG
C/E

24
POTOMAC
MASTER

24a
POTOMAC
C/E

25
MT. WASHINGTON
MASTER

26
CAPE FEAR
MASTER

27
MIDNIGHT SUN
MASTER

27a
MIDNIGHT SUN
C/E

28a
MARAD
S. Atlantic Region (TACS)

28b
MARAD
S. Atlantic Region (Sea Bee)

29a
MARAD
Western Region

30a
MARAD
Western Region - (OPDS)

31
NORTH STAR
MASTER

31a
NORTH STAR
C/E


Summary of Corrections
PRIVATE 
Revision #
Date
Entered By

ADVANCE \D 267.801
ADVANCE \D 284.85May 1996
ADVANCE \D 308.85Marcie Mount

ADVANCE \D 336.802
ADVANCE \D 353.85July 1996
ADVANCE \D 378.80Marcie Mount

ADVANCE \D 406.853
ADVANCE \D 423.80November 1996
ADVANCE \D 452.85Marcie Mount

ADVANCE \D 480.804
ADVANCE \D 497.85July 1997
ADVANCE \D 522.80Harry Rogers

ADVANCE \D 550.855
March 1998
Harry Rogers

ADVANCE \D 591.806
January 2000
Harry Rogers

ADVANCE \D 634.857
February 2001
Harry Rogers

ADVANCE \D 678.808
July 2002
Harry Rogers

ADVANCE \D 718.859



ADVANCE \D 737.8510



ADVANCE \D 757.8511



ADVANCE \D 777.8012



ADVANCE \D 797.8513



ADVANCE \D 817.8514



ADVANCE \D 837.8015



ADVANCE \D 857.8516



ADVANCE \D 877.8517



ADVANCE \D 897.8018



ADVANCE \D 917.8519



ADVANCE \D 937.8520



ADVANCE \D 957.8021



ADVANCE \D 977.8522



ADVANCE \D 997.8523



ADVANCE \D 1017.8024



ADVANCE \D 1037.8525




Record of Review

Effective 1/1/00, the record of review will be handled as follows: Quarterly, the IUM ISM coordinator will send out a “Record of Review” memo to prompt the quarterly review of all or specified Company policy and procedure manuals.  This prompt sheet will have a place for all officers to initial that they have reviewed the subject manuals.


The completed prompt sheet will be filed in the "Record of Review" section of the "ISM Record & Guidelines" binder, (most recent on top) with a copy sent to the IUM ISM Coordinator each quarter.

