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Management System

PORT PLANNING FORM

This form is intended to facilitate effective planning for port stays, to clarify what has been arranged and how. It is to be completed by the ship and the Ship Management Team and should be shared with the agent before arrival. 

Where the ship is engaged on a regular trade where the below items are normally supplied at a single port or select group of ports, the form only needs to be completed for those ports. It is also acceptable to complete a single form for a group of ports where those ports are in the same country and follow one another in quick succession (e.g. Melbourne, Sydney, Brisbane)

	SHIP
	
	
	PORT
	

	

	ETA
	
	
	ETD
	



	Sections shaded blue
	To be completed by the ship at least seven days before planned arrival.

	Sections shaded orange
	To be completed by the Ship Management Team at least three days before arrival.

	Sections shaded red
	To be completed by the ship within three days of departure.

	Unshaded sections
	To be complete by both ship and Ship Management Team, as appropriate.



A- Port Operations
	Agency
	

	Agent
	

	Contact Info




	



	ETA Pilot
	
	Cargo Ops Planned:

	ETB
	
	

	ETD
	
	



	Other/ Comments

	



B - Bunkers
	Are bunkers required at this port?
	YES   /   NO

	EST. ROB ARRIVAL
	REQUESTED
	Supplier
	Delivery Means
	Ship Confirm Supply

	Grade
	Quantity (mt)
	Grade
	Quantity (mt)
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


SHIP – Next Steps:
Once bunkers supplied, send BDN to Ship Management Team and charterer (if applicable).
Pass prepared samples to agent with instructions to send ASAP to testing service.
If issues with quantity or quality contact Ship Management Team and party arranging bunkers.




C – Port Services
	Service
	Y/N and Qty/Description
	Confirmed
	Supplier (if applicable)

	Fresh Water
	
	
	

	Garbage
	
	
	

	Sludge
	
	
	

	
	
	
	



D – Flag/ Class/ Training/ Other External Party Attendances
	Who
	When
	Reason for Attendance
Comments
	Confirm Attendance
	Contact Info

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



E – Spares
Parts to be received:
	Part Description
	REQ# PO#
	Delivery Means
	Shipping Ref/ AWB etc.
	Comments
	Ship Confirm Receipt

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Ship Management Team will request agents deliver parts on arrival, if this is not possible ship to discuss planned delivery time with the agent.

If parts NOT received:
First, contact agent and request more information.
If no information available from agent, contact the Ship Management Team before departure.

Parts to be landed:
	Part Description
	Landing Form #
	Instructions for Ship:
LAND PARTS AS FOLLOWED
	Ship:
Landed
Y/N

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



If any parts are not landed for any reason, inform the Ship Management Team.



F – Stores
	Description
	REQ# PO#
	Supplier
	Full Order? Y/N
	Comments
	Ship Confirm Receipt

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Ship Management Team will request agents deliver stores on arrival, if this is not possible ship to discuss planned delivery time with the agent.


For orders where the full requisition is not being supplied at this port:
	Description
	REQ# PO#
	Changes: Explain changes to requisitions if full order not being supplied

	
	
	

	
	
	

	
	
	

	
	
	



[bookmark: _GoBack]If stores NOT received:
First, contact agent and request more information.
If no information available from agent, contact Ship Management Team before departure.


G – Repairs/ Technicians/ Service Agents etc
	Description
	WO#
REQ# PO#
	Provider
	Planned Date/ Time of Attendance
	Contact Information
	Comments

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




H – Crew Changes
	Rank
	Off-Signer
	Relief
	Date
	Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




I – CTM
	ROB
	REQUESTED
	SMT
Confirmed
	Comments

	Currency
	Amount
	Currency
	Amount
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	






Z – Comments
	Comments from Ship

	



	Comments from Ship Management Team
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