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This form is to be used for the handing over process between masters during change of command. It is the responsibility of the outgoing Master to thoroughly brief his successor and explain in detail the various points listed in this checklist and handing over notes.

Documents, equipment, inventory and defects as relevant are to be shown when going through this checklist.

Master can include other ship specific items which he feels to be included at the end of this checklist. This checklist is by no means exhaustive and is intended as a guide.

	Vessel:
	
	Date:
	Click or tap to enter a date.	Port:
	



Today, on the above date and at Click or tap here to enter text. Hours local time, I have handed over Command to Incoming Master in accordance with instructions from Ship manager/Owner.

All Certificates, documents, manuals, files, Mespas, Podium, SharePoint and keys are handed over.

Related entries made in the Official Logbook.

	Description
	ROB at time of hand over
	Remark

	Cash on board (USD)
	
	

	VLSFO
	
	

	LSMGO/LSMDO
	
	

	MGO
	
	

	MDO
	
	

	Lube Oil
	
	

	Fresh Water
	
	




The Vessel is seaworthy in all respects and adequate for the proposed voyage.

	OUTGOING MASTER
	
	INCOMING MASTER

	NAME:
	
	
	NAME:
	

	SIGNATURE:
	
	
	SIGNATURE:
	





	S. No.
	Description
	Sign-off master
	Sign-on master

	1
	All documents, SHEQ, ORB, Garbage & Ballast Record books, GMDSS/Deck logbooks etc found up to date and signed as required.
	☐	☐
	2
	Statutory/trading/insurance/cargo/MLC and other certificates are valid and in order. The certificates in MESPAS certificate module are up to date. Ship’s drawings and manuals, class approved manuals location shown
	☐	☐
	3
	SOPEP/NTVRP/VGP/PCSOPEP/BWM/Biofouling plans/SEEMP-I/II/III, EU MRV, IMO DCS/IHM/Emergency Towing Booklets/Recovery of persons from water plans and related document’s location shown
	☐	☐
	4
	Any surveys /inspections/service due in next two months discussed and same recorded in Month End report
	☐	☐
	5
	Classification records, Quarterly survey status listings, status of surveys
Interim certificates of class, CMS status (list any due /overdue survey items / COC’s) shown
	☐	☐
	6
	Cabin/Master keys/store keys/safe combination & keys etc handed over
	☐	☐
	7
	Maintenance system in MESPAS and status of overdue items explained
	☐	☐
	8
	All outstanding defects explained using defect management Form 6.5.1
	☐	☐
	9
	ROB of fuel, fresh water, and lub oil, any bunkering requirement explained 
	☐	☐
	10
	SAFIR & Risk Assessment module in MESPAS – Internal/external audits and PSC and technical inspections deficiencies/observations/non-conformities, near misses, incidents etc discussed
	☐	☐
	11
	DPA/CSO, Ship Manager, Operation PIC explained. Company Emergency communication sheet, QI, Class, Flag, P&I club, H&M etc contacts shown and posted as required.
	☐	☐
	12
	Stratum Podium entries discussed and voyage planning confirmed in the system.
	☐	☐
	13
	ENC/ADP/eNP/Regs4ships/publications are up to date  
	☐	☐
	14
	Officers and Crew abilities discussed and in order. Officers and Ratings Assessment Forms have been updated
	☐	☐
	15
	Cargo equipment (Cranes/Grabs), holds cleaning equipment and holds condition discussed 
	☐	☐
	16
	Location of general alarm/LSA/FFA status/SOPEP equipment shown. LSA register signed.
	☐	☐
	17
	Location of SSAS/SSP and security equipment test interval explained. SSAS test procedure in Inm-C and in Podium explained.
	☐	☐
	18
	Drydock defect list handed over, previous dry-docking reports and work done certificates shown
	☐	☐
	19
	Bridge watch keeping procedures as per Nautical Manual explained
	☐	☐
	20
	All navigation/communication, anchor and mooring, cargo, engine/machinery and miscellaneous equipment status, any defect exchanged and recorded in the defect list.
	☐	☐
	21
	Company SHEQ portal (SMS/Forms/Checklists/Memo/Training) in computer shown
	☐	☐
	22
	Charter party/voyage order handed over, any special requirements of the charterers discussed and in order
	☐	☐
	23
	Cargo characteristics, holds cleaning, cargo stowage plan, stress/stability loading computer printout discussed
	☐	☐
	24
	Charter party speed/fuel consumption etc explained and CP Criteria set up in Stratum Podium
	☐	☐
	25
	Arrival/Departure reports to charterers/owners, Routine communications with owners/manager/charterers explained
	☐	☐
	26
	Next port of call including any special requirement of the port/charterer/owner
	☐	☐
	27
	Company’s documentation submitting interval in Shared Folder explained
	☐	☐
	28
	Employment agreement, Passports, Seaman book, medical cert, stcw cert of ships staff handed over. Crew list updated in MESPAS.
	☐	☐
	29
	ECDIS/Bridge equipment/Ship specific safety familiarization using relevant form completed and signed.
	☐	☐
	30
	Passage plan for next voyage prepared, same checked for safe navigation
	☐	☐
	31
	Accounting, MCA, Portage bill, victualling, bond, SWA, Welfare account explained, and cash handed over.
	☐	☐
	32
	Last drills record in MESPAS /Video & CBT trainings/OJTs/Fleet Advisories, any overdue drill/training explained. Muster list updated.
	☐	☐
	33
	Company policy like SHEQ, drug and alcohol, IT etc explained
	☐	☐
	34
	Physical check of deck, bridge and accommodation, general/provision /bond stores /hospital carried out.
	☐	☐
	35
	Inventory of deck/nautical/stationery/medical/scheduled drugs/pending requisition discussed.
	☐	☐
	36
	Company purchasing procedure explained, refer MESPAS and SMS
	☐	☐
	37
	Operation of Email (file size limit), WiFi system, Vsat/Inmarsat, Sat-C, Satellite phone (if provided)
	☐	☐
	38
	Operation and passwords of various programs installed on board exchanged (Master’s laptop, MESPAS, Regs4ships, ISF Watch keeper, Stratum podium, ENC/ADP/eNP service providers, Training system etc)
	☐	☐
	39
	SharePoint filing system discussed and up to date.
	☐	☐
	40
	Victualling stocks and victualling contractors discussed 
	☐	☐
	41
	Company Campaigns, Circulars and directives published in last 6 months discussed
	☐	☐
	42
	Inventory and status of the logs lashing gears, whether collapsible stanchions pins are lubricated and free, if the logs were not carried in last 3 months whether stanchion were lifted/exercised to keep the pins and moving parts free
	☐	☐
	43
	
	☐	☐
	44
	
	☐	☐
	45
	
	☐	☐
	46
	
	☐	☐
	47
	
	☐	☐
	48
	
	☐	☐
	49
	
	☐	☐
	50
	
	☐	☐


	OUTGOING MASTER
	
	INCOMING MASTER

	NAME:
	
	
	NAME:
	

	SIGNATURE:
	
	
	SIGNATURE:
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