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Vessel name	:    
Date		:   
Opening	:   
Ship Members	: Master, CEO and other officers/ratings as required
Office Members: Ship Manager and a member from SHEQ dept. or Project Manager/Marine Manager/GM 

Attendance	:   
1. Follow up on items of the last meeting:
	


2. Equipment defects and their management (Form 6.5.1), support required from office:
	


3. Support required from office for the Defects management 
	


4. PMS status/overdue jobs in BASSnet
	


Outstanding Stores/Spares/Shore Service
	


Equipment shore service due within two months and arrangement
	


5. Status of Technical/PSC inspections, External/Internal Audits – NC/Observations/Deficiencies:
	


6. SHEQ Risk assessment/Incidents/Near miss/non-conformities: 
	


7. Cargo matters – Condition of Holds/Hatch covers/Cranes/Grabs/Log lashing/Cleaning equipment/chemicals/paint:
	


8. Navigation/Voyage matters:
	


9. Cosmetic maintenance and progress:
	


10. Progress and results of recent Company Campaigns:
	 


11. Crewing matters - welfare / complaint/ catering / sign off etc 
	


12. IT Systems, Software and CCTV
	


13. Miscellaneous
	



Meeting closed at:    
	
	
	

	Ship Manager:
	
	Master:



Note:
1. The virtual meeting using MS Team shall be held if ship has not been visited by office staff within last three months.
2. The meeting shall be arranged by Ship Manager who will send the invite to Master and one other office member for meeting at date and time agreed with vessel.
3. The meeting shall be adjourned in case of poor internet signal and reschedule at later date.
4. Ship Manager and Master shall exchange meeting agenda before start of virtual meeting.

Ship’s comments in Black
Office comments in Blue
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