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Management Review 

In this report research has been done on how to reduce the administrative burden on the master of 

the vessel. The name of this project is called ‘Red Tape, removing the administrative burden on the 

master of the vessel’. Red tape means bureaucracy, which is related to the administrative burden. 

The problem can be answered by looking from five different angles of view.  

2.1 

The first angle of view is looking at the causes and consequences of the administrative burden. 

The following sub-question is answered: ‘What are the causes and consequences of the 

administrative burden on the master of the vessel?’ 

The research done on this subject is through desk and field research. The field research has been 

done by interviews with Rivermaas, Jumbo and a questionnaire with a master of a vessel from BigLift. 

 

The causes of the administrative burden on the Master and crew of the vessel are high amount of 

paperwork and the high amount of regulations. Alongside these problems the technology used 

during these administrative tasks is lacking. The administrative burden causes: a lowered level of 

safety on board, a higher work pressure, a drop in motivation for the seafarer and a decrease in the 

amount of young seafarers. 

 

2.2 

To take away some of the administrative pressure on the master of the vessel, a solution has to be 

found for this problem. So, the second angle of view is looking at distributing the load more equally 

along the other crewmembers, officers and the master. The sub-question is: ‘How can the 

administrative load be distributed more equally along other crewmembers and officers?’ 

The research done on this subject is through desk and field research. The field research has been 

done by interviews with Rivermaas, Jumbo and a questionnaire with a master of a vessel from BigLift. 

 

First the current situation, with the tasks of each of the officers and the master was researched. The 

officers do some of the administrative paperwork, although the master does most of it. An example 

of the administrative tasks that usually are done by the officers are the mate’s receipt, results of 

testing equipment  and checking if the vessel meets the ISPS and the ISM code. 

However, the master is still responsible in the end, so he has to read, check and sign every document 

made by another officer. 

 

Some documents can be distributed from the master to the officers. These documents are simple 

documents like the crew list or the rest hour’s document. Also the documents for entering a port, 

which are often the standard ship data and certificates, can be done by officers instead of the 

Master. Single payment orders from deck mates could be made by the deck mates their selves on a 

joint computer. After that they could send them to the Master, who will check it and send it to the 

office.  

By distributing the load the master has more time for important activities like ensuring the safe 

navigation. The disadvantage of distributing the load is that the officers will get more work. They 

already have a busy job, so fatigue might show up when they are burdened by more paperwork. 



 

 

2.3 

In this chapter the following sub question was answered: How can multiple documents be combined 

to create more efficient forms? This was done by desk and field research. For the field research 

interviews were held with Kasper van der Heiden from Jumbo and Daan de Boer from Rivermaas. 

Multiple different organisations need information from the vessel. The agent, authorities and the 

ship itself all require different forms to be filled in. The ship also needs different certificates to 

operate safely. These documents could be combined, although this would take a lot of co-operation 

between all parties involved and it would not solve the real problem. When a computer system 

distributes the information to the right parties the burden would be lessened. This could be done by 

using a single window reporting system this will need a research of its own. 

 

2.4 

In this chapter the following sub question was answered: How can multiple systems be connected to 

automatically fill in forms? This was done by desk and field research. For the field research Mastex 

was contacted.   

BIMCO, the Baltic and International Maritime Council, already created standard contracts and 

clauses. One of their clauses is the electronic Bill of Lading. BIMCO created IDEA 2, on online portal 

with standard contracts and clauses. Bolero and essDocs created an electronic Bill of Lading. Other 

programs to replace the paperwork are: MX suite and Star.  

MX suite is created by Mastex; the software program gives the opportunity to fill in forms and 

documents digitally. Star IPS (Star Information & Planning System) is another software program.  

AIS, Automatic Identification System, could be useful for filling in automatic forms. It receives and 

sends static information, dynamic information and information per voyage.  

Recommendations:  

Use one of the software programs and the online portals with standard contracts. 

 

 

2.5 

The last angle of view is looking at how the onshore office can help with reducing the administrative 

burden on board of vessels. The sub-question is: ‘How can the onshore office reduce the 

administrative burden on the seafarer?’ 

The research done on this subject is through desk and field research. The field research has been 

done by interviews with Rivermaas, Jumbo, Mastex and a questionnaire with a master of a vessel 

from BigLift. 

In this chapter an ideal situation is described, this situation shows the office aiding the master of the 

vessel in his administrative duties while he still remains in charge.   



 

The conducted field research showed that the office of multiple shipping companies already aids the 

vessels and its crew, the office uses dedicated software to monitor the vessel and transfer forms.  

Therefore it can be concluded that the office as a solution is already becoming standard practice with 

multiple companies, and that this solution relies heavily on the use of dedicated software as 

described in chapter 2.4 or other stable means of communication

  



 

Preface 

The master of a vessel carries all the responsibilities for the whole vessel. He is the representative for 

the flag state. The flag state wants to make sure this is done on a competent level. This is why the 

master needs a lot of training to get to his position. The master of the vessel will spend a lot of his or 

her valuable time on paperwork.  The master of the vessel will not be able to perform all of his or her 

operational tasks. This problem has effect on all seafarers. All of the effects will be discussed in this 

report. The information needed, originates from written sources, interviews and questionnaires.  This 

is why we would like thank Mr. R. Seignette, Mr. K. van der Heiden, Mr. D. Doorn, Mr.  B. de Jong and 

Mr. D de Boer. These interviews would not be possible without Mrs. M. van der Drift. We would like 

to thank her for her supervising over our research group and her help in finding the right contacts for 

the interviews and questionnaires. Furthermore we would like to thank Mr. P.C. van Kluijven for 

acknowledging the problem and letting us do this research.  

Rotterdam, 

Neline van der Krogt, Jeroen Boer, Koen Houtkoop and Pim Breedveld, 12 January 201620  
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1. Introduction 

Background Information 
At the moment masters of vessels are experiencing high administrative pressure.  According to a 

study of the ‘Inspectie Verkeer en Waterstaat’ called ‘Tussenrapportage vervolg toezicht bemanning’ 

the administrative pressure is still rising (Inspectie Verkeer en Waterstaat, 2005). In this study a 

master says ‘sailing will become less fun, because of the administrative burden. Sometimes it looks 

like I work in an office instead of on a vessel, I have to fill in different forms where I give the same 

information.’ (Inspectie Verkeer en Waterstaat, 2005, page 16) 

 

This problem is caused by the fact that when the vessel is heading to a port, the port wants the 

master of the vessel to fill in a still increasing number of forms. The consequence is that the master 

of the vessel is more busy with his administrative tasks rather than with sailing. At a difficult moment 

like entering a port the master of the vessel should be on the bridge and not in his or her office, this 

is a bad development. To take away some of the administrative pressure on the master of the vessel, 

a solution has to be found for this problem. 

 

The name of this project is called ‘Red Tape, removing the administrative burden on the master of 

the vessel’. Red tape means bureaucracy, which is related to the administrative burden. Our 

supervisor is Mrs. Van der Drift. The contractors are Jeroen Boer, Pim Breedveld, Koen Houtkoop and 

Neline van der Krogt. The stakeholders are mainly the masters of the vessels, because they have to 

do a lot of paperwork. Other stakeholders are the IMO and flagstates, because they create the 

regulations which lead to the paperwork. And finally the shipping companies, because they create 

forms to get information about the status of their vessels. 

Problem Description and Objective 
The problem at this moment is that the high amount of paperwork is a burden on the master of the 

vessel; this causes the master of the vessel not being able to perform his operational tasks on board. 

This “administrative burden” is caused by the high amount of paperwork required from the vessels 

master by the different organizations. A master will spent approximately 80% of his time on 

paperwork. Most of the forms required by the authorities include the same information but require a 

different format (IMO, 2013). Because of the different formats most authorities use a different 

system. The master of the vessel is currently required to fill in these forms (Raymond Seignette, 

personal communication, September 21, 2015).  At this moment the master of the vessel is the only 

one responsible for filling in the forms. This leads to him having a higher amount of paperwork than 

the bridge officers. Whilst the master on board vessel struggles with the high amounts of paperwork. 

The office has a greater capacity for managing the paperwork. But they do not fill in the forms. 

In the ideal situation the master of the vessel would not be burdened by the administrative load and 

has the possibility to perform all of his or her operational tasks. Ideally the workload will be 

distributed equally among the other senior officers without being a burden in their daily tasks. This 

should lead to the increased interest in safety, security and protecting of the environment.  

The master of the vessel cannot perform his operational tasks due to the administrative burden. The 

objective is to lessen the administrative burden on the master of the vessel. 
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Main question and Sub question:   
In this rapport the main question will be answered. This answer will arise from the answered sub 

questions. 

The main question:  

How can the administrative burden on the master of the vessel be reduced? 

The sub questions: 

1. What are the causes and consequences of the administrative burden on the master of the 
vessel? 

2. How can the administrative load be distributed more equally among other crewmembers 
and officers? 

3. How can multiple documents be combined to create more efficient forms? 
4. How can multiple systems be connected to automatically fill in forms? 
5. How can the onshore office reduce the administrative burden on the seafarer? 

Methods 
Every sub question will lead to separate chapters in the final rapport. These different questions 

require a different angle of approach. Meaning they will require another form of research. The sub 

questions are marked by numbers. The question can either be researched by doing desk research or 

field research. The methodology can be qualitative or quantitative. 

Sub question number 1 will be researched with desk and field research. The methodology consists of 

qualitative research and quantitative research. For the field research interviews have been 

conducted with Rivermaas and Jumbo. A master of a vessel from big lift has answered a 

questionnaire. 

Sub question number 2 is researched using field and desk research and the methodology is 

qualitative. The field research has been done by interviewing: Daan de Boer from Rivermaas, Kasper 

van der Heiden from Jumbo, and using the results from a questionnaire with Master Bas de Jong 

from BigLift 

Sub question number 3 has been researched using field and desk research. The methodology is 

qualitative and quantitative. The field research contains interviews from an interview with Kasper 

van der Heiden and an interview with Daan de Boer from Rivermaas 

Sub question number 4 is researched by field and desk research. The methodology used for this sub 

question is qualitative and quantitative. The field research contains interviews from an interview 

with Kasper van der Heiden and an interview with Daan de Boer from Rivermaas, and an interview 

with Dirk-Jan Doorn from Mastex. 

Sub question number 5 has been researched through both desk and field research. The methodology 

is qualitative and quantitative. The field research contains interviews from an interview with Kasper 

van der Heiden and an interview with Daan de Boer from Rivermaas, and an interview with Dirk-Jan 

Doorn from Mastex and a questionnaire with BigLift.  
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Project Boundaries 
Solutions: 

The result of this project will be solutions or recommendations to the problem. In this research will 

be searched for several solutions. These solutions will be described. According to these descriptions 

recommendations will be made. Forms will not be changed; this is out of the groups boundaries.  

Digital form: 

A digital form will not be created. 
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2.1  Causes and Consequences 
In this first chapter the causes and consequences will be discussed. This chapter answers the first sub 

question, which is: ‘What are the causes and consequences of the administrative burden on the 

master of the vessel?’ The research done on this subject will be done through desk and field 

research. And the methodology will be qualitative and quantitative.  

This part of the report will contain information from other researches and from articles. And also 

information from field research. One of the parts of field research contains interviews with 

Rivermaas and Jumbo. A master of a vessel from big lift has answered a questionnaire. These can be 

found in the attachments . The causes of administrative burden will be described. These causes lead 

to a set of consequences. Once the picture is painted the whole report can be comprehended more 

easily. 

Causes 
The problem of the high amount of paperwork can only be seen if the causes are clear. After this the 

consequences need to be looked at to comprehend the size of the problem. To get a good image of 

the causes, an interview was held with Daan de Boer from the shipping company Rivermaas B.V. 

Mister de Boer could not guess the total amount of paperwork. There was simply too much of 

paperwork on board of vessels. (D. de Boer, personal communication, 10 November 2015) 

During a week the master of the vessel will send approximately 20 messages to the shipping 

company and agents. A lot of these e-mails are about the position of the vessel. At Rivermaas the 

vessels send a position report at 8 o’clock in the morning. Another e-mail is composed when arriving 

at a port or leaving port. Since the vessels at Rivermaas mainly sail in the coastal areas of Europe the 

vessels get to approach a lot of ports. This means a lot of extra e-mails. On top of these there are the 

weekly and monthly forms. (Daan de Boer, personal communication, November 10, 2015) 

The trail of paperwork does not end with all of these e-mails. The master of a vessel also needs to go 

through a lot of checklists. And on top of these there are a lot of incident documents. These incident 

documents describe an incident or a break in normal life on board. D. de Boer mentioned a captain 

who pointed out that there are at least fifty books in the ships library that mariners are expected to 

be familiar with. (D. de Boer, personal communication, 10 November, 2015). On top of this there are 

roughly 1000 pages of QMS (quality, management and safety) documentation and at least 300 check 

lists for safe operations. (de Jong, 2015) This high amount of paperwork and required knowledge 

from books is the main cause for the administrative burden. 

An enumeration of the documents, relevant for all sub questions is as follows: 

Notice of Readiness: There exist two kinds of NORs, one document required by the port of loading 

and the other document is required by the port of discharging. The document states the following 

information: the time and port of loading/ discharging, the metric tonnage of the cargo and the type 

of cargo. These documents are composed by the master and will be handed to all parties concerned. 

(van Kluijven, 2003) 

 

Captain’s Declaration: The master of the vessel needs to compose and send a declaration with the 

particulars of the vessel during the past voyage to the authorities before arriving in the port. The 
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declaration contains: the name of the vessel, the call sign, the flag, the ship-owner, charterer, 

tonnages, dimensions of the vessel, the ETA (estimated time of arrival), embarkation of the pilot, the 

number of thugs used, the draft of the vessel in the port of arrival, the cargo that must be loaded or 

discharged, number of holds, hatches, winches, decks, derricks , het type of propeller and engine, 

speed, bunkers, the previous port (port of call) and the next port of call. (van Kluijven, 2003) 

Deadfreight Letter: The master will make up this letter on the basis of the Mate’s Receipt made by 

the first mate with descriptions of the cargo. The shortage of cargo is listed in this document. This 

form is required if the received amount of cargo is less than that stated on the charter party. (van 

Kluijven, 2003) 

Statement of Facts: The master will make up this letter on the basis of the Sea Protest made up by a 

Notary Public. In the Statement of Facts writes the master a description of the circumstances that 

caused damage or loss. This is only after an incident where it is deemed necessary to write the sea 

protest.  (van Kluijven, 2003) 

Letter of Protest: The master will make up this declaration to record complaints of any operational 

matter executed by another party than the owners or crew of the vessel. This document is not legal, 

it is just a report to indemnify the master and the ship-owner. (van Kluijven, 2003). 

Mate’s receipt: Usually the first mate will make up this document. He will note al the particularities 

and the amounts of the cargo. The master will need to check the document. (van Kluijven, 2003).  

Official logbook: The log book is considered to be a running log of all official events such as Arrival / 

Departure of the vessel to / from port, Draughts, Freeboards, On board Emergency Drills, Crew on 

board, Fuel/Fresh Water ROB, Master’s Handing Over and Taking Over. 

Oil Record Book: This logbook is a record of everything related to oil, and fuel on board of the vessel.  

Garbage Record Book: This logbook is a record of everything related to garbage on board of the 

vessel. 

Medical logbook: This logbook is a record of everything related to the health of the crew, including 

the use of medication. 

GMDSS Radio Logbook: This logbook is a record of everything related to the GMDSS radio and VHF 

radio frequencies over which the communications took place. 

Ship Security Logbook: This logbook is a record of everything related to the vessels security. 

This paperwork on itself should not be a problem. The amount of it is the greatest cause of the 

problem. All of the paperwork takes time. All this time taken up by paperwork cannot be used for 

other day to day tasks on board. The master of the vessel has a lot of tasks on board of the vessel. 

But he needs to rest for a set part of the day. This is set at 10 hours per day and on 77 hours per 

week. This means the master is allowed to have a day of 14 hours of work. After such a day he then 

needs a shorter working period on another day. The average working day of a master will consist of 

13 hours of work. (Daan de Boer, personal communication, November 10, 2015) The master of a 

vessel will spent approximately 4 hours on paperwork every day. (Bas de Jong, personal 

communication, December 4, 2015) 
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Another cause of the problem is the internet connection. This leads to two problems. The first is the 

speed of the internet. The time required to send one form is high because of this problem. This 

would slow down a computer and thus increasing the time needed for filling in the documents. The 

second problem is the available bandwidth. Sending one document can take up 40 percent of the 

complete bandwidth available. (Kasper van der Heiden, personal communication, December 17, 

2015) 

Consequences 
The administrative burden on the master of the vessel has many consequences. Most of them can be 

found in different articles on the internet. Others of these consequences were found using interviews 

and reports of other organizations.  

 

The following information is from the article de Jong, W. and Roorda, H. (2015, February) 

‘Seamanship, the forgotten factor. How ships’ officers think about it’. The article is built up from 

reactions to a previous article send in by multiple people. The writers put a couple of these reactions 

together in a new article. The subject of the previous article was seamanship. In this article it was 

defined as the practical art of operating a vessel based on a combination of experience, knowledge, 

professionalism, safety culture and performance ability, transferred from one generation of seafarers 

to the next. At this time the mass of paperwork leads to this kind of seamanship being obsolete. 

Besides this the vessels maintenance and safe operation could also be affected by the paperwork. 

(de Jong, 2015) 

 

Erik, an engineer on board of tankers, agrees with the main part of the article. He states that an 

officer not doing a lot of paperwork will not be seen as a real seaman. He also stated that the 

experienced officer is disappearing and being replaced by service engineers. This would also make it 

more difficult to get and keep youngsters at sea. In another comment to the old article once again 

the writer of the old article gets proven wright. The statement of the comment said that the master 

of the vessel is not fully aware of all the regulations aboard of the vessel. But this is not a real 

problem, because just a few of them are really important for the safety of the vessel. He claimed that 

senior officers have been reduced to the role of clerks, so vessel supervision is suffering, and in an 

age where everyone is talking about mentoring; there is little time for the support and guidance of 

junior officers. (de Jong, W. and  Roorda, H. (2015, February) ‘Seamanship, the forgotten factor. How 

ships’ officers think about it’.) 

 

In the article states the increasing number of regulations is causing a drop in the motivation of the 

seafarer. He also says that a lot of the paperwork can be done by the company headquarters.  Some 

of the skills required by the seafarer are no longer necessary, because the automation through the 

equipment has taken these tasks of their hands. Most of the navigation is done using digital 

instruments. A lot of these instruments can help the seafarer process the given information. The 

calculation is thus done by the instruments and not by the seafarer. The seafarer will need the right 

set of skills coping with this equipment. (de Jong, W. and  Roorda, H. (2015, February) ‘Seamanship, 

the forgotten factor. How ships’ officers think about it’.) 
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In addition to the above “Letters to the Editor” there have been a number of seminars, conferences 

and discussions across the maritime world in the past year, addressing the various subjects that 

involve “reducing the administrative burden on master and crew”. One of these seminars concluded 

that the ever becoming stricter regulations will only further increase the mountain of paperwork. At 

this moment there are now eighteen mandatory conventions and codes totalling 6203 pages which 

mariners must adhere to. These include 590 administrative requirements. (de Jong, 2015) 

 

In 2013 the IMO conducted a study on the greater use of electronic record keeping. The study found 

that 351 out of the 563, some 66 per cent, were not perceived as being burdensome on their own by 

any respondents. One respondent even said that IMO requirements were minimal compared to the 

voluminous paperwork imposed by charterers, ship management companies, P&I Clubs and port 

agencies. However, the combined volume of IMO requirements caused ship crews to spend 

considerable time on paperwork rather than operating the vessel, and this may compromise safety. 

IMO notes that it could be indicative of a litigious culture where there is the tendency to “smother 

everything with paper”. The inspectors look at the certificates more than actually looking at the 

vessel. Making the inspection more “control of the control”. (de Jong, 2015) 

This full article will lead to the conclusion that the administrative burden on board of vessel leads to 

a decline in seamanship. An officer not doing a lot of paperwork will not be seen as a real seaman. All 

the different regulations and thus all the paperwork is leading to a decline of motivation for the 

seafarer. This decline will lead to the seafarer leaving the sailing and looking for a job on the shore in 

an earlier stage of his or her career. Also a seafarer with a lessened motivation will not produce the 

same quality of work opposed to a seafarer with a lot of motivation. 

 

These following subjects will be explained according to the report published by The Task Force on 

Maritime Employment and Competitiveness (hereafter TFMEC or Task Force). The Task Force 

analysed the factors turning EU seafarers away from the profession ranging from daily life on board 

and poor working and living conditions to the piracy threat, shore leave problems, abandonment and 

fears about criminalization. (Task Force on Maritime Employment and Competitiveness, 2011) 

 

The focus of this report lies on the administrative burden. The recommendations containing causes 

and consequences for the administrative burden on the seafarer will be used. 

 

In “chapter 2.6. Working and living conditions on board” the report states that the pressure on 

seafarers only increases. This is caused by the growing pressure of the economical side of the 

shipping industry. The owner of the vessel does not want to stay in port for a long time. This leaves 

the seafarer with fewer options to go ashore. As well as putting more pressure on the seafarer in 

completing paperwork in a short period of time. The excessive administrative burden associated with 

both commercial operations and regulatory compliance, and the associated fatigue, also detracts 

from the working environment, particularly when these are added to more traditional core tasks. 

(Task Force on Maritime Employment and Competitiveness, 2011) 
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The administrative burden causing fatigue is a sub chapter later in the report. In which the Task Force 

states its concerns about the administrative burden caused by the “excessively detailed, frequently 

overlapping, multiple controls, inspections and other formalities. (Task Force on Maritime 

Employment and Competitiveness, 2011) Concluded that, with the assistance of the Commission, 

both the Member States and the social partners should as a first step open discussions at the EU 

level on how best to reduce the administrative burden. Whilst taking account of relevant 

technological developments, the potential of reporting systems such as FAL and the “Blue Belt” 

initiative. (Task Force on Maritime Employment and Competitiveness, 2011) The Facilitation 

Committee (FAL-Committee) was born from an ad hoc Working Group on Facilitation which met for 

the first time in September 1967. The Group held six sessions and, in May 1972 the IMO Council, 

noting the satisfactory work done and the desire of Member States to broaden the facilitation 

activities of IMO and place them on a permanent basis, established the Facilitation Committee as a 

subsidiary body of the Organization’s Council. (IMO, 2015) The blue belt initiative tries to reduce the 

administrative burden by helping the vessel traveling between ports within the European Union (EU). 

(European Commision of Mobility and Transport, 2013) 

 

Then, in the light of the outcome of those discussions, an initiative should be taken to address within 

the IMO the adoption of adequate standards to ensure that the processes for establishing manning 

levels, including the types of competence required, take properly into account the need to comply 

with unavoidable administrative formalities.” (Task Force on Maritime Employment and 

Competitiveness, 2011).  

Conclusion 
From this information can be concluded that the administrative burden causes seafarers to end their 

career at sea prematurely. This means the master of the vessel needs to explain the different forms 

on board of the vessel to new seafarers on a regular basis. This takes time, causing a greater stress 

on the master of the vessel. The administrative burden on the seafarer and master of a vessel leads 

to a greater level of fatigue on board of the vessels. Another consequence of the administrative 

burden is the deterioration of the work environment. 

The causes: 

 High amount of paperwork on board of the vessel 

 Lack of effective computer systems 

 Slow internet connection 

 High amount of regulations 

These all lead to the following consequences: 

 Lowered amount of safety on board 

 Fewer young seafarers 

 Dropping motivation 

 Decline in seamanship 

 Increased level of pressure 

 Deterioration of work environment  
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2.2 Distributing the Load 

The second chapter of this report will contain the answer to the sub question. ‘How can the 

administrative load be distributed more equally among other crewmembers and officers?’ The 

research will be achieved through desk and field research. The methodology used will be qualitative 

as well as quantitative. 

This chapter will have qualitative information from other researches and from articles and 

information from field research. This is done by interviewing: Daan de Boer from Rivermaas, Kasper 

van der Heiden from Jumbo, and using the results from a questionnaire with Master Bas de Jong 

from BigLift. These can be found in the attachments . In this chapter is also an analysis that includes 

the activities of each officer and the master and how these activities can distributed more equally 

among other crewmembers. 

 

Current Situation 

On many large vessels there is a master, a 1st officer,  a 2nd officer and a 3rd officer. The officers do the 

administrative paperwork together, although the master does most of it. A master is responsible for 

all activities on his vessel, such as safe navigation, cargo, documents and his crew, on board of a 

vessel and he will have contact with the shipping company, agent and the authorities. Other 

crewmembers will have to contact the master when there is an accident or when something will go 

wrong. (Bas de Jong, Personal Communication, December 4, 2015) 

One of the administrative responsibilities on board of a ship is to make sure that the vessel is 

meeting the ISPS-code from the IMO. This code says that there has to be a security plan for each 

individual ship. This security plan is for example about investigations on board and responding on 

terrorism and pirates. When the customs of a country comes on board, the master must be able to 

show documents such as a crew list, personal belongings of the crewmembers, cargo manifest, bill of 

lading and a document of loading. The crew list contains all the names of the crewmembers, their 

ranks, nationality, birthdate and place and some other information. It can be signed by the master, 

authorized agent or the officer. But there are different requirements made by the ports according to 

captain Rørbeck. There is an IMO crew list format, but not every country uses this format. Therefore 

some ports require that the name of a crewmember is written in a different form than in the IMO 

format. This takes a lot of time to manually correct these documents. (Adamson, 2013) 

Checking if the vessel is meeting the ISPS-code is sometimes been done by the 2nd officer, but the 

master is still responsible for it. (Daan de Boer, personal communication, November 10, 2015) 

Another responsibility that has to do with safety is the ISM code. ISM stands for International Safety 

Management, it has been made up by the IMO in 2002 after some ship accidents that were caused 

by human failures. According to investigations of the IMO, 80% of the ship accidents are caused by 

human factor. The code is required for every ship above 500 GT. The ISM code’s main objective is to 

improve the safety at sea. The IMO requires every shipping company to make up a Safety 

Management System (SMS). (Velde, 2008) The master is responsible for implementing the safety 

policy as stated in the SMS on board of his vessel. He does also have to motivate his crew in 

observing the policy. The ISM code leads to some administrative work, because the SMS has to be 

reviewed sometimes and he has to report the deficiencies to the shipping company who have made 

the SMS. Usually the 2nd officer is responsible for checking the safety measures on board as stated in 
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the SMS. However, just like the ISPS code and all other administrative tasks the master is responsible 

in the end. (Daan de Boer, personal communication, November 10, 2015) According to the Dutch law 

the master is also an assistant prosecutor, therefore he is able to note illegal acts and inflict sanctions 

He is also able to write down the time and date of birth or dead when this happens on the ship. 

(Uwwet, 2009) The officers do have the responsibilities about the watch, but they also have some 

other responsibilities that are different with each shipping company. (Uwwet, 2009) 

Usually the 1st officer on a vessel is responsible for the cargo and for leading the deck crew. That 

means that there is a lot of work to do for the 1st officer when the ship is loading or discharging in 

port. He will have to tally the cargo and note it when there is a discrepancy. He will have to make up 

the mate’s receipt (see chapter 2.1).  And when there is no stowage company hired the 1st officer will 

have to make a stowage plan. When someone is injured the 1st officer has to give medical care to the 

injured person. He usually has the watch from 4-8 o’clock. On vessels from BigLift shipping the 1st 

officer is especially responsible for the monthly maintenance reports.  

(Bas de Jong, personal communication, December 4, 2015) 

The 2nd officer is usually responsible for making the voyage plan, maintenance of navigational 

instruments (results has to be noted in the logbook) and other navigational things. The 2nd officer is 

often used for doing the administration that comes from security plans like the ISM and ISPS. He has 

watch from 12-4 o’clock.  

The 3rd officer is responsible for all the security equipment like firefighting material and life boats. 

The result of testing the safety equipment has to be recorded in a logbook. The 2nd officer does the 

paperwork for him (ISPS and ISM). His watch is from 8-12 o’clock.  

There are many other documents that need to be filled in on board of a vessel. Every vessel has to 

organize drill exercises. The results of these drills have to be typed out and sent to the shipping 

company. Also near misses have to be registered, these are situations that could have gone wrong 

but did not. Any accidents of the crewmembers have to be registered. If new parts or stores are 

needed extra administration arises. They have to be ordered by the shipping company, and the 

master has to send a message when the parts have come on board. 

The rest hours of the crew have to be registered in a ‘rest hour’s document’. There are minimum 

requirements of rest that every crewmember must have. The requirements are written down in the 

Maritime Labour Convention (MLC). Normally the master of a vessel does have a lot of contact with 

his agent about a lot of different things. For example, the time and date of the next port of call, cargo 

and pilots. The master has to send a message when he is entering or leaving a port. He does also 

have to give an update of his position, course and speed every day to his shipping company. The 

master is also responsible for the official logbook, oil record book and the garbage record book. 

Record keeping is discussed in the Ship Management System.  In the official logbook he writes down 

all official events like arrival/departure, ports, draughts, freeboards, drills, crew on board, fuel and 

fresh water.  

 

In the image below is a clear view of what administrative tasks usually are done by which of the 

officers and which are done by the master.  The master is connected with the officers by arrows, 

because he is still responsible for the administrative work his officers produce.  
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Distributing the Load 
It is clear now that the master of a vessel has a lot of administrative paperwork. So can this 

administrative load be distributed among other crewmembers? There is no simple answer to this 

question. As seen in the image, some documents, for example the mate’s receipt, some 

administration as the SOLAS and the ISM and ISPS code are already done by other senior officers. It is 

possible to give more administrative tasks to the officers such as the crew list and rest hour’s 

administration for example. The documents for entering a port is often the standard ship data and 

certificates (search and scanning documents). This can also be done by officers instead of the Master. 

Also single payment orders from deck mates could be made by the deck mates their selves on a joint 

computer. After that they could send them to the Master, who will check it and send it to the office. 

(Bas de Jong, personal communication, December 4, 2015)  

 

In the end the master is responsible for all of these documents and has to sign these in a lot of cases. 

So he has to read, check and sign every single document made by another officer. A double check is 

not a bad thing, but it takes more time in total.  

 

The master gains a high amount of experience and a high salary. When he is busy with simple 

administrative work, like the crew list, he has little time to make sure the safe navigation or other 

more important activities. By distributing the load the master has more time for these more 

important activities. A disadvantage of distributing the load is that the officers will get more work. 

They already have a busy job, so fatigue might show up when they are burdened by more paperwork. 

A sea-cretary as discussed in chapter 2.5 might be a solution for this problem.  

 

Another solution is to add a special deck officer to the vessel who will lead the loading procedures. 

This solution is applied on the vessels from Jumbo Shipping. An advantage is that the deck officer has 

other specific knowledge about loading than the first officer. Jumbo Shipping often has difficult and 

heavy loading objects. So, it will increase the safety during the loading procedures, because there is 

more specific knowledge. This doesn’t mean that the 1st officer is able to sleep during the loading, 

because the 1st officer and the deck officer have to work together accurately during the loading. The 

deck officer leads from the deck or shore and the 1st officer works from the bridge. At Jumbo the 

stowage plan is not made by the 1st officer alone, because they load dangerous and heavy objects. 

The office helps with the calculations on the stowage plan. That means that the officer has some 

more time to do some additional paperwork. However, on container and bulk vessels this might not 

be a good solution, because the loading is less difficult as it is at Jumbo vessels.  

(Kasper van der Heiden, personal communication, December 17, 2015) 
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Conclusion 
So, there are opportunities to distribute the administrative load more equally among the officers. 

Especially the simple activities like the crew list can be done by officers, but in the end the master 

have to check them, because he is responsible. However officers already have a busy job, burden 

them with more administrative paperwork might increase the chance of fatigue. A sea-cretary might 

be a solution, see chapter 2.5. 

 

Criteria Distributing the load 

Ease of implementation Easy 

Ease of use Easy 

Cost Low 

Long term/short term Short 

 

Ease of implementation: To implement this solution the master has to distribute some of his 

administrative paperwork to his officers or other crewmembers. This is easy to implement, however 

you have to teach the officers how to do the paperwork, because they probably have never done it 

before.  

 

Ease of use: Distributing the load is easy to use, because the master especially distributes simple 

paperwork like the crew list and simple search work and scanning documents. 

 

Cost: This solution has low costs, because the master only gives away some of his administrative 

burden to his officers. The officers have to learn how to do the paperwork and this will take some 

time, and time is money. And in the end the master still has to check and sign the paperwork done by 

his officers, so this will take some time too.  

 

Long term/ Short term: Distributing the load is applicable in the short term, because it does not 

solve the problem but only transfers the load. 
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2.3 Combining Multiple Documents 
This chapter contains information on combining the different forms on board of the vessel. As 

defined in the following question: ‘How can multiple documents be combined to create more 

efficient forms?’ This will be researched through field and desk research with quantitative and 

qualitative information.  

The information that can be found in this chapter originates  from other researches and articles. This 

will also contain information from field research. The field research will contain interviews from an 

interview with Kasper van der Heiden from Jumbo and an interview with Daan de Boer from 

Rivermaas. These can be found in the attachments . The chapter describes the different kinds of 

documents present on board of a vessel. This will be done by first describing the problem and then 

looking at a solution. 

Categories 
In this section of the report possibilities of combining multiple documents into one document, to 

turn these documents into a more efficient format will be described. Because of this it is useful to 

know what kind of documents there actually are. After some desk research it was found that there 

are different forms around the world. These documents could be categorized into three different 

categories. These three categories are: the documents for the shipping agent, the documents for the 

shipping company and the documents on board of the vessel. Next to these there are also 

certificates on board, which can lead to an administrative burden. The documents for the shipping 

agent contain the following subcategories: custom, immigration, marine and health. The shipping 

company has created many documents for the communication to the vessels, many of these are 

different for each shipping company (Daan de Boer, personal communication, November 10 2015). A 

short enumeration of the documents can be found in chapter 2.1 the rest can be found in the 

appendix. The master of the vessel has to contact the shipping agent and the shipping company. The 

documents on board of the vessel are the general certificates and logbooks of the vessel.  

The Documents of the Vessel 
There are many certificates and documents on board of the vessel. All these certificates on board of 

the vessel lead to the existence of many papers that aren’t used very often. These requirements are 

made by the IMO. The documents that need to be filled in regularly are the Oil Record Book, The 

garbage Record Book, Official logbook, Medical logbook, GMDSS logbook, Ship Security Logbook and 

the logbook entry as described in chapter 2.1 (International Maritime Organization, 2013) 
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The Documents for the Shipping Agent  
An agent is a person hired by a shipping company to help a vessel in a certain harbour. To get the 

port clearance certificates a lot of documents are needed. These are listed below in a graph. There 

are four main categories. First are the forms for the custom officers. They need to know what is 

entering the country and also what is leaving the country. The forms for the immigration contain the 

persons entering the country and upon departure the persons leaving the country. The marine 

certificates contain information regarding the certificates of the employees on board. The health 

certificates need to contain all information regarding the health of the people on board. All of these 

forms are required to get the port clearance certificate. 

  

Shipping agent

Immigration:
- Crew list

- IMO declaration

- Condition of Arrival

- Condition of Departure

- Stowaway Declaration

Marine:
- MMS 1
- MMS 2

- Vessel Certifcates

Health:
- PKPO2 form

- Application for Health 
Clearance

- Maritime Declaration of 
Health

- PARTIQUE Certificate

Costums

Immigration

Marine

Health

SSI 24 hours prior to 
the vessels arrival
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Conclusion 
Almost all of the paperwork is burdensome. Some forms more than the others. But ultimately it is 

about the solution. A lot of documents do contain double information. This should mean these 

documents could be combined. Most information in the different forms is needed to maintain the 

safety on board of the vessel. This in combination with the high amount of agencies wanting the 

same information it would require a lot of co-operation between countries and companies. An easier 

solution can be found in the office or with the right technology. 

A system used for the transfer of the documents could be programmed to know which company 

needs what information. The seafarer then only needs to fill in the information once. This is called 

single window reporting. The best solution would be that one system is enough for every port. If this 

could be achieved needs its own research.  

Single window reporting is used in 

some countries at this moment. In 

Europe the system is used in the blue 

countries on the right. These countries 

are: 

 Norway 

 Italy 

 Greece 

 Bulgaria 

 Romania 

The rest of the European countries are 

just observing at this moment. The 

single window reporting simply consists 

of an electronic system that runs on a 

computer through which information is sent by participants. These participants consist of agencies 

within the countries and ships equipped with a system that is up to date with SafeSeaNet version 3. 

(European Maritime Safety Agency, 2015) 

The system can be explained according to the image on the next page. The ship sends the 

information to the system, this will notify the authorities. Then they send an acknowledgement, 

which is also sent to the ship. The information is then passed on to the SafeSeaNet system and the 

National System. (Intrasoft International, 2015) 

The SafeSeaNet is a system that monitors the traffic of vessels in the EU waters, the compliance of 

ships with vessel traffic services, voyage data recording, casualty investigation and reports the 

incidents and accidents at sea. (Intrasoft International, 2015) 
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2.4 Automatic Forms 
Chapter four will contain the answer to the following question. ‘How can multiple systems be 

combined to automatically fill in forms?’ This answer will be found using desk and field research. The 

methodology used is qualitative and quantitative. 

The information has been found in other researches and articles. Contact with Mastex has led to a 

part of the information. These can be found in the attachments . The information in this chapter will 

first look at the possibilities of automatic forms. The focus shifted to a number of systems with more 

information. With all this information a conclusion was made. 

Electronic forms 
These days there are already solutions for the simplification of a number of administrative 

documents. One solution is the electronic form, the Baltic and International Maritime Council 

(BIMCO) has already created electronic contracts. The BIMCO is an international shipping association 

with a mission: “To provide a first class service to its cross-industry membership through the 

provision of quality information, advice and documentation and effective interventions and actions 

promoting fair competition in the international shipping industry.” (Bimco, 2015)They create 

standard contracts and clauses which will be approved or denied by their own document committee. 

A clause which is interesting for this research is the developing of a clause for the use of electronic 

bills of lading.  It states that electronic Charter Parties that are signed and transmitted have the same 

value as Charter Parties on paper. The International Group of P&I Clubs has approved this clause and 

two platforms which created electronic Bill of Lading systems. 

One of those is Bolero. They created an electronic Bill of lading. With the system, the Bill of lading 

can be sent to a party which uses the same system. There is only one holder of the bill of lading at 

the time, just like the paper version of the Bill of Lading. In an enclosed Rulebook legal methods can 

be found to send the electronic Bill of Lading to a new holder. These methods vary per jurisdiction. If 

a new holder is not part of the Rulebook the electronic Bill of Lading has to be replaced by a paper 

equivalent. 

The second platform is essDocs. Their system contains not only an electronic Bill of Lading, but also 

electronic documents. The system contains: Title documents, such as Blank Bills of Lading,  Inspection 

Reports, Government documents such as Certificates of Origin and Vessel documents such as: 

Packing list, Commercial Invoice, Certificates, Cargo Manifest, Ullage Report, Letters of Protest.   

BIMCO itself has created a system called IDEA 2, it is an online portal with standard contracts and 

clauses. The master of a vessel can log into a secured account and is able to fill in the contracts that 

he needs.  

There are many more other computer programs to replace a part of the paperwork three other 

examples are: MX suite and Star 

Mastex 
Mastex is a company which developed software. Their software program is called MX suite.  It gives 

the shipping company the opportunity to get involved with the paperwork on board of vessels and to 

exchange information. It replaces paperwork with the opportunity to fill in forms and documents 

digitally. 
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The software program contains the following modules: Maintenance, machines, certificates, safety, 

inventory, purchase, FLGO, voyage, crewing and documents.   

The program contains two versions. One version installed at the office and one installed on board of 

the vessels.  

The office 

When the shipping company logs in, there is an overview of all the vessels of the fleet. It shows all 

the information filled in on board of one of the vessels. The office has the opportunity to get insight 

of the pursuits on board. The office has to fill in the program by itself. The program contains the 

modules, besides that it is empty. In the modules the office can put template documents, documents 

or tasks. In the module documents, for example, the office can add a template document for fire 

drills. The crew on board can open this template and fill it in and send it immediately back to the 

office. The office has the insight that the fire drill was held,  which is not possible with documents on 

paper. If the office needs to have some information it can send a task to the crew, for example to fill 

in a specific document before a set date. 

 

 

Overview of vessels when the office logs in 
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Above is an overview of task created by the onshore office. As shown on board of the vessel. 

 

An overview of documents that can be opened. 

Roles 

The office gives every crewmember on board of the vessel a role. This role gives that person rights 

and obligations. For example the personal information of crewmembers, the master can open this 

document. Not all information is relevant for every crewmember. Some documents can only be 

opened and not filled in or changed. 

Automatic filling in: 

The documents can be filled in automatically with the use of advanced working fields. These working 

fields can be connected with each other. If the information in the working field is changed it 

automatically changes in the connected working field in another document.  

Templates can be opened in Word and the person who opens it can fill in the document. The 

document can be saved in the program and will be sent to the office. 

The program sends the information via satellites or internet to the server of Mastex. The server 

sends the information to the vessel or to the office. To save costs the program only sends changes 

back and forth and this information will be compressed. 

Launching: 

To start with the use of the system the company can decide the period it takes to install the program 

and introduce it to the employees. This can be short term or long term. The program is user friendly 

and easy to use (Dirk-Jan Doorn, personal communication, December 9, 2015) 
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Security 
 
Data transfer: 

A concern for some companies might be the safety of their documents, as it is important to prevent 

their competitors or malicious parties to have access to the documents on board and on the shore. 

During an interview with Mastex their approach to the security of data was described. 

MX suite only transfers the changes made via satellite or mobile network, this to save bandwidth and 

to secure documents. These changes use HTTPS, which stands for Hypertext Transfer Protocol. HTTPS 

is a protocol to secure the information send over the internet. The information itself is not 

encrypted. The shipping company that uses Mx suite can access their documents over the internet, 

the documents stay on the MX suite servers.   

Fraud: 

Documents can require an extra password if someone wants to open it. Another extra option is the 

digital signature. If a document is filled in the person can add a picture of a signature. In the future 

the signature can be added with an electronical pad. This pad needs to be connected to the 

computer and someone can sign the signature on the pad. The use of the pad will reduce the chance 

of fraud.. 

There is also a login time out. If the program is opened but not used for a while, the program logs out 

automatically. This is to reduce the chance of fraud. 

MirTac 
MirTac is company which offers multiple computer programs, one of them is Star Information & 

Planning System (Star IPS) 

This program can be used for simplifying the management of the ship, a simple planning system. It 

contains the following modules: work planning, safety management, asset management, material 

and services, purchasing, budgets, crew, messaging, documents, forms, insurance, project, common 

codes and reports. These modules can be changed if the office requires this. The program runs on 

Windows XP, Windows Vista and Windows 7.  

Star Vessel Administration (Star VA) is a part of Star IPS. It helps to make decisions related to the 

administration on board. Contains: Crew administration, Timesheet management, Voyage and Port 

of Call Registration, Certificate Management, Bonded Stores Administration, Medicines Stock 

Control, Crew Cash and Master Cash, Daily Journal, Reports, Noon Reports.  These contents give the 

office an overview of all crew, work hours, voyages, certificates, medicines, cash and transactions, 

daily activities and reports. 
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Nautical Instruments and Systems 
A system what could be useful for filling in automatic forms is the Automatic Identification System 

(AIS). The AIS sends information from the vessel via VHF-frequencies to other vessels and shore 

stations with the AIS system. The AIS is compulsory on vessels of minimal 300 GT with international 

voyages and vessels with minimal 500 GT and all passenger vessels. Every vessel with AIS receives the 

information of other vessels with AIS. The AIS sends and receives the following information: 

Static information: 

- IMO-number 

- MMSI- number  

- Call sign  

- Name of the vessel 

- Dimensions of the vessel 

- Type of ship 

- Position of the GPS- antenna 

 

Dynamic information: 

- Position  

- The accuracy of the position 

- Used positioning system 

- Time (UTC) 

- Course over Ground 

- Speed over Ground 

- Course 

- Navigation status 

- Rate of turn 

- Rolling and pitching 

- List 

 

Information per voyage: 

- Draft 

- Dangerous goods 

- Destination 

- ETA 

- Route  
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Conclusion 
A simple solution for the high amount of paperwork is the use of one of the available computer 

programs such as MX suite or Star IPS. Without the systems the master has to print out documents, 

sign them, scan them and send them to the shipping companies and other party’s by hand via e-mail.  

Shipping company can introduce one of these systems at the office and on board of the vessels. The 

documents can easily be filled in at the online database.  The documents can be printed or directly 

sent to the parties involved. Updates will automatically be saved when the master shuts down the 

program.  

Ease of implementation. Mastex can fill in the program based on the demands of the company. The 

company also has the opportunity to do this by themselves. The only thing the company has to do is 

to put the templates in the program under the right module. And give all crewmembers a role. The 

implementation is easy, but takes time. 

Ease of use: The software is easy to use, users claim it is not a difficult program. 

Cost: The costs depend on the time invested in installing the program. These man hours can vary 

from high to low.  

Long term/ short term: The solution is over the long term. It takes time to implement the system and 

it replaces a part of the paper work in the future.  

 

The updates and documents will be sent to a server or an online database where it will be saved, the 

shipping company can look in the database and access the documents. 

The AIS is most of the times connected with the Radar and ECDIS. When the AIS could be connected 

to a computer it might automatically fill in these information in documents. The only thing the 

master has to do is to check this information quickly. This might be a solution to save time. 

 

 

 

  

Criteria Software 

Ease of implementation Easy 

Ease of use Easy 

Cost Moderate 

Long term/short term Long term 
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2.5 Onshore Office 

This chapter of the report will discuss the sub question: How can the onshore office reduce the 

administrative burden on the seafarer? The research has been done through desk and field research. 

The methodology used is qualitative.  

This chapter contains information from other researches, reports and articles. It will also contain 

information from field research; this information comes from multiple interviews with multiple 

shipping companies specifically: Jumbo and Rivermaas. And a questionnaire with Biglift. These can be 

found in the attachments. In this chapter data is analysed by first looking at the current situation. 

Than the ideal situation is drawled up. To finalize the chapter the possibilities for using this solution 

will be described. 

Current Situation 
The current situation has been described in chapter 2.1 of the report. In this current situation the 

master of the vessel has to fill in the most paperwork. The other officers on board of the vessel do 

help with these tasks but are primarily concerned with their own responsibilities as described in 

chapter 2.1 and 2.2. 

When a vessel arrives at a port of call the master of the vessel informs the port and loading crew, 

while office has already prepared multiple documents concerning the cargo.  However when the 

vessel is in transit the master of the vessel is responsible for all documents required by the port, 

office and governmental organizations as discussed in chapter 2.1. This causes an administrative 

burden on the Master of the vessel. 
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Solutions 
To lessen the administrative burden on the master of the vessel a solution has to be found. These 

solutions can be categorized in three different categories: on board, automation and the office (ECSA 

& ETF, 2013). 

This chapter of the report will discuss the possibilities of shifting some of the responsibilities from the 

Master of the vessel to the office. Other possibilities for a solution have previously been discussed in 

the other chapters of the report. 

 

The Office 

A solution for the problem concerning the administrative burden would be to shift some of these 

tasks to the office. Because of the office’s higher manpower it would be possible to shift the tasks to 

an employee already working there or a specialized employee. 

This specialized office employee, would act as a secretary for one or multiple vessels, a so called Sea-

cretary. To see if this is a viable solution it is important to address the legal possibilities as mentioned 

in chapter 2.3 and problems concerning the shifting of paperwork from on board of the vessel to the 

shore. 

In this report the possibilities and feasibility of the forms to be filled in by the office instead of the 

vessel will be researched. An improved and more feasible solution compared to the current situation 

is displayed here. 
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It is important to note here: The office does not fully take over the administrative tasks on board of 

the vessel, the office helps in lowering the administrative burden on the Master of the vessel. 

It should also be noted that the shipping company has to decide whether they find the added cost of 

the Sea-cretary to be worth the lessened burden on the Master of the vessel, and the time this frees 

up in the Master of the vessels day for operational tasks. 

 

The Solution in Practice 
The program MX suite allowed the office to see all forms filled in by the Master of the vessel. (D. de 

Boer, personal communication, 10 November 2015). This system already removed some of the 

administrative burden on the vessel, and made it possible for the office to send information to an 

agent when the vessel had a poor or no internet connection. This showed that in a sense this solution 

already works on a small scale, and that a ship management system as shown in chapter 2.4 would 

aid in this solution. 

During further research it was shown that more shipping companies already use these kinds of 

software, namely Biglift (Bas de Jong, personal communication, 4 December 2015) and Jumbo 

(Kasper van der Heiden, personal communication, December 15 2015). Both companies have been 

implementing software that is aimed to lessen the burden on the seafarer. 

The software that Jumbo uses allows the office to track information from the vessel, this allows for a 

more efficient data exchange between vessel and office (Kasper van der Heiden, personal 

communication, December 15 2015). When the office can see the location of a vessel it is no longer 

necessary to send updates to the office containing the position for instance, and thus removes some 

paperwork for the crew on board of the vessel. Additional information on these ship management 

systems can be found in chapter 2.4. 

Comparing the Solution 
It is possible to conclude from this chapter that the current situation is not an ideal situation, and 

that if the office starts aiding the Master of the vessel that this would lessen the administrative 

burden on the master of the vessel. The shipping company would have to decide if they find the 

lessened burden worth the extra cost of an extra office employee. In the following section the 

advantages and disadvantages described in this chapter will be listed. This way the different solutions 

can be compared. 

Criteria The Office  

Ease of implementation Moderate 

Ease of use Moderate 

Cost Moderate 

Long term/short term Both 

Ease of implementation: To implement this solution an employee has to be assigned and a way of 

communication between the shore and the office has to be selected, this way of communication 

could either be directly or via software. These factors turn this solution to moderately easy to 

implement. 
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 It is important to note here that alongside these factors the choice of communication has to be 

considered, when the company chooses to invest in dedicated software this could influence the ease 

of implementation. 

Ease of use: This solution requires both training and the dedication of an employee, this costs time 

for both the training and time during operational tasks. Therefore this receives the qualification 

Moderate. Again it is important to note here that the ease of use depends heavily on the choice of 

communication. 

Cost: This solution has two kinds of cost: recurring and non-recurring cost. The non-recurring cost 

depends on the type of systems used in communication between shore and ship and training to use 

this. The recurring costs come from the employee who has to dedicate hours in the office to aid in 

this solution, and also the cost for the upkeep of the chosen means of communication. Therefore this 

solution is considered moderately costly. 

Long term/ Short term: Using the extra capacity of the office is applicable in the short term, and with 

added software and ways to communicate also applicable for the long term. 

 

Conclusion 
The aim of this chapter was to answer the sub question: How can the onshore office reduce the 

administrative burden on the seafarer? 

During the initial research it was shown that the current situation is not ideal, and an improved 

situation would greatly benefit the crew. 

During multiple interviews it was shown that shipping companies already have assigned personnel 

who aid the vessel via dedicated software with their administration, this shows the solution is viable 

and already in practice with shipping companies. This also showed that the solution described in this 

chapter relies on the dedicated software described in chapter 2.4 

In conclusion: It has already been shown that the solution is in use, and that it is a viable solution to 

lessen the load. It is however important to note that this is in conjunction with ship management 

software. 
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3. Conclusion and Recommendations 
 

Conclusion 
In this report the following question needed to be answered: How can the administrative burden on 

the Master of the vessel be reduced? The  main question was divided into multiple sections, each 

with a different view of the subject. First the current situation and the problem’s consequences were 

discussed, the current situation showed that the sheer amount of paperwork and regulations caused 

the administrative burden on the Master and crew of the vessel. Alongside these problems the 

technology used during  these administrative tasks is lacking. These results in multiple consequences: 

a lowered level of safety on board and a higher work pressure, another problem is the drop in 

motivation for the active seafarers and a decline in new seafarers. 

The main focus of this report was  finding a solution for this problem, the following sub questions 
were formulated to address this: 
 
-“How can the administrative load be distributed more equally along other crewmembers and 
officers?” This chapter discussed the possibility of shifting some of the paperwork to other officers 
on board of the vessel. This showed that simple documents can be filled in by the crew, but the 
Master remains responsible, and has to sign the document. It is however important to note that this 
further burdens the other crewmembers who also have other tasks. 
 
-“How can multiple documents be combined to create more efficient forms?” 
This chapter was mostly concerned with single window report and its implementation, currently 
single window reporting’s use is not widespread, only some countries use it. This makes this solution 
one of the more difficult ones as it is still very young and in development. The use of single window 
reporting should be further researched to see if it is a viable solution.  
 
-“How can multiple systems be connected to automatically fill in forms?” 
This chapter showed that companies are working hard trying to create software to lessen the 
administrative burden, multiple companies have different types of software with different features. 
The software developed by these companies can be used on the computer and transfers the 
documents via the internet to the office, therefore lessening the hassle of printing signing and 
scanning and sending the required documents.  
 
-“How can the onshore office reduce the administrative burden on the seafarer?” 
The final solution described in this report is the use of the office’s manpower to aid the master of the 
vessel and lessen his administrative burden. During the field research it was shown that multiple 
companies already use this solution together with software, the office uses software to monitor the 
vessel and therefore already some of the communication. This alongside the digital transfer of forms 
showed the viability of this solution. 

 
  



 36 

 
 
Recommendations 
 
The figure below and the information from the report allows recommendations to be made, these 
recommendations are based on information found during field and desk research. 
 

Criteria The office  Software Distributing 

the load 

Ease of 
implementation 

Moderate Easy Easy 

Ease of use Moderate Easy Easy 

Cost Moderate Moderate Low 

Long term/short 
term 

Both Long term Short term 

 

It is recommended that the shipping companies distribute the load  on a short term basis. Shifting 

the burden will not solve the problem. To really solve the problem another solution must be found. 

The best option would be to combine using the office to lessen the burden on board and using a 

computer system to transfer the information from the vessel to the office. The implementation of 

the system will take some time. And thus it is advised to start the implementation process for a 

system as soon as possible.  

To solve the full problem the authorities need to co-operate with the computer systems. If it is 

possible to get a system on board in which all of the information can be sent to the authorities the 

burden would be greatly lessened. The full impact of a single window reporting system would need a 

new research of its own.  

Yet the near future is more important than this and thus it would be advisable to focus on the 

achievable solutions now to lessen the administrative burden, instead of staying a burden now and 

becoming an unsolvable problem in the future.  
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Attachments 

The documents for the shipping company  

The shipping company is the one responsible for the vessel. The responsibility of the shipping 

company is not only the manning and cargo, but also certificates and documents. The documents 

that the shipping company needs to have are:  

 

Minimum safe manning document 
This is the document in which the shipping company determines how many crew members are 

needed on board to ensure a safe operation of the vessel. (Ministerie van Infrastructuur en Milieu, 

2015) 

 
Fire control plan 
It provides information about the fire stations on each deck and all the various fire alarm and 

extinguishing applications. The fire control plan has to be up to date according to the vessel layout. 

The fire plan can be set out in a booklet with permission of the shipping company. The fire plan 

should be available in the language of the crew and also in English. (MOHIT, 2011) 

 
Records of navigation activities 
The most important navigation actions need to be logged, because the complete voyage has to be 

restored if necessary. This document is known by the shipping company. (Maritime & Coastguard 

Agency) 

 
Certificates for masters, officers and ratings  
The certificates that every master, officer and ratings have are known at the shipping company. 

Ratings are the people for example the bosun. The Ratings help with the physical challenging work . A 

couple of these documents are Basic-safety, Designated Security Awareness and Advanced Fire 

Fighting. 

 
Shipboard Oil Pollution Emergency Plan  
This document is made by the shipping company. And it advises the master how to react in case of an 

oil spill. The plan has two main categories reporting and action. The reporting part is to who you 

report and how it has to be done. The action category has also two categories Navigation and 

Seamanship: The navigation is what happens with the navigation for example what to do with the 

speed of the vessel and the course . The seamanship is to make sure the full operation of the vessel is 

safe for example calculate the damage stability and ballasting. (Germanisher Lloyd)  

 
Cargo Securing Manual 
This document is made by the shipping company. The document contains all the cargo securing 

devices and instructions how they work. If a device breaks and a new one is needed this document 

has to be updated. 



 

 
Safety Management Certificate 
This document is issued by the flag state. The document is given to the shipping company and it is to 

show that the vessel meets the requirements of paragraph 14.4 of the ISM code. This document has 

to be updated after 5 years (TDI books international , 2015)  

International Ship Security Certificate 
This document is issued by the flag state. This document is given to the shipping company. The 

document is to verify that the vessel complies with SOLAS chapter XI-2. This document has to be 

updated after 5 years 

 
Ship Security Plan (SSP) and associated records 
These documents are made by the shipping company. This document has two parts a confidential 

and a public part. The public part is accessible for everyone.  The confidential is only for the officers 

and master to know. 

 

The public part contains the following information: 

 

1. Actions against accessing the vessel or smuggling 
2. Evacuation plan 
3. Procedures for auditing the SSP 
4. Procedures for training on board (The outcome is confidential) 
5. Procedures for communication with the port authorities 
6. Procedures for reviewing and updating the SSP 
7. Procedures for reporting security incidents 
8. Identification of Ship Security Officers 
9. Time of testing and calibration 

The confidential part of the plan contains the following information: 

 

1. Actions when the security level is level 3 
2. Restricted areas and their lay-out 
3. Procedures for the reaction to finding stowaways or contraband 
4. Tasks and responsibilities for all personnel regarding the safety on board 
5. Procedures for inspections, testing, calibration and maintenance of safety equipment 
6. Identification of the location for the Ship Security Alarm System 
7. Procedures and instructions for the Ship Security Alarm System 

LRIT conformance Test Report 
This test has to be documented. The LRIT test report needs to be sent to the Shipping company, the 

data from the LRIT is owned by the Flag state. The LRIT is a Long Range Identification Transmitter. 

This transmits an identification from the vessel to the shore. This can be used to see who is entering 

the national waters of a certain country. 

  



 

The certificates for the safe operation of the vessel 

There are many certificates that a vessel needs to operate safe. The certificates displayed below are 

general certificates. There exist certificates specific for vessels that need more certificates such as: 

passenger vessels, chemical tanker, gas carrier, high speed vessels and any vessel that carriers any 

dangerous good these are examples. In this report we will look only at the general certificates and 

not at the specific certificates These certificates are required according to the IMO: 

 

International Tonnage Certificate (1969) 
This certificate contains the gross and net tonnage of the vessel; also the main dimensions are stated 

on this certificate.  

 
International Load Line Certificate 
This certificate contains the international load lines of the vessel and the plimsoll mark.  

 
International Load Line Exemption Certificate 
This certificate contains the reason the vessel has an exemption on the International Load Line 

Certificate. 

 
Coating Technical File 
This certificate contains the specifications of the used coating system in the seawater ballast tanks.  

 
Construction drawings 
A technical drawing of the vessel which contains all of the applications the vessel has. 

 
Ship Construction File 
This document contains the construction drawings. The difference is that this documents needs to be 

updated with the changes made to the vessel. 

 
Stability information 
This document stated all the stability properties.  

 
Damage control plans and booklets 
This document shows clearly for each deck and hold the boundaries of the watertight compartments. 

Booklets are available to the officers of the vessel. 

 
Fire safety training manual 
The document contains the instructions  and information required for the fire safety training.  

 
On board training and drills record 



 

The fire drills executed on board are recorded. The improvements will be noted in this document.   

 
Fire safety operational booklet 
The fire safety operation contains the necessary information for a safe operation of the vessel and 

cargo. This booklet is written in the working language of the vessel.   

 
Maintenance plans  
This document contains the fire protection systems and fire-fighting systems. 

Training manual 
This document contains the instructions and information on life-saving applications. This document is 

shown wherever possible on the vessel.  

 
Nautical charts and nautical publications 
These publications are needed for the navigation of the vessel. Such as charts these documents need 

to be adequate and up to date.  

 
International Code of Signals and a copy of Volume III of IAMSAR Manual 
The publications are compulsory on board of the vessel. 

 
Records of navigational activities  
The record of the navigation has to be documented. This also includes pre-departure tests and drills. 

 
Manoeuvring booklet 
This document contains all information regarding the manoeuvring of the vessel. Such as the 

stopping times, the vessels headings and distances. This document needs to be available to all 

officers on board. 

 
AIS test report   
The Automatic Identification System needs to be tested once a year. A copy of the test must be 

available on board of the vessel. The AIS is an automatic identification system. This will be discussed 

in chapter 2.4.  

 
Records of hours of rest 
This document has to be filled in the rest hour’s book of the seafarers. 

 
International Oil Pollution Prevention Certificate 
This certificate is issued after a survey of the vessel according to Regulation 6 of Annex I op MARPOL. 

 
International Sewage Pollution Prevention Certificate 
This certificate is issued after a survey of the vessel according to Regulation 4 of Annex IV of 

MARPOL. 



 

 
Garbage Management Plan  
This document is about how to manage the garbage of the vessel  

 
Voyage data recorder system – certificate of compliance  
This document contains the test results of the voyage data recorder. 

 
Document of Compliance  
This document is issued to the Shipping company which complies with the requirements of the ISM 

Code   

 
Continuous Synopsis Record (CSR) 
This document is given to every vessel that complies with chapter 1 of the MARPOL convention  

 
International Anti-fouling System Certificate 
This document is given to every vessel that has been surveyed in accordance with regulation 1 of 

annex 4 of the MARPOL convention  

Declaration on Anti-fouling System  
In this document the master of the vessel states that the anti-fouling systems complies with Annex 1 

of the Convention  

 
International Air Pollution Prevention Certificate  
This certificate stated that the vessel complies with the protocol of 1997  

 
International Energy Efficiency Certificate 
This certificate stated that the vessel has been surveyed in accordance with regulation 5.4 Annex VI 

of the MARPOL convention. 

 
Ozone-depleting Substances Record Book  
This record book is to fill in the quantity of harmful fumes into nature. This needs to be filled in on 

different kind of vessels, it needs to be filled in differently 

 
Fuel Oil Changeover Procedure and Logbook (record of fuel changeover)  
This document contains information for the procedures regarding the fuel oil changeover.  

 
Manufacturer's Operating Manual for Incinerators 
The Incinerators need to be installed in accordance with the requirements of MARPOL Annex VI the 

Manual is provided by the manufactures 

 
Bunker Delivery Note and Representative Sample  
This note and sample is to show the quality of the fuel that is tested by an approved company.  



 

 
Ship Energy Efficiency Management Plan (SEEMP) 
This document shows how efficient the vessel is with energy. 

 
EEDI Technical File 
This shows how efficient the vessel is regarding to fuel.  

 
Technical File  
This document from every marine diesel engine is provided by a technical file. This document 

contains the information according to paragraph 2.4.1 of the NOx Technical Code  

 
Record Book of Engine Parameters 
This record book is for the engine room. This has to comply with the technical code.  

 
Exemption Certificate 
If a vessel has an exemption an exemption certificate has to be made up. 

 
Ship-specific Plans and Procedures for Recovery of Persons from the Water  
This document is different for all vessels. It needs to state how to recover a person from the water. 
And what equipment needs to be surveyed  
  



 

Interview 1 

On 21 September 2015 an interview was submitted. The person being interviewed was Raymond 

Seignette of the Port of Rotterdam. 

 

How is the international maritime law shaped? 

At this moment the IMO does not submit the law. They compose treaties, these needs to be ratified 

by the participating countries. Because of this the different countries all have a slightly different law. 

These differences lead to a greater burden on the master of the vessels. The master of the vessel 

needs to submit every form to every country. And in the countries there are a lot of organizations 

demanding information. In the Netherlands for example information needs to be submitted to the 

Immigration, Border Control, a doctor and port state control. And that is pre arrival. 

 

Does the Port of Rotterdam have an interest in single window reporting? 

No they do not. The system for single window reporting will not lead to a better situation for the Port 

of Rotterdam. Other countries do use the system. Belgium for example just took all of their existing 

systems and drew some kind of line around them. Effectively creating only one system for the 

reporting. Whilst Belgium did it the simple way Germany created a new system. 

 

Could we set a step in the right direction for a single window reporting 

system? 

If you have a lot of time on your hands you could. But this would take a lot time and it is very 

complicated. My advice would be to only describe it as a solution and not to try and create the 

system. 

 

Would you have any other suggestions for us? 

Yes I have. You could have a look at the MAREFORUM. They did a research on the same subject as 

you are going to do. Contact can be made via their website.  



 

If we tried to research the administrative burden on board of 

vessels what would we find? 

The most of the paperwork would be tied to the master of the vessel. So your focus should be in that 

area. To get information on this area contact can be made with the NVKK. This is the Dutch national 

Captains Association. The KVNR could also be of help. This is the Dutch Association of Ship-owners. 

 

  



 

Interview 2 

At 10 November 2015 an interview was submitted with Daan de Boer of Rivermaas B.V. 

 

In which categories can all documents on board be divided? 

Crewing, to the agent, operations and to the shipping companies. 

 

What kind of documents can be found on ships from Rivermaas? 

Safety committee report (monthly), this document will be send via e-mail to the shipping companies. 

Quality documents: Safety meetings (drills), near- misses and non-conformity’s. (these documents 

differ per shipping company).  

Incident documents: non-conformity’s, logbook, crew list, evidence, safety meeting reports. 

Rest hours (monthly, mostly by the chief engineer) the crewmembers must rest 77 hours per week, 

at least 10 hours per24hours. 

Many checklists 

Certificates. 

E-mail contact to shipping company: 

 positioning message 

 departure message 

 oil sample 

 day position 

 arrival message 

 voyage report at the end of each voyage 

 purchases of parts and conformation if they have arrived on the vessel. 

 

What system do you use to exchange information with the vessels? 

Documents will be printed on the vessel and signed by the master then the master scans the 

document to e-mail it to the shipping company. Information that the shipping company is interest in 

and not requires filling in forms, will be typed in an e-mail message and send to the shipping 

companies. 



 

Rivermaas is now starting with the introduction of the computer program “MX suite”.  If the master 

shuts down the program, all the updates in the digital documents will be send to a database of the 

shipping company.  

There are several other computer programs available as: Star IPS, MASTEX, MirTac.  

 

When using a computer program how is the data transferred? 

Close to the coast the information will be send via the internet. At sea the information will be send 

via satellite with the Inmarsat mini M. 

  



 

Questionnaire 1 

At 4 December 2015 an answer on the questionnaire sent to Bas de Jong of BigLift was received. Bas 

de Jong is the Master of one of the heavy lift vessels of BigLift.  

 

 

How much time do you spent on a daily base on administration? 

 

I am a starting Captain and I am doing at least 4 hours administration per day, 7 days a week. This 

depends on the number of ports you have to enter. Some months you will enter 10 ports, and some 

months you will only enter 1 or no ports. 

What do you think about the administrative work on board of your vessel? (Part of the job, annoying, 

unnecessary) 

 

Some administrative tasks are very annoying and unnecessary, you can also say that a lot of 

administrative tasks can be made easier. Other tasks are of course part of the job. 

Did you ever thought about stopping with your job due to the administrative 

burden? 

 

When the computer came on board 10 years ago, I thought that it would make the administration a 

lot easier and that it would lessen the administration, but the opposite is true. I don’t know how long 

I can handle this, but provisionally I am continuing with what I am doing.  

Do you have experience with digital formats on board and software that 

helps with the administration. (If yes, which system do you use and what are 

the positive and negative points of this system?) 

 

Some time ago I got a software program called Taurus on board. Until now I can’t get used to it, and 

personally I think that it is not working great. The formats from the agents are digital, but you need 

to fill them in by hand. After that you have to sign them, scan them and sent them retour. 

 

How do you experience the role of the office regarding the administrative 

burden? (Are they a burden their selves or do they help) 

 

I work in the office onshore sometimes and it is organized a lot better there and it is more 

automated. 

On board it is a little bit more difficult with standard programs which I do not always understand. 

I think BigLift has a couple of standard formats which are very good compared to other shipping 



 

companies. (Captain’s report, NOR etc.) 

 

Do you have the feeling that you are filling in some documents more than one 

time on one specific voyage? If yes, which documents? 

 

A lot of administrative papers from the agents and authorities do not have cohesion with each other. 

It looks like they  think that the more paperwork there is the better it is. In some countries they even 

have their own administration which varies from port to port. (this means extra paperwork) 

 

How is the administrative work divided among the officers and the Master on board? 

 

The first officer on my vessel does especially the monthly maintenance reports of the ship. The chief 

engineer does also have some administrative work, but that is related to the engine room and I don’t 

know which documents this are. The Master does the rest, which means the most administrative 

work.  

 

Which documents can be done by the officers (or other crewmembers) 

instead of the Master to lessen his administrative work? 

 

Documents for entering the port is often the standard ship data and certificates (search work, and 

scanning documents). Single payment orders from deck mates could be made by the deck mates 

their selves on a joint computer. After that they have to send them to me, I will check it and sent it to 

the office.  

 

 

  



 

Demonstration 1 

At 9 December 2015 Dirk-Jan Doorn of Mastex demonstrated the software program MX suite. 

 

Introduction: 

Mastex provides software, hardware and hosting of the software program. Their product is MX suite 

a software program installed on vessels and at the office of the shipping companies for the exchange 

of information.  

The software program contains the following modules: Maintenance, machines, certificates, safety, 

inventory, purchase,, FLGO, voyage, crewing and documents.   

The changes in information in the program will be synchronized with the database and send to the 

vessel or the office.  

 

Shipping company: 

When the office logs in on the program, there is an overview of all the vessels of the fleet. The office 

has to fill in the program by itself. The program contains the modules, but besides that it is empty. 

The office gives every crewmember on board of the vessel a role. Every person has it’s personal log in 

name and a password. Per role the office can decide which person can change documents and which 

person can only open the documents. This can be decided for every individual piece of information.  

As an example: the master of the vessel is mostly the only person on board of the vessel to open the 

document with personal information about a crewmember. 

 

Documents: 

Documents can be filled in automatically. This is possible with advanced working fields. These 

working fields can be connected with each other. If in a document the information in the working 

field is changed it automatically changes in the connected working field in another document.  

If someone needs to fill in a document. The shipping company has to put a template of this form in 

the program. This template opens in Word and the person who opens it can fill in the document. The 

document can be saved in the program and will be sent to the office.  

 

Extra options: 

Documents can also require an extra password if someone wants to open it. Another extra option is 

the digital signature. If a document is filled in the person can add a picture of a signature. In the 



 

future the signature can be added with an electronical pad. This pad needs to be connected to the 

computer and someone can sign the signature on the pad. The use of the pad will reduce the chance 

of fraud. 

The shipping company can send the vessel tasks. If a document needs to be filled in before a set date, 

the shipping company can send this to the vessel. If the person who needs to fill in that document 

opens the program the task will be showed. 

There is also a login time out. If the program is opened but not used for a while, the program logs out 

automatically. This is to reduce the chance of fraud. 

 

Clients think it is an user friendly program. The time of implementation depends on how much time 

the client wants to spend on it.  

  



 

Interview 3 

At 15 December 2015 an interview was submitted with Kasper van der Heiden of Jumbo shipping. 

What is the average time officers keep working on board of vessels? 

The officers within Jumbo keep working for a long time. Most seafarers stop when they reach the age 

of retirement. 

What is the estimated time the master of the vessel spends on filling in the 

paperwork? 

This would be about 3 to 4 hours every day. Most of the time the documents are made up by other 

people on board of the vessel. The master still has to print the documents, then sign them and sent 

them back to Jumbo. The masters always complain about the high amount of paperwork. This means 

the automation is appreciated. This appreciation was seen when Jumbo developed their own system. 

This is called Octopus. This shows a lot of information of the vessels. This system benefits both the 

seafarers as the office. Octopus is even connected to multiple instruments. Such a system does have 

a downside. The costs of a system are high. The development costs 130000 euro, when the system is 

developed and the company decides to buy the system these costs will be deducted from the bought 

systems. The costs to install the system on one vessel are 70000 euro. If the system cannot be 

developed the shipping company will get back half of the costs made for development.  

From all the documents that need to be filled in how many contain double 

information? 

A lot of documents contain double information. A lot of the time this information can be copied 

between the documents. Jumbo uses a lot of different systems; almost every section of the office 

uses another system. Even though the documents contain double information most of this is needed 

to maintain the safety on board of the vessel. 

Talking about safety, Jumbo is a company that experiences a lot of 

competition. So how is the safety of information maintained? 

After a recent problem with the safety of information all of the documents need to be sent using a 

pdf format. This should increase the level of safety of the documents. The safety of the information is 

only as strong as the weakest link. In the case of a shipping company this is the safety of the internet 

connection. This is extremely low; the satellite connection can be accessed by everyone. On top of 

this is the outdated hardware the satellite uses. This causes slow and unsafe internet. When talking 

to the masters of the vessels the number one wish would be faster internet. This should also lead to 

a decrease in administrative burden. To even further increase the level of safety the system Octopus 

was deployed. This system sends the information to a central server. The information can only be 

accessed by people with the right code. 

  


