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S»OPs for Operatmg Act|V|t|es
PREAMBLE |
1. Astandard ope rat ng procedure or SOP is a set of step by step instructio
organization to 1e p employees to carry olt routine operations.
2. SOP aim to ach eva e1ficien§cy qualify out aut and uniformity of performar
" mis-communication;anhd failure to co,mply;_\i/vith regulations. ’
TIMELINE | | | s
1. In order to| achieve efficierit operational [readiness by the optimum utili
manpower! It isiimn perative to set realisticitimeline.
2. This will ens'urefgeéf iciency in service and smooth workflow.
3. After checkingé aﬁ( \'/errfymg documents, the process time within three to
' dependlng on ;:fpantum of work and the ty pe of servrce
_ PERIODIC MONIT(FRIN‘G & MODIFICATIONS AR SRR
© Whilst these Sfops, lpa Je been prepared keeping in perspective historic track
reasonable foresigri\:c‘ of future requrrements yet these need to-be monit
evaluated on a ‘reg;uar basis. This is- partlcularly |mportant as there is al
edyresidue to change |

n. Ieglslctlon lntroductlon of new Rules etc. |
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Jelow for mformatlon ‘and gurda

ared ‘jer
listed

egwritten e‘xamination_s'; .
tez of Cc_r?npetency

tion"'of t;:he Certificate of C_ompetenéy '

rtificate of recognization per STCV

t Corre “tions.

o-'Endorsehﬁe_r\t 8 GMDSS GoCS

ns ‘cgompi"led by a'ny :

ce while reducing

zation of available”

fouré working day;s,‘:

records and with
)red and carefullyi

ways the: p055|ble .

5 r’e»ﬁderediby”CNfS'v; i
hce. o

TCW

N Reg I/iO




\

(Annexure-’l: Apptiéa ion for ajbp‘earing' in the examifiations

e : | S " : . B : g ) AR O R bt
i i : i I B K . : . P AN

Application for appearing in QWritte;n/'OraI examination of any grade of the ‘examination is-
through the M M[ : : o : ; ‘ '
The appli'caticn alon 7-with the supportmg cocuments needs to be submltted m person to the.

jeb)

‘exam section of I\ M D, as per the Examlnatlc n Schedule.

4

* Notice of Eligibilift\‘} for Deck dlass I 11 and v examination |

The candidate’s fci;es r}ats,of ;apvplyirgffor' the above grades of exammatlons ére reqmredfto"

submit the hand§ Wr;tte h application throug rh MMD, |n person along with filled Performa fo_'r »
eligibility and orig’ na documents. o
After the appr OVc NOE- Noti(i:e of E igtbility shaII be. lssued to the candldate W'\ich shallbe .~
submitted along With other documents for =xam|nat|on = T r
Duratlon _TwoWE_f * IR :
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Subsequently thegréepeater c_andidates ha’vefto'submit_::resul"t card alon'g. with appli_c’aftion': form

’only

| " Annexure-2: App ication for ¢ertificate of Competencv
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The candidate WFc7decIared passed ign_V\}rltten oral and 5|gnal may subm t‘file al_ong With'_‘f_all,' .

documents as mentioned in the not'ce of el glblhty for CoC

 CoC shall be ser§ t}t’) security printing pr'essj‘after aII 'passvedv candi,dates f| es a're teceivedvfo"rv
printing. o i “ o
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Duration:,Ton\ !

' 'Annexure-3:Apiili:it:.'t_o:n for kevalidation-ofi’the Certificate of Competency | e

All candidates a‘p?sfoljy ng for revahdatlon of the CoC hav‘e to submit the application along w1thal| |
documents require

per checkhst in the application form. After scrutiny by the CNS section”

revalidation f r five years shall be granted.

Duration: Tw




All candidates
“documents require
DCE endorsemen : ive yearSi shall befgrahted.
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’ /" Annexure-4: Appliv:atﬁi on for Daénéerous Cargo lEnd_orsem‘ent;&:GMDSS.-'GOC STCW.  * .
Endorsement. | | | SR
for DCE & 'GMDSS:CojP'hav_e to sub"mit the appllcat on along ‘with all

S per chez;cklist n';t-he a'pf'plication form. After scrutiny. by the CNS sectlon - '

Duration: Two
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Annexure-5 : I;suashc'e and Revjalidation of'C=rt|f|cate of Recognlzatlon per STCW Reg 1/10

" All candidates apf ' é.for IssU'ance and R=valldat|on of Certificate of Re,ogmzatlon as per‘
STCW Reg 1/10 ha ogsubm|t the ap pllcatlon along with photo copy of all documents attestedf_
: iginal letter |ssued by Owner of the vessel / Agent and orlgmal CoC o{ff

1 has 5|gned MOU fo COR Letter should mentlon the name.of«vessel,ﬁ

by the compa 1y _
the countries, 'Pa: is

‘ntract perlod S
The section wj ‘ lmze the documents an d put it up to Chlef Nautlcal Sutvex\/or for oral date o
which shall within)a ek tlme after successful completlon of oral examlnatlon COR shal ’

date of joining an: I c
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The candidaté has co lect his Certificate ofgendorsernent i:n Person.
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Duration: Two We sm total

Annexure-6: Pro’c’edure for Document Corrections

‘Documents like Eo _,i GoR or CoE, DCE ard GMDSS GoC STCW Endorsernents are prone: to _

mistakes either d:ue toithe typographlc er ors or due to change to the name in the Seafarers.
. i “l - .

passport. - R

The- application |s to be maide to CN_S'& PEMM through the POMMD as a ‘:hange'of.na{hte" :

application or D__::icu!me ttcor:rectlor Wlthtl" e necessary fees.

The error as ed is checked n the‘CNS Sectlon records and also in-the MMD Webslte-“f' .

' Change is m

5 ssu_ed new docum:ent as approprlate, and the change is updated onlme

The original t_h Ietter for the error lS lssued and collected elther by the candldate

or a person aut*o;r zed by hlm

Time Durati va'orklng days




