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     Directorate General of Shipping, Mumbai 
 

Standard Operating Procedures for  Mercantile Marine Departments 

1. The Mercantile Marine Department (MMD) renders varied technical services relating to ship 
construction, registration of ships, ships survey & certification, ISM & ISPS audits, inspections of 
FFA & LSA service stations, examination & certification for various grades of  Certificate of 
Competency (CoC) both for engineers and nautical. For the object of uniformity, standardization 
and harmonization for quality output among all MMDs, these Standard Operating Procedures 
(SOPs) are issued for the benefit of the industry and public. The SOPs stipulates the procedure to 
be followed, self certified documents to be submitted, fees to be paid, approximate time required for 
processing the requests for availing all such services, from the Mercantile Marine Departments 
located in India. 
 

2. For operational ease in rendering service and prompt disposal of requests, every such application 
related to any such statutory function, mentioned above, should be made to the Mercantile Marine 
Department (MMD) and the applications should reach the MMD preferably atleast 72 hours before 
the scheduled survey, audit or inspection, so that the request can be processed and undertaken 
expeditiously. 
 

3. The SOPs to be followed for various services delivered by the MMDs as prescribed under various 
DGS Orders/Notices/Circulars (refer: the attached chart) and the documentation / supporting 
information to be submitted, fees to be paid (refer: DGS Circular 13 of 2010 - F & A Branch circular 
No. F&A/12(3)/97-Part III dated 06/09/2010) have been detailed in the appendices. The SOPs for 
each of the services rendered by MMDs are contained in the appendix listed below for information 
and guidance: 

Appendix-1: All matters related to Registration of ships.   

Appendix-2: All matters related to survey, certification and other allied inspection of vessels/ training 
institutes/service centre’s etc.  

Appendix-3: Application for booking for examinations 

Appendix-4: Application for Certificate of Competency 

Appendix-5: Application for Revalidation of the Certificate of Competency  

Appendix-6: Application for Dangerous Cargo Endorsement & GMDSS CoC. 

Appendix-7 : Flag State Inspection. 

Appendix 8:   Port state Inspection and Revisit. 

Appendix-9: Issuance and Revalidation of Certificate of Endorsement as per STCW Reg I/10 
(Issuance of COE). 

Appendix-10: Procedure for Document corrections. 

http://dgshipping.gov.in/Content/viewNotice.aspx?noticeid=10
http://dgshipping.gov.in/Content/viewNotice.aspx?noticeid=10
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FLOW CHART FOR AVAILING SERVICES FROM MMD 

 
 

 

 

Application is complete and 
all relevant documents/info 

provided?  

The applicant will be 
informed accordingly, 
indicating the details 
and any documents 

which are required to 
be submitted. 

The final decision will be communicated to the 
applicant, within the specified timeframe 

(Refer relevant Appendix for details) 

Submit the application letter addressed to  
‘The Principal Officer’, with all the necessary 

documents and the fees 

For availing services from MMD first select the MMD 
and type of service required (Refer: paragraph 3 of 

this SOP Document for identifying relevant appendix 
such as survey, examination etc.) 

Follow the SOP as stated in the relevant Appendix 
(refer paragraph 3 of this Document) and to ensure 
that the details documentation and applicable fees 

are ready with you for submission.  
For any clarification contact the P.O of the specific 
MMD by email.(Emails can be found in the DGS 

Website under Field office contact) 

YES 

NO 

Processing in the MMD  
(Within three working days, depending on the 

quantum of work and type of service) 

 

http://www.dgshipping.gov.in/Content/FieldOfficesMMDsAbout.aspx
http://www.dgshipping.gov.in/Content/FieldOfficesMMDsAbout.aspx
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Appendix-1: All matters related to Registration of ship  

The following services may be availed under this and all the associated details including forms are 
available at http://mmd.gov.in:7778/checklists.html 

• Registration of Merchant ships (Pvt. Owner / Govt. owned) / Sailing Vessels / Non-propelled 
Vessels under Coasting Vessels Act. 

• Creation / Discharge of Mortgage 
• Change of ownership / Change of Name of ship / Change of name and address of owner / 

Particulars of Ship / Transfer of Port of registry etc. 
• Closure of Registry  
• Issuance of Call Sign and MMSI Number to Naval Vessels, Fishing Vessels, Sailing Vessels and 

IV registered Vessels  
 

Appendix-2: All matters related to survey, certification and other allied inspection of vessels/ 
training institutes/service centre’s etc.  

Application may be made to the Principal Officer, MMD along-with the Annexure 1, as appended and the 
fees and company Letter detailing the type of survey / Inspection /Audit.  

Upon Receiving such applications, MMD will assign the surveyor/Inspector for the said Inspection or 
survey (within a period of two days). 

The company will be informed about the nomination by letter / e-message / email /Telephone. 

The company representative will then liaise with the nominated surveyor/inspector for the survey 
/inspection and fix up the date and time of Inspection. 

After the completion of Survey/ Inspection the surveyor will report to Dy.CS/ DyNA/Principal Officer. 

Thereafter the information will be sent to the Directorate and in cases of completion of statutory surveys 
Also inform IRS head office in cases of Intermediate SEQ survey / Intermediate SMC Audit/ Intermediate 
ISPS Audit, etc to update the online statutory survey status of the vessel. 

 

Appendix-3: Application for booking of examinations 

MEO Class IV 

Application for assessment and booking of seat for the examination is through the online module, and the 
candidate may register at the following link and follow the instruction therein: 

http://220.156.188.226/CREBS/Authentication/Login  

 

The hard copy of the online application along-with the self attested supporting documents needs to be 
submitted to the exam section, MMD, on the last Friday of the month. 

http://mmd.gov.in:7778/checklists.html
http://220.156.188.226/CREBS/Authentication/Login
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MEO Class I, MEO Class II, Second mate, Chief mate and ASM examination 

The candidate’s desirous of applying for the above grade of examinations are required to submit the 
assessment application through online module of e-governance system of the DGS. MMDs will put up 
online schedules for booking and verification of the original documents which has to be done in case of 
fresher candidates.  

After the online approval of assessment, the candidate can proceed and book a seat online. 

Subsequently the repeater candidates can see the Booking schedules, exam schedules and oral 
schedules. 

Candidates are requested to follow the DGS EAC branch Circulars, STCW circulars 
(www.dgshipping.gov.in-> Shipping Notices->DGS circulars) and TEAP manual (www.dgshipping.gov.in-
>Shipping Notices-> DGS Circular-> STCW Branch) which can be found on the DGS website. 

Note: The candidates desirous of appearing for other grades of examination that have not been referred 
above, have to submit the application along-with the fees at the exam centre of the MMD. 

 

Appendix-4: Application for Certificate of Competency 

Engineering side: The candidates eligible for application for the Certificate of Competency (CoC) of all 
grades under STCW 1978, as amended, may be guided by the EAC Branch circular No.130 dated 26th 
August 2015. 

MEO Class I & MEO Class II application for CoC have to be submitted through the e-governance system 
of the DGS. 

Nautical side: The candidate eligible for application for the Certificate of Competency (CoC) has to make 
an application to the MMD using the form given in the Quality manual (EAC) and follow the procedures 
provided therein. 

 

Appendix-5: Application for Revalidation of the Certificate of Competency  

All candidates applying for revalidation of the CoC have to submit the completed checklist which is 
appended as Annexure 2 (for engineering side) and Annexure 3 (for nautical side), along-with the 
supporting documents and the fees.  

 

Appendix-6: Application for Dangerous Cargo Endorsement & GMDSS CoP 

All candidates applying for DCE & GMDSS CoP have to submit the application through the e-governance 
system of the DGS. 

 

 

 

http://220.156.189.33/esamudraUI/well.do?method=loadPage
http://www.dgshipping.gov.in/writereaddata/ShippingNotices/201505191224526716388TEAPAConsolidatedRev1,May2015-compressed.pdf
http://www.dgshipping.gov.in/writereaddata/ShippingNotices/201505191224526716388TEAPAConsolidatedRev1,May2015-compressed.pdf
http://www.dgshipping.gov.in/writereaddata/ShippingNotices/201508260238077959563eng_exam_cir130.pdf
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Appendix-7: Flag State Inspection 

A) For Scheduled  Flag State Inspection    

1. Application may be made to the Principal Officer, MMD along-with the Annexure 1, as appended 
and the fees. For services operating with E-samdura module, the company has to register 
themselves once and pay the fees online. 

2. Submit the required Fees. 
3. Application forwarded to the Principal Officer (PO). 
4. PO nominates surveyor to carry out inspection. 
5. Date of inspection is mutually fixed with owner and nominated surveyor. 
6. Nominated Surveyor carries  out the inspection on fixed date 
7. FSI inspector prepares the report onboard. FSI Inspector and Master sign the report. Original 

handed over to Master of the vessel. 
8. In case of detention. 

(i) If the surveyor finds serious deficiencies during inspection, the surveyor consults PO and on 
approval of PO  vessel is detained. 
(ii) Surveyor submits the report to PO through Dy.CS/DY.NA, if any, and uploads the initial report 
on website (fsidgs.nic.in). Detention letter is prepared at MMD signed by PO and dispatched to 
various authorities. 

9. In case vessel is not detained, Surveyor submits the report to PO through DyCS/DyNA, if any, and 
uploads the initial report on website (fsidgs.nic.in). 

10. PO approves the report. 
11. Master of the vessel rectifies the deficiencies observed during inspection and reports to surveyor 

with documentary evidence. 
(Class or RO report required in case vessel detained.) 

12. Company submits the re-inspection fees (Detention fees and Re-inspection fees in case of 
detention.) 

13. Surveyor re inspects the vessel and closes/downgrades the deficiencies, if rectified. 
14. Re-inspection and compliance report is put up to PO through DyCS/DyNA, if any. 
15. Re-inspection/follow up report uploaded on website. 
16. Report is filed. 

 
B) For unscheduled Flag State Inspection   

 
1. After checking port trust website vessel is targeted. 
2.  Vessel is boarded by the surveyor. 
3. Surveyor carries out the inspection. 
4.  Follow the procedure from Sr. No.8 onwards of Schedule Flag State Inspection.   

 

Appendix-8: Port State Control Inspection: 

1. After checking port trust website target factor of the vessel is targeted as per procedure mentioned 
on IOMOU website on target factor calculation. 

2. Vessel is boarded by the PSC inspector. 
3. PSC Officer carries out the inspection as per A.1052(27). 

http://www.imo.org/en/KnowledgeCentre/IndexofIMOResolutions/Documents/A%20-%20Assembly/1052(27).pdf
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4. PSC Officer prepares the report onboard. PSCO and Master sign the report. Original handed over 
to Master of the vessel. 

5. In case of detention. 
(i) If the surveyor finds serious deficiencies during inspection, the surveyor consults PO and on 
approval of PO vessel is detained. 
(ii) PSC inspector submits the report to PO through DyCS/DyNA, if any, and uploads the initial 
report on website (iomou.nic.in). 
Detention letter is prepared at MMD signed by PO and dispatched to various authorities. 

6. In case vessel is not detained, PSC inspector submit the report to PO through DyCS/DyNA, if any, 
and  uploads  the initial report on website(iomou.nic.in). 

7. PO approves the report . 
8. Master of the vessel rectifies the deficiencies raised during inspection and submits report to 

surveyor with documentary evidence. 
(Class or RO report required in case vessel detained.) 

9. Company Submits the re-inspection fees and Detention fees(If Detained) 
10. PSC inspector re-inspects the vessel and closes/downgrades the deficiencies, if rectified. 
11.  PSC inspector Put up the report to PO through DyCS/DyNA, if any. 
12. Re-inspection/follow up report updated on IOMOU website. 
13. Report is filed. 

Appendix -9 : Issuance and Revalidation of Certificate of Endorsement as per STCW Reg I/10 
(Issuance of COE). 

All candidates applying for Issuance and Revalidation of Certificate of Endorsement as per STCW Reg 
I/10 have to submit the completed checklist (Checklist of COE found in the Engine side checklists) 
along with photo copy of all documents attested by the company and Original letter issued by Owner 
of the vessel / RPSL Agent. 

Letter should mention the name of vessel, date of joining, contract period and also undertaking that 
they will comply with DGS Order No. 01 of 2012 and that the TME placed onboard will be over and 
above the Tonnage Tax Commitment of the company.  

The section will scrutinize the documents and put it up to Engineer and Ship Surveyor. 

The documents will be scrutinized and put up to DyCS/P.O for approval. 

If the candidates’ application is found deficient the deficiencies are told to the candidate in person on 
the day of submission or later by email/ letter to the candidate. 

After the verification and review of the application by the DyCS /P.O, if the application is found to be 
suitable then the candidate will be issued with a Provisional COE for 3 months. And the file will be 
forwarded to the Directorate for preparation of Certificate of Endorsement. 

If there are any deficiencies pointed out by the Directorate then the same will be sent to the MMD for 
further clarifications. After the receipt of these documents at MMD either or email or letter same will be 
sent to the Directorate. 

After the final scrutiny of the Documents at the Directorate by the Chief Examiner of Engineers, the 
certificate of endorsement will be issued and sent to the MMD’s. 

The candidate has to collect his Certificate of endorsement in Person at the MMD.  
 

http://mmd.gov.in:7778/downloads.html
http://dgshipping.gov.in/writereaddata/ShippingNotices/201307091224172568359dgsorder1.pdf
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Appendix-10: Procedure for Document Corrections 

Documents like COC, COE, DCE, GMDSS COP and Rating watch keeping certificates are prone to 
mistakes either due to the typographic errors or due to change to the name in the Seafarers passport. 

DCE, GMDSS COP and Rating watch keeping certificates are issued by MMD’s or Facilitation centres so 
the Document correction application should be forwarded to the issuer of the document that is the MMD 
concerned. 

COC and COE issued by DGS will be handled by DGS Engineering and Nautical branch as the case may 
be. 

The second case where there are Changes in COC/COE due to the seafarers change in personal 
documents. The application is to be made to DGS through the MMD’s as a change of name application or 
Document correction with the necessary fees. 

We endeavour to minimise the typo errors in documents issued by this office by the new online system. 
Still due to manual intervention at some stages we still face the challenge of typographic errors. 

Hence we develop this procedure for handling these Typographic errors. 

Standard Operating Procedure for handling Typographic errors. 

1) An application made to the DGS with a letter and copy of the COC/COE. 

2) The Application is received in the Engineering Branch / Nautical Branch. 

3) The error as mentioned is checked by the Section In charge, in the DGS records and also in the 
DGS website by entering the INDOS number.  

4) Error in the COC is handled by clearly marking the error by a star sign and giving reference to 
where (on which page) the correction is made in the original COC. 

5) COC/COE is put up for verification and signatures to E&SS/DyCS/NS/DyNA. 

6) If seafarer is sailing and original COC is unavailable for making corrections, a letter is issued to 
facilitate him to sail without any trouble of external agencies like PSC regimes. 

7) After making this change, the change is updated online in governance. 

8) The case is filed in the COC/COE error file. 

9) The original COC or the letter for the error is issued and collected either by the candidate or a 
person authorised by him.  

(Time required for the application to be processed and error correction is 4-5 working days.) 
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ANNEXURE-1 
(Format of application to be submitted to MMD for statutory survey/inspection/audit)  

 

To, 

The Principal Officer, MMD, ____________. 

Subject: ________________________________________ 

Sir, 

We enclose the following details and associated documents and request you to nominate surveyor for 

subject inspection/survey/audit. (*) 

   

Date and place of last 

inspection/survey/audit (*) 

Name of Surveyor(s) carrying out last 

Inspection/Survey/audit. (*) 

  

 

An amount of Rs.___________dated __________deposited vide D.D No./online payment No _________ 

dated________ (OR) deduct from our account ________________towards fees for above stated 

inspection/survey/audit. (*) 

 

Yours faithfully, 
(Name, Mobile & 

Email Id) 
(*) delete whichever is not applicable)  
 
Note: 

1. Application to be submitted in the company letter head with e-mail address, name and mobile no. of the 

person submitting the application. 

2. The subject of the letter may indicate one of the following: 

i) Request for nomination of Surveyor(s) for participation in Renewal 

IOPP/SRT/SAFCON Survey being undertaken by R.O. (name of the R.O. to be stated) of Vessel 

_________________. 

ii) Request for nomination of Surveyor(s) for carrying out Intermediate SEQ Survey at (name of the port to be 

indicated) on ___________ (date to be indicated) of vessel ________________. 

iii) Request for Intermediate audit for SSC at ___________ on __________ of vessel   _____________. 

iv) Request for Intermediate audit for SMC at ______________on __________ of vessel ___________. 

v) Request for Flag State Inspection at ____________ on __________ of our vessel ____________. 

vi) Request for inspection for Petroleum License at _____________on______________ 

vii) Request for inspection of our service station located at _____________on___________ 

3. Enclose the copy of last inspection report in case of Flag State Inspection and enclose copy of Statutory       

Certificate in case of audit/survey for which request is made. 
 



Page 9 of 10 

 

Annexure- 2 (Revalidation checklist for Engineering Candidates) 
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Annexure-3(Revalidation checklist for Nautical 
candidates)

 


