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CITIZENS CHARTER

Dated : 21.02.2018

The Directorate General of Shipping and allied offices are Committed to full fill the
national and international obligations through administration of MS Act, 1958 and
implementation of the international Conventions and Protocols so as to serve Indian
Maritime in an efficient manner which would benefit the industry and the country as a
whole and the maritime administration is Committed to render all services to the
members of public through its allied offices as specified here under. The details of
services indicated are those outlined in the MS Act, 1958 and international Conventions
and services which are not included and demanded by the citizens are also being
rendered on priority as and when asked for.

I. DIRECTORATE GENERAL OF SHIPPING, MUMBALI.

’7 BRANCH ITEM NAME OF THE SERVICE/ACTIVITY TIME REQUIRED
NUMBER
SHIPPING 1 Issuance of Charter permission. 02 days
DEVELOPMENT
CREW 1 Disposal of representations with all requisite 15 days
details from the next of kin of the deceased
seafarers.
2 Disposal of references on CDC matters .. 02 days
MULTI  MODEL 1 Recognition of MTO under Multi Model 20 days.
OPERATORS Transportations and Goods (MMTG) Act,
2 Renewal of recognition of MTO. 20 days
TRAINING 1 In principle approval for pre-sea and post-sea
Maritime Training Institutes.
30 days
2 Approval of pre-sea and post-sea courses of 45 days
approved Maritime Training Institutes.
NAUTICAL
EXAMINATION 1 Number of days prior to the examination 180 days
when examination slots can be booked by
the candidates.
2 Declaration of results. 25th  of the
following month.
3 Dispatch of competency certificate. 14 days.
APPROVAL OF 1 Shipboard Qil Pollution Preparedness Energy 15 days .
PLANS Plan (SOPEP) / Shipboard Marine Pollution
Preparedness Energy Plan (SMPEP) /
Review
2 Procedure and Arrangement (P&A) manual. 15 days
3 Global Maritime Distress Safety System 15 days
(GMDSS) retrofit plans
—————{——=4__ | Automatic Identification System (AIS) plans— | — 15 days _
5 Life Saving Apn\liance (LSA) plans 30 days.
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BRANCH ITEM NAME OF THE SERVICE/ACTIVITY TIME REQUIRED
NUMBER
APPROVAL OF 6 Light and Sound Signal Plan (L&SS) plans 30 days
PLANS 1 Bridge layout plans 30 days
8 Cargo securing manuals 30 days
MEDICAL 1 Approval of medical examiners. 15 days
EXAMINATION 2 Disposal of Appellate cases. 20 days
LIFE SAVING 1 Issuance of dispensation / exemption letters. 30 days
APPLIANCES, 2 Approval of Shore based maintenance 30 days
RADIO agreement.
EQUIPMENT AND 3 Approval of Emergency Position Indicating 30 days
SERVICE Radio Beacon (EPIRB) /Search and Rescue
STATION. Transponder (SART) service stations.
4 Shore Wireless Station approval matters. 03 days
5 Approval of navigational equipments. 30 days.
6 Issuance of acceptance letter for Life Saving 30 days.
Appliances, Radio Equipment
MANNING 1 Issuance of manning dispensation 03 days
DISPENSATION
ENGINEERING 1 Approval of Fire Fighting Appliances / Fire 30 days
BRANCH Control Plan.
2 Approval of Fire detection arrangement 30 days
plans.
3 Plan approval of Propellers & Stern Gear 30 days
arrangement.
4 Plan approval of Oily Bilge Water 30 days
Separator/Oily Water separating equipment
and its arrangement.
5 Plan approval of Steering Gear arrangement. 30 days
6 Approval of Engine room ventilation 30 days
arrangement plan.
7 Plan approval of Electrical system layout, 30 days
main and emergency arrangement.
8 Plan approval of Bilge and ballast pumping 30 days
arrangements.
9 Plan approval of Machinery layout including 30 days
_ stern gear arrangement.
0@ Plan approval of Fixed deck foam system or 30 days
fixed foam system for machinery spaces.
11 Plan approval of Fixed water spray system 30 days
for passenger spaces.
12 Plan approval of Fixed gas extinguishing 30 days
system.
BRANCH ITEM | NAME OF THE SERVICE/ACTIVITY TIME REQUIRED
: — _NUMBER - T S
ENGINEERING 13 Issuance of International Safety Management 03 days




BRANCH

(ISM) certificates under ISM

14 Examination of Marine Engineers Conduct of exam
as per monthly
schedule except
in the month of
May.
15 Declaration of Engineer Examination results 25" of the
following month
16 Review of results. 03 days
17 Issuance of fresh or duplicate/ Re-validation 07 days
of CoC.

18 Issuance / Re-validation of D.C. 07 days
Endorsements for officers and ratings.
Issuance of Certificate of Recognition to
officers.

19 Approval of Fire Fighting Appliances (FFA) & 15 days
Launching appliances for survival crafts

o service stations.

20 Registration of bunker suppliers. 15 days

21 Dispensation regarding requirements of 05 days
Engineers and other statutory requirements. :

22 Extension of statutory surveys, audits & 15 days

validity of certificates

23 Dispensations / Exemptions related to 03 days

pertaining to Fire Fighting Appliances,
Emergency source of power, LSA
launching  appliances, Qily  water
separator, Sewage treatment plant,
Incinerator etc within the ambit of
SOLAS, MARPOL,AFS and Ballast water
conventions.

24 Exemptions  pertaining to STCW 03 days

convention and Safe Manning Document.

25 Permission for issuance of short term 07 days

certificates for Single voyag%
NAVAL 1 Scrutiny and approval of Trim & Stability 30 days
ARCHITECTURE Booklets and Damage Stability Booklet of

passenger vessels.

2 Scrutiny and approval sub-division plans of 30 days

passenger ships

3 Issue of Document of Compliance for 07 days.

carrying grain. :

4 Scrutiny and approval of tonnage 15 days.

computations of passenger vessels.
BRANCH ITEM NAME OF THE SERVICE/ACTIVITY TIME REQUIRED
NUMBER
NAVAL 5 Scrutiny and approval of Crew & Passenger 30 days
ARCHITECTURE Accommodation Plans. -
6 | Scrutiny-and approval of Loading Operations |——30days— |

Manual.

\

\
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7 Scrutiny of Structural Fire Protection, Doors 30 days

and Escape Plans.

8 Scrutiny and approval of Cargo Securing 20 days.

Manual.
9 Scrutiny and approval of Ventilation and 30 days.
Piping Plans.

10 Scrutiny and approval of subdivision 30 days.

calculations of passenger ships.

11 Scrutiny and approval of structural plans of 30 days.

passenger ships.

12/ Scrutiny and approval of Rescue Boat / Fast 30 days.

Rescue Boat Plans.
13 Scrutiny and approval of Life Boat Plans. 60 days.
14 Scrutiny and endorsement of Enhanced 30 days
Survey Program (ESP) reports.

15 Exemptions from accommodation provisions 15 days

16 Exemption from ship construction 15 days

requirements
17 Extension of statutory surveys & validity of 15 days
certificates, exemption from dry-docking
surveys, surveys of hull structure

18 Exemptions / extensions related to  Load 15 days
Line Convention, MS Load line rules,
inclining test.

19 Approval of fire protection materials such as 15 days .
insulation, flooring, fire class panels, ceiling,
fire doors and other furnishing materials.

20 Assignment of Govt. of India load line. 30 days on
receipt of full
survey reports
and load line
forms from
MMDs.

Notes(s):

(1) The time allocation mentioned above commences from the receipt of mail in the
Directorate.
(2) For availing services within stipulated period kindly ensure that all “relevant
documents/ relevant information” are submitted as per DGS Order / Circular /
SOP wherever applicable.

Il. PRINCIPAL OFFICERS, MERCANTILE MARINE DEPARTMENT:

SERVICE

ITEM
NUMBER

NAME OF THE ACTIVITY

TIME REQUIRED

SHIPPING

1

(a) Statutory Surveys under SOLAS
(including Docking -Survey -& under water
CCTV examination), MARPOL, AFS and

(a) As requested
‘by-Owners.——— -




BWM conventions.

(b) Issue of certificate after completion of

survey.

(b) 01 day

(a) ISM and ISPS audits

(a) As requested

by Owners.
(b) Issue of certificate after completion of
survey. (b) 01 day.
3 (a) Flag state inspection. (a) As requested
by Owners.
(b) Issue of certificate after completion of
survey. (b) 01 day
4 (@) Industrial surveys and inspection for | (a) As requested
granting approval to various safety equipment | by Owners.
and appliances onboard ships. v
(b) Issue of certificate after completion of
survey. (b) 01 day
5 (a)Statutory Inspection and Certification of | (a) As requested
Sailing Vessels. by Owners.
(b) Issue of certificate after completion of | (b) 01 day
survey.
6 (a) MLC inspection (a) As requested
by Owners.
(by Issue of certificate after completion of
survey. (b) 01 day.
7 Measurement of Tonnage of ships 01 day
INSPECTION OF Inspection of maritime training Institutions As per Standard
MARITIME Operating
INSTITUTE Procedures
REGISTRATION 1 Registration of Indian ships 01 day
OF SHIPS 2 Registration of Mortgages. 03 days
3 Issuance of International Tonnage Certificate 01 day
(ITC) to ships.
4 Registration of sailing vessels and fishing 02 days
vessels.(>20 M)
SERVICE ITEM NAME OF THE ACTIVITY TIME REQUIRED
; NUMBER
REGISTRATION 5 Approval for change of port of registry 07 days
OF SHIPS 6 Issues related to closer of registry 03 days
7 Issues related to mortgages 07 days
8 Issuance of extract from Central registry. 03 days
9 Approval of name 01 day
10 Approval of call sign 01 day
11| Approval of official number - Ul day SoesTEa




12 Allotment M.M.S.1./D.S.C. number 01 day

OTHER 1 Issuance of General Trading License under 02 days
SERVICES Section 406 and 407 of MS Act, 1958
provided all the prescribed conditions are
satisfied.
2 Grant of Technical Clearance for Acquisition 30 days

of vessels over 25 years of age subject to
fulfilling all the prescribed conditions.

3 Grant of permission for short voyages abroad 02 days
for dry docking and similar purpose complete
in all respects.

4 Authorization for recognition of Manning 05 days
Agents under MS (Recruitment  and
Placement of Seafarers) Rules, 2005
Provided all the prescribed conditions are

satisfied.
ISPS CODE 1 Approval of Ship Security Plan (SSP). 30 days
2 Issuance of Internal Ship Security Certificate 15 days
(ISSC) / Continuous Synopsis Record (CSR).
3 Issuance of Statement of Compliance (SOC). 15 days.
4 Review of Port Facility Security Assessment 20 days

(PFSA) / Port Facility Security Plan ( PFSP).

VOYAGE 1 Towage permission : 03 days .
PERMISSION & 2 Single / Season voyages (IV Vessels) 04 days
TOWAGE A25%0 +

Notes(s): '

(1) The time allocation mentioned above commences from the receipt of mail in
the Directorate.

(2) For availing services within stipulated period kindly ensure that all “relevant
documents/ relevant information” are submitted as per DGS Order / Circular/
SOP wherever applicable.

IIl. REGIONAL OFFICE (SAILS):

SERVICE ITEM NAME OF THE ACTIVITY TIME REQUIRED
NUMBER
OTHER 1 lssuance of Identity Cards to sailing vessels’ 07 days.
SERVICES seamen, through Regional Office (Sails).
2 Renewal, replacement and cancellation of 07 days
identity cards. I




»

B (1) The time allocation mentioned above commences from the receipt of mail in the
Directorate.
(2) For availing services within stipulated period kindly ensure that all “relevant
documents/ relevant information” are submitted as per DGS Order / Circular /
SOP wherever applicable.
IV. SHIPPING OFFICES.
SERVICE ITEM NAME OF THE ACTIVITY TIME REQUIRED
NUMBER
CDC 1 Issuance of Continuous Discharge 30 days
: Certificates (CDCs).
2 Issuance of Replacement/Duplicate 30 days
Continuous Discharge Certificates (CDCs)
3 Change of Personal particulars in the CDC 02 days
3 Authentication of Indentures for Cadet as per 01 day
Apprenticeship Sea Service Rules, 1960
Seamen's Welfare 1 Settlement of wages dispute between 30 days
seafarer and ships owners under Section 132
of MS Act, 1958
2 Cancellation of CDCs of retired/voluntary 03 days
retired/permanent incapacitated seafarer on
his request.

Notes(s):

(1) The time allocation mentioned above commences from the receipt of mail in the

Directorate.

(2) For availing services within stipulated period kindly ensure that all “relevant
documents/ relevant information” are submitted as per DGS Order/Circular

ISOP wherever applicable.
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DIRECTORATE GENERAL OF SHIPPING, MUMBAI
TRAINING BRANCH

No0.20-19016/9/2024-TRG-DGS Date : 30.06.2024

Subject : Updates on the Citizen Charter published
on DGS website

Reference is made to the discussion during the 3rd Review Meeting of
the Training Branch held on 12.06.2024, wherein it was decided that the
Citizen Charter would be published on the DGS website and subsequently
reviewed and revised.

2. The revised draft of the Citizen Charter, including the disclaimer
clause, was presented at the 33rd STCW Compliance Board meeting held on
25.07.2024, where it was approved.

3. Accordingly, it is requested that the following revised Citizen Charter
for the Training Branch be published on the DGS website.

Branch |Item Name of the service [Total Time [Timeline for each

Number|/Activity required officer/office
Training |1 In-principle approval/90 working [ADG [Trg] — 8 days [for
Branch for pre-sea and post |days * scrutiny of documents]
sea Maritime
Training Institutes DDG [Trg]- 3 days

MMD office -70 days
DDG [Trg] — 3 days

Addl.DG [Trg] - 3 days

DG - 3 days
P Approval of pre-sea |60 working |[ADG [Trg] - 3 days
and post-sea days *
courses of approved DDG [Trg]- 3 days
Maritime Training
Institutes MMD office -45 days

DDG [Trg] — 3 days
Addl.DG [Trg] — 3 days

DG - 3 days




3 clarification on any |15 working --
matter of course days **
admission/ result/
compliant by
student etc

4 clarification to any [30 working --
institute on any days **
matter

5 complaint and 30 working --
grievance redressal [days **
time lines

6 STCW matters and |15 days ** -
publication on
website

Note(s) :
1. * The timeline mentioned at Sr.No.1 and 2 above commences from the
date of receipt of complete and correct proposal on online MTI module
of the Directorate, as per DGS Orders/Circulars/SOP wherever
applicable.
2. ** The timeline mentioned at Sr.No.3 to 6 above commences from the
date of receipt of email/letter in the Training Branch,
3. The days means the ‘working days’.

[Deependra%Si gh Bisen]
Dy. Director General of Shipping (Training)
To
DDG [e-governance



