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1 Forms & Documents (Description) 

Examples of the various Marine forms and documents used by the Saudi Aramco Ports 

Management are given in the annex to this section. Each document and its purpose are 

briefly described hereunder. 

1.1 Instructions to Masters and Conditions of Use of Port 

This document requires the Master to acknowledge possession of the Saudi Aramco Oil 

Ports and Terminals Book and to agree to all the terms and conditions of use of port as 

given in the book. Vessels will not be permitted to move to and from the berths until 

these conditions are agreed. This is, therefore, the first document the Master will be 

asked to sign. The form is signed by the Master, the original for the Master and a copy 

for Saudi Aramco. A copy to be returned (may be e-mailed, as appropriate) to the Duty 

Harbor Master by the Harbor Pilot. 

1.2 Marine Terminal Assistance Fees 

Each Marine Terminal Assistance Fees form sets out the charges for Ras Tanura Port, 

Jeddah Marine Terminal, Duba Bulk Plant Terminal and Jazan Bulk Plant Terminal. 

1.3 Master - Pilot Information Sheet 

This form is completed on every occasion that a vessel visits a Saudi Aramco Terminal. 

It refers to the “Vessel Static Data Information Sheet” below. It also requires information 

about the Oil Discharge Monitor (ODME), venting system, smoking rooms and ship’s 

cranes, (for SPM vessels). 

1.4 Pilot – Shore Information Card / Pilot Notes 

A form provided to enable the Harbor Pilot to gather all the information that is required 

to be passed to the shore loading facility, particularly Juaymah SPM terminal, including 

a note sheet provided to enable the Harbor Pilot to record all the information of note or 

that is required to be gathered during the course of an incident or investigation. 

1.5 Berthing / Unberthing Information 

A form provided to enable the Harbor Pilot to gather all the information that is required 

to be passed to the Port Control Centre for entering in the Port and Terminal 

Management System (PTMS) by the VTSOs. 

1.6 Pilots Advice to Master (Mooring Arrangement Plan) 

A schematic diagram, completed by the Harbor Pilot, to show and explain proposed tug 

locations and securing method together with planned mooring line sequence, 

arrangements and leads to the vessel’s Master. 

1.7 Safety Letter 

Saudi Aramco provides a Safety letter, which may be issued, if desired to the Masters 

of vessels advising them of the terminal’s expectations regarding joint responsibility for 

the safe conduct of operations and inviting co-operation and understanding from the 

vessel’s personnel. 
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1.8 Warning against Restricting the Shore Flow Rate 

This form draws attention to the dangers, recommendations and requirements of 

restricting the shore flow rate. 

1.9 Warning Notice, Beware of the Dangers of Closing Ships Valves 

against the Shore Flow 

Red text on a white background; this notice shall be presented to the Master for posting 

in a conspicuous place in the Cargo Control Room. 

1.10 Prohibition Notice - Emissions 

1.11 Warning against Commingling of Butane and Propane While 

Loading at Saudi Aramco Ports and Terminals 

This form draws attention to the dangers, instructions to Masters, recommendations and 

penalties of commingling. 

1.12 Warning against Not Maintaining Minimum Inert Gas Pressure in 

Cargo Tanks and the Common Venting System While at Saudi 

Aramco Ports and Terminals 

This form draws attention to the dangers, instructions to Masters, recommendations and 

penalties of not maintaining the minimum inert gas pressure. 

1.13 Warning against Moving Out of Position during Operations While at 

Saudi Aramco Ports and Terminals 

This form draws attention to the dangers and serious consequences of not adequately 

monitoring the ship’s mooring lines which may lead to suspension of operation. 

Penalties are stated for the serious dangers associated with the vessel positioning and 

strongly recommends close monitoring is maintained at all times. 

1.14 Warning Notice for Ships at Berth to Avoid Forward, Aft and Lateral 

Movements 

This form supports 3.12 with diagrams and stated requirements to maintain vessel 

positioning and strongly recommends close monitoring is maintained at all times. 

1.15 Warning against Ship Coming Close to the SBM 

This form draws attention to the dangers, recommendations and penalties of the serious 

dangers associated with the vessel coming close to the SPM and strongly recommends 

close monitoring is maintained at all times at the bow to monitor the distance between 

the SPM and the vessel and advise the Pilot in a timely manner of any abnormalities. 

1.16 Advice to Masters Concerning Pollution 

This document draws attention to the requirements and procedures that will be followed 

in the event of a pollution incident. 

1.17 Advice to Masters Concerning Pollution (H2S) 

This document draws attention to the requirements and procedures that will be followed 

in the event of not maintaining the H2S levels. 
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1.18 Ship / Shore Safety Check List 

This checklist is a slightly modified form of the ISGOTT safety checklist. Rules for 

completion are given at the beginning of the form. Only one checklist form per vessel; 

no copies are to be given, however should the Master request a copy, the form may be 

photo copied. The form is signed by the Harbor Pilot (as terminal representative) and 

Master/Chief Officer; it is initialed, as appropriate, during routine safety checks. 

1.19 Smoking Notices 

Green text on a white background; these two notices shall be presented to the Master 

for posting, in a prominent place, on the outside of the designated smoking rooms. 

1.20 Emergency Shut Down 

Red text on a white background; this notice shall be presented to the Master for posting 

in a conspicuous place in the Cargo Control Room. 

1.21 SPM Rep & Pilot Assistant Crane Checklist 

A form which lists Saudi Aramco required tools and equipment to complete safe 

operations and includes the procedures and checks to be maintained and logged during 

a vessel stay at an SPM. 

1.22 SPM Rep & Pilot Assistant Deck and Manifold Checklist 

A form which lists Saudi Aramco required tools and equipment to complete safe 

operations and includes the procedures and checks to be maintained and logged during 

a vessel stay at an SPM. 

1.23 Cargo/Bunker Loading Request and Discharging Plan 

This form is to be completed after berthing and before cargo/bunker operations 

commence by the Harbor Pilot as required. The form is signed by the Harbor Pilot (as 

Saudi Aramco representative at off -shore berths) and by the vessel’s Chief Officer and 

Chief Engineer (if vessel is to receive bunkers), in duplicate, the original for Saudi 

Aramco and one copy for the Master. 

1.24 Amendments to Loading / Discharging Agreement 

A form provided to enable recording of changes to the cargo/bunker loading request 

and discharging plan and notification of all involved parties. The form is signed by the 

Harbor Pilot / Terminal Representative and Master/Chief Officer in duplicate, the original 

for Saudi Aramco and one copy for the Master. 

1.25 Ships Ullages - Instruction Sheet 

This is the cover page of the ullage report from giving instructions for completing the 

data section. 

1.26 Ships Ullages - Data Sheet 

This form is in two parts; part 1, before loading; part 2, after loading. These two parts 

comprise the data parts of the ullage report form. It must be completed by the vessel’s 

Cargo Officer and returned, properly completed and signed, to the Terminal 

Representative or Harbor Pilot as appropriate, as soon as possible after completing 

cargo. Delay in submission of the form means delay in comparison of ship/shore figures 
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with subsequent delay in release of cargo and therefore in the vessel’s sailing. The form 

is signed by the Chief Officer/Master in triplicate, the original plus one copy for Saudi 

Aramco and one copy for the Master. 

1.27 Bunker Delivery Note 

This form is to be completed on completion of the bunkering operation and returned to 

the Harbor Pilot. It applies only to offshore berths where bunkers are available. When 

signed the form allows the vessel’s agent to sign for receipt of the bunkers on behalf of 

the vessel’s Master; in addition, it is required to obtain release of the bunkers enabling 

the vessel to sail. The form is signed by the Harbor Pilot (as Saudi Aramco 

representative) at off-shore berths and the vessel’s Chief Engineer/Master. 

1.28 Ship/Shore Difference Investigation Checklist 

If the difference between the ship and shore calculations is outside of the allowable 

tolerance and a recheck does not resolve the difference, either a Saudi Aramco Cargo 

Inspector or assigned Harbor Pilot will, together with the ship’s Cargo Officer, resurvey 

the cargo. This form is provided to comprise a structured investigation of a declared 

ship/shore difference, all steps shall be completed and in sequential order. The methods 

and procedures used by Saudi Aramco exactly follow the procedures required by the 

Ship/Shore Difference Investigation checklist. The Inspector / Pilot will complete ullage 

forms and request the Master or Cargo Officer to witness and agree to the figures by 

signature of the form. 

1.29 Maximum Sailing Draft – VLCC – Ras Tanura 

A form for use at Ras Tanura Terminal and which shall be issued to Masters of vessels 

whose sailing draft will exceed 19.50 meters and whose sailing time may therefore be 

restricted by tide height. The form is signed by the Harbor Pilot and Master. 

1.30 Protest Letter 

This form is standard Saudi Aramco Protest letter issued for any incident or deficiency 

which could result in loss, damage or delay or which contravenes any 

Saudi Aramco regulation or safety requirement. The form is signed by the Harbor Pilot 

(as Saudi Aramco Representative) and acknowledged by the vessel’s Master. 

1.31 Pollution Notice 

This form is standard Saudi Aramco pollution form letter issued whenever it is 

determined or suspected that a vessel has caused a pollution incident. The form is 

signed by the Harbor Pilot (as Saudi Aramco representative) and acknowledged by the 

vessel’s Master. 

1.32 Port Clearance Statement 

This form is to be used when a vessel has completed loading and is due to depart the 

terminal but has not yet received inward clearance, (for whatever reason) and shall go 

to anchor to await the government officials to grant clearance both inward and outward. 

1.33 Hose Configuration and Tide Indication 

This form provides a schematic diagram of SPM cargo hose configuration and a table 

for expected tide times 
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1.34 SPM Position Monitoring 

This diagram demonstrates the correct method for SPM position monitoring includes a 

schematic diagram of SPM position notation. A copy should be posted in the Cargo 

Control Room. 

1.35 SPM Status Log 

The SPM status log should to be completed by the vessel during the period from secured 

until unmoored. 

1.36 SPM Basket Equipment Deficiency Report 

A form provided to enable the Pilot /Pilot Assistant / SPM Representative to record and 

report all deficiencies and shortcomings found in Saudi Aramco supplied hose 

connection equipment. 

1.37 General and Cargo Log 

A form provided to enable the Harbor Pilot to record all the relevant information, hourly 

cargo quantities and loading/discharging rates, adverse/abnormal weather conditions, 

significant timings and any other abnormal events or incidents related to all aspects of 

the assigned pilot team’s duties. 

1.38 Bunker Loading Log 

A form provided to enable the Harbor Pilot to record all the relevant information, 

hourly bunker quantities and loading rates and significant timings related to all aspects 

bunker loading operations. 

1.39 SPM Mooring Diagram 

A schematic diagram, which shall be completed and a copy maintained in the vessel’s 

file, to be used for pilot team reference in future calls by a vessel at the terminal. 

1.40 Ships Deck plan for Helicopter Usage 

A schematic diagram which shall be completed and a copy maintained in the vessel’s 

file, to be used in planning helicopter operations for pilot team transfer to and from the 

vessel. 

1.41 Tanker Static Data Card 

This form is completed only once on the initial visit of a vessel to the Port or terminal to 

record all the principal information required by the Harbor Pilot prior to planning a 

maneuvering assignment. It shall be kept in the vessel’s file for future reference. The 

Master is required to state on the ‘Master - Pilot Information Sheet’ if any of this data 

has changed since the last visit. If so, a new form must be completed. 

1.42 Utilities and Oil Movement 

This document requires the Master / Representative of the company / Vessel to confirm 

and detail the use of tugs in port for berthing / unberthing including charges, as required 

for Saudi Aramco Western Region Ports. 
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2 Annex I (Documents, Diagrams and Charts) 

2.1 Section 1  

2.1.1 Section 1 | Form 1 - Instructions to Masters and Conditions of Use of Port.  
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2.1.2 Section 1 | Form 2 – Ras Tanura Marine Terminal Assistance Fees 
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2.1.3 Section 1 | Form 3 – Jeddah Marine Terminal Assistance Fees 
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2.1.4 Section 1 | Form 4 – Duba and Jazan BP Marine Terminal Assistance Fees 
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2.1.5 Section 1 | Form 5 - Master - Pilot Information Sheet 
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2.1.6 Section 1 | Form 6 - Pilot-Shore Information card / Pilots Notes 
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2.1.7 Section 1 | Form 7 - Berthing and Unberthing information  
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2.1.8 Section 1 | Form 8 - Pilots Advice to Masters Diagram 

Tug usage and Mooring arrangement plans 
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2.1.9 Section 1 | Form 9 - Safety Letter 
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2.1.10 Section 1 | Form 10 - Warning Against Restricting the Shore Flow Rate 
and Consequences of a Vessel Activation of the Shore Emergency Shut 
Down (ESD). 
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2.1.11 Section 1 | Form 11 – Warning notice – Beware of the dangers of closing 
the ships valves against the shore flow 
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2.1.12 Section 1 | Form 12 - Prohibition Notice – Emissions 
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2.2 Section 2 

2.2.1 Section 2 | Form 13 - Warning against Commingling of Butane and 
Propane While Loading at Saudi Aramco Ports and Terminals 
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2.2.2 Section 2 | Form 14 - Warning against Not Maintaining Minimum Inert Gas 
Pressure in Cargo Tanks and the Common Venting System While 
Loading at Saudi Aramco Ports and Terminals 
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2.2.3 Section 2 | Form 15 - Warning against Moving out of Position during 
Loading / discharging operation while at Saudi Aramco Ports and 
Terminals 
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2.2.4 Section 2 | Form 16 - Warning notice for ships at berth to avoid forward, 
aft and lateral movements 
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2.2.5 Section 2 | Form 17 - Warning against Ship Coming Close to the SBM 
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2.2.6 Section 2 | Form 18 - Advice to Masters concerning pollution 1 
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2.2.7 Section 2 I Form 18 - Advice to Masters concerning pollution 2 
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2.2.8 Section 2 | Form 19 - Advice to Masters concerning pollution (H2S) 
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2.3 Section 3 

2.3.1 Section 3 | Form 20 - Ship / Shore Safety Checklist 
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63 Forms and Documents 

                               

 

C
o

m
m

o
n
 

R
u

le
s
 &

 

In
fo

rm
a
ti
o

n
 

 

  

2.3.23 Section 3 | Form 42 - Ships Deck Plan for helicopter use 

 

 

 



64 Forms and Documents 

 

 

C
o

m
m

o
n
 

R
u

e
s
 &

 

 In
fo

rm
a

tio
n

 

 

  

2.3.24 Section 3 | Form 43 - Tanker Static Data Card 

 

 

 



65 Forms and Documents 

                               

 

C
o

m
m

o
n
 

R
u

le
s
 &

 

In
fo

rm
a
ti
o

n
 

 

  

2.3.25 Section 3 | Form 46 – Utilities and Oil Movement 

 

 

 

 

 



66 Forms and Documents 

 

 

C
o

m
m

o
n
 

R
u

e
s
 &

 

 In
fo

rm
a

tio
n
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