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Oil Transfer Procedures Helps – v 2 
 
From monitoring the entries in Oil Record Books on TDI Brooks vessels and the 
issuance of the MEPC 1/Circ 736 (see the Ship Regs Pub disc or the IMO web 
site), small changes and emphases have been made in the attached to ensure 
correct fueling procedures and oil movement procedures and correct 
documentation is maintained in the oil record book. 
 

1. Code G is used to record any kind of spill of oil in the water.  (e.g. Fuel 
overflow, tank leak, lube oil discharge, hydraulic leak entering the water, 
discharge of oily bilge apart from passing thru the OWS).  Instructions in 
the USCG Oil Record Book specifies the details to be provided. 

2. When bunkering, use and follow the Oil Transfer Procedures Book specific 
to and provided to your vessel.  It provides further guidance as to what 
must be done, recorded, and stored on board for future reference. 

3. When bunkering, a fuel sample must be taken, sealed, labeled and 
maintained on board for the duration of that fuel supply remaining on 
board. 

4. Receipts for delivery of fuel and lube oil must be kept with the Bunker 
Check List and Declaration of Inspection for that transfer TOGETHER and 
filed on board so that it can be identified with and tied to the ORB entry.  
These become part of the ORB and must remain on board for three years 
past the last entry in the ORB.  You (chief engineer on board) must be 
able to produce these whenever they are requested (by auditors, 
inspectors, flag state or port state) regardless of whether you were the PIC 
on the bunkering operation. 

5. Similar to bunkering, a receipt must be obtained and retained for all used 
oil and oily waste going ashore.  These are part of the ORB and must be 
retained for three years……Identical requirements as for the bunkering 
records. 

6. Oily solid waste (rags, filters, booms, etc) disposal is recorded in the 
Garbage Management Book. 

7. Engineers (or officers) sign each entry within and as the last line of the 
entry, not out in the margin.  Leave no blank lines between your signature 
and the first line of the next entry.   

8. Officers – if there are not enough lines at the bottom of a page to complete 
the entry, draw a diagonal line thru all these lines when you sign the page 
and begin the next page with a complete entry. 

9. INOPERABLE or MALFUNCTION of Oily Water Separator (including 
alarm and automatic shut off).  Immediately when this occurs an F-19 
entry must be made in the ORB.  A repair may not be immediately 
possible nor even the reason for failure known.  In this case no entry for F-
20 or F-21 can be made.  That is OK, but an entry under Code I should be 
made stating the time that the overboard discharge from the OWS is 
closed and sealed.   
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10. With a F-19 entry there can be no further D-15.1 entries in the ORB 
(cannot discharge overboard) until there is another subsequent F-20 and 
F-21 entry at a later date.  When the OWS is restored to full function, 
entries are made for F-20 and F-21 and another code I entry (stating the 
overboard discharge is unlocked and open) on another set of lines for that 
date.  Do Not go back to the F-19 entry and add to it. 

11. The illustrations and table provide a quick visual reference to the code you 
should be using for the activities on TDI Brooks Vessels.  There are many 
others for the ORB, but they do not apply to our operations or equipment.  
Use the example templates for wording and format of your entries.  Simple 
substitute your specific times and volumes and tanks as appropriate. 

12. Always write out your proposed entry on a piece of scratch paper to get 
the wording and the math correct.  When you are satisfied that it is correct, 
transcribe it to the ORB using ink.  Mistakes are corrected by a single line 
thru the entry (and initial the line) and make the correct entry directly 
below (or to the side) of the wrong/sticken through entry.  No scratching or 
blotting out and no white out and no erasures. 

13. If you are in doubt or question the correct form or content of an entry email 
your proposed entry to rogerfay@tdi-bi.com and we will straighten it out 
for you. 

 
 
 
 
 
 
 
 
 
Masters, 
Please print and distribute a personal hard copy to each of your officers on 
board, as well as retain a hard copy with the Oil Record Book. 
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