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Regular Cargo vessels (Liner or Casual) 

 

 

 

 

 

 

 

01

•Vessel details and Cargo details to be received by Port Control, QHSE & 
Operations team (BPL and DM). P&I and DG decleartions are to be received by 
Port Control

02

•Port Control issue the vessel reference and confirm berthing to BPL after 
checking with Pilots

03

•BPL enter the vessel details to berthing programme upon the confirmation of 
port control. Circulate internally and externally for information

04

•Ops department express consent for the unloading and deposit of the goods to 
SL Customs against the sufference submitted by vessel agent

05

•Based on the issued vessel reference, Finance to receive payments from the 
agents

06

•Upon receipt of the payment, Finance to circulate a mail to Port Control 
confirming the payment receipt

07
•Port Control to arrange berthing as per the berthing schedule
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Liner Vessels: Vessels come on schedule 

Casual Vessels: Ad hock arrivers    
 

Documents to be submitted by agent 
Port Control  P&I 

 DG Declaration  
 Cargo Declaration 
 

QHSE             Details of DG 
Ops 
 

 Cargo Declaration 
 Stowage Plan 
           Vessel’s Specs 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Regular Cargo vessels (Liner or Casual)
Agent

Share vessel and
cargo details

Port Control

Arrange the
berthing

Check berthing
possibility with

pilot

Issue vessel
reference number

End

QHSE

Confirm the DG
declaration

        Finance

Confirm the
payment receipt

Issue invoice

Recover the
payment

OPS(BPL, DM)

Enter vessel details
to berthing
programme

Circulate berthing
programme

internally and
externally

Confirm the
consent for

unloading and
deposit of goods to

SL Customs
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01

•Vessel and cargo details, along with the vetting checklist duly filled, Arrival notice ,ETA, 
Services, Operations  to be received by Energy Services department, MS , Port Control prior 
cargo loading to HBA. Process owner: Agent

02 •If Marine services Clears the vessel ,GM Energy Services to communicate HIPS and BPL 

03
•Port Control issue the vessel reference only after Energy Services instructed and confirm 

berthing to BPL after checking with Pilots

04
•BPL enter the vessel to berthing programme upon portcontrol's confirmation. Circulate 

internally and externally for information

05
•Confirming the sufferance to Customs by Energy Services

06
•Based on the issued vessel reference, Finance to receive payments from agents

07
•Upon the receipt of the payment, Finance to circulate a mail to Port Control and Energy 

Services confirming the payment

08
•Port Control to arrange berthing as per the berthing schedule

09
•Marine Services to conduct the physical ship vetting inspection  upon berthing of the vessel 

and to clear the ship for operations.

10
•If the physical vetting fails, provide time to make corrective actions. If the actions are not 

satisfied request to vacant the berth paying charges as per published tariff

11
•Energy Services to confirm on arival and departure of the vessel to BPL

 

 

 

Oil and Gas Vessels 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Oil & Gas Vessels
Agent/ Sip

Dully filled vetting
check list, Arrival

notice, ETA, Required
Service and
operations

Share vessel and
cargo details

Do the corrections
as per physical
vetting findings

End

Marine Services

Not
Satisfied

Conduct
physcial 
vetting

Clear the vessel

Check the
corrections

Request to vacant
the berth

Not
Satisfied

No

Satisfied

Energy Services

Satisfied

GM communicate
on vessel clearance

to BPL/HIPS

Confirm ATA and
ATD to BPL

Port Control| HIPS

Check with pilot on
vessel berthing

Issue vessel
reference number
and communicate

to BPL/Finance

Arrange the vessel
berthing

BPL

Include vessel
details to
berthing

programme

Circulate the
berthing
schedule

Finance

Confirm the
payment receipt

to Energy
Service and Port

Control

Issue invoice
and collect the

payment

6

Yes
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Any operations other than liner or casual cargo operations, Oil or Gas related 
operations are considered as Marine Services. Repair ships, laid up ships, 
casualty and breakdown ships shall fall under this category 

Inside the port and anchorage or OPL operations are under above category  
 

 

 

 

 

If cargo: come under Energy Services 
If its bunkering: Marine Services 
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01

•Receiving a request from the customer to Marine Service (MS) department and Port 
Control

02
•MS decides whether the particular operation can be handled at HIP or not

03

•MS confirms the possibility to arrange particular operation to the customer keeping Port 
control in the loop after getting OPS consent if needed. 

04

•If there is no direct HIP resources involvement (Ex: OPL task), relevant due is to be 
invoiced after the operation

05

•If the operation requires HIP resources (Ex: Anchorage operation/ Layup etc), invoice 
immediately and recover in advance

06
•Port Control share the vessel Reference with finance for invoicing purposes

07

•Customer submit a letter to MS/HIPS/Ops with the approvals of relevant government 
authorities (Customs/ Immigration/ Navy), for final permissions. If any operation is to be 
carried out Energy Services department should be informed

08
•Confirming the sufferance to Customs by MS/Oil & Gas department for required vessels.  

09

•If HIP equipment required (cranes/ forklifts), customer to pay in advance and submit 
relevant receipts to Operations for service delivery.

10

•After the operation, Port Control to send a report to MS and Finance for invoicing and 
record keeping purposes

 

 

Marine Services 
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Marine Services
Agent/Customer

No

Use HIP
resources

Continue the
operation

Submit
government

authority approval
to MS/OPS/HIPS

Send the
inquiry

Use HIP
equipment

pay equipment
charges and
submit the

receipt to OPS

Yes

No

Yes

Marine Services

Handle 
the vessel at 

HIP

End

MS/ Energy
service confirm
the sufference
to SL customs

Update records

No

Yes

Port Control

Send the
operation

completion
report

Issue vessel
reference
number

Finance

Issue invoice
and recover

payment

OPS

Invoicing and
recovery

Arrange
equipment

End
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 Naval Vessels  
 

 

 

 

 

 

 

 

 

 

01

•Naval vessel/Authorised party send the request to embassy

02

•Embassy request approval from Foreign Ministry (FM)

03
•FM share the request with SLPA and MOD for approvals

04

•If SLPA approves the request communicate same to the HIPS CEO and 
DHM HIP

05
•MOD keep the Navy informed if approved the request of FM

06

•CEO HIPS communicate the vessel arival to HIPG (OPS:BPL) and port 
control to arrange the berthing
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-The End- 


