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This document is established to familiarise new Captains 
and company staff with our operations. At the Captain's 
discretion, it can also be used for the familiarisation of 
Officers and Heads of Department (Chief Engineer, 
Chef, and Chief Stewardess).

1. EMERGENCY CONTACTS (BY ORDER OF PRIORITY)

Contact Telephone Email 

Emergency +377 99 92 36 48 dpa@yachtingconcept.com 

Monaco Office +377 99 90 16 30 laurie@yachtingconcept.com 

Note: The emergency number is redirected 24/7 to the on‐watch 
Designated Person Ashore (DPA).
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2. GENERAL POLICY OF THE COMPANY

Yachting Concept Monaco requires full compliance with international 
conventions and applicable Flag State and local regulations, including the 
International Convention for the Safety of Life at Sea (SOLAS), the 
International Convention for the Prevention of Pollution from Ships (MAR-
POL), the International Convention on Standards of Training, Certification 
and Watchkeeping for Seafarers (STCW), and the Maritime Labour 
Convention (MLC).

Creating a safe working environment includes familiarisation, instruction, 
training, and drills. Provide personal protective equipment, uniforms, job 
descriptions, and clear responsibilities. Ensure all crew understand Standing 
Orders and the Safety Management System (SMS).

Risk assessments conducted by the Chief Officer (C/O) and the Designated 
Person Ashore (DPA), and the issue of Permits to Work, are essential to safe 
operations. Operational and emergency procedures must be reviewed and 
improved as needed. Yachting Concept Monaco promotes a culture of 
continual improvement and environmental stewardship both ashore and at 
sea. Reviews and audits are critical to improving safety, security, and envi-
ronmental protection.

Maintain Safe Manning appropriate to the vessel and keep “safe return to 
port” capability in mind. Proper certification and training are indispensable 
to safe navigation.

Shore‐based support and the use of Reg4yachts support regulatory 
awareness and updates. Maintain good relations with the Classification Soci-
ety; for annual surveys, the Company and Master shall obtain all relevant 
information from the attending surveyor. Consultancy, audits, and surveys 
shall be used to update the vessel, the shore‐based team, and seafarers.

Internal audits, management reviews, and regular DPA visits verify compli-
ance with the International Safety Management (ISM) Code, International 
Ship and Port Facility Security (ISPS) Code, the SMS, and company policy.

Company policies include, but are not limited to:

● Safety Management Manual
● Drug and Alcohol Policy
● Standing Orders
● Job Descriptions
● Crew Familiarisations
● Drill Schedule
● Risk Assessments and Permits to Work
● Garbage Management & Ship Energy Efficiency Plan
● Shipboard Oil Pollution Emergency Plan (SOPEP)
● Cyber Security Plan
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3. PURCHASE PROCESS

When contractors or purchases are required, obtain quotations (normally at 
least two). The shipboard team may request assistance from the Technical 
Manager, DPA or Yacht Manager.

The process in DeepBlue© (module FIN) is describe below:

● The Captain or Head of Department uploads the quotation as a 
“Quick PO”.

● The quotation is approved by the office,
● On receipt of an invoice (deposit, pro‐forma, advance payment), 

convert to “Pending Invoice” and upload the invoice.
● The Captain approves the invoice.
● The DPA and/or Technical Manager approves the invoice.
● The yacht manager process the payment from the bank.
● The Owner’s representative gives final authorisation to the bank 

when it is equired per the Management Contract.

This system ensures the Captain, Management, and Owner’s representative 
are involved in—and aware of—technical and financial decisions throughout 
the payment process.

In an emergency, the Captain may submit a request directly to the DPA 
and/or Technical Manager by email. The Company will arrange expedited 
payment internally. Typical cases include technical failure, urgent safety 
equipment, appointment of a surveyor, or charter‐related needs. Use this 
route only when strictly necessary.
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4. MAINTENANCE AND FOLLOW‐UP OF WORKS

The purchase/payment process supports proper contractor selection (via 
staged approvals), and correct financial and technical follow‐up of work and 
purchases.

The Captain validates crew requests and expenses. The DPA and Technical 
Manager maintain awareness of onboard status, and the Owner’s rep-
resentative is informed when required. Accounting remains up to date.

Upload all invoices in the Accounting section and make them available in 
the Maintenance section. Log each work item with supporting documents 
(drawings, service reports, invoices, contractor and crew notes—Head of 
Department and/or Captain).

As a principle, work with a minimum number of contractors to:

● Maintain knowledge of the vessel
● Achieve regular pricing and possible reductions
● Limit the number of visitors on board

Assess cooperation efficiency, pricing, and responsiveness at least annually 
during the Captain’s review, and discuss during the Director’s review. The 
Captain and crew shall provide feedback to the DPA, CEO, and Technical 
Manager. Establish a list of “preferred contractors” based on performance.

5. RISK ASSESSMENTS

Risk assessment is essential and shall be performed effectively. Use the 
company risk assessment form for activities identified as hazardous. Some 
activities may proceed only under specified conditions and therefore 
require a Permit to Work approved by the Captain, Chief Officer, or Safety 
Officer (if appointed).

Review each risk assessment at least annually. Safety committee meetings 
are an opportunity to gather crew feedback and discuss procedures and 
associated risks. Identify specific or unassessed risks based on crew input. 
Consider Company reviews and visits by the DPA and/or Technical Manage-
ment in the overall risk assessment policy.
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6. REGULATIONS

All departments, ashore and on board, must monitor regulatory develop-
ments. The company DPA circulates Flag State notices and regulatory 
communications. Reg4yachts provides valuable regulatory information to the 
shipboard team. The DPA and Technical Manager shall inform the Captain 
and crew of changes relevant to the vessel.

7. AUDIT, REVIEW, REPORTING: REVISION OF THE SMS

Except for the first year (see the Audit and Review procedure), mandatory 
reviews and audits apply. Special surveys may also occur. The SMS is sub-
ject to continual improvement to enhance safe operations. Handle revisions 
carefully and follow the SMS Manual process:

● The Captain proposes changes to the DPA following events, reviews, 
internal audits, special reports, or the monthly ISM Findings report. 
Proposals may originate from crew input encouraged via the safety 
committee.

● DPA approval is required prior to implementation on board.
● The DPA issues the revised document. Implement it in onboard 

documentation and record the change in the shared Record of 
Revisions.

Strictly follow this process to ensure the ship and the Company hold 
identical, up‐to‐date documentation.

The Company policy is based on compliance with applicable regulations, 
professionalism at every level, adherence to procedures, and clear 
communication among all parties. This supports safe navigation, efficient 
operations, satisfied guests, and a motivated crew.
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