
Sponsor Meeting Minutes 3 
 
Date & Time: 30 August 2018, 5:00 PM - 7:00 PM 
Venue: Lighthouse Marine Office 
Attendees: Aloysius, Anthony, Ozzy, Samantha, Yi Fang, Eng Teck, Jun Ji (Sponsor), Ron 
(Managing Director) 
 
 

S/N Item Actions 

1 Things to clarify 
1. The order of forms to be filled up 
2. The access rights of the users to modules  
3. Is the document locked after signing and stamping the stamp at 

the surveyor level? 
4. Attributes to be stored at each step of the process 
5. The excel formula 
6. How Jun Ji measures efficiency,  KPIs, success of the project 
7. How to calculate market price 
8. Does he need to keep track of customer data 
9. Arrange a field trip down the port to observe and understand their 

business process on a Friday (arrange with Jun Ji) 
10. Clarify on web-hosting services used by LHM and if there is any 

Point-of-contact 
 
 

 
 
 
1, 3, 4, 5, 
6, 7, 8 
completed 
 
2, 9, 10 
pending 

2 Introduction to Ron 
 
The group was introduced to Ron, the boss of LightHouse Marine. 
He proceeded to give the group a brief summary of how the bunkering job 
was like. 
 
Ron mentioned that a reference number will be used for Job-Tracking 
purposes. Ship/Vessels will be tagged with an IMO number, along with 
their name. 
 
He added on that the ocean can be viewed as being subdivided into many 
categories. (i.e. Eastern, Northern etc). Each subdivided category will 
then be assigned to different surveyors by LHM’s administrators. 
 

 

3 Clarified questions 
 

1. Order of forms to be completed  
Demonstrated by Ron, along with a recording provided to the 

 



team. 
2. Is the document to be locked after signing and stamping the stamp 

at the surveyor level? 
No. 
 

3. How will Jun Ji measure efficiency, KPI, success of the project? 
Checkpoint 1: How much time is being saved per job? 
As of current, each bunkering can be anytime between 8 – 24 
hours. Samantha suggested doing a before and after to compare 
the time differences. (i.e. One surveyor using the application to 
perform the job while the old surveyor using the manual way) 
 

4. Does he need to keep track of customer data? 
Yes. 
 

5. How to calculate the market price? 
Jun Ji mentioned that LHM uses a website called 
http://shipandbunker.com to obtain the latest pricing for the fuel..  

 

4 Clarifications on General Information Tab (MFO) 
 
After the sharing, Ron proceeded to explain the different forms and the 
significance of the various attributes. 
 
Ron explained that for a typical bunkering job, it will normally comprise a 
vessel (Receiving Ship) and a barge (Supplying Ship). Typically, LHM 
administrators will have the details pertaining to the vessel and will enter 
them into the MFO Report. 
  
During the operation, the barge will park alongside the receiving vessel 
and supply fuel to the vessel through a hose. This is handled by the 
Cargo Officer. 
  
Thereafter, the assigned surveyor will enter the vessel to perform the 
initial inspection. Subsequently when the fuel has been supplied, the 
surveyor will continue with the checks and enter the obtained details into 
the spreadsheet. 
  
Upon completion, the surveyor will synchronize the data across the 
relevant spreadsheets. 
 

 

5 Clarifications on Bunker Condition Report (1 and 2)  
 

 
 

http://shipandbunker.com/


Ron mentioned that when the surveyor starts on the Bunker Condition 
Report, it basically signifies the start of all measurements and 
calculations. 
 
Bunker Condition Report 1 will contain information on the first vessel, with 
their identification number and necessary information. 
(i.e. Name of tanks, Grade of oil, Temperature, density and volume of oil, 
Reference height and placement) 
 
*Note that the reference height refers to the total height of the pipe. 
Also, there will be placement for different types of oil 
 
Upon completing Bunker Condition Report 1, the surveyor will proceed to 
complete Bunker Condition Report 2, with information pertaining to the 
barge. 
 

6 Clarifications on Sampling Report  
 
Ron mentioned that the sampling report is specific per grade. The 
sampling report will contains information on different types of sample that 
will be sent back to the lab for testing. 
In each vessel, it will comprise different tanks. 
The sampling report will contain information about the tanks providing the 
fuel (Barge supply tank) and the tanks obtaining the fuel (Vessel receive 
tank).  
 
Ron suggested that for convenience sake, the team can consider leaving 
these fields empty when designing the application and allowing surveyor 
to have the flexibility to key in the data manually. 
  
When one bunkering operation has been completed, the new information 
should be synchronized and correctly reflected across the relevant 
spreadsheets. (i.e.The new volume, density and temperature) 
  

 

7 Clarifications on Seal Checklist 
 
The Seal Checklist typically stores information pertaining to the Barge. 
 
These information will be obtained from the Barge personnel themselves. 
(i.e. Cargo Officer) Hence, the surveyor will pass an empty form to the 
Barge personnel for them to provide the necessary information.  

 



 
The Barge personnel will also need to specify whether the seal is opened 
or intact. 
 
Likewise, Ron mentioned that when designing the form, the team should 
consider allowing the surveyor to have flexibility to specify the number of 
seals and their states.  
 

8 Clarifications on Customer Feedback Form 
 
This form is used by LHM customers to provide constructive feedback 
and reviews about the services. 
 

 

9 Clarifications on Signatures and Images 
 
Signatures 
Jun Ji mentioned that currently, the surveyors are printing out the 
individual reports and signing on it physically. 
  
However, Ron mentioned that the he is flexible with the team to come up 
with the implementation for the signature.  
 
The team is currently deciding on having all required personnels to have 
an image containing their stamp and signature. Thereafter, they will use a 
USB connector to transfer this authorisation into the invoice. 
  
Ron believes that the team’s suggestion is feasible, and digitalised 
signature images are legal. Moreover, he stated that the purpose of the 
application is not about the signature, but rather to provide more 
transparency for clients to know the current progress of their job. . 
  
Images 
Currently, LHM surveyors are taking pictures of the work progress using 
their phone and sending the images to back to LHM admins via 
messaging applications such as whatsapp. However, this has led to alot 
of hassle and confusion. (i.e. Admins not understanding the photographs 
and entering wrong captions) 
  
Jun Ji proposed to the team that when designing the application, there 
can be standardised ready format for surveyors to upload different 
number of photos into the application and be given the option to include 

 



the captions. These photos can then be downloaded by LHM’s admins. 
 

10 Additional Takeaways 
 
Ron mentioned that these are the reports that the team should focus on 
creating: 

● Bunkering Condition Report (1 and 2) 
● Time Log 
● Sampling Report 
● Seal Checklist 

 
Occasionally, when the barge leaves, another barge (barge #2) may be 
parked beside the vessel. Barge #2 may also be supplying fuel to the 
vessel. As such, the surveyor will also need to enter the relevant 
information obtained from barge #2. Hence, it is necessary for the team to 
ensure flexibility when designing the Sampling Report 
 
From Bunker Condition Report 1 till 3rd Grade, the data belongs to the 
vessel (Receiving Ship).  
From the Seal Checklist to Barge 3rd Grace, the data belongs to the Barge 
(Supplying Ship) 
  
If there is another barge (i.e. Barge #2), the inputs into Bunker Condition 
Report 2 will be follow the same sequence input as of Bunker Condition 
Report 1. 
 
For the General Information MFO tab, it will obtain the data from the 
Bunker Condition Report. (Everything is being synchronized and not 
being manually indicated) 
  
Jun Ji added that after the transferment of the fuel is completed, the 
surveyor needs to check that the new measurements/quantity of the tanks 
in the vessel/barge tallies accordingly. 
  
*Note that: a supply vessel is also known a barge. 
  
Jun Ji suggested that when designing the forms on the application, they 
can be colour-coded for easy differentiation. 
  
Ron mentioned that after completing the MFO inputs, the surveyor will 
move on to completing the Barge NGO. 
  
*Note that MFO SOF refers to Statement of Fact 

 



This is a receipt that details the transfer of fuel between the receiving 
vessel and supplying barge.. 
  
Additionally, supplying barge will also contain non-cargo tanks for their 
own consumptions. Surveyors will also be require to carry out non-cargo 
inspection. 
 
With regards to roles, Jun Ji mentioned that there should be another 
minor role called sub-admin. The sub-admin are from a lower 
management and only allowed to see certain information regarding a job. 
In addition, sub-admins cannot create new users. 
 
As for the storing of Job Data sent by clients, the format is as follows from 
left-to-right: 
Reference number, Name, Date, Job Time, location, Surveyor assigned, 
Different grades, quantity received and MGO, Client Company name, 
Client name, Client Handphone Number, Agent Company Name, Agent 
name, Agent Handphone Number, Supplier Name 
 
*Note: Prevent any repetition of information so as to not cause the page 
to clutter 
 

11 Things to be done before next meeting with JunJi 
 

1. Website mockup for LHM 
2. Discussion with BlueHost (On LHM’s web-hosting services) 
3. Database/Schema Design 

 
Things required from JunJi before next meetup 

1. Excel formulas 
2. Market price website 
3. BlueHost Point of Contact 
4. Bunkering Field Trip Date (Optional) 
5. AWS Server Hosting (Assuming the team is not using LHM’s main 

server, will the company be sponsoring the team to get a 
dedicated server for testing?) 

6. Confirmation on how E-signatures are being used by other 
companies in their invoices 

 

 

 
 
Prepared by: Aloysius 
Vetted by: Eng Teck 


