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How to use the forms                    

Instructions for using the Ship Inspection Record (SIR) (EXCEL) form:-
When the form is first opened, a security warning window will appear asking if you wish to enable macros. Click on “enable macros”. 
The form consists of an Inspection Data section and 10 questionnaire sections, of which some sections are further subdivided.

The data section, page 2, should be completed first. 
Each numbered section contains questions, all of which should be answered where possible. 
There are four columns on the right hand side of the form for recording results:-

	Column No:
	Column Title:
	Instruction for completion

	1
	NA = Not applicable
	Mark with X (capital letter, bold)

	2
	NI  = Not inspected
	Mark with X (capital letter, bold)

	3
	F   = Finding
	Mark with either Y (yes) or N (no) (capital letter, bold)

	4
	X  = Additional Information.
	R = rectified before inspector’s departure, 

D = Detailed inspection 

B = Best practice
T = Tested


One of the first three columns should be completed for each question; column 4 is optional for abbreviated notes by the inspector. (Please note that to ensure that the Macros on the form continue to function, no data should be entered in row 113 at any time).
At this point, to prevent any data being lost, when all questions have been completed the form should be saved using the ship’s name in the filename, e.g. BILBROUGH SIR.xls (this is a very important step to be taken before attempting to use the ‘select negative values’ macro).
The findings can now be filtered to extract all of the “No” answers to create a Findings Table for the Summary of Findings report. To do this, all that is required is to click on the box marked “Select Negative Values”
A small table of negative findings will now be shown (as above). This may now be transferred to the SIF - Inspection Findings Form
1.) Open the Word Document “Inspection Findings”.

2.) Under section 1, place the cursor next to the * symbol and “backspace” once. (this locates the table in the correct position)
3.) Now go to EDIT and PASTE.

4.) The findings table will now appear.

5.) Save the Word document with filename “Ship’s name Findings”.
Instructions for using the SIF – Inspection Findings (WORD) Form.

This consists of 3 sections:-

1.
Findings derived from inspection check list.

2.
Best Practices Identified

3.
Other findings and comments made by the inspector to assist the member in Loss Prevention.

The table produced in section 1 will consist of the questions marked N from the SIR and any additional information in the end column. The reasons as to why the Finding was recorded can now be entered underneath the question. 
Place the cursor in the row at the end of the question and press ENTER  2 times. Now type in the text required.

Repeat for all the questions.

In sections 2 & 3 enter free text as required.
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