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INTRODUCTION

This set of guidelines was prepared by the Captain of The Port {COTP) Western Alaska
to help facility operators write their Letter of Intent and Operations Manual. All the information
neccessary for operators of facilities handling and storing non-persistent oils, such as Gasoline
and #1 and #2 Diesels, to properly write their manual is contained ar referenced in this handout,

Included in this auideline is & sample Letter of Intent. Fill in the required mmformation and
submit it to the Captain of the Port (COTP) aleng with two copies of your operations manual,

The Operations Manual should follow the sequence of this guideline pamphlet, however
another sequence format can be selected if a cross reference index Is provided. Sections that
might not be applicable 1o mobile (tank-truck) facility operations manuals are indicated by an
aggarisk(*). Ezch page is divided into four sections:

1 } Headinz

2) The resson for the reguirsment

3) Reguired information for manwal

47 An example of how to write that section

This handout is for your use and beoefit. Feel fres to reproduce anything, of to use our
formar and wording. Hopefully, all vou will have to do is use our example and substinis
information speeific w your operation,

Twa copies of the completed Operations Manual must be submitted for examination to the
COTP Western Alaska at least 80 davs prior wo operzton of the facility. The facility muse also
maintain a current copy to be read and understood by all personnel involved in fuel oil mansfers.
The facility copy must be readily available o all personnel involved in oil transfer operations and w
the COTP representative for examination.

If vou have gquestions conceming the completion of your Operations Manual please contact one of the
following numbers:

OPERATIONS MANUAL COMPLETION GUIDELINES

South CentralTnterior Region 271-6718
Bristol Bay/Western Alaska Region 271-6709
North Slope/WNW Arctic Region 271-6731
Marine Safety Detachment Kenai 1583-3202
Marine Safety Detachment Kodiak 487-5730
Marine Safety Detachment Unalaska 581-540%
Marine 3afety Office Anchorage 24 hr 271-6TH)
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SAMPLE LETTER OF INTENT

Captain of the Port

Wesem Alaska

510 L Swrest, Suie 100
Anchorage, Ak. 39301-1946

Dear Sir:

(Your Matling Address)

i Drate Letter Submined)

Please acoept this as a Letter of Intent to operate a faciliy capable of wansferming il in bulk to or from any
vessel or public vessel with a capaciry of 250 or more barrels of oil. The following information is provided
10 vour office under the provisions of Title 33, Code of Federal Regulations, Part 134, 110:

FACILITY OWNER:

FACILITY OPERATOR:

FACILITY INFORMATION:

GEOGRAFHIC LOCATION:

PERSONNEL DESIGNATED AS
PERSONS-IN-CHARGE,(PIC):

(Wame of Facility COwner)
(Address of Facility Owner)
(Telephone Number(s) of Facility Owner)

(Name of Faciliry Cperater)
(Address of Facility Operator)
(Telephone Number(s) of Facility Operator)

{(Name of Facility)
{ Address of Fagility) .
{Telephone number(s) of Facility)

{Give geographic location of the facility in
relarion to the associated body of navigable
waters. Include an accurate latiude and
lengitude position,)

{List persons the facility oparator has designated as
qualified persons-in -charge)

The PIC information is generally given in
writing in a separate letter so it can be
easily up-dated with personnel changes.

Sincerely,

{Your Signaturs)

SANITIAAIND NOILITdWOD IVNNVIN SNOILVH3dO

January 2003
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THE PROPER SEQUENCE FOR THE
OPERATIONS MANUAL: 33 CFR 154.310(a)

CEQOGRAPHICAL LOCATION OF THE FACILITY

PHYSICAL DESCRIFTION OF THE FACILITY.

THE HOURS OF OPERATION FOR THE FACILITY ( *)

THE NUMEBER. TYPE, AND SIZE OF SHIPS THE FACILITY CAN TRANSFER OILTO OR

FROM SIMULTANEOQLUSLY.

FOR EACH PRODUCT TRANSFERRED AT THE FACILITY:

i. GENERIC OR CHEMICAL NAME.
ii. THE FOLLOWTNG CARGO INFORMATION:

a. THE NAME OF THE CARGG, AZ LISTED IN TABLE 30.25-1 OF 46 Lr5,

b A DESCRIFTION OF THE AFFEARANCE OF THE CARGC,

¢, A DESCRICTION CF THE ODOR OF THE CARGO,

g. THE HAZARDS INVOLVED N THE HANGLING OF THE CARGO,

g THE INSTRUCTIONS FOR THE SAFE HANDLING OF THE CARGO.

f THE PROCEGURES TO BE FOLLCOWED IF THE CARGD SPILLS OR LEAKS,

R [FA PERSON IS EXPDSED TO THE CARGD, AND,

g. A LIET OF FIRE AIGHTING PROCEDURES AND EXTINGUISHING AGENTS

EFFECTIVE WITH FIRES INVOLVING THE CARGO.

6. THE MINDVUM NUMBER OF PERSONS ON DUTY DURING TRANSFER OFERATIONS

AND THEIR DUTIES.

7. THE NaMES AND TELEPHONE NUMBERS OF THE QUALIFIED INDIVIDUAL, COAST
GUARD, AND OTHER PERSONNEL WHO MAY BE CALLED BY EMPLOYEES OF THE
FACILITY FOR EMERGENCY PURPOSES.

8. DUTIES OF THE WATCHMEN, REQUIRED BY 33 CFR 133310 AND 46 CFR 35.03-1 FOR
UNMANNED VESSELS MOORED AT THE FACILITY. (*)

9. DESCRIPTION OF EACH COMMUNICATION SYSTEM REQUIRED BY THIS PART.

10, LOCATION AND FACILITIES OF EACH PERSONNEL SHELTER. [F ANY.(¥)

11. DESCRIPTION AND INSTRUCTIONS FOR THE USE OF DRIF AND DISCHARGE
COLLECTION AND VESSEL SLOP RECEPTION FACILITY, IF ANY. {*) {A Mobile Facility may
be authorized 10 use a porabls discharge collecuon of 3-21 gallons.)

12, DESCRIPTION AND LOCATION OF EACH EMERGENCY SHUTDOWN SYSTEM.

13. QUANTITY, TYFE. LOCATION, AND INSTRUCTIONS FOR USE OF MONITORING

N

e

OPERATIONS MANUAL COMPLETION GUIDELINES
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DEVICES [F REQUIRED BY 33 CFR 134523,

14. QUANTITY, TYPE. LOCATION, INSTRUCTIONS FOR USE AND TIME LIMITS FOR
GAINING ACCESS TO THE CONTAINMENT EQUIPMENT REQUIRED BY 33 CFR 134,543,

135, QUANTITY, TYPE, LOCATION, AND INSTRUCTIONS FOR. USE FIRE EXTINGUISHING
EQUIPMENT

16, MAXDVMUM ALLOWABLE WOREING PRESSURE INCLUDING, MAXIMUM RELIEF VALVE
SETTING {OR THE MAXIMUM SYSTEM PRESSURE WHEN RELIEF VALVES ARENOT
PROVIDED: FOR EACH OIL TRANSFER SYSTEM.

17. PROCEDURES FOR:

i. OFERATING EACH LOADING ARM INCLUDING THE LIMITATIONS FOR EACH
LOADING ARM,

ii. TRANSFERRING OLL,

iii, COMPLETION OF PUMPING. AND

iv. EMERGENCIES.

18. PROCEDURES FOR REPCRTING AND INITIAL CONTAINMENT OF OIL DISCHARGES.

19, BRIEF SUMMARY OF APPLICABLE FEDERAL, STATE, AND LOCAL OIL POLLUTION
LAWS AND REGULATIONS.

20, PROCEDURES FOR SHIELDING PORTABLE LIGHTING AUTHORIZED BY THE COTP
UNDER 33 CFR 154.570{z ),

21, DESCRIPTION OF THE TRAINING AND QUALIFICATION PROGRAM FUR PERSONS-IN-
CHARGE.

22, STATEMENTS EXPLAINTNG THAT EACH HAZARDOUS MATERIALS TRANSFER HOSE I3
MARKED WITH EITHER THE NAME OF EACH PRODUCT WHICH MAY BE TRANSFERRED
THROUGH THE HOSE OR WITH LETTERS, NUMBERS OR OTHER 5YMBOLS
REPRESENTING ALL SUCH PRODUCTS AND THE LOCATION [N THE OPERATIONS
MANUAL WHERE 4 CHART OR LIST OF THE SYMBOLS USED AND A LIST OF THE
COMPATIBLE PRODUCTS WHICH MAY BE TRANSFERRED THROUGH THE HOSE CAN
BE FOUND FOR CONSULTATION BEFORE EACH TRAMSFER.

SANITAAIND NOILITdNOD TVNNVIN SNOILVH3dO

Note: * - fur mobile facility (taek tmuck) gansfer operation manual,
indicate address of company or main dispatching office, ete. for geographic
location; other sections marked with ons asterisk (*) mav not oe applicable,
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1. THE GEOGRAPHIC LOCATION OF THE FACILITY:

REASON:  The Captan of the Pors (COTE) is required to know the location
of &l oil facilities ir his zone for oll spill contngency planning
annd Zor enforcement of ol pollution prevention regulations.

REQUIREMENT: Give the exact geographic location of the facility, Give
the latimude, longitude and the facilicy's relative position
to the asseciaed bedy of navigable waters. Includs 2
topographical map or chart if possible.

EXAMPLE:  Sawbuck Logging Co., is locared on the east side of Beranof
[slznd at the west end of Kasnyvie Bay in Chatham Strair, Alaska.
3713 03"N, 134 31 7 23"W.

2. A PHYSICAL DESCRIFTION OF THE FACILITY INCLUDING A PLAN OR PLANS,
MAPS, DRAWINGS, AERIAL PHOTOGRAPHS, OR DIAGRAMS, SHOWING THE
BOUNDARIES OF THE FACILITY SUBJECT TO COAST GUARD JURISDICTION,
MOORING AREAS, TRANSFER LOCATIONS, CONTROL STATIONS, WHARFS,
THE EXTENT AND SCOPE OF THE PIPING SUBJECT TD THE TESTS REQUIRED
BY SEC. 156.170ic)4); OF THIS CHAPTER, AND THE LOCATION OF SAFETY
EQUIPMENT. FOR MOBILE FACILITIES, A PHYSICAL DESCRIPTION OF THE
FACILITY:

BEASCN:  Inamemergency simation, Coast Guard and civilian response
forces would have available a current faciliny plan te as5ist o
developing a plan of action.

REQUIREMENT:  List the following information in s seetion;

. Number and helding capacites of vour bulk storage tanks.

b. Deseriprion of docking facility for bulk fuel vessels. Tf vessel
anchors out, describe prosimiry to fuel storage arsas,

2. Describe tvpes of fuel pipes or hoses, and their connection
points. If main fueling line will be supplisd by the fusling
vessel, 5o stale.

d. Describe type of containment used around bulk storage ank.

e. Deserbe locaten of all safery equipment. Gneluding First Aid
Equipment), in conjunction with the fuel ransfer and storage
areas, that is, the location of portable fire extinguishers or any fixed
fire fighting svsrems.

f. Include a plan, drawing or blueprint of your tacilicy. This plan must include
the information stated abeve. Falure to submit this plan with your operations
menizal will render vour manual incomplere and no Lemer of Adegnacy
will be issved to your facilicy.

OPERATIONS MANUAL COMPLETION GUIDELINES

EXAMPLE: The following is a physical descrption of the Sawhuck
Logging Co., fuel wanster facility:

a. The buik storage tanks consist of twa welded steel 10,000 gallon
dizse] fuel storage tanks mounted on concrete pads with lined earth
till dike containment encloswre, Enclosurs bas a masximueem capacity
of 20,000 gallons,
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. A baree ramp approximately 175 leng 15 located adjacent o the
headers on the fiel pier. The ramp has mooring doiphins.

. Sawbuck Logging Co, has two 3" fueling hoses, one going 1o each
storage tank, The hoses begin at the duel fueling beader, where they
connect o fueling boses supplied by the fueling barge.

d. Containment around the storage tank aeea consists of 2 lined earth Al
dike that can eontain 2 maximum of 20,000 gallons,

e. One 20 pound hand-held dry chemical extingusher is located on the
fuel pier adjacent to the headers and an identical extimguisher i5 cammed
up to the storage tank area during each wansfer.

f. Enclosed 15 a bluepring of the Sawbuck Logging Co.facility. We have
highlizhred o it the areas of importance. including the location of
storage tanks, the barges ramp, <tc,

3. THE HOURS OF OPERATION OF THE FACILITY:

EEASON; Provides tzeility and Coast Guard personnel with knowledge
of when trapsfers are condectad. Additonal safery precaunons
would be required at night,

REQUIREMENTS:  State the hours the facility will be engaged in 2 fuel
transfer If 2l fueling will be done in daylizht howrs,
srate the hours from sunmise o sunset. [£ fueling will
be done whensver the bacge arrives, regardless of tme,
state the facilicy plans to operate 24 hours 4 day.

EXAMPLE: Al fuel wansfers at the Sawbuck Logeing Co. facility will be
done berween the hours of 5:00 a.m. and 5:00 pm. Adequale
lighting is suppliad by the barge should darkness ocour during
these Qours.

4. THE SIZES, TYPES, AND NUMBER OF VESSELS THE FACILITY CAN
TRANSFER OIL FROM OR TO SIMULTANEOUSLY:

REASON:  Provides COTE with a list of vessaels operating in the zone. A
vessel file will be maintaingd ar M350 Anchorage lsting vessel
capacity, vessel ownerfoperator, ete, All this information is
vital in the event of a vessel casiualry or ol spifl.

SANITAAIND NOILITdWOD TVNNVIN SNOILVH3dO0

REQUIEEMENT:  List the size and type of wessels which fuel your faciliny,
If vour facility can ransfer to more than ene vessel
simultanecusly, then state the maximum oumber of
vessels vour facility can Tansier .

EXAMFLE: The Sawbuck Logging Co. facility is supplied by only one

vessel, the barge Seaspan 334, The barge is 330 feet long,
2129 net tons and has a bulk fuel capacity of $50,000 gallons,
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3 FOR EACH DIFFERENT PRODUCT TRANSFERRED AT THE FaCILITY. INCLUDE
ITEMS a. THROUGH g. LISTED BELOW. (Information from a Material Safety Data
Sheet may also be used.)

REASON:  Provides all personnefl involved in the wansfer operation with
a concise pude on cargo handling, bazards and response. By
reviewing this section poer to a Tanster, personnel may
perform a wranster safely.

REQUIREMENTS AND EXAMPLES:

2. THE GENERIC OR COMMON NAME OF THE CARGO AND THE
NAME OF THE CARGO AS LISTED IN 46 CFR 30.23-1.

Regular Gasoline gasoline; Antometive (conmaining
not over .23 erams lead per gallon)

Unleaded Gaselime  gasoline: Automative (unleaded)

Diesel il Diesel

. & DESCRIPTION OF THE APPEARANCE OF THE CARGO.
CARGO APPEARANCE

Gasoline: & light bronze, volauls

Diegel: a dark amber liquid

¢ A DESCRIFTION OF THE ODOR OF THE CARGO.

CARGD LA

Gasoling: sweet, AroTmalic

Digsel: digtinct, pungent

d. THE HAZARDS INVOLVED IN HANDLING THE CARGO.

The hazards are very much the same for handling all petrolenm cargees.
They are susceptible to fire and explosion, they can cause chemical barns
upon contact with the skin, and prolonged breathing of the product can be
dangerous.

& THE INSTRUCTIONS FOE THE SAFE HANDLING OF THE CARGU.

Instructions are the same for the bandling of perroleum products, Keep sparks,
open flames, open lights, and any other sources of ignition away from the area

of handling, Handlers should wear gloves and other protective clothing. Handlers
should avoid breathing petoleurn vapors directly,

f, THE FROCEDURES TO BE FOLLOWED IF THE CARGO SPILLS,
LEAKS, OR [F A PFERSON IS EXPOSED TO THE CARGO.

Should a lzak or spill occur during the wansfer of any petroleum product. stop

Appendix D, Page 10
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plmping immediately. Close all valves. stop the leal if possible, contain the
escaping fuel, commence clean-up activity and restore things to normal before
resuming the transfer If a person is exposed to 2 petroleum carge, they should 1wy
10 avoid breathing the vapors and immediately wash any areas of their body that
came inte conmact with the carga.

g. A LIST OF FIREFIGHTING PROCEDURES AND EXTINGUISHING
AGENTS EFFECTIVE WITH FIRES INVOLVING THE CARGO.

For all fires, sound alarm and itrmediately eliminare all sources which may feed

the fire, Stop all fueling operations and have barge move away from pier if possible.
Close ail valves and secure slecmical breakers, List types and locations of firs
extinguishers in the area. Examples of effective agents o use on fires would be
dry-chemical type fire exunguisher. a high velocity water fag or sand.

6. THE MINIMUM NUMBER OF PERSONS ON DUTY DURING THE TRANSFER
OPERATION AND THEIR DUTIES.

REASON:  Provides persons-in-charge with 4 set of wrinien standards zs to
the number of personnel required, end their detaled duoties. I
each perzon understands and completes his duties. all rransters
should be conducted withour an accident.

REQUIREMENT:  The COTP requires that 4 minimura of tw persons be on
duty during all wransfers. One person should be in the ares
of the pipe headers and the other should be zauging the tanks.

EXAMPLE: The Sawhuck Logging Co. will have two facility personne] on
dury during all transfer operatians. (1) One shall be stauened
at the fill-line tarminus to: (a) Maintain visual contaer with
the barge tankarman and the storage facilivy, (b} Monitor the
Al connections, and () Operate the fill line valves as instucted by
the barge opecator and the person at the storage facility. 2] The
second factlity person shall be stationed ar the storage facility area
to: () Moniror the liquid leve! in the storage tanks, and (b} Operare
necessary valves at he storage facility. All ducy personnel] shall
be in direct communicarion,

7. THE NAMES AND TELEPHONE NUMBERS OF QUALIFIED INDIVIDUAL IDENTIFIED
UNDER SEC. 154.1026 OF THIS PART AND THE TITLE AND/OR POSITION, AND
TELEPHONE NUMBER OF THE COAST GUARD, STATE, LOCAL, AND OTHER
PERSONNEL OR AGENCIES, WHO MAY BE CALLED BY EMPLOYEES OF THE
FACILITY IN AN EMERGENCY.

SANITAAIND NOILITdWOD TVNNVIN SNOILVH3dO

REASON:  Provides a quick raference mude to all points of contact m an
EMEIZency.

REQUIEEMENT AND EXAMPLE:  List here the names and numbers of the
facility and irs main operatoes, te Coast Guard Marine Safety
Office i Anchorage. the local fire and police departments, the
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local harbermaster, and any other deparmnents vou feel could
be of assistance in the event an amergency oceurs. Balow isa
ligring of the main numbers required by the Captain of the Port,

COAST GUARD NATIONAL RESPONSE CENTER (pollution) (007 424-8302
COAST GUARD MARINE SAFETY OFFICE ANCHORAGE (907 271-6700
ALASKA DEPARTMENT OF ENVIRONMENTAL CONSERVATION (9071 363-652%
ADE.C, {weekends and after hours) (8007 478-9300
ENVIROWMENTAL PROTECTION AGENCY (EPA; {907y 271-3083
FACILITY QUALIFIED NDIVIDUAL VOO ARH A
MalN NUMBEE, OF YOUR FACILITY RN 0.0 8.6,0.4
NUMBER OF YOUR FACILITY OFERATOR {807y 3OO0
YOUR LOCAL POLICE DEPARTMENT CR0TY 30O

YOUR LOCAL HARBORMASTER QR FISH AND GAME OFFICER. (9075 A3 K000

8. THE DUTIES OF THE WATCHMAN, 45 REQUIRED BY 33 CFR 133310 AND
46 CFR 35.05-15 FOR UNMANNED VESSELS MOORED AT THE FACILITY.

REASON: Provides procedures for the safery of unranned barges. All
fuel barges are a potential fire or pollution hazard, and their safery
must be assurad.

REQUIREMENT:  Duties of 2 watchmsn for vnmanned vessels maored at
your facility can be found in the dtles of the Code of
Federal Regulation mentioned above, Although this section
is required 2nd must be submetted with veur operations
manual, it is usually not applicable in the greater niral Alaska
area. Most vessels arrive, mansfer their carge, and depar,
Seldom is the facility their permanent mooring placs.

EXAMPLE: Thers are no unmanned vessels moored at the Jawhock
Logging Co. Fuel Transfer Faciity, The barge that faels this

facilary moars ac the barge rarp. discharges is cargo. and
departs.

8. A DESCRIPTION OF EACH COMMUNICATION SYSTEM REQUIRED:

OPERATIONS MANUAL COMPLETION GUIDELINES

REASON: Al personnel involved in the transgfer operation must
maintain good, safe communications. All invelved
personnel must be quickly alertad if a spill or hazardous
condirion develops.

REQUIREMENT:  Some rype of communication 1s required between
the tankerman on the vessel and the pecson-in-charge
on the facility side of the wansfer, Although in =xtremely
small operations, whers thers is only 4 shorr distancs
betwesn the D persons-in-chargs, volos coMmunication
could ke allowed, but alone is gensrally net accoptable,
When electrical means, such as two-way hand held radeos
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are used, federal regularions require that they be inminsically
safe, It s al led that th s gauging the
safe, It is also recommended that the person gacging the
storage ranks be previded a means of communication.

EXAMPLE:  Arthe Sawbuck Logging Co, facility, during ail mansfers,
two-way hand-held VHF radios are used by dhe barge
tankerman, the duty person ar the fie] line headers and
the dury person at the fuel storage area. All radios are
intrinsicallv safe and mest the Class 1, Division 1, Geaop C
standards. All perscns are in direct communications at all times,

10, LOCATION AND FACILITIES OF EACH PERSONNEL SHELTER, IF ANY:

FEASON:  Provides all temsfer personnel with a description of the sheler
and deseribes all facilities locared within the stucmure in the
event of an 2mergency or bad weather,

EEQUIREMENT:  Ifthere is some sort of shoregide shelter adjacant
to the ansfer area, perhaps housing a telephone, coffes
pot, raingear, first ad equipment, ete., State it
lgcation. The regulations do not require a personnel
shelter. However, if you have no shelter, so state.

EXAMPLE: Sawbuck Logging Co. has one small personnel shelter
lecated at the end of the fuel pier. This shelter contains
a relephone, first aid supplies, sothent pads. ol
facilies and a copy of the facility operation manual,

11 . A& DESCRIPTION AND INSTRUCTIONS FOR THE USE OF DRIP AND DISCHARGE
COLLECTION AND VESSEL SLOP RECEPTION FACILITIES, IF ANY:

REASCH:;  Ensures thar the faciliny meets the raquirements for the eollection
of oil from discharges at the marine header and provides instruction
1o transfer personnel on their comect use. Containment that 18 too
smmall or improperly wsed is 2 major source of many oil spills,

REQUIREMENT:  List the types and locations of dischargs containment
equipmment wsed by wour facility ac the fuel ransfer site.
Containment capacity must be 34 gallons if it serves
one or more hoses of 6-inch inside diameter or smaller,
Containment must be 126 gallons if it serves ane or
more hoses with an inside diamerer of more than six
inches but less then 12 inches, The facility may wse
portable drp pans of not less than 21 gallon
capacity each if permarent ol containment collsction
is nor feasible. If there is a slop recepticn tank at
your fue] facility, describe i

SANIMIAIND NOILITdINOD TVNNVIN SNOILVYH3dO

EXAMPLE:  The Sawbuck Logzing Co. has one rank pverflow monitoring
device for cach fuel tank at the facility, The electronic
manitoring device will sound an alarm when the Jevel
of fuel reaches the level at which the ek is fall.
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12. GIVE A DESCRIPTION AND THE LOCATION OF EACH EMERGENCY
SHUTDOWXN SYSTEM:

REASON: All personnel must know the lecation and eperation of
the emergency shutdewn systems. Should an emergency
ooour, it would be too Jate. Detailed aetion must be Xnown
beforehand.

REQUIREMENT:  Inthe event a fire, spill or other emergency ocours,

t'_Jt. wranster should be chut dowsn in accordance with
3CFER 154550, In most cases, an emersency

shutdmw will be done by the personnel involved in
the transfer, Describe the duties of each person laid
out in your emergency shutdown plan, The facilicy,
when transferring to a vessel must be able o swp the
flew of oil in 80 seconds or less op any facility which
started operations on or befare Novermber 1, 1980: and
30 seconds or less on any facilicy which staned operations
after Movember 1, 1980,

EXaMPLE: At the Sawbuck Logging Co. factlity, rwo-way VEF radios
are used by all persclns involved in a fuel ransfer. Should an
ernergency occur, the barge's crew would be instructed w
shurdown immediately. The hose watch would close the valves
at the pipe headers, The storage tank waich would close the
vaives at the base of ach tank. All valves would then be closed
to contain the praduct in the pipeline.

13. GIVE THE QUANTITY, TYPE, LOCATION, AND INSTRUCTIONS OF
MONITORING DEVICES IF REQUIRED BY 33 CFR 134.325:

REQUIREMENT: The COTP may require the :‘aciJ,Lq,a 1o install monitoring devices
if the installarion of menitoring deviees at the facifiny would
significantly limdt the size afa dLs,..thr e, If there are no Coast
Guard requirements, thers still could be an EPA or ADEC
reguirsment for monitering devices.

14. GIVE THE QUANTITY, TYPES, LOCATION, INSTRUCTIONS FOR USE
AND THE TIME LIMITS FOR GAINING ACCESS TO THE CONTAINMENT
EQUIPMENT:

OPERATIONS MANUAL COMPLETION GUIDELINES

REASON:  If a spill does occur, transfer personne] must know this
informarion te quickly contain the spill, This also provides
the Coast Guard with valuable informarion in planning a
respense to a spill.

REQUIEEMENT; Each facilicy must have raady access wr enough ol
containment material and eguipment to contain any il
discharged on the water from operations ar thar facility,
Fur the purpose of this section, “access” may be by direct
ownership, joint ownership, cooperative venture, o1
contracteal agreement. The COTF Western Alaska requires
that the facility be able to deploy the containment marerial
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and equipment within 30 minutes, If the facilicy has a
response plan then you may referance those sections rather
than listing the aquipment,

EXAMPLE: The Sawbuck Logging Co. kesps three 100° sections of
deplovable boom on the fiel pier during each oil wansfer,
therefore it may be deployed within 2 maner of minutes should
a spill eccur. In addition, four 30-pound bales of sorbant pacs
are located in the personnel shelter on the fuel pier. Should this
marerial become exbausted, or more is needed in a timely manner,
we can call upon George's Barge Company, Mullet's Marine
Supply, or the local Harbormaster for backup equipment. Material
can be obtained from all three of these sources within an hour.

15. LIST THE QUANTITIES, TYPES, LOCATIONS AND INSTRUCTIONS FOR
USE OF ALL FIRE EXTINGUISHING EQUIPMENT:

REASON:  Ifa fire should occur, this information is essential for a rapid,
effective response. This also allows the Coast Guard o
determine if an adequate number of fire-fizhtng zppliances are
on hand,

REQUIREMENT: Give the number and types of fire extinguishers available at
the transfer site and be cerntain your personnel are instructed
in the use of ezch, Make their locattons known, such as on
vour feeiliny plan or blueprint.

EXAMPLE: Sawbuck Logging Co. keeps a 20-pound dry chemical hand-held
fire extinguisher at the fuel line terminals located on the fuel pier.
Another 20-pound dry chemical handheld fire extinguisher is
earried to the fuel storage area prior to each wransfer. In addition,
two 10-pound handheld chemnical extinguishers are kept in the
personnel shelter, located on the fuel storage pier. The location of
gach extinguisher is clearly marked. The actual location, plus a
symhaol for a fire extinguisher, i noted on your facility diagram.
All personne] involved in the mansfers have been rained in the
use of this equipment, Instructions for the use of cur extinguishers
are all the same:

1) HOLD UPRIGHT, FULL RING PIN
M STAND BACK 8-10 FEET, AIM AT BASE OF FIRE .
3) SQUEEZE LEVER AND SWEEP FROM SIDE TO SIDE.

SANITIAAIND NOILITdWOD TVNNVIN SNOILVH3dO
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16. THE MAXIMUM ALLOWABLE WORKING PRESSURE FOR EACH LOADING
ARM, TRANSFER PIPE SYSTEM, AND THE HOSE ASSEMBLY REQUIRED TO
BE TESTED BY SEC. 156.170 OF THIS CHAPTER, INCLUDING THE MAXIMUM
RELIEF VALVE SETTING (OR MAXIMUM SYSTEM PRESSURE WHEN RELIEF
VALVES ARE NOT PROVIDED) FOR EACH TRANSFER SYSTEM:

REASON: This section is needed to prevent ver-pressuring the system,
popping relief valves or rupmring hoses or piping. A mpture
of a ransfer hose usually results in a large spill,

REQUIREMENT: List the maximum allowable working pressures for your
transfer system. Also list the maxirum sysiem pressure
if your transfer system does not include a relief valve.

EXAMPLE: The oil transfer systems at the Sawbuck Logging Co. facility
have o relief valves installed. However, all lines and hoses
are hydrostatically tested each year at a pressure of 225 P31
All lines are physically labeled as having a maximum allowable
working pressure of 130 PSL

17. PROCEDURES FOR:

i. OPERATING EACH LOADING ARM INCLUDING THE
LIMITATIONS OF EACH LOADING ARM;

REASON: [t is imperative that both the facility personne] and the barge tankerman
are familiar with the loading arms and do not ry to exceed their limits.

REQUIREMENTS: Most small wansfer facilities do not have Joading arms. If
that is the case with your facility, so state.

EXAMPLE: There are no loading arms at the Sawbuck Logging Co. facility,

ii. TRANSFERRING OIL:

REASON: By requiring standard writen ransfer procedures, the chances
of an oil spill caused by negligence or unfamiliarity are greatly

reduced. This also allows the COTP o raview your procedures
and determine if they are adequate.

OPERATIONS MANUAL COMPLETION GUIDELINES

REQUIREMENT:  List the procedures required by your faciliry and the
Coast Guard in conjunction with all fuel transfers. Begin
with the procedures conducted prior to the transfer. This
will include the transfer conference between the barge or
vessel tankerman and the shoreside faciliry personnel.
Once a Declaration of Inspection has been signed, all
personnel should be aware of their duties. Descnibe 2ach
person's duties at the beginning of the ransfer and their
duties thronghout the mansfer. These procedures must
be in complizncs with 33 CFR 136,
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EXAMFPLE: Prior to each transfer ar the Sawbuck Logging Co. facilic all
shoreside personnel involved meet with the tankerman of the
barge, We establish the fact that one man will be stationed at
the shoreside fuel line terminals and another will be statoned at
the fuel storage site. All personnel are 0 be in conbinuous
communications via pvo-way hand-held radios. A Declararion
of Inspection is signed, and we report wo our individual stations.
The tankerman announces what fuel and into what line he will
first begin pumping. When oil reaches the shoreside fuel Jine
terminws, and valves there are adjusted, the man at the storage
tanks is alerted. When fuel continues up the line, the man at
the storage tanks adjusts his valves to permit 2 proper flow
into the tanks, Personnel are constantly on the alert for fuel
line rupruees or hose coupling leaks during this early period.
When everything appears to be rupning nommally, pumping
pressurs may be slightly increased, not to excesd the maximum
allowable working pressure, and see how the hoses and piping
are going wo behave, we walk the line every 10-15 minumes
tr ¢heck for leaks or chafing,

iti. COMPLETION OF PUMPING:

REASON: By requinng standard wrinen procedures 1o D¢ followed at the
complerion of each transfer, the chance of a spill due to negligence
or unfamiliarity is greatly reduced. By reviewing your procedures,
the COTP can determine if they are adequate.

REQUIREMENT: State the precedures agreed upon between your shoreside
personnel and the barge tankerman for completing 4 transfer
and unhooking all equipment without causing a discharge.

EXAMPLE: At the rermination of a fuel wansfer at Sawbuck Logging Co., a
desiznated person-in-charge will personally monitor any topping-off
Fm::e::iu.res. The Barge quits pumping fuel and its valves are closed
irst to help elirminate the possibilicy of building excessive pressure
in the shoreside lines and causing a mpmee. Once the shoreside
valves are closed, the fueling lines are carefully disconnected at the
header and walked toward the storage tank, emptying all fuel remaining
in the hose into the storage tank, All valves are then rechecked for
proper closure. The transter ling is then capped on each end and
properly stored for the next cransfer.

SANITAAIND NOILTTdNOD IVNNVIN SNOILVH3dO

iv. EMERGENCIES:

REASONS: To ensure personnel involved in the ransfer are versed in emergency
-procedures and valuable time and resources are not wasted during 2n
emergency when quick action s required.

REQUIREMENT: List agencies to be contacted in the event an emergency ans:s.
List the emergency shut-down procedures o be followed by all
personnel iovelved. Ensure all persennel are very familiar with
the procedures.
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EXAMPLE: At the Sawbuck Logging Co. faciliry, a list of all agencies
to e contacted 10 an emergency are posted in the fToat office. All
personnel involved with transfers must have previously read,
understood and initaled an outline of our established emergency
procedures. [n the eveat of a product spill, fire, 21c., procedures
require personnel to secure pumping imrcediately, close tank and
line: valves and make an immediate report to the appropriate Jocal,
federal and company personnel. Our emergency procedures are
discussed with the barge tankerman prior 1o the signing of the
Declacation of Inspecton. The Coast Guard NRC will be contacted
at 1-800-424-3802,

18. PROCEDURES FOR REPORTING AND THE INITIAL CONTAINMENT
OF OIL DISCHARGES:

REASCIN: To ensuee an appropriate established policy has been set and is
familiar to all personnel involved in ransfer operations should a
discharge oceur,

REQUIREMENT: List procedures 1o be followed ar vour facility in the event
of an accidental discharze. Determine the source of the
spill if not gbvieus, determine best response methods for
containment and clean-up of varnous types of spills. Liscall
agencies which must be netifisd in the event of a discharge.
A facility person-in-charge must immediatey notify the
MNational Response Center as seon as they have knowledge
of any discharga of ol from the factliny.

EXAMPLE; il discharge derection at the Sawbuck Logging Co, facility is
usually by direct ohiervation. There are no electronic or mechanical
monitoring systems. The storage tanks and associated foel lines
are visually inspected rwice weekly. Once a spill has been detected,
immediate action will be taken (o determine the exact source of the
spill and o confirm its magnimde. It is essential that these first seeps
be taken o ensuee accurate spill reporting and to avoid overreaction,
If the spill can easily be stopped at the source, and the discharge can
be quickly contzined or picked up, this important initial response
would follow conmainment and clean-up. All repens would be to
the Sawbuck front office, who would record pertinent data. The
front office would in turn notify the approprate agencies.

OPERATIONS MANUAL COMPLETION GUIDELINES

19. A BRIEF SUMMARY OF APPLICABLE FEDERAL, STATE AND LOCAL
OIL POLLUTION LAWS AND REGULATIONS:

FEASOM:  To cosure all personnel involved with ol wansfers are familiar with
the [aws of all agencies that pertain ¢ them, This also insures the
COTP that the facilivy has this information on record.

REQUIFEMENT AND EXAMPLE:  List the following text as writien or a3
given by USCG, EPA, and ADEL:
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FEDERAL LAW: Requires the immediate reporting of all spills of oil and
hazardous substances, The Federal Warer Pollution Control
Act Amendements of 1972 made it unlawiful to discharge ol
"into or upon the navigable waters of the United States,
adjoining shorelines, or into or upon waters of contiguous
zone," [33 USC 1321 (b)3)]. Immediate reporting of such
discharzes is required by both the USCG and EPA. The
responsibility is established in the National Oil and Hazardous
Substances Contingency Plan, 40 CFER 13410.36(b( 1}
and (2). Spills on inland waters are the responsibilicy of the
EPa, while the Coast Guard has jurisdicdon for coastal
waters, ports and barbors.

ALASKALAW: 18 AAC 73300, requires that the Alaska Department of
Environmental Conservarion (ADEC) be nodfied of any
diseharge of oil or hazardous substance onto the water, and
any sudden or curnulative discharze of oil in excess of 33
gallons solely to land “as soon as the person (in charge of
the facility) has knowledge"” of the incident. Spills solay
to land in excess of 10 gallons, but less than 55 gallons,
are 10 be reported within 48 hours. Spills in excess of 35
gallons to and “impermeable secondary containment area™
are 1o be reporied within 48 hours. Direct verbal contact
must be made with ADEC,

ADEC will contact all other state agencies reguiring notfication. ADEC reguladons
concained in 18 AAC 75.307(c) stpulare that a written report must be submied
within fifteen dayvs of complation of cleanup for any spill in excess of 10 gallons
and is to include:

(13 Drare and time of discharge,
(2} Location of the discharge.
(31 The name of the facility.
{4} The name, mailing address, and telephone number of
(A} the person or persons causing or responsibie for the discharge: and
(B the owner and the operator of the facility.
(53 Type(s) and amount(s) of hazardous substance(s) discharged.
(6) Cansa(s) of the discharza.
(7) Environmencal damage caused by the discharge.
(8) Cleanup actions undertaken.
(9 Estisnared amount of:
{A) hazardons subsiance cleaned up; and
(B} hazardous waste generared;
{10) Date, location and method of disposal of hazardeus substancs and
conraminated cleanup marerials.
{11} Actions being taken to prevent recurrence of the discharge.
{12} Other informaton ADEC requires to assess s cause and umpact of
spill.

SANIMFAIND NOILITdNOD TVNNVIN SNOILVHIdO

In addition, 18 AAC 73307 indicates that ADEC may requird inlenim réports
during cleanup. A noufication formar can be obtained from ADEC.
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20. PROCEDURES FOR SHIELDING PORTABLE LIGHTING AUTHORIZED
BY THE COTP UNDER 33 CFR 134.570(c).

REASON: Lighting must be located or shizlded so as not to mislead or otherwise
interfere with navigatcn on the adjacent warerways.

REQUIREMENT: List how portable ighting will be shielded.

EXAMPLE: No portable lighting is used at the Sawbuck Logzing Co.
facility. Should darkness occur during our hours of operation,
%:00a.m. w 5:00p.m., illumination will be provided by the fuel
harge.

21. A DESCRIPTION OF THE TRAINING AND QUALIFICATION PROGRAM
FOR THE DESIGNATED PERSONS-IN-CHARGE AT YOUR FACILITY:

REASON: To ensure your persans-in-charge have undergone training for
their position of responsibilicy.

REQUIREMENT:  Persons designated by the facilicy as persons-in-charge
must have had at least 48 hoors of experience in ofl transfer
pperations ar a fuel facility and have had enough experience
at the particular facilicy for which they are being designated.
Heowever, at new facilides, the COTF may authorize alternative
experience requirements. [n this case, the facilicy operator
rust ansure his designees are familiar with the hazards
of #ach product to be wansferred, the facility operating
procedures as described in the operations manual, each
faciliey ol wansfer conmol systern, all local discharge
reporting procedures and the facilities contingency plan
for discharge reporing and containment, Describe the
qualifications of your facilicy's persons-in-charge

EXAMPLE: All persons-in-chargs ar the Sawbuck Logging Co. Fuel Factliry
have had no less than 48 hours of experience in ransfer operations
at a facility to which this standard applies. All kave had encugh
experience at this facility w enable the facility operator to determine
that his experience is adequate. All are aware of the hazards of
the cargoes invelved, the procedures for wansfer as described in
our operations manaal, and procedures for dischargs reporting and
CONtAInmeLt.

OPERATIONS MANUAL COMPLETION GUIDELINES

22. STATEMENT EXPLAINING THAT EACH HAZARDOQUS MATERIALS
TRANFER HOSE IS MARKED WITH EITHER THE NAME OF EACH
PRODUCT WITH MAY BE TRANSFERRED THROUGH THE HOSE OR
WITH LETTERS, NUMBERS OR OTHER SYMBOLS REPRESENTING
ALL SUCH PRODUCTS IN THE LOCATION IN THE OPERATIONS
MANUAL WHERE A CHART OR LIST OF THE SYMBOLS USED aND
THE LIST OF THE COMPATABLE PRODUCTS WHICH MAY BE
TRANSFERRED THROUGH THE HOSE AND CAN BE FOUND FOR
CONSULTATION BEFORE EACH TRANSFER.
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REEASON: To prevent incompatble products from being ransferred through
the same hose.

REQUIREMENT: For may small or remote facilifies, the barge company supplies
the hoses for tansfer. If youn have your awn haoses, state what
products your hoses are marked for.

EXAMPLE: At Sawbuck Logging Co. fuel facility, we maintain two mansfer
hoses marked as follows:
TUNL for Unleaded Gasoline, and
Diesel for #] and #2 Diesel

SANITAAIND NOILITdWOD TVNNVIN SNOILVH3dO0
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Aboveground Storage Tank — A cylindrical container, used for storing fuels
and fuel products, that is situated either horizontally or vertically and has the
entire bottom supported on the ground, on saddles or other supports.

Aboveground Sorage Tank Facility = Tank Farms — Storage tanks, piping,
secondary containment and other features associated with the tanks.

Cathodic Protection — A system using impressed current or sacrificial met-
als to prevent and reduce corrosion from occurring on tanks and piping.

Confined Space — A space that has limited openings for entry and exit, poor
ventilation and could contain or produce dangerous concentrations of air
contaminants.

Declaration of Inspection (DOI) — A form, required by the U.S. Coast
Guard, describing procedures that will be used during fuel transfer.

Distribution Piping — Piping, valves and gauges between tanks at the facility
and other associated tanks such as day tanks.

GLOSSARY

HAZWOPER — Hazardous Waste Operations and Emergency Response

Hydraulic Hammer - An event that can that occur when the valves at the
tank farm are shut down before pumping on the barge stops. The high pres-
sure in the piping or hoses causes them to jump in a snake-like manner. This
could cause pipes to crack or break.

Hydrostatic Test — A test, using water, to check for soundness and leaks in
tanks and piping. For tanks the test consists of filling the tank with water to
the maximum design liquid level and holding it there for a period of time.
For pipes and hoses the test consists of filling the pipes or hoses with water
at a pressure higher than normal and leaving it there for a period of time.

Industry Sandards — Documents, developed by professionals, that provide
guidelines for designing, operating and maintaining facilities in a safe,
organized and functional manner.

Appendix E Page 2 January 2003



AST Operator Handbook, First Edition

APPENDIX E - GLOSSARY

Manifold piping — Piping and valves between tanks and dispensing pump.

Material Safety Data Sheet (MSDS) — A form, provided by manufacturers,
that contains information about chemical composition, physical and chemi-
cal properties, health and safety hazards, emergency response and waste
disposal of materials.

Operator - Person responsible for handling fuel and performing routine
tasks at the facility.

Owner — Legal entity having control and responsibly for the operation and
maintenance of afacility.

Response Plans — A document required by the U.S. Coast Guard and Envi-
ronmental Protection Agency, which describes the preparations, procedures,
training and actions necessary for responding to discharges of oil at afacil-

ity.

AdVSSO1O

Safe Gauge Height — How much fuel the tank can safety hold, allowing for
expansion due to temperature variations.

Secondary Containment — The area around tanks that is enclosed by double
walls, dikes, berms and /or liners. It is designed to hold petroleum products
should a spill occur.

Soill Prevention Containment and Countermeasure (SPCC) Plans— A
document required by the U.S. Environmental Protection Agency, describe
training, equipment testing, drills and response actions to be carried out
under the plan, to ensure safety of the facility and to mitigate or prevent a
discharge or substantial threat of a discharge.

Transfer Piping — Pipes, hoses, valves and gauges associated with carrying
fuel from a barge or other delivery source to tanks.
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