This sheet is to provide the LAYOUT to be used in email messages, which will work best using a plain text layout! 

to owners + brokers (when applicable):
End of seapassage               ..th nov 2010 at ..hrs ..min
Anchored – including reason     ..th nov 2010 at ..hrs ..min
NOR tendered                    ..th nov 2010 at ..hrs ..min
Anchor aweigh                   ..th nov 2010 at ..hrs ..min
Pilot on board                  ..th nov 2010 at ..hrs ..min
Entered breakwaters             ..th nov 2010 at ..hrs ..min
First line                      ..th nov 2010 at ..hrs ..min
All fast at [berth + number]    ..th nov 2010 at ..hrs ..min
Tugs used for mooring, and reason
when loading:
[cargo + nominated quantity] – acct [charterer] – stowage [...]
Surveyor on board               ..th nov 2010 at ..hrs ..min            
Tanks accepted                  ..th nov 2010 at ..hrs ..min
Hose connected                  ..th nov 2010 at ..hrs ..min
[ Commenced loading first foot  ..th nov 2010 at ..hrs ..min ]
[ Analysis ok                   ..th nov 2010 at ..hrs ..min ]    
[ Resumed loading               ..th nov 2010 at ..hrs ..min ]
Commenced loading               ..th nov 2010 at ..hrs ..min
Completed loading               ..th nov 2010 at ..hrs ..min
Hose disconnected               ..th nov 2010 at ..hrs ..min
Samples/ullages taken           ..th nov 2010 at ..hrs ..min
Cargo documents on board        ..th nov 2010 at ..hrs ..min
B/L figure :  
S/F figure : 
Stowage    :
when discharging:
[cargo + b/l quantity] – acct [charterer] – stowage [...]
Surveyor on board               ..th nov 2010 at ..hrs ..min
Ullages/samples taken           ..th nov 2010 at ..hrs ..min
Hose connected                  ..th nov 2010 at ..hrs ..min
Commenced discharge             ..th nov 2010 at ..hrs ..min
Completed discharge             ..th nov 2010 at ..hrs ..min
Hose disconnected               ..th nov 2010 at ..hrs ..min
Pilot ordered for               ..th nov 2010 at ..hrs ..min
Sailed from berth               ..th nov 2010 at ..hrs ..min
Remarks:
this space only for items on loading/discharging, no remarks if 
for owners’ items
only to NST / owners:
ETA next port                   ..th nov 2010 at ..hrs ..min
Bunkers on arrival       : hsfo      / lsfo      / mgo
Bunkers received         : hsfo      / lsfo      / mgo
Bunkers on departure     : hsfo      / lsfo      / mgo
Draft on arrival         : fwd    ,  mtr / aft    ,  mtr
Draft on departure       : fwd    ,  mtr / aft    ,  mtr
Tugs used on arrival     :
Mandatory                : yes/no
Tugs used on departure   :
Mandatory                : yes/no
Remarks:
this space only for owners’ items
