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Introduction

The Marina Manual is a benchmark document. For the first time ever, marina
owners and managers have an A to Z of how to set-up, administer, and operate a
marina efficiently, safely, and profitably.

The author is one of the world's leading marina experts, having worked on marina
projects in 27 countries in the role of consultant, developer, investor, and marina
group managing director. The Marina Manual is a distillation of these many years of
experience.

Jack Welch, the legendary boss of General Electric, believed:

Insecure managers create complexity.
&
If it's not simple, it won't be understood.
If it's not understood, it won't get done.

One of the greatest challenges facing a business today is how to maintain simplicity,
which means avoiding complexity. It has become increasingly difficult to find
documents thatexplain asubjectin clear, concise, and simple language. This means
that running a business often becomes more complex and inefficient than it needs to

be.

The Marina Manual avoids complexity. It provides a clear description of how to
manage a marina, without subjecting the reader to a flood of small details.

The Marina Manual has been scrutinised by a number of marina professionals, and
some of the documents have been the subject of legal review in multiple
jurisdictions.

The author has written The Marina Manual in plain English using an ultra-clear
format, making it easily understandable for people who do not have English as their
first language.
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Content of The Marina Manual
The Marina Manual comprisestwo Volumes:

Volumel The main text of about 38,000 words is cross-referenced to Volume ll.

Volumell 100+ Forms including check-lists standard operating procedures,
contracts, guidelines, and training sessions.

The Contents List from both Volumes is reproduced at the back of this brochure.
In total The Marina Manual contains about 450 pages.

The Marina Manual covers many aspects of health and safety, and recent contact
with underwriters in the London insurance market has indicated that adoption of the
guidelines may enable a marinato obtain alower insurance premium.

And recent contact with certification authorities has confirmed that The Marina
Manual can form a comprehensive basis foramarinato obtain ISO Certification.







About the Author - Simon ) Arrol CEngFICE

Simon Arrol graduated from the University of Manchester Institute of Science and
Technology with an honours degree in civil engineering. He was later appointed a
Fellow of the Institution of Civil Engineers of Great Britain.

Arrol spent 14 years in the international dredging and marine civil engineering
industry, much of the time with the Royal Bos Kalis Westminster Group, the world's
largest dredging company.

In 1988 he joined the world-renowned British firm of Camper & Nicholsons Marinas
Ltd as Managing Director, responsible for their 6 marinas in the UK. He also
expanded the company's role as an international marina consultant and manager,
and by 2004 he had undertaken assignments in 25 countries on 4 continents.

From 2005 to 2007 Arrol was based in the United Arab Emirates and co-founded
Island Global Yachting Dubai LLC, and became involved with the rapidly
developing marina industry in that region. In particular he was responsible for
designing and developing Anchor Marina on the Palm Island, and Festival Marina at
Dubai Festival City.
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Berthing Capacity & Berth Numbers

Marina & Yacht Club Capital Expenditure

CASE: 2.1 DATE: 12-Apr-10
CASE: 2.1 DATE: 12-Apr-10

Input to cells colored thus | | Clear cells then calculate automatically.
Length| Width m2 No. Lin.m. Total m2
Phasing ($000) - g @ o2
Rate | Amount b""rlffi 18 7 126 2 36 252
Description Unit Qty $) ($000) Year 1 Year 2 Year 3 Note SLts
‘ | | | | ‘ 10.0 4.8 48 52 520 2,496
Land 120 | 55 66 21 252 1,386
SO EEED [ m2 [ 16000] 100 | 1,600]  1,600] o] q 2 o | 65 = = 330 2079
1,600 1,600] of of 2 : : .
5 18.0 7.0 126 14 252 1,764
Pontoon Berthing 1&2 00 =3 e 2 @ 3
Main piers, 700 lin.m. @ 3m wide m2 | 2100 | 500 | 1,050 1,050/ ol ol . :
Fingers 10m long x 0.75m wide No 440 3,388
Fingers 12m long x 0.75m wide No H = 20 146
Fingers 15m long x 1.0m wide No Berthlng Assumptlons
Fingers 18m long x 1.5m wide No o 0 2
Fingers 22m long x 1.5m wide No CASE. : DATE: 1228PE0 35 357
Mooring piles for piers & fingers No | Yr2* | Yr3 | Yra ‘ Yr5 | Yre ‘ Yr7 | Yrs | Yro ‘ Yr10 | Notes 1,915 11,889
Access bridges, aluminium, 5m x 2m, inc bankseat No
Dredging of frontage and side inlets to -1.7m LAT m3 * Year 1 is the construction year
Trot moorings in river No BERTHING PRICES ] avalflable tfo the boat |fn the berth.
T 1 the face of opposing fingers.
Pontoon berth utilities, ave berth Assume the starting annual berthing rate for pontoon berths willbe $ 150 /m2 15 [N
2en piers are assumed to be used
Assume 25 year berths are sold at 15 x = $ 2,250 /m2 15
Assume the 25 year berth annual service charge =$ 15 /m2/year 15
Increase in rates after Yr 2 (%) in real terms 5 7 7 5 5 2 2 2
Rate compared to Year 1 (%) 100 105 12% | 120% 126% | 133%| 135% | 138% | 141%
OCCUPANCY & SALES .
., Profit & Loss
of
CASE: 2.1 DATE: 12-Apr-10
Allow an ef Amount ($000)
. | ver | ve2 | vz | vea | ves | ves | vez | ves | weo | veao | NOteS
Therefore maximum effecti
‘ Marina
Occupancy Growth opens
Annual increase in occupancy (%) 10 SALES
Occupancy growth this year (m2) 1,1z  Berthing
. o Long-term berths - sale premiums #REF! | #REF! | #REF! | #REF! | #REF! | #REF! | #REF! | #REF! | #REF!
Cumulative overall occupancy (%) 1
Cumulative overal oceupancy (m2) 114 Long-term berths - annual service charges #REF! | #REF! | #REF! | #REF! | #REF! | #REF! | #REF! | #REF! | #REF!
pancy ! Annual rentals 80| 220 380 520( 680| 720 890/ 900|  900)
Dinghy docks 2 4 6 8 10 12 14 16 18
Visitor & short-term berthing 10[ 40 60| 100 140 200[ 220/ 240 250 18
Miscellaneous 2 5 8 1" 13 15 18 21 23
#REF! | #REF! | #REF! | #REF! | #REF! | #REF! | #REF! | #REF! | #REF!
°
Rentals & other — §
Rent of commercial/retail units, 200m2 5 e 10 10 10 10 10 10 10 10 10| 21&38
Advertising space § 8| 10, 10| 10| 10, 10, 10| 22
Yacht store rental g 2| 6 10 13 16 18 21 23] 23| 23
Miscellaneous § 2] 4 6) 8| 10 12 14 16 16
Max. non- 3
berthing &
Rate $/year members 2
Yacht club membership 800 200 5 [ 2] 4o o[ so[ 100 120 140] 1eo[ 1eo| 5&39
R R T
Property Sales $im2 g

Sale of condo-hotel units 3500m2 over Yrs 2to 4 3,000 [ 35500] 3,500] 3,500] of of of of of o 97




Other Special Documents

In addition to The Marina Manual the Publisher also offers these specialised
documents:

Marina Management Agreement

Managing a marina that is owned by someone else requires a clear and precisely
worded contract. This Marina Management Agreement has been developed over
the past 20 years and has been used at marinas in Europe and the Middle East.

Marina Lease Agreement

A marina lease is very different from a conventional property lease. This Marina
Lease Agreement is concise and yet covers the important marina and nautical
aspects. Italso includes arent calculation that reflects modern thinking.

Financial Projection

This 10-year financial projection comprises a fully interactive Excel spreadsheet
with separate worksheets for:

= Capital expenditure.

= Berthing capacity.

= Berth price, occupancy/uptake, and rental and sales assumptions.

= Profit & loss (revenue, cost of sales, operating expenses, management fees).
= Equity & debt.

= Explanatory notes.

Long-Term Berth Sales

Selling berths on a long-term basis is a well-established method of financing a new
marina project. However, it is absolutely essential for the contract to cover the
highly specialised legal aspects and the critical operational and technical aspects.
Two documents are provided:

= The Agreement to Take a Long-Term Berthing Contract. This is a form of pre-
contract which is used during the building of the marina. It enables the yacht
ownertoreserve a berth by giving a depositto the marinadeveloper.

* The Long-Term Berthing Contract. Thisis typically foraterm of between 10 &
30years.

These two documents reflect the experience gained from a variety of projects, and
they have been reviewed by many lawyers. This form of contract has been used for
berths up to 85m long costing in excess of $4m.







FAQs

My marina is already operational and has systems in place so why should |
purchase The Marina Manual ?

Because there are always lessons to be learned and improvements to be made by
studying how other people run their businesses. The Marina Manual is based on
best practice from numerous marinas in many countries. It is a very comprehensive
but simply written publication, and is believed to be unique of its kind. You may
only learn a little from reading it, butitis more likely that you will learn a lot.

So is The Marina Manual suitable for my new marina?

The Marina Manual is absolutely perfect for a new marina project. This one
document contains an A - Z of how to set-up, administer, manage and operate a
marina. You can give this to your team confident that they will then have everything
they need to run the marina to an accepted international standard. The alternative is
for you to undertake months of research and written work, and hold consultations
with lawyers and accountants, which together will cost you hundreds of thousands
of dollars in company time and professional fees. It just does not make sense to "re-
inventthe wheel" in this way.

Why does The Marina Manual cover so many safety-related subjects?

We live in an increasingly litigious world and if there is an accident or incident then
the marina manager and the marina's owners/directors may be held liable. Clients
may sue, and in some cases employees of the marina may sue. In fact in some legal
jurisdictions negligence can result in directors and other executives being held
criminally liable. But if your marina has routines, records, check-lists, training
regimes, and standard operating procedures of the type suggested in The Marina
Manual then you are in a much stronger position to avoid accidents and incidents
and to protect yourself against litigation. The price of The Marina Manual is almost
nothing compared to the legal costs of defending yourself against litigation, let
alone compared to the cost of having to pay compensation or spending time in jail.
Canyou afford notto try and protect yourself in this way?

Whatis the format of The Marina Manual ?

The Marina Manual was written in Microsoft Word and all pages are formatted for
printing on A4 size paper. The whole of The Marina Manual is supplied in pdf, but
the forms in Volume Il are also supplied in Word so that you can easily modify them
to suit your own marina. A custom-made embossed file is available to hold the hard
copies (see the photographs in this brochure).







What are the terms of use?

The Marina Manual is supplied for use at a single marina and before we ship it we
will ask you to execute a User Licence. This is to protect our copyright. If you own or
operate a group of marinas we will be happy to discuss prices for a multiple-user
licence.

How do I justify the price of The Marina Manual ?

A lawyer, accountant, or human resources adviser would typically charge you more
than the purchase price of The Marina Manual just to prepare one of the specialist
Forms. And the chances are that he/she will not do the job perfectly for the simple
reason that he/she will have little or no knowledge of the marina business. The
Marina Manual represents many hundreds of hours of written work by the Author,
and is based on thousands of hours of practical experience in many countries.
Lawyers and other professionals have contributed to the contracts and some of the
other Forms, and their contribution could be valued at hundreds of thousands of
dollars.

I manage a group of marinas so how will The Marina Manual help me?

Your job will be much simpler and your business much more efficient if all your
marinas are administered, operated, and report to you in the same way. And think
how much time and effort you will save if you can just refer each marina to The
Marina Manual rather than having to explain or issue instructions to each marina
individually.

The marina industry has managed without The Marina Manual so far!

The marina industry is becoming more sophisticated as yachts become more
expensive, yachtsmen become more demanding, and litigation becomes more
common. Today, even a medium size marina may contain yachts valued at more
than one billion dollars. Hotels, hospitals, airports, factories, the Military, ships, and
many other organisations have operating manuals and standard operating
procedures and so should marinas.

Will The Marina Manual allow my marina to become ISO Certified?

Providing that you customise The Marina Manual to suit the name and
characteristics of your own marinathen itis very likely that you will be able to obtain
ISO Certification quite easily. Having ISO Certification will add value to your
business and will be a greatasset for your marketing.
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What other monetary benefits can | expect?

Insurance companies always favour policyholders who take precautions to limit
risk. If you can show yourinsurance company that you have employment contracts,
training schemes, check-lists, emergency procedures, maintenance routines, and
hazard inspections that are designed to reduce risk then you can be fairly sure that
this will resultin a lower insurance premium. Foratypical marina, a 10% reduction
in premium would probably recover the cost of The Marina Manual in 2 years.

Is The Marina Manual written just for the marina Manager?

Although The Marina Manual is targeted mainly at marina managers, itis also a very
useful publication for marina owners and marina department heads. And it
represents a comprehensive educational resource for trainee managers and other
employees.

Is The Marina Manual applicable in all countries?

Your lawyer should check some of the Forms for compliance with local laws.
However, The Marina Manual is primarily an operational and commercial
document so probably 95% of it will be suitable without modification. Atthe time
of printing this brochure, current and earlier versions of The Marina Manual are
known to be inuseinatleast 11 countries on 3 continents.

Canllook at The Marina Manual before buying it?

The sales agent for your area can usually make a hard copy version of The Marina
Manual available for inspection. In order to protect our copyright this inspection
will be arranged on the understandingthat it is not copied in any way.
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CONTENTS OF VOLUME |

0 INTRODUCTION
Theaims of the Manual
Validity & cautions
Disaster planning
Copyright
Format of the Manual
Distribution of information
Contactthe publisher
Manager's master checklist

B QUALITY OF SERVICE
Introduction
Marinaprofile
Customer service
The Manager'srole
Customer service actions
Complaints procedure

B EMPLOYMENT
Organisation & staff levels
Job descriptions
Recruitment & equal opportunities
Employee standards
Offer of employment & contract
Commencing work
Hours of work & overtime payment
Job performance reviews
Disciplinary procedures
Termination by the marina
Termination by the employee
Exitinterviews
Trainees
Practical training
Communication with employees
Uniform
Holidays
Duty rotas

B HEALTH & SAFETY
Introduction
Information to employees
Emergency response procedures
Health & safety policy
Swimming proficiency
Safe working & protective clothing
Health & safety and training
Hazard awareness
Fire inspections
'Competent person' inspections
Defect & hazard assessment
Other safety precautions
Record photography
Injuries & dangerous occurrences
Water quality
Health & safety reporting
Hired-in equipment

B ROUTINE OPERATIONS
Aims & objectives
Berthing layoutdisplay
Berth status displays
Customerrecord files
Temporarily vacantberths

Draft restrictions

Maximum boat length
Aesthetics

Commercial vessels
Multi-hulls

Small craft

Good mooringtechnique
Berthing masters' inspections
Fuel attendants' duties
Berthing masters' diary

VHF radio procedure
Telephone procedure

Issue of keys

Electricity & water for boats
General information displays
Work permits

Security

Marina control

Customer complaints
Marinaworkboats
Clearance of foreign yachts
Arresting a vessel
Cleanliness & seaworthiness
Live-aboards

Special responsibilities
Meetarriving yachts
Capitainerie equipment

B ACCOUNTING
Introduction
The cash account
The profit & loss account
The balance sheet
Key accountingdocuments
Managementaccounts
Invoicing procedure
Account codes
Purchase payments
Debtors & credit control
Cashsales
Petty cash
Goods &services credit
Expenses & car claims
Purchasing procedures
Keeping records
Depreciation
Amortisation & provisions
Summary of manager's duties

B THEBUSINESS PLAN
Introduction
Thebusiness plan
Format
Boatyard business plan
Phasing
Approval of the business plan

B POLLUTIONCONTROL
Introduction
Sewage discharge
Waste oil & oily water
Trash disposal
Boatyard
Fuel dock
Water pollution & MARPOL

B MARKETING & PROMOTION
Introduction
Corporate identity
Advertising
Photography
Marinadirectory
Press releases
Press visits
Promotional events
Yachtclub
Promotional material
Press statements
Boatshows & exhibitions
Events & sponsorship
Customer surveys
Presentations

B GENERAL OFFICE PROCEDURES
Document management
File & documenttitles
Post
Office services
Petty cash
Telephones & internet
Greetings
Computer back-up
Data protection
Keys

B BERTHING CONTRACTS & INVOICES

Issuing a berthing contract

Renewal of berthing contracts
Berthing contracts for visiting yachts
Computerised issue

Refund of berthing contract fees
Winter lay-up

Long-term berth sales

Berthing fees

B COMPUTERISED MANAGEMENT
Introduction
Disaster recovery
PC management system
Berth & boat data
Invoicing & sales ledger
Other functions

B COMMERCIAL & LEGAL ISSUES
Tenants
Work permits
Disputes & claims
Tenders
Letters of intent
Insurance
Meetings & discussions
Capitainerie services
Unfair contracts
Marina rules
Responsibilities of an executive
Contractors

B HOUSEKEEPING
Introduction
Basic cleaning precautions
Bacterial contamination
Cleaning materials & equipment



Routines & inspections
Manager's role

H BOATYARD
Introduction
Range of services
Boatyard rules
Contractors & work permits
Boatyard contract
Environmental

B REPORTING
Introduction
Manager's confidential diary
Telephone reporting
Monthly reports
Pleasing the boss

CONTENTS OF VOLUME Il

B EMPLOYMENT
Jobdescription - Marinamanager
Job description - Berthing manager
Jobdescription - Financial controller
Jobdescription - Administrative assistant
Jobdescription - Berthing master
Jobdescription - Fuel dock attendant
Jobdescription - Maintenance hand
Jobdescription - Secretary/PA
Jobdescription - Receptionist
Job description - Cleaner
Jobdescription - F&B supervisor
Employmentapplication & record
Job application interview notes
Job courtesy decline letter
Employee standards
Offer of employment (junior staff)
Employee issue acknowledgment
Overtime record
JPR guidance notes
Disciplinary procedure guidance notes
Termination of employment letter
Leave request
Duty rotas
Timesheet
JPR record

Hl EMERGENCIES & SAFETY
Emergency services contacts
Emergency company contacts
Urgentsupport services contacts
ERP-Fire
ERP-Fuel leak & oil pollution
ERP-Bad weather
ERP - Casualty evacuation
ERP-Damage
ERP-Violence or security threat
ERP - Follow-up actions
Health & safety policy
Safe working & protective clothing
'Competent person' inspection

Defect & hazard record

Firstaid equipment

Reportable injuries & events
Accident & dangerous event report

B ADMINISTRATION & FINANCE
Work permit
Accountcodes
Petty cash voucher
Application for credit
Expenses claim
Marinarules
Car claim record
Listof work permitholders
Credit card authorisation
Permission forcommercial use
Tenancy or concessionaire summary
Purchase order
Financial projection (spreadsheet) *

H DAILY OPERATIONS
Vacantberths
Basic mooring arrangement
Phoneticalphabet
Ropes & fenders notice
Berthing master's day-shift checklist

Berthing master's night-shift checklist

Fuel dock attendant's daily checklist
Fuel dock cash sales

Fuel dock credit sales

Fuel dock daily reconciliation
Berthing contract procedures

Key issue authorisation

Electricity connection record
Equipmentissued to customers
Workboat equipment list

General goods & services cash sales

General goods & services credit sales

Berthingapplication

Berthing offer & contract
Cleaner's checklist

Cleaning materials specification
Cleaning procedures
Gardinage record

Key issue record
Yachtvisitrecord

Yachtstore rental

Vessel nightarrival

Restroom inspection record
Customer complaints procedure

B MARINA MANAGER
Organisation —small marina
Organisation —medium marina
Organisation — large marina
Marinadirectory content
Invitation to advertise
Exhibition checklist
Exhibition inquiry
Tender invitation
Letter of intent (with payment)
Letter of intent (no payment)
Instruction to contractor
Capitainerie equipment

Agreement to take a berth *
Long-term berthing contract *
Manager's master checklist
Monthly report

B BOATYARD
Boatyard rules
Boatyard notice
Boatyard offer & contract
Job progress information

B TRAINING
Customer service guidelines
VHF &telephone procedure
Basic seamanship
Good mooringtechnique
Boathandling
Emergency response procedures (ERPs)
Firefighting
First Aid
Safety
MarinaRules
Environmental awareness
Main front desk procedures
Housekeeping

* These Forms by special arrangement with
the Publisher
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The Author and the Publisher reserve the right at any
time to alter the content of The Marina Manual.

The Definitive Publication

The Marina Manual is Copyright © Simon J Arrol - 2009 ISBN 978-0-9565131-0-6

The Marina Manual is published by Arrol Ltd, Portman House, Hue Street, St Helier, JE4 5RP, Channel Islands.
Contact < publisher@marina-manual.com>



