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Welcome to the Revalidation Online Application Guide.   

All DPOs who have been issued with a Nautical Institute DP Certificate are required to revalidate every five years.  This guide has been designed to assist you in successfully revalidating your DP Certificate via 
the NI Alexis Platform. Although we have tried to include as much information as we can in this document, it is not a comprehensive guide to the whole revalidation process. Before you start completing your 
online application, please visit the NI Alexis Platform to read the Revalidation documents and information available on the DP Help Page to ensure you fully understand the revalidation process, requirements 
and the options available to you. 

Revalidation Help Page: http://www.nialexisplatform.org/dp-help-page/dp-revalidation/  

http://www.nialexisplatform.org/dp-help-page/dp-revalidation/
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DP Help Page 

The DP Help Page contains the requirements, guides, FAQs and downloadable 
forms etc.  The DP Help Page is divided into the different schemes available. Click 
on DP Revalidation to access the documents relevant to revalidate your 
certificate. 

Further information can also be found by clicking on the  Certification button. 

Logging into your account 

Start 

Go to the NI Alexis Platform website http://www.nialexisplatform.org and click on DP Login to access the 
DP Online application system. Once you have accepted the terms and conditions page, you will then be 
taken to the login page. 

https://www.nialexisplatform.org
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Logging into your account 

Don’t know your login details? 

First, try using the ‘Forgotten Password’ option on this page which 
will send a temporary password to the registered email address.  
Please note that the email address linked to your account may be an 
older one, so if you have access to it, check any old email accounts. 

If the system does not recognise your email address when you try 
the ‘Forgotten Password’ option, you can use the  ‘Revalidating but 
don’t know your login details?’ option but this will only work on 
accounts where no email address is listed and will set up login 
details. You will need to enter some information and then a 
temporary password will be set up on your account.   

If you cannot see the email from us with the temporary password, 
please check in the spam/junk folders of your email inbox of the 
registered address. Please also try searching the mailbox for emails 
from dp@nautinst.org  

The temporary password will only be active until midnight the 
following day so please make sure that you log into your account 
and update your password as soon as the temporary password is 
provided. If you do not change the password in time, you can use the 
‘Forgotten Password’ option again to have another temporary 
password sent to you. This ‘Revalidating but don’t know your login details’ 

option is a new verification function on our website. We 
previously asked you to email the DP Department with 
these details so that we can verify and update your 
account. You can now enter the information directly 
onto the webpage and the system will check and verify 
your details.  
 
This will only work for those accounts which do not have 
an email address linked to it, so please make sure that 
you try the ‘Forgotten Password’ option first. 
 
Please note that if you send these details to the DP 
Department, you will be directed back to the website. 

If you are revalidating you already 
hold an account with us  DO NOT 
OPEN A NEW ACCOUNT. This will 
cause a delay in being able to apply. 
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Photograph 

Click on Upload colour photo title to 
attach your photograph. 

You will need to upload a high 
resolution colour photograph (JPEG) 
that fills the 3x4cm frame.  The 
picture should match passport 
requirements (i.e. formal pose, plain 
light coloured background) as this 
picture will appear on your DP 
certificate.  

If you need to change an already 
uploaded photograph just click on  
Update at the top of the 
photograph. 

Help is at Hand 

There is a green question 
mark in the top right hand 
corner of each page.  

Hovering over the ? with the mouse 

brings up the help text.  Please  read 
these carefully as they contain 
instructions/requirements to help 
you complete each page correctly. 

Status and Category 

When you log into your account for the 
first time to revalidate, your status will 
read Certificate Issued and the category 
New, as this was the first application. 

This is where your current certificate details are 
shown.  

If there are no details displayed, you may  be 
logged into an incorrect account. Please contact 
the DP Department for assistance. 

 My Account Home Page—Overview 

Please click here to check your 
address is correct and amend where 
necessary.  
 
Please note that you will be unable 
to update your name at this stage. 
When your application is processed, 
this will be amended to match up 
with the copy of the passport that is 
provided as part of the application. 

This is where you click to start filling in 
your revalidation application. 

If you do not fully complete and submit 
the application, the next time you log 
into your account the ‘Revalidate (Old 
Scheme)’ option will no longer be there. 
Instead, you will see the ‘Complete 
application’ option as shown below.  
Please click on this to continue with 
your application.  

If you do not see the option to 
revalidate, please contact the DP 
department for assistance. Please do 
not start a new application at this 
stage. 

mailto:dp@nautinst.org
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 My Account Home Page—Overview 

Communication Notes 

If you wish to contact us regarding 
an issue you are experiencing with 
your application, you can do so by 
either sending an email to the DP 
department or by entering a 
communication note from your 
account. To add a new note click on 

 
link above  the Communication 
Notes box. 

Attachments 

Once you complete adding the information to the application, 
click here to attach the required documents. 

The maximum size per file 10 MB. If you have scanned a multiple 

page document that is larger than 10 MB, it will need to be split 

into two or more separate documents. 

Please use file names that describe the document scanned eg. ’NI 

Logbook.pdf’ for your scanned logbook. You then need to follow 

the additional instructions on this page. 

When you attach your files they will show here. 

Payments 

When you have successfully completed your application and made your payment, 
the payment details will appear at the bottom of the page.  

 

Receipt 

If you want to view or print a receipt for your payment, simply choose one of the 
options here. 

xxx.xx 
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These are the mailing and billing addresses 
for your documents. Please note that our 
couriers cannot deliver to PO Boxes, as the 
documents need to be signed for on 
delivery. 

Delivery to addresses in Russia/China—If 
your documents are being sent to a 
company address you will also need to 
provide the name of the person at the 
company who will receive them as well as 
the company registration number.  

Name 

When revalidating, your name will be greyed out and 
cannot be changed.   

If your first name is not showing this will not be a 
problem. We will update the name on your account 
when the application is processed and the new 
certificate will have your full name printed on it.  

We will update your account according to your 
passport scan that is required for the application.  

You will be able to update your title  if needed. 

Click on Update to save any changes and return to 
the My Account home page.  

The NMD section is only to be completed by those who 
are converting their NMD Certificate to a Nautical 
Institute DP Certificate. The guidance for this can be 
found on the NI Alexis Platform website.  

 Update Your Personal Details 

Organisation Name 

The system will only accept company names if they 
hold an account with The NI. 
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Adding a Revalidation Course   

Types of Logbooks 

Black—A5 size Issued 2013-2014 

Contains Logbook number in the format 
121***** 

 

Blue/Green—A6 size Issued up to 2013 

Does not contain a logbook number and the 
system populates this field with Blu-*****  

 

Green Revalidation—A5 size Issued from 2017 

Does not contain a logbook number and the 
system populates this field with Rvl-*****  

 

IMCA Dynamic Positioning —A5 size 

DPVOA logbooks can also be used in this section. 

You will only need to add a new DP 
Simulator or DP Revalidation 
Course into the application if you 
have taken it as part of the 
revalidation requirements. 

Enter New Logbook 

Only click on these options if you 
are adding a new logbook to your 
application.  

If you only own one NI logbook 
Please DO NOT click on the 
option to Enter New/Another 
Blue/Green or Black Logbook.   

Click on Watchkeeping/Offshore 
DP seatime/DP Sea time  within 
the logbook already showing to 
add your new DP sea time. 
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Click on the ‘Add more Watchkeeping’ option to enter the new DP sea time 
needed for your revalidation. 
 
If you do not enter any additional DP sea time to your application and Submit 
your application you will receive an error message. The sea time must be 
added for the system to make the application eligible.  

Applying with sea time only using NI Blue/Green Logbook—Adding New Watchkeeping Time 

This list will show time that was used when you originally applied 
for a DP certificate. 

When you add your new DP sea time, it will also appear here. 

Editing and Removing Entries 

Click on  in the Action 
column on the same row as  
the entry you wish to edit. This 
will take you to the  
watchkeeping screen where 
you can amend your entry.  

Click on  in the Action 
column on the same row as 
the entry you wish to delete.  

Only new entries can be edited 
or deleted. 

Once you select the ship’s name the IMO number is automatically 
inserted; or the Ship’s name is automatically inserted if you select the 
vessel by its IMO number. 

You then need to add the DP Class. 

Only entries that have been signed and 
stamped in the logbook can be used 
towards the required time for revalidation. 

Confirmation letters are only required 
for DP sea time dated on or after 1 
January 2014. 

Finding the Ship Name 

If the vessel is not showing under the ship or IMO Number do not use a sister ship 
to complete your application, otherwise your application will be returned to you as 
unsuccessful. You must enter the correct information only. 

The vessels are listed under their current name. If you cannot find the ship you 
wish to enter DP sea time for, search under the IMO number instead.   If the ship is 
not listed on our database under its name or IMO number, please send a copy of 
the ship’s classification certificate to the DP department at dp@nautinst.org so it 
can be added to our database. 

Complete the remaining fields on this 
page.  If the Location or DP system for 
your vessel are not listed, please leave 
them blank as they are not mandatory 
fields. 

mailto:dp@nautinst.org
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Click on the Add more Watchkeeping option to enter the new DP sea time 
needed for your revalidation. 
 
If you do not enter any additional DP sea time to your application and Submit 
your application you will receive an error message. The seatime must be add-
ed for the system to make the application eligible.  

Applying with sea time only using NI Black Logbook—Adding New Watchkeeping Time 

Editing and Removing Entries 

Click on  in the Action 
column on the same row as  
the entry you wish to edit. This 
will take you to the  
watchkeeping screen where 
you can amend your entry.  

Click on  in the Action 
column on the same row as 
the entry you wish to delete.  

Only new entries can be edited 
or deleted. 

Once you select the ship’s name the IMO number is automatically 
inserted; or the Ship’s name is automatically inserted if you select the 
vessel by its IMO number. 

You then need to add the DP Class. 

Confirmation letters are only required 
for DP sea time dated on or after 1 
January 2014. 

Finding the Ship Name 

If the vessel is not showing under the ship or IMO Number do not use a sister ship 
to complete your application, otherwise your application will be returned to you as 
unsuccessful. You must enter the correct information only. 

The vessels are listed under their current name. If you cannot find the ship you 
wish to enter DP sea time for, search under the IMO number instead.   If the ship is 
not listed on our database under its name or IMO number, please send a copy of 
the ship’s classification certificate to the DP department at dp@nautinst.org so it 
can be added to our database. 

Complete the remaining fields on this 
page.  If the Location or DP system for 
your vessel are not listed, please leave 
them blank as they are not mandatory 
fields. 

Only entries that have been signed and 
stamped in the logbook can be used 
towards the required time for revalidation. 

Once the information has been added, you need to click 
‘Save and Add Sea Time’. This will bring up a new table 
underneath where the actual DP days will need to be added. 

This list will show time that was used when you originally applied 
for a DP certificate. 

When you add your new DP sea time, it will also appear here. 

mailto:dp@nautinst.org
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Applying with sea time only using NI Black Logbook—Adding New Watchkeeping Time 

The entries that are added in 
the Watchkeeping Details must 
be dated within the time listed 
as date joined and date left. 
Dates outside of this will not be 
able to be saved. 

For the black logbook, these 
dates can be added in groups, but 
all the dates in the group must be 
DP days. 

E.g. if you were onboard from 
12th—20th but only on DP on 
12th, 13th, 14th, 18th, 19th and 
20th they will need to be entered 
in two groups: 

12th-14th and 18th-20th 

Once all the information has 
been added you can click ‘Save 
and Back to Phase. 

At the bottom of the watchkeeping details, there are options to delete, add, edit save and cancel. 

You will need to select the row first if you want to edit or delete the information.  
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This is the number on the inner title page near 
the front of your IMCA/DPVOA logbook.  

If you have a new IMCA logbook, you may not 
have a number and you can tick the box below 
the logbook number field. 

Click to save  and return to 
the Logbook Overview 
page. 

Click to return to the 
Logbook Overview page 
without saving. 

When you click on  Enter New/Another IMCA logbook 
from the Logbooks Overview page you are taken to 
the page below. 

Do not add your IMCA logbook here. 
This is for the NI’s black logbook only 
and you will not be able to verify your 
IMCA logbook number. 

 Adding New Watchkeeping time— IMCA Logbooks 

From the Logbooks Overview page, 
click on DP Sea Time to add new DP 
entries from your IMCA/DPVOA 
logbook. 
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Mode 

Please choose whether you were on Active or 
Passive mode.  Please note only Active DP time 
can be used towards the minimum DP sea time 
to revalidate a DP certificate. 

Only entries that have been signed and stamped 
in your logbook can be used towards the time 
required to revalidate your DP certificate. 

DP time recorded in days 

If the DP time in  your IMCA logbook is 
only recorded in days, you currently 
need to enter your time for each entry 
in hours also.  

DP time required to revalidate is a mini-
mum of 2 hours per day at the DP desk. 
In order to calculate  your time in hours, 
you will need to  multiply the total 
Number of Days by 2. e.g. 22 days x2 = 
44 hours. 

DP time recorded in hours 

If you have recorded your DP time in 
your IMCA logbook in hours, enter the 
number of hours here. 

The hours recorded in an individual’s 
logbook will be divided by 2 to get the 
number of DP days that the person has 
obtained in the last 5 years. This pro-
duces the formula below: 

(Total number of hours for each em-
bark / 2h) =< X 

Where X cannot be more than the num-
ber of days of that embarkation. 

The 2 hours comes from the definition 
of DP sea time for the offshore industry. 

Click to save the current entry 
and bring up a new DP Sea 
Time screen to enter 
additional DP sea time entries. 

When you have finished adding all of 
your entries click here. 

Click to save the current entry 
and be taken back to the 
IMCA logbook DP Sea Time 
List screen (top of next page). 

 Adding New Watchkeeping Time— IMCA Logbooks 
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This page shows you all the  
watchkeeping time you have added 
from your IMCA logbook. 

Click here to return to the Logbooks 
Overview page. 

Click here to return to the My Ac-
count Home page. 

 Adding New Watchkeeping Time— IMCA Logbooks 
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Entering Data for the following 
Phases 

Adding Watchkeeping—Click on 
Watchkeeping to enter DP sea time 
to your application. Read page 10 
onwards for instructions on how to 
do this. 

Adding DP Activities—Click on DP 
Activities to enter qualifying time 
under this category. 

Revalidation Options for DP Professionals—Applying with DP Sea Time and DP Activities 
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Confirmation letters for DP 
Instructors must list the dates for 
the actual time that they have 
completed. We are unable to accept 
letters with blocks of dates, for 
example, DP Instructor from 2011 to 
2015.  The time will need to be 
broken down in the same way as DP 
seatime. 

Revalidation Options for DP Professionals—Adding DP Activities 

Enter the name of the 
organisation you completed 
your activity with. 

Activities From and To Dates 

You need to enter the start and end 
dates for each activity. E.g. DP 
Instructors need to enter the dates 
of each of the classes they teach. 

Please see page 15 for instructions 
on how to enter dates. 

Number of days are automatically 
inserted. 

Clicking here will  discard 
the current entries 
(without saving) and take 
you back to the  Logbook 
Overview page. 

Click to save the current entry 
and bring up a new DP 
Activities screen to enter 
additional entries. 

Click to save the current 
entry and take you back to 
the current logbook DP 
Activities List screen 
(below). 
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When you have filled in all of the DP 
sea time required for you to qualify 
to revalidate your DP certificate and 
have attached your photograph and 
all of the required documents., you 
should select  Submit Application. 

Make Payment is greyed out and 
not available until you successfully 
submit your application and your 
status changes to Eligible. 

 Submitting your application 
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On this page you are required to 
confirm all of the documents you 
have scanned and attached to your 
account. 

If you have not scanned and 
attached any of the items on the list 
please select Cancel and attach the 
required documents before trying to 
submit again. 

Please ensure you attach a scan of your original 
DP certificate. 

Additional Section C and F forms are not required 
for Revalidation but you still need to tick these to 
be able to submit your application. 

Please note  that the application 
checklist only becomes available 
once you have successfully 
submitted and paid for your 
application. You will need to tick 
this to confirm that once the 
payment has been completed, the 
form will be printed, signed and 
then a copy attached to the 
account.  

The most common error message received is shown 
below and is caused by one of the following: 

 IMCA Logbook—You have not entered the hours 
for the DP sea time entries.  Please see page 12 for 
further details on entering DP time into the IMCA 
logbooks section of the online application. 

 NI and/or IMCA Logbook—You have entered DP 
time in your application that is over five years old.  
e.g. You have an entry with sea time dates ranging 
from 07/07/2013—30/07/2013 and you try to 
submit your application on 13/07/2018. The system 
returns an error message because the dates 
07/07/2013—12/07/2013 in the entry have passed 
the five year validity period and have expired. In 
this case you will need to delete the entire entry  or 
adjust the entry to show only the dates that are still 
valid.  

Please note, the DP sea time that was originally in 
the NI Logbook section of your application, before 
you started entering additional dates is not 
affected by the five year validity rule. This is 
because they are dated before the issue date of 

your DP certificate and the system 
only counts time after the certificate 
was issued towards your current 
revalidation application. 

Another common issue is applicants 
not entering any additional time 
since the date their original 
certificate was issued. 

 Submitting your application 

If you receive an error message when you click on 
submit, please read the message carefully and check 
the part of your application it is referring to and make 
amendments where necessary. 

If you have fully checked your application and believe 
you have completed it correctly, but are still receiving 
the error message, please contact the DP department 
for assistance. 
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When you have successfully 
submitted your application and 
return to the My Account home 
page, you will see that the Status 
changes to Eligible and Submit 
Application is greyed out meaning 
this stage of the application has now 
been completed. 

The Make Payment option is now 
available to click on. Please 
proceed to  the payment pages 
via this button.   

 Submitting your application 

If you receive an error message when trying to submit your application, when 
you return to the My Account Home page, you will see that your Status has 
changed to  Not Eligible. 

You will be able to go back into your account and add/amend additional 
information before resubmitting. 
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 Making Payment 

Click on your chosen payment method 
then click on  Proceed to Payment to 
complete your payment details. 

Common Problems 

 Use of a Non-Standard Keyboard: as this type of keyboard is common outside the UK 
and in particular Europe & South America, many non-UK users may encounter problems 
when using such a keyboard. In order to remedy the problem please ensure that 
characters and symbols entered match with a standard keyboard.  (e.g. â becomes  a; é 
becomes e; ø becomes o) 

 Verification Process put in place by the individual’s Bank: this process is outside the 
control of The Nautical Institute as this has been set up by the user’s bank to reduce the 
risk of fraud. Please contact the bank. 

 Repeated attempts at processing: the EPDQ system may lock-out the individual if 
excessive attempts have been made at processing card payments. This is a fraud 
preventative measure by the individual’s credit card issuer. The individual can try a 
different computer to attempt processing. 

When paying for the courier please ensure that you check 
the following: 

 Address Matching – address entered on website must 
match records held with the credit card company.  

 Postcode/ZIP Matching – same as with the credit card 
company.  

 Card Verification – usually 3-digit security code.  

XXX.XX 

XXX.XX 

XXX.XX 

XXX.XX 

The total amount payable will show here. This will include 
any additional extras that you have chosen and VAT if 
applicable. Click on the Proceed to Payment button to go 
through to the payment platforms. 
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 Downloading the PDF Application Form Checklist Template 

 
When you have successfully made 
your payment and return to the My 
Account home page, you will see 
that the Status changes to 
Submitted / Paid and both Submit 
Application and Make Payment are 
now greyed out.  Meaning both of 
these stages of the application have 
now been completed. 

Click on PDF Checklist Template 
(Revalidation) to download and 
print the checklist. 

Once signed and completed, please 
scan and attach it using the 
Attachments button. 

The Certificate Date and Valid till 
details are now blank.  Once  issued, 
your new certificate details will 
appear here. 

When you  have completed the 
online application and your 
documents are received in the NI 
offices, a letter of indemnity will be 
emailed to you. This will confirm 
that you are currently in the process 
of revalidating your certificate and 
that it is with the NI. 

Once your status is showing as 
Certificate Issued (and the 
certificate date is the current year), 
do not click on Revalidate or any 
other options.  If you do, it will 
change your application status from 
Certificate Issued and prevent us 
from printing your certificate on the 
scheduled date. This will lead to 
delays with the return of your 
documents. 
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The Copy of signed application referred to in the Submit checklist, is the PDF Checklist. This only becomes available on the 
My Account home page when you successfully make your payment. Please print and complete this form to add to the 
documents to be sent in for processing.  

Please read and complete the application form fully ensuring that you have attached all of the documents listed to your 
online account and have also included it in your application pack. 

Please DO NOT write in these boxes. They 
are for use by The Nautical Institute only. 

Please make sure you have enclosed the following 

Original DP logbook 

Original IMCA logbook (if applicable) 

Original DP certificate 

Original confirmation letters that are validating your DP sea time if claiming time on or after 1 January 2014 

Copy of your passport personal details page (to verify the correct spelling and order of your names) 

Original PDF Checklist (completed, signed and dated) 

Now package and send your DP documents to the address below by courier for processing. 

DP Department 
The Nautical Institute 
202 Lambeth Road 
LONDON 
SE1 7LQ 
United Kingdom 

Once we receive your documents you will be sent a letter that indemnifies you for up to 3 months.  This is to cover 
you whilst your documents are with us being processed to show your employer and official authorities that you do 
hold a DP certificate. 

Downloading the PDF Checklist and sending your documents 

Application Pack Checklist 



The Nautical Institute - Revalidation Online Application Guide DPRHG-V3.1-13/06/2018      23 

 

Requirements 

In order to further improve the integrity of the application process and to prevent cases of fraud, The Nautical Institute requires 
additional documentation, in the form of a testimonial letter from shipping companies, to be submitted with every application. 

DP sea time confirmation letters are required by The Nautical Institute for any DP sea time being used in your application dated 
1 January 2014 or after. 

The confirmation letter is to enable us to cross-check the DP sea time recorded and signed off by the Master in your logbook 
against the company’s records on whose vessel(s) you obtained the DP sea time.  Confirmation letters are another main reason 
why applications are rejected due to them not meeting the guidelines set out by The Nautical Institute.  

This letter must match the following criteria: 

 Be written by the shipping company on original company headed paper, which must also include the company contact details;  
a direct email address for the signatory, is very helpful as it enables us to contact them easily if further verification is required. 

 Company logos must be of a high resolution and appear clear.  Letters received with logos that appear pixelated and/or blurry 
will not be accepted by The Nautical Institute; 

 Contain the company’s official stamp or seal. 

 Signed and stamped by the Operations Manager, Marine Superintendent or other position directly involved with the 
operations of the vessel, with their full name. (Letters signed by Masters, Agency staff and HR personnel are not acceptable). 
Signatures and stamps must be ink originals, not digital scans. 

 Contain the full job title of the signatory. (Not abbreviated) 

 Dated (the letter should be written and therefore dated, only once the DPO has achieved the necessary experience). 

 State that the applicant has trained/worked as a DPO on board the vessel(s) listed. 

 The following information must be included for each sea time entry: Vessel name, GRT, IMO number, DP class, trip dates 
(from and to), total days on DP, DPO’s rank and dates on DP.  Please note that for dates on DP we require each day to be 
written individually in DD/MM/YY format. 

 Confirm the total time the applicant has performed as a DP operator on board the vessel(s).  

 Total Days on DP and Dates on DP must only include actual DP time served on board the vessel(s). Time on leave/attending 
courses, or not involved in DP operations must not be included. Each entry in the letter must be broken down and listed as 
individual trips. 

 Limited and Unlimited DPO certificate holders revalidating only need to provide confirmation of DP watchkeeping time gained 
after the 1st January 2014 as per the revalidation requirements. 

 Sea time experience, gained after 1st January 2014,not covered by a letter will not be considered for the DP application unless 
the candidate can prove extenuating reasons. 

When the requested confirmation letter has been obtained, please include the original with your application documents and  
send them by courier to The Nautical Institute; (photocopies and emailed scans of letters cannot be accepted). 

Note that this letter does not replace the entries, signatures and stamps in the logbook, which needs to be sent along with this 
document to The Nautical Institute. 

Applications with confirmation letters not meeting with the above requirements will be subject to delay. 

Here is a sample of the letter required. This is available on our website in the Revalidation section of the DP Help Page together 
with an editable version in MSWord format. This contains all of the required wording and data columns needed to enable us to 
verify the information recorded in your logbook and confirm that you have met the DP sea time requirements. 

For further information, contact: 

DP Department, The Nautical Institute, 202 Lambeth Road, LONDON SE1 7LQ, UK 
Tel +44(0)20 7928 1351  
Fax +44(0)20 7401 2817 
Email dp@nautinst.org       Website www.nialexisplatform.org 

Confirmation Letter  

mailto:dp@nautinst.org
http://www.nialexisplatform.org

