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EXPORT TRIAL FACILITY MANAGEMENT MANUAL 

 

The facility management manual has been produced by EcoEZ PNG Ltd. to act as a 

demonstration as a  marine aquarium organism exporter of our policy and 

commitment to compliance with the MAC Core Standard for Handling, Husbandry and 

Transportation and MAC Core Standards Interpretation Document.  

 

 

General Introduction  
 

The EcoEZ SEASMART Program Export Trial Facility (ETF) is the epicenter of 

EcoEZ operations.  The processes of purchasing aquarium organisms from the local 

fishers, holding the aquarium organisms until time of export, and actually exporting 

the organisms, all occur at the ETF. 
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Facility Design 

 

The EcoEZ/SEASMART ETF is established in a warehouse style building, 

approximately 6,000 square feet.   The facility is illuminated by natural light, via sky- 

lights and supplemental fluorescent lighting.  Temperature control is achieved by the 

use of fans to circulate outside air through the facility.  Air conditioning is used in the 

systems filter room, as well as in the office, where cool, dry air is necessary for the 

efficient operation of filtration equipment and computers.  Electricity is supplied to the 

ETF from the local power company; however, a back up generator is also employed 

to deliver power in the event of an outage.  This is essential when dealing with livestock 

holding systems, as a lack of power will kill the held organisms in just a few hours, due 

to depleted oxygen levels in the system water. 
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Aquarium System Concept 
 

The ETF aquarium systems are a closed system design, defined as systems that re-

circulate water that is contained within the systems.  This is opposed to an open 

system, which receives a continuous supply of water from an outside source (the 

ocean) and continuously drains water away (back to the ocean).   

 

Closed systems require much more maintenance and have higher start up and 

operating costs than an open system, however there are some advantages to having 

a closed system export facility: 

 

Control 
The closed systems of the ETF offer complete control over water parameters.  

Because no water from an outside source is being continuously pumped in, 

there is no need to worry about pollutants from the outside source affecting the 

system water parameters.  Parameters such as temp and salinity can be 

maintained at any desired level, unlike an open system, which is determined by 

the outside water source. 

 

Pollutants 
No pollutants from the outside can enter the ETF closed systems.  During 

periods of heavy rain when the ocean my be turbid and full of pollutants from 

land run off, open systems may experience a lot of dirty, turbid, polluted water 

being pumped in.   

 

Any closed system does however need to be adequately designed and properly 

operated in order to maintain healthy living conditions for the animals that it is intended 

to hold.   

 

The EcoEZ/SEASMART ETF contains three main fish holding systems, plus an 

invertebrate holding system, as well an acclimation/quarantine system.  The basic 

design of each system is a series of aquaria linked together and tied into a single 

filtration unit.   
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Table 1: ETF Aquarium Systems and Water Volumes 

System Volume (Liters) 

Fish Holding System 1 11,600 

Fish Holding System 2 9,400 

Fish Holding System 3 7,800 

Invertebrate Holding System 3,070 

Quarantine/Acclimation System 2,500 

 

 

In each system, water is delivered to each aquarium from a main line, deemed a 

“return line,” which is supplied filtered water from pumps drawing water from the 

systems’ sumps.  This return lines tee off to each aquarium.  The teed lines running to 

each aquarium are equipped with ball valves to allow for the control of water flow into 

each aquarium.   

Water drains out of each aquarium at the same rate that water is flowing in.  The water 

drains out of each aquarium via hole(s) drilled into the aquarium wall.  These holes 

are outfitted with a bulkhead, which connect the aquariums to a waste water pipe, 

which leads water to the systems sump where it undergoes filtration.  

 

Filtration 

The water in each system must be filtered in order for the water conditions to stay 

optimal for the health of the animals in the system.  The elements of filtration that the 

ETF systems incorporate are:  

 

Mechanical Filtration 

Before the wastewater enters the systems’ sumps, it first flows through a filter 

pad or filter sock.  This process removes any large waste particles or debris 

before they can get into the sump, where such particles can do damage to 

pumps inside the sump.  The filter socks are rinsed daily. 
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Foam Fractionation 

Foam fractionation, or protein skimming, is the process of removing dissolved 

organic compounds from the water to reduce ammonia, nitrite and nitrate.   

Foam fractionation works by injecting air into the skimmer body, where a high 

density of fine air bubbles become laden with hydrophobic organic compounds.  

These organic laden bubbles naturally rise up and out of the reaction chamber, 

where they settle in a collection cup, forming a thick, dark liquid known as 

“skimmate.”  The skimmate drains into a collection container, or drains into a 

waste drain.  

 

Biological Filtration 

This is the process of utilizing naturally occurring nitrifying bacteria to break 

down the toxic compounds that result from the breakdown of organic waste.  

Nitrifying bacteria convert toxic Ammonia (NH3) and Nitrite (NO2) into the less 

toxic Nitrate (NO3).  The ETF systems utilize these bacteria by running the 

wastewater through “bio towers.”  Bio towers are essentially trickle filters in the 

form of a tower that are full of a porous medium (bio balls or coral rubble). These 

towers stand over the top of the system sumps and above the sumps’ water 

lines.  As wastewater is directed to spill over the top of a tower, the water is 

allowed to trickle down through the tower and through the porous medium, and 

then splash into the sump below.  The result of this process is that nitrifying 

bacteria colonize the porous material in the tower in great density, and break 

down the toxic compounds in the water as the water runs through the tower.  

This process also oxygenates the system water. 

 

Chemical Filtration 

Chemical filtration is defined as the use of chemical media to absorb 

compounds from the water via chemical reaction.  Activated carbon, poly filters, 

and phosphate absorbers are all examples of chemical filtration.  Typically in 

large-scale fish holding systems, the continuous use of chemical media is not 

necessary or cost effective.  However, periodic use of chemical media, 

especially activated carbon, is useful for removing discoloration from the water, 

or removing any medications after the course of the medicine is finished.  The 

ETF systems rarely have the need to employ chemical filtration. 
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Ozone 

Ozone is used for controlling disease outbreaks, as well as maintaining clear 

water.  Ozonizers work by producing ozone (O3) and injecting the ozone into 

the protein skimmers. Ozone acts to kill microorganisms in the water, as well 

as break down organic compounds that can discolor the water. In the ETF 

systems, ozone units are employed in the 2 main fish holding systems, where 

the ozone is injected into the protein skimmers.   The ozone units are used in 

conjunction with an electronic controller that monitors Oxygen Reduction 

Potential (ORP).  The electronic controller switches the ozone unit on when 

needed and switches the unit off when desired ORP is met.  This automation 

ensures that the ozone cannot be overdosed; this can be very harmful to the 

animals in the system. 

 

Ultra Violet Sterilization 

The final element of the filtration process employed in the ETF holding systems 

is UV sterilization.  All water leaving the sumps and returning to the aquariums 

is pumped through a UV sterilizer.  UV sterilizer unit’s work by exposing the 

water to ultraviolet light as the water passes through the sterilizer.  The UV light 

kills single celled and small multi-cellular organisms that pass through (bacteria, 

viruses, larval macro parasites, protozoan’s, etc.).  This is highly effective at 

keeping disease and parasitic outbreaks to a minimum.   
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Aquarium System Maintenance & Procedures 
 

Aspects of the ETF aquarium system maintenance: 

 Obtaining Sea Water 

 Fresh Water Top Off 

 Cleaning/Servicing Filters 

 Cleaning the Aquaria 

 Partial Water Changes 

 Cleaning/Servicing Pumps 

 Testing the Water 

 

Obtaining Water 
  

All of the ETF systems are filled with water that originates from the sea. This 

water is collected by pumping seawater into a tank on the back of a flatbed 

truck, and transporting that water to the ETF water storage tanks. 

 

In order to obtain fresh, clean seawater, water collection trips should only be 

conducted when the tide is rising (bringing in clean open ocean water) and 

when the water conditions are clearest.  Collecting water after heavy rains or 

on an outgoing tide is not recommended due to possible contaminants from 

land run off. 

 

To obtain water: 

Step 1.  Strap the 1000-gallon tank securely onto the bed of the flat bed truck. 

Step 2.  Drive the flatbed truck to the water collection location 

-This location can change, but should always have clear, clean 

water available. 

Step 3.  Fill the tub about half way with clean seawater by pumping it in with 

the diesel powered pump.  Filling the tub more than half way will place undue 

strain on the truck’s suspension. 

Step 4.  Drive the flatbed truck back to the ETF 

Step 5.  Drain the water from the tub on the truck into the large ETF water 

storage tank located on the side of the building. 
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Fresh Water Top Off 
 

As water evaporates from the systems, the salinity in the systems will rise.  

This is because only the water evaporates, leaving the salt behind, which 

increases the salt concentration in the system water.   

  

To counter the effects of evaporation and maintain stable salinity levels in the 

system, fresh water must be added to the systems every day.  This fresh 

water should be added directly to the sumps. 

  

Fresh water top off procedures: 

  

Step 1.  Test the salinity of the system water using a refractometer. 

   -If the water tests with slightly high salinity, proceed to step 2  

   -If salinity tests normal, do not proceed to add fresh water 

Step 2.  Add Fresh water to the system by running a garden hose into the 

sump and turning on the fresh water supply from the faucet. 

Step 3.  Add fresh water the sump until the water level in the sump has risen 

by about 6 inches (15 cm). 

Step 4.  Allow the water in the system to circulate and mix for about 30 

minutes 

 Step 5.  Retest the salinity 

- If salinity measures on target, fresh water top off is complete 

- If salinity is still high, repeat steps 3, 4 & 5. 

 

 

Cleaning/Servicing Filters 
  

 Mechanical Filtration – Filter Pads and Filter Socks 

 Mechanical filtration is the removal of particulate matter from the system.  This    

           is generally done using filter pads or filter socks; these must be checked and  
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cleaned daily to remove any debris that has been trapped in the filter sock.  

Failure to do so will clog the filter pads/socks and not allow water to pass 

through them.  This reduces the effectiveness of these filters.  When cleaning 

these filters, the filter pad/sock is removed and then immediately replaced 

with a pre-cleaned filter pad/sock.  This minimizes the amount of time that the 

systems are running without any particulate filtration. 

 

To clean filter pads/socks: 

 

Step 1:  Prepare a pre-cleaned filter pad or filter sock 

Step 2:  Remove the filter pad/sock to be cleaned 

Step 3:  Immediately replace the removed filter pad/sock with the pre-cleaned 

one. 

Step 4: Clean the dirty filter pad/sock by pressure washing it with sufficient 

pressure to remove lodged particles of debris.  Spray the pad/sock down until 

no more debris are visibly trapped with the filter media, and until the water 

running through the media is clear. 

Step 5:  Hang the filter pad/sock to dry, and then store for future use. 

 

 

Foam Fractionation – Protein Skimmers 

 

Fish systems 1 and 2 are equipped with two large protein skimmers, which 

are operated by three pumps each.  The largest is a 1 hp pump, and this is 

the pump that draws water from the sump and pumps it into the skimmer 

reaction chamber.  The other two pumps are 1/3 hp pumps, and their sole 

responsibility is re-circulate water within the reaction chamber, and to draw 

air/ozone into the chamber, to create a vortex of mixing air and water.  These 

two 1/3 hp pumps are outfitted venturi valve induction devices, which allow 

them to draw air/ozone into their water stream and pump that air/ozone into 

the reaction chamber.   

 

Special attention must be given to these 3 pumps, to ensure that they are 

operating properly; pumping water and injecting air correctly.   
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To perform maintenance on these pumps, see attached pump 

manufacturer documents. 

 

Water exits the protein skimmers via a 6-inch pipe, equipped with a ball valve.  

The water level in the skimmer is controlled by this ball valve.  The more open 

the ball valve is, the lower the water level in the skimmer becomes.  

Conversely, the more closed the ball valve is, the higher the water level in the 

skimmer becomes.  After initial set up, ball valve adjustment should not be 

necessary, and water level in the skimmer should remain constant at all times. 

 

The two largest ETF skimmers, on fish systems # 1 and 2, are outfitted with 

automatic spray cleaning systems for the collection cup and rising tube, which 

allow the rising tube and collection cups to remain clean enough for consistent 

daily operation.  These skimmers however, must still be manually cleaned 

periodically, the rising tubes and collection cups must be disassembled and 

cleaned regularly with a scrub pad or brush to get a thorough cleaning of the 

rising tube and collection cup.  This will only be necessary when a large 

amount of brown sludge is visible on the inside of the rising tube. 

 

To clean skimmer rising tubes and collection cups: 

 

Step 1:  Turn off the water supply to the automated skimmer spray cleaning    

              System. 

Step 2: Disconnect the union on the top of the collection cup, which connects 

the fresh water supply of the auto cleaning system to the lid of the skimmer 

collection cup. 

Step 3:  Disconnect the union, which supplies the pumped, salt water supply 

to the skimmer riser tube spray nozzle. 

Step 3: Unscrew all of the plastic screws that hold the lid of the collection cup 

to the body of the collection cup. 

Step 4: Remove the lid. 



 14 

Step 5: Use a scrub pad to remove sludge that had built up on the rising tube 

and collection cup.  Pay special attention to the inside of the rising tube, as 

this is the most critical area to keep clean. 

Step 6: Replace Lid 

Step 7: Replace all the plastic screws holding the lid in place 

Step 8: Reconnect the unions, connecting the auto cleaning system pipes to 

the collection cup lid. 

Step 9:  Turn the water supply valves to the automated skimmer cleaning 

systems back on. 

 

Biological Filtration – The Bio Towers 

Biological filters essentially never need to be cleaned.  The aerobic bacteria 

that colonize the filter media are essential to the function of the filter.  

Cleaning of this bacterial colonized media with fresh water would only reduce 

the effectiveness of the biological filter.   Gently rinse the media if and only if 

the media has gotten so full of bacterial sludge that water has a hard time 

passing through the filter.  If it is necessary to rinse the media, use only 

system water.  The use of fresh water, especially chlorinated fresh water, 

would wipe out the bacteria population within the bio filter. 

 

Chemical Filtration  - Chemical Media 

Chemical media generally needs to be replaced on a monthly basis.  Some 

chemical media can be recharged rather than replaced.  Follow the 

manufacturer’s recommendations for the timeline on replacement/recharging 

of chemical media, and on how to recharge the media if possible. 

 

To replace chemical media: 

Step 1: Remove from the sump the nylon mesh bag, which contains the 

chemical media. 

Step 2: Remove the used media from the bag, and discard.  Placing the 

media in the trash is acceptable, as the media represents no harmful 

environmental side effects. 

Step 3:  Rinse the nylon mesh bag under clean tap water to remove any 

debris and remnants of old chemical media. 
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Step 4: Refill mesh bag with new chemical media. 

Step 5:  Rinse chemical media in mesh bag under clean tap water until water 

runs clear through the bag. 

Step 6:  Place the mesh bag with new chemical media back into the sump. 

 

Ozone Units 

The air intake filter of the Ozone units should be inspected weekly for the 

accumulation of dust, etc.  Filters should be kept clean. 

The ORP controller probes should be calibrated once per month to ensure 

proper operation of the Ozone units. 

 The Ozone units should only be serviced by authorized or experienced   

           technicians. 

 

Ultra Violet Sterilizers 

The UV sterilizers require little maintenance except for that the bulbs will need 

to be replaced eventually.  The bulbs are rated for 1 year of continuous 

operation before they need to be replaced.  After 1 year of use, the bulbs fail 

to emit a strong UV wavelength, thereby reducing their effectiveness at killing 

microorganisms.   

 

To replace UV bulbs: See attached manufacturers manual for the UV 

sterilizer on bulb replacement. 

 

 

Cleaning of the Aquaria 
 

As with any aquarium, it is necessary to periodically clean the aquariums of 

the ETF closed systems to remove excess algae buildup, remove fish waste, 

remove uneaten food particles, and to ensure that the drains on the 

aquariums are not clogged with debris.  

Depending on how much light intensity the aquariums are receiving, algae will 

need to be scraped off the aquariums anywhere from once per week to once 

per day.  Having a small amount of algae present in the aquaria is not harmful 

to the animals, however large amounts of algae will make it difficult to see 
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what is in each aquarium, and will also provide a breeding habitat for 

parasites. 

 

Removing excess algae can be accomplished by using a scrub pad and 

gently wiping down the aquarium sides and bottoms.   

 

Removing fish waste and uneaten food particles from the bottom of the 

aquarium is an essential element of keeping the system healthy.  Leaving 

these particles to sit in the aquariums for too long will cause an unhealthy 

build up of dissolved organics in the water.   

 

To remove debris from the bottom of an aquarium:   

 

Step 1:  Close the ball valve delivering water to the aquarium to be cleaned. 

Step 2:  If any algae are present in the aquarium, scrub it off with a scrub pad. 

Step 3: Allow the tank to “settle out” for a few minutes, so that all the debris is 

on the bottom of the aquarium.  

Step 4: Using a length of ¾ inch to 1 inch diameter flexible tubing, create a 

siphon from the aquarium to be cleaned, and have the water drain into a 

wheeled trashcan or 5 gallon bucket. 

Step 5:  Use the siphon tube like a vacuum cleaner, sucking up the debris on 

the bottom of the aquarium. 

Step 6:  When aquarium is cleaned, kill the siphon.  

Step 7:  Turn the ball valve delivering water to the aquarium back on, so that 

water flows into the aquarium. 

Step 8:  Replace the amount of removed water with new, clean seawater.  

Add this new water to the sump. 

Step 9:  Discard the wastewater.   

 

 

Partial Water Changes 
  

In order to maintain healthy water parameters for the animals in the closed 

system, it will be necessary to periodically exchange a portion of the system 
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water with new, clean water.  The main purpose of water changes is to dilute 

the build up of inorganic compounds (nitrate (NO3)).  Depending on the fish 

load, partial water changes should be carried out on each system once per 

week to multiple times per week.  

 

The best method of conducting a water change is to take the water from the 

aquariums via siphoning the water from the bottom of the aquariums.  By doing 

it in this fashion, debris from the aquarium are removed at the same time that 

water from the system is removed.  (See “removing debris from the bottom of 

an aquarium” above).  

The other method of conducting a partial water change is to utilize the pumps 

in the sump to pump water out of the system.  This method is not as efficient in 

that it is pumping out filtered water and is not removing any debris from the 

aquariums.  However, this method does allow for the rapid removal of large 

volumes of water, which can be very useful when conducting a large (25%-

50%) water change. 

 

Generally, exchanging about 10 to 25 percent of the system water volume per 

water change is sufficient at keeping water parameters within healthy standards.  

It is not recommended to exchange over 50 percent of the system water volume 

per water change.  Exchanging more than this amount may disrupt the “cycle” 

of the system, reducing the population of beneficial bacteria and causing spikes 

in ammonia (NH3) and nitrite (NO2) levels. 

 

 

 

To conduct a large partial water change: 

 

Step 1:  Locate the discharge pump as labeled, and turn it off by switching its 

power supply switch to the off position. 

Step 2:  Locate the system return and discharge pump valves as labeled 

pump and redirect its water flow so that it pumps water out of the system into 

the drain. 
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Step 3.  Allow the pump to discharge water out of the system until the desired 

amount of water is removed. Use the falling water level in the aquariums and 

the sump as a reference to estimate percentage of system water volume 

removed. 

Step 4.  Redirect water flow of pump so that it pumps water back into the 

aquariums. 

Step 5.  Add new seawater back into the system by adding it into the sump.  

Replace as much water as was removed 

Step 6.  Locate pump switch and turn it back on. 

Step 7.  Check salinity of the system, and ensure that it is at the desired level. 

  - If too saline, add fresh water. 

 

 

Cleaning/Servicing Pumps 
  

All water pumps need to be periodically cleaned and serviced.  It is important 

to follow manufacturer’s guidelines on how to disassemble and clean the 

pumps, as all pumps are slightly different.  Generally, the impellers will need to 

be cleaned at least every 6 months.  Failure to do so will cause the impellers to 

get weighed down with “sludge,” which will lead to decreased head pressure 

and added strain on the pump’s internal components. 

 

To perform maintenance on the system pumps and protein skimmer 

pumps, see attached manufacturers manuals for respective pumps. 

 

Testing Water 
  

Water tests are conducted daily on the holding systems to ensure that all of the 

filtration systems are functioning properly and that the water is remaining within 

healthy parameters.  The testing regime includes daily tests for the parameters 

most critical to the health of the animals in the systems.  See table 2. 
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Table 2: Tested parameters and target ranges for ETF system parameters. 

 

All test kits are different, and testing various parameters requires different 

techniques.  Always consult the test kit’s manufacturer instructions when 

performing a water test, to ensure that the test is being done properly.  All test 

kits come with an instruction manual, and these manuals are always stored with 

the test kits. 

 

 Oxygen Reduction Potential (ORP) is constantly monitored electronically on 

systems that are using ozone.   ORP indicates the amount of ozone in the water.  

A higher ORP reading indicates higher ozone levels.  ORP should remain 

around 375 - 400mV, never to exceed 450mV! 

 

* Note: salinity can be maintained at lower, “hypo-saline,” levels in an attempt 

to rid fish of parasites.  Fish such as sharks, seahorses/pipefish, and all 

invertebrates cannot tolerate hypo-saline conditions.  Hypo-saline water should 

not drop below 1.019 in specific gravity or 25ppt. 

 

** Note: Copper can be maintained at the low levels specified in the above 

chart for the purpose of preventing parasitic outbreaks.  Copper is effective at 

keeping parasite outbreaks to a minimum because copper is toxic to all 

invertebrates.  Copper is never to be used in the invertebrate system.  In 

addition, certain fish, such as cartilaginous fish (sharks, rays), and seahorses 

and pipefish are very sensitive to copper, and should never be exposed or 

treated with it.  These fish are to be kept in the invertebrate system. 

Parameter Tested Target Range 

pH 8.1 – 8.4 

Ammonia (NH3) 0.0 ppm 

Nitrite (NO2) 0.0 ppm 

Nitrate (NO3) 0 – 10 ppm 

* Copper (Cu) 0.10 – 0.15 ppm * 

** Salinity 1.025 s.g. / 35 ppt  ** 

Oxygen Reduction Potential (ORP) 375 – 400mV 
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Table 3: Summary of ETF system required maintenance 

 
 
 

CONTROL OF EQUIPMENT RECEIPT 

 

This procedure covers the methods for receiving goods and equipment and for goods 

inward inspection. 

 

METHOD FOR RECEIVING EQUIPMENT 
 

 On receipt, the incoming goods shall be inspected for quantity, damage and 

dimensionally as necessary. The Advice Note (or other delivery documentation) 

and the Certificate of Conformity if supplied shall be passed to the Owners, who 

shall check the Goods and the details on the Advice Note. 

 

 When satisfied the Advice Note shall be passed to the Office Manager who 

shall check the details on the advice note conform to the Purchase Order and 

arrange payment of the invoice. 

 

 Only goods that have passed checking shall be used in the facility.  

 

 Any unacceptable goods shall be returned to, and the Supplier notified 

immediately. 

 

System 

Fresh 
Water 
Top 
Off 

Water 
Test-
ing 

Feed- 
ing 

Clean- 
ing 

Aquaria 

Mechanic
al Filter 
Clean- 

ing 

Partial 
Water 

Change 

Chemical 
Media 

Replace 
ment 

Protein 
Skimmer 
Cleaning 

System / 
skimmer 

pump 
cleaning 

UV Bulb 
replace 
ment 

Ozoni 
zor 

mainte- 
nance 

1 daily daily daily daily daily weekly monthly   bi-
annually 

annually 

2 daily daily daily daily daily weekly monthly monthly monthly bi-
annually 

annually 

3 daily daily daily daily daily weekly monthly monthly monthly bi-
annually 

annually 

Quaran
tine 

daily daily daily daily daily weekly monthly N/A monthly bi-
annually 

N/A 

Invert daily daily daily daily daily weekly monthly N/A monthly N/A N/A 
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 A returns note shall be raised for the return of any unacceptable goods.  

 

 The Certification Diary shall be used as a basis for the review of a Suppliers 

performance.  

 

 The Owners shall carry out a bi-annual analysis of Supplier Non Conformances. 

Preventative action shall be taken to address any trends found.  

 

 

Equipment Maintenance 

 

This procedure cover the planned maintenance of strategic pieces of equipment that 

are required to maintain the quality of the facility water within specified parameters to 

ensure that all organisms are kept in optimum health. This equipment includes but is 

not limited to UV, protein skimmers, pumps, lighting, filters and chillers etc. 

 

Planned Maintenance  
 

 Preventative maintenance of significant equipment shall be undertaken to a 

Maintenance Schedule/Program. 

 

 The Owners shall prepare an Equipment Maintenance Process Sheet for all 

significant pieces of equipment requiring preventative maintenance. This 

sheet shall detail the steps taken to undertake maintenance on that piece of 

equipment. 

 

 The person performing maintenance shall sign the Maintenance Sheet on 

the completion of the maintenance. The maintenance sheet shall be 

retained in the Records File.  
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Control of Non-Conforming Organisms and Equipment  
 

 Non-conforming organisms shall be segregated from conforming organisms.  

 

 Non-conforming equipment shall be removed from use.  

 

 The Facility Manager shall be responsible for any decision on the disposition 

of the organisms or equipment. 

 

 

Corrective / Preventive Action 
 

Corrective / Preventive action shall be undertaken by the Company where 

needed and appropriate. Problems such as customer complaints, non – 

conforming organisms or other non – compliance with the MAC HHT Standard 

shall activate corrective/preventive actions to prevent the continued occurrence 

of the non-compliance. It is mandatory for all contractors and employees to 

ensure that corrective / preventive action is implemented in all instances of non-

compliance.  

 

 

Inspection and Testing 
 

Organisms, equipment and holding tanks shall be inspected and tested and the 

results recorded as the procedures defined in the Facilities Management 

Procedures Manual. 

 

The Facility Manager shall be responsible for all inspection and testing. 
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Facility Inspection and Tests 
 

This procedure covers the requirements for testing and verifying that the 

holding facility is being run so as to maintain organisms at optimum health. The 

way that organism health is maintained is by regular inspections of those 

organisms and also by monitoring water quality. The Owners determine the 

frequency of all testing activities.  The test parameters are recorded on the 

Water Quality Monitoring Sheets. 

 

 

In-House Organism Inspection 
 

All staff members are responsible for the conformance of their activities to the 

appropriate procedures and work instructions and shall carry out daily 

inspection of organisms as directed by the management. These inspections 

including DAA shall be recorded on the Daily Organism Report Sheets. 

 

FINAL IN-HOUSE INSPECTION AND PASS FOR DISPATCH  

 

Prior to sending for dispatch the management, or member of staff directed by 

the management shall conduct a Final Inspection of an organism or batch of 

organisms prior to removing from their holding tank to ensure that they are in 

optimal health.  

 

PROBLEMS 
 

 Any discrepancies found during Inspection shall be reported to the manager. 

The manager shall, as appropriate, complete Certification Diary. Any 

Corrective / Preventive action shall be recorded and verified on the 

Certification Diary. 

 Any non – conforming organisms shall be identified and segregated pending 

a decision on their status, for example removing them to a quarantine tank.  

 The management shall carry out a bi-annual analysis of Organism DOA and 

DAA. Preventative action shall be taken to address any trends found.  



 24 

 Records of In – House Inspections and any problems shall be retained for 

a minimum of two years.  
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ETF Marine Animal Screening Procedures 
 

Screening animals that are collected from the wild is a critically important step in the 

process of exporting aquarium fish and inverts for the aquarium trade.   Screening is 

the process of inspecting each and every fish/invert that the fishers catch, prior to 

accepting them for purchase from the fisher.  During the screening process, a detailed 

log is taken of how many fish/inverts are collected per fisher, and the number of these 

fish/inverts that are accepted or rejected 

 

The screening process has three major benefits: 

 

1. Screening helps the ETF to minimize losses due to fish getting 

infections from tears in fins, missing scales, etc., and ensures that the 

fish are in the least amount of stress as possible at the time of 

collection 

2. Screening ensures that the exporter has a quality product to sell to 

wholesalers, who only want to buy fish/inverts that are in exceptional 

condition. 

3. Screening ensures that the collectors are doing everything in their 

power to keep their catch as healthy as possible throughout the 

collection and handling process.  This helps to ensure that the 

collectors are not using rough or destructive fishing techniques to 

catch their quarry, and are not holding their catch in overcrowded, 

inhumane conditions. 

 

Screening can be a time consuming process, however the benefits will outweigh the 

costs.  The following is a step, by step guide on how to most efficiently screen the 

catch of fishers and keep a detailed log of the screening activities. 

 

Step 1.  Assemble Necessary Supplies For Screening 

 

-Tubs for holding water and fish/inverts 

-Plastic Bags for placing fish into 

  36” X 18” 
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  14” X 18” 

  12” X 18” 

-Oxygen tank for inflating bags 

-Perforated plastic cups with lids for holding small fish individually 

-Shallow plastic trays/bins for examining and counting fish 

-Small hand nets 

-Clipboard  

-Preformatted Excel spread sheet with space for: 

Fisher’s ID number, species collected, # collected, size collected (small, 

medium, large, & XL), # rejected and reason for rejection 

 

Step 2. Go to Fisher’s Location to Perform Screening 

 

It is important that the exporter goes to the fisher’s location to perform the 

screening, as apposed to the fisher traveling to the exporter’s holding facility.  

This will ensure that the exporter transports the fish in a safe and proper manner. 

 

Traveling to the fisher’s location can be done by land vehicle or by boat, 

however a boat will be required once at the fisher’s village to be able to perform 

the screening at the fish/invert holding location.  These locations are typically 

several hundred meters from the shore, in the clean stable water conditions. 

 

Step 3. The fishers present their catch 

 

Once the exporter has reached the fisher’s fish/invert holding area, the fishers 

present their catch to the exporter.  One fisher at a time presents their catch.  

The fisher’s name and ID number is recorded, and the process of screening, 

counting and recording each animal begins. 
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Step 4. Screening, Counting, Recording 

 

Each animal must be carefully examined before being accepted from the fisher.  

The most effective means of performing this task is to place a few fish/inverts 

at a time from the fisher’s holding cage, into a shallow examination bin on the 

boat. The examining party looks over each animal for any signs of damage, to 

include torn fins, missing scales, general signs of physical trauma and stress.  

Screening staff also checks for signs of disease, such as cloudy eyes, bloated 

bellies, redness in fins, visible parasitic infection.  Animals displaying any of 

these traits are rejected from the fisher, and are returned to the sea.  

 

One person examines each fish/invert, while another records the species of the 

animal, and whether the animal is accepted or rejected.   Also recorded is the 

size of the animal (sm, md lg, XL).  If the fish/invert is rejected, the recorder 

records why the animal was rejected (dead, torn fins, missing scales, signs of 

disease or stress).  

 

Basically, the ETF staff must keep track of the number of animals of each 

species and size, caught by each fisher, so that the fisher can be paid for his/her 

catch.  The exporter also keeps track of how many fish were rejected and why 

they were rejected.  This will aid the exporter in retraining any fishers with high 

a rejection rate on ways to improve the quality of their catch.  Special attention 

must be given to the number of any dead fish that the fisher presents.  As part 

of eco-certification, deaths must be kept to an extreme minimum, and any 

fishers presenting dead fish in their holding cages must be immediately 

retrained on methods of holding their catch to eliminate damage and deaths. 

 

Step 5. Holding the Accepted Catch/ Prepping Catch For Transport 

 

All animals that are accepted from the fisher are this time placed into large tubs 

of water on the boat, or placed into plastic bags with oxygen.  Most fish must 

be kept separated from each other to prevent fighting.  The best method for 

separating the fish is to place them into perforated plastic containers, 

individually, which are then placed into the large tub(s) of water.   
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For larger fish that are too big for the plastic containers such as large puffers, 

adult angels, epaulette sharks etc., plastic bags can be used.  When using 

plastic bags, be sure that the bags are triple lined to prevent leaks, and that 

there is a layer of newspaper in between the bag layers to help shade the fish 

inside.  The bags should be filled about 1/3 with fresh seawater.  Once the fish 

is placed inside the bag, the bag should immediately be inflated with pure 

oxygen from an oxygen cylinder, and tied shut with rubber bands.  The inflated 

and tied bags should then be placed in a shaded area on the boat, to help keep 

them cool.  The bags must not be exposed to direct sun light! 

 

Generally, fish should be bagged individually.  However for multiple small fish 

such as Chromis sp, they can be bagged together. 

 

As a general rule, large fish should be placed in a 36” X 18” bag.  Depending 

on travel time from the fisher’s site to the holding facility, multiple large fish can 

be bagged together if they are not of a species that will fight each other in transit.   

 

For example, three epaulette sharks of about 12 inches in length can be bagged 

together in a 36” X 18” bag if they are to stay in the bag for 4 hours or less.  A 

maximum of three large fish are to be placed in a bag of this size. 

 

14” X 18” bags will suffice for large adult angelfish and similar sized fish when 

bagged individually.  Fish of unaggressive nature can be placed together in 

these bags.  For example up to three large blue tangs can be placed together 

in 14” X 18” bags. 

 

12” X 18” bags are to be used for individually bagging most large and medium 

sized fish such as puffer fish, angelfish up to 6” in length, most butterfly fish, 

etc. 
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Step 6. Transporting the Accepted Catch to The ETF 

 

Once all of the accepted fish/inverts have been properly bagged or placed into 

the large holding tubs, they must be quickly transported to the ETF.  Special 

care must be taken to keep the bags and tubs out of direct sunlight.   

 

If traveling by boat and clean seawater is abundant, conduct partial water 

changes in the tubs every few minutes to maintain high oxygen levels in the 

water.   

 

If traveling by land vehicle, take care to maintain cool temperature of the water.  

The best vehicle to transport live fish/inverts is the air conditioned truck, 

although for short land trips (15-20 minutes), a flat bed truck can be used if the 

bags and tubs can be kept out of sunlight and remain relatively cool (82 degrees 

F max).  

 

Upon arrival at the holding facility, acclimate the new fish/inverts into a 

quarantine system as per “incoming organism procedures – acclimation.” 
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Incoming Marine Animal Procedures 
 

Initial Sorting 

Upon receiving a shipment of newly screened fish and invertebrates that are 

coming in from the field, the first thing that must happen with these organisms 

is that they must be sorted.  Sorting is based on the system that the new arrivals 

will be going in.  For new arrivals, there are only 2 possible systems that they 

will be going in: 

 

 All newly arrived bony fish are to be placed into the 

acclimation/quarantine system.  

 

 All newly arrived invertebrates are to be placed directly into the 

invertebrate holding system. 

 

 All newly arrived cartilaginous fish (sharks, rays, skates) are to be 

placed directly into the invertebrate system.     

 

 

Acclimation 

All newly arrived organisms must be acclimated to their new temporary homes 

in the ETF systems.  Differences in the water parameters from the newly arrived 

organisms’ bag water to the system water may be significant, especially in 

terms of water temperature and pH.  Therefore, all organisms must be slowly 

acclimated to the system water before being placed into their respective 

aquariums. 

 

To acclimate an organism to its respective system water: 

  

 Step 1: Float the organism bags in the system that they will be going into.   If  

The incoming organism does not have a bag, but rather a perforated 

Tupperware cup, float the cup as if it were a bag.  Float for at least 15 minutes 

to equalize the temperature 
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Step 2: Mix organism’s bag water with system water.  Punch a small hole (about 

the diameter of a writing pen) in the organism’s bag, and allow water from the 

system to mix with the bag water.  This will help allow the organism to slowly 

become accustomed to the water in the system.  Organisms in perforated 

Tupperware cups will have their water mixed as soon as they begin floating in 

the system.  This is not a problem. 

 

Note:  Some organisms, such as starfish, arrive to the facility in a large tub full 

of water containing many hundreds of specimens.  To acclimate these 

organisms, the best method is to simply add system water to the organism’s 

tub, about 1 gallon at a time.  Add 1 gallon every minute, until the water volume 

in the tub has doubled.  At this time, the organisms can be placed into their 

system. 

 

 

Quarantine Procedure 

All newly arriving organisms should be quarantined before being placed into 

the main holding systems.  Quarantining will help reduce the chance that the 

newly arrived organisms will introduce parasites or disease agents to the main 

holding systems.    At the EcoEZ/SEASMART ETF, all new bony fish are held 

in quarantine for at least 24 hours in the quarantine/acclimation system.   This 

system is treated with copper maintained at 0.15 ppm, to help kill any parasites 

that the fish may be harboring.  Note; fish such, as sharks, sea horses/pipefish, 

and all invertebrates cannot tolerate copper.  Copper sensitive animals must 

be placed directly into the invertebrate holding system. 

 

To dose copper in the quarantine/acclimation system: 

 

Step 1:  Obtain the liquid copper medication “Oodonex” and a graduated 

measuring cup. 

Step 2:  Measure out 150 mL of Oodonex 

Step 3:  Slowly pour the Oodonex solution into a high flow area of the sump. 

Step 4:  Test the copper level in the water in 12 to 24 hrs time 

Step 5:  Repeat dose if required to raise copper levels to 0.15ppm 
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To Test Copper, see copper test kit instructions, located with copper test. 

 

 

Organism Receipt 

 

This procedure covers the methods for receiving organisms and screening organisms. 

 

METHOD FOR RECEIVING ORGANISMS.  
 

 On receipt, the organisms shall be inspected for quantity, damage, and disease. 

The Suppliers Order Receipt Sheet or similar document shall be passed to a 

Screener who shall check that the organisms conform to the details on the order.  

 

 When satisfied the Screener shall pass their rough notes to the Secretary for 

entering into the computer and the generation of a Suppliers Shipment 

Performance Report. 

 

 Only organisms that have passed receipt inspection shall be entered into the 

facility following an acclimatization process. 

 

 Any unacceptable organisms or rejected organisms shall be segregated, the 

reasons for rejection recorded and corrective action agreed. 

 

 Any batch of organisms with a Dead On Arrival (DOA) of more than required by 

the MAC HHT Standard will be highlighted and recorded as Non-MAC Certified.  

 

 The Certification Diary and Suppliers Shipment Performance Reports shall be 

used as a basis for the review of a Suppliers performance.  

 

 Records of Organisms Receipt Inspection shall be retained for a minimum of 

two years.  
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 The Owner shall carry out a six monthly analysis of Collectors performance. 

Preventative action shall be taken to address any trends found.  

 

 

Organism Acclimatization & Quarantine 

 

This procedure describes the actions taken during acclimatization of organisms and 

their quarantine. 

 

METHOD 

 

 Upon receipt all organisms will be passed to the acclimatization area and 

placed in the acclimatization/screening tanks per supplier. 

 

 Organisms will be acclimatized by gradually trickling a solution of system water 

into the screening tanks. This process shall take a minimum of 3 hours. 

 

 Following acclimatization the organisms are screened and accepted or rejected. 

 

 If the DOA of a batch at the species level is more than the requirement of the 

MAC Standard that batch of organisms can then no longer retain its certified 

status. 

 

 DOA is only measured upon receipt. All mortality after this is deemed as DAA. 

 

 

 

 

 

 Quarantine  
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 If during daily inspection or at other times an organism is thought to be in need 

of special treatment because of damage, disease etc. It shall be segregated 

from the other organisms and withdrawn from sale. 

 

 Organisms are quarantined and treated within their own holding tank or moved 

to a different location. 

 

 Management shall decide on the disposition of organisms that cannot be sold. 

 

 All significant issues with respect to sick or rejected organisms shall be 

recorded in the Certification Diary. 

 

DOA AND DAA Monitoring 

 

The purpose of this procedure is to ensure that a proper record of all DOA and DAA 

of organisms is made.  

 

METHOD. 

DOA mortality is defined as the moment in time when organisms are unpacked at the 

facility. Other mortality after this is defined as DAA mortality. 

 

Cumulative DOA and DAA Mortality Allowance 

Maintaining the certified status of a species batch is based on a cumulative DOA + 

DAA mortality allowance. The mortality allowance is related to species batch size as 

per the table below.  

 

Cumulative Mortality Allowance 
 

Species Batch Size Cumulative (DOA + 

DAA) Mortality 

Allowance 

1-5 organisms 0 organisms 

6-20 organisms 1 organism 
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21-100 organisms 2 organisms 

101-200 organisms 4 organisms 

201-300 organisms 6 organisms 

 

Long Term MAC Certified Status for Species Batches 

After 5 days at a MAC Certified facility, and if the cumulative mortality allowance for 

maintaining certified status has not been exceeded, a MAC Certified organism will 

remain MAC Certified until sold.  

 

Regaining MAC Certified Status for Species Batches 

MAC Certified status may be regained for a species batch that was initially MAC 

Certified but lost its MAC Certified status due to exceeding the cumulative mortality 

allowance. If the organisms are held for 3 days, and no further mortality is recorded, 

the species batch will regain its MAC Certified status. If these organisms are held for 

another 2 days (i.e. a total of 5 days) they will remain as MAC Certified until sold.  

 

If there is mortality during either of these holding periods, the process of regaining 

MAC Certified status for the species batch by holding organisms (as described above) 

may be started again. 

 

Incidental Mortality in the Facility 

Mortality due to occasional predation, cannibalism or fish ‘jumping out of a tank’ does 

occur. Such mortality shall be recorded as DAA and if it occurs on a consistent basis, 

corrective and preventative action shall be taken and logged in the Certification Diary.  

 

 

 

 

Added DOA Allowance for Extended Shipping Times  

 

All shipments with a declared shipping time of less than 40 hours that arrive at the port 

of destination and are available for pick-up within the 40-hour period are required to 

meet the mortality allowance as stated above.  
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Shipments that have a declared shipping time greater than 40 hours may utilize an 

additional mortality allowance as indicated in the figure below. This is primarily for 

those facilities that for reasons of distance or airline connection complications are not 

able to receive shipments from a MAC Certified supplier within a 40-hour time period. 

Historical shipping records will need to be provided by the company when verifying to 

the certifier the need for this added mortality allowance. Records shall be kept of 

instances when 40 hours shipping time is exceeded. 

 

 

Additional DOA Mortality Allowance for Extended Shipping Time 

 

Species Batch Size Added DOA Mortality Allowance 

(number of additional organisms) 

1-5 organisms + 0 organisms 

6-20 organisms + 0 organisms 

21-100 organisms + 1 organism 

101-200 organisms + 2 organisms 

201-300 organisms + 3 organisms 

 

DOA and DAA Record Keeping and Reporting 
 

 Copies are kept of all Supplier Performance Shipment reports. 

 

 DOA records are kept for all organisms received. 

 

 DAA records are kept for all organisms received 

 

 DOA mortality data is summarized every 3 months, to document total mortality 

per species per supplier per country within that period. This data shall be made 

available to the company's Certifier or to MAC upon request. 
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 DAA mortality data is summarized every 3 months, to document total mortality 

per species per supplier per country within the facility within that period. This 

data shall be made available to the company's Certifier or to MAC upon request. 
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Traceability 

 

The purpose of this procedure is to ensure that MAC Certified marine aquarium 

organisms are always identifiable in relation to MAC Organism ID number, MAC 

Certified collection area, and by individual MAC Certified Fisher/Collector. 

 

Each MAC Certified species or organism group (for animals of less certain taxonomic 

specificity, e.g. coralliomorphs) has also been assigned a MAC Organism ID number 

(MOID). The organism identification codes used by the Company can be linked back 

to the appropriate MAC Organism ID number.  

 

 

METHOD 

 

Traceability at the Facility 

 

 To maintain MAC Certified status, MAC Certified marine aquarium organisms 

are always segregated from non-certified organisms and identifiable by MAC 

Organism ID number, MAC Certified collection area, and by individual MAC 

Certified Fisher/Collector.  

 

 Upon arrival at the MAC Certified export facility; the MAC Certified marine 

aquarium organisms will be segregated in tanks identified by MAC Certified 

Fisher/Collector and Collection Area.  We will record the delivery date, 

Collectors ID number, Collection Area ID number, MAC Organism ID number, 

number of DOA organisms and number of rejected organisms and reason for 

rejection.  

 

 New species batches (i.e. from different dates) from the same MAC Certified 

fisher/collector may be mixed into tanks containing the same species from an 

earlier species batch from the same fisher/collector as long as it is possible to 

ascertain what range of species batches are contained within that holding tank. 

Tank Labels are used to indicate MAC Certified organisms. 

 



 39 

 If the species batch is broken out into smaller batches and shipped to 

multiple locations, each new resulting smaller species batch that is 

shipped becomes a new species batch in its own right for traceability 

by those receiving the shipment.  

 

 The following are recorded with respect to deliveries from our suppliers: 

 The delivery date 

 Species Batch Number 

 Certified Collector ID 

 The MOID number (or equivalent code for identifying organisms) 

 Certified Collection Area number 

 Number of organism accepted 

 Number of DOA organisms 

 Number of rejected organisms and reason for rejection 

 

Traceability data passed on to our Customers. 

 

The following traceability data is passed on to our Customers 

 

 The MOID number (or equivalent code for identifying organisms) 

 Confirmation of the MAC Certified status of each species batch as 

appropriate 

 Our MAC Certified Exporter number 

 Date of dispatch of the organisms 

 

Note: This information is connected to a unique invoice number. 
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Marine Animal Holding Procedures 
 

Organization 

After quarantining all newly arrived bony fish for at least 24 hours in the copper 

treated quarantine/acclimation system, it is time to place them in the main 

holding systems.  If the water parameters as far as salinity and temperature are 

different from the quarantine system to the holding systems, acclimation of the 

animals will be required.  Otherwise, placing the fish directly into the main 

system should not be a problem. 

 

Fish placed in the holding system should be separated by: 

 Aggressiveness 

 Skin Type (smooth or rough/spines) 

 Date collected 

  

Aggressive fish must be kept separated from each other and from other less 

aggressive fish.   The use of individual cubicle tanks or placing aggressive fish 

into perforated plastic cups works well for this. 

 

Fish with rough skin or spines, should not be placed together with fish that have 

soft, smooth skin.  Mixing them together will generally result in the soft skinned 

fish getting abraded by multiple contacts with the rougher skinned/spiny fish.  

 

Fish placed in the main systems should also be separated by collection date.  

This will aid in determining when to feed them. 

 

 

Inventory Control 

 

 Keeping an accurate count of the species and number of animals being held  

in the ETF is critical.  In order to maintain traceability, the ETF must know how 

many animals it is holding, and where all of the animals that have left the ETF 

have gone (sold to a customer, returned to the sea, died). 
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Whenever new fish arrive, an accurate count of the number of organisms is 

provided with the screening list that comes in from the field with the new fish.  

This list can be used as a starting point, but must be double checked at time of 

receipt. 

 

The most effective way to maintain an accurate inventory of fish/invert stock is 

to count each fish/invert as it is being placed into its respective aquarium.  By 

adding this number of new animals to the number of animals already in the 

facility, the new total number of animals held will be obtained. 

 

Inevitably, some of the animals in the ETF will perish due to stress involved with 

capture and transport to the ETF, and life in captivity.  These losses must be 

recorded.  The most effective way to record these losses is to patrol the facility 

at least once per day with a clipboard, net and bucket.  Upon encountering a 

dead fish in an aquarium, remove it with the net, put it I the bucket, and record 

the species and other relevant information.  The new number of animals held 

in the ETF can be found subtracting out the number that has died.   

 

Feeding 

  

The animals held in the holding systems will need to be fed if being held for any 

length of time.  Be sure not to overfeed, as this will lead to rapid degradation of 

the system water.  Offer an appropriate variety of foods that will be acceptable 

to all species being held.  Some fish, such as damsels and clownfish will readily 

accept flake/pellet foods with no problem.  Other fish, such as angels, butterflies, 

large predators, and tangs have more specialized diets.  These fish may have 

to be offered fresh/frozen shrimp or marine algae.  

 

Purging 

  

Before being shipped, all animals must be purged, or deprived of food, for a 

period of time to ensure that they will not excrete waste products into their bags 

during shipping.  This is critical, as a small amount of waste in the fish’s bag 
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will lead to almost certain mortality over the 24 to 50 hour journey to the 

importer’s location. 

 

For larger fish, over 4-5” in length, purging (stop feeding) should begin 7 to 8 

days prior to shipping 

 

Medium fish (under 4” in length) should be purged beginning 5 days prior to 

shipping. 

            

           Small to tiny fish (less than 2 “ in length) should be purged beginning 3 days             

           prior to shipping. 

 

 

 

Organism Handling, Packaging and Dispatch 

 

The objective of this procedure is to ensure that the optimum health of all organisms 

is maintained during handling, packaging and dispatch. 

 

METHOD. 

 

HANDLING. 

 

Care shall be taken to prevent stress and accidental damage of all organisms whether 

in the holding facility or in transit.   

 

HOLDING FACILITY. 

 

 All organisms shall be held in a manner that minimises stress and promotes 

optimum health. 

 

 All holding tanks shall be maintained in a clean and disease free condition. 

 

 All organisms shall be traced to a Batch/Invoice Number. 
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 The Facility Manager shall be responsible for the safe handling, packaging and 

dispatch of all organisms. 

 

PACKAGING. 

 

All organisms shall be packed as per the appropriate fish-bagging sheet and to the 

Packaging System Reference Sheet per Customer, which ensures that the packing 

used is suitable for the journey undertaken by the organisms. 

 

DISPATCH. 

 

Organisms shall be picked by reference to a copy of the Packing Reference Sheet, 

Order and ‘Wish List’. The Packer when finished packing and order will pass their 

rough notes and marked up copy of order and ‘wish list’ to the Secretary. The 

Secretary raises any CITES documents, the sales invoice and emails or faxes the 

dispatch details e.g. flight time, AWB number to the customer. Any differences 

between the order, flight details etc are resolved between the Secretary and the 

Packer. 

 

STOCK CONTROL 
 

The Facility Manager shall maintain stock levels by visual inspection and a review of 

pending orders. 
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Export Procedures 
 

Exporting is the process of packaging organisms up and shipping them off to 

international customers.  This process is the most critical of operations in the facility, 

and essentially of the SEASMART Program, for the entire program revolves around 

the successful sale and export of the aquarium organisms. 

 

It is of paramount importance that all of the organisms exported arrive to their final 

destination in excellent condition.  This aids in the SEASMART Program building a 

reputation of quality among aquarium animal importers, and assures that the 

SEASMART Program will build lasting business relationships built on mutual interests 

with these importers. 

 

Great care must be taken to ensure that all organisms being shipped out of the facility 

are individually screened to ensure quality, individually bagged to ensure survivorship 

of the journey, and carefully boxed to ensure quick customs handling and further 

survivorship. 

 

Care must also be taken to ensure that the organisms being exported are spending 

the smallest amount of time possible in bags.  Therefore, the process of bagging the 

organisms up must take place immediately before transporting the organisms to the 

airport, and the export process itself must be accomplished in as little time as possible. 

 

Export Phase 1:  Organize the Order 

 

In order to be most efficient and fast during the bagging and boxing processes, 

the animals to be exported must be pre-screened and organized to facilitate a 

timely pack; this can be accomplished by printing off the customer(s) order(s), 

and then catching the fish to be shipped and arranging them in the systems.  

The organisms should be arranged by customer/order and should be easily 

located and to bring the organisms to the bagging table once the bagging 

process begins. 

 

Export Phase 2:  Prepare the Assembly Line  
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To further aid in the efficiency of the export process, the duties of export must 

be tasked out to various staff members.  Each is assigned a position/job for 

which they are responsible.  Assemble the packing staff along the long table 

located adjacent to the aquarium systems.  Assign 1 or 2 staff members to 

collect the organisms and bring them to the table, 1 or 2 staff members to bag 

preparation, 2 people to screening and pacing organisms, 2 to 4 staff members 

to tie off bags, 2 people to boxing, and 1 person to inventory control. 

 

Gather all equipment and supplies that will be necessary for the export.  This 

includes:  

-Printed copies of the customer orders 

-Plastic bins for transporting animals from their aquariums to the processing 

table 

- Large tub full of packing water 

-Bags for placing the organisms into 

-Oxygen tanks for inflating bags  

-Clips and properly operating clipping machine 

-Rubber bands for tying bags 

-Styrofoam lined cardboard boxes that will be used to ship the bags 

-An accurate scale for weighing the loaded boxes 

 

Arrange the table so that on one end is the tub full of packing water, then bags 

that the organisms will go into, then the screening station, the bagging station, 

and finally, on the opposite end of the table, the boxing station. The idea is that 

a fish will be pulled from its aquarium, and will quickly move down the table 

from screening to bagging to boxing. 

 

 

Export Phase 3:  Screening  

 

Once all of the fish have been organized so as to be easily located, the 

screening and bagging process can begin.  Each organism to be exported is 
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collected from its aquarium, and transported to the screening and bagging table, 

a few animals at a time.   

 

At the table, 2 staff members are responsible for carefully examining each 

animal to ensure that they are in excellent condition.   This ensures that 

SEASMART Program customers are only receiving top quality fish, and also 

helps in reducing the chances that the animals will die in transit due to a pre-

existing stressor. 

 

The screeners should carefully examine each fish/invert for: 

 

-Torn fins 

-Cloudy Eyes 

-Scratches or abrasions 

-Visible parasites 

-Visible fungal/bacterial infections 

-Signs of emaciation (sunken in stomach) 

-Signs of internal parasite/infection (bloated stomach) 

-Broken/missing /deteriorating arms (starfish) 

  

Any fish displaying the above symptoms should be “rejected” and set aside for 

future release back to the wild. 

 

Export Phase 4: Bagging 

 

Once a fish passes the screening process and is approved for export, it is 

placed into an appropriately sized bag that has been pre filled with the 

appropriate amount of packing water. 

 

All fish and inverts are bagged into individual bags.  The only exception to this 

rule applies to Strombus sp. snails, where 10 can be placed together in a single 

6 ½ inch bag. 
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Bag size is based on the size and habits of the organism to be packaged.  In 

general, fish must be cable of swimming and turning around within their bag, 

and all fish and inverts must remain completely underwater at all times when in 

their bags.  The following charts in table 2 provide a guide line as to what size 

bag should be provided for a particular sized fish or invertebrate (Cohen et Al, 

2010).  Table 3 provides a guideline on the amount of water that should be used 

for a given sized bag. 

 
 
Table 4:  Bagging and sizing chart 

Adult Angelfish, Groupers, Parrotfish, Rabbits & Foxface, Snappers, Large 

Puffers (Dogface/Arothron types), and non-reef Wrasses 

Size Inches Bag Size 

Tiny Less than 2” 6” 

Small 2”-2.5” 7” 

Small-Medium 2.6”-3.5” 8” 

Medium 3.6”-4.5” 9” 

Medium/Large 4.6”-5.5” 10” 

Large 5.6”-6.5” 12” 

Extra Large 6.6”-7.5” 14” 

Double Extra Large 7.6”-8.5” 16” 

Show 8.6”+ Full Bag 

 

Anglers, Anthias, Batfish, Butterflies, Filefish, Goatfish, Hogfish, Lions, 

Scorpions, Squirrels, Sweetlips, Tangs & Triggers 

Size Inches Bag Size 

Tiny Less than 1” 5” 

Small 1”-1.5” 6” 

Small-Medium 1.6”-2.5” 7” 

Medium 2.6”-3.5” 8” 

Medium/Large 3.6”-4.5” 9” 

Large 4.6”-5.5” 10”-12” 

Extra Large 5.6”-6.5” 12”-14” square bottom 
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Double Extra Large 6.6”-7.5” 16”-half bag 

Show 7.6”+ Full bag 

 

Small Angelfish (Centropyge), Jawfish, Boxfish, Hamlet, Hawfish, Flasher 

Wrasses, Blennies, Gobies, Cardinal, Clownfish, Small Pseudochromis, Basslet, 

Small Hogfish 

Size Inches Bag Size 

Tiny Less than 1” 5” 

Small Up to 1” 5” 

Small-Medium 1”-1.5” 6” 

Medium 1.6”-2” 7” 

Medium/Large 2”-2.5” 7” 

Large 2.6”-3” 8” 

Extra Large 3”-3.5” 8” 

Double Extra Large 3.6”+ 9” 

 

 

 

Sharks 

Size Inches Bag Size 

Tiny Up to 6” 10 inch square bottom 

Small Up to 6” 10 inch square bottom 

Small-Medium Up to 6” 10 inch square bottom 

Medium 6”-10” 12 inch square bottom 

Medium/Large 6”-10” 12 inch square bottom 

Large 10”-14” 14 inch square bottom 

Extra Large 14”-18” 14 inch square bottom 

 

Anemone 

Size Inches Bag Size Small 

Anemone 

Bag Size Large Anemone 

(Saddle, Carpet, Ritteri) 

Tiny Less 

than .5” 

5”  
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Small .6”-1” 5”  

Medium 1”-2” 5”  

Large 2”-3” 6”  

Extra Large 3”-4” 7”  

Double Extra 

Large 

4”-5” 8”  

Show 5”+ 9”-10” 12”-14” 

 

Brain, LPS Coral, SPS Coral, Polyp, Xenia, Misc Coral 

Size Inches Bag Size 

Small Up to 2.5” 5”-6” 

Medium 2.5”-3.5” 7” 

Large 3.5”-4.5” 8”-9” 

Extra Large 4.5”-5.5” 10” 

Double Extra Large 5.5”-6.5” 10”-12” 

Show 6.5”+ 12”-14” 

 

 

Soft Coral, Leather, Plants (same as brain etc. But pack taller) 

Size Inches Bag Size (pack taller) 

Small Up to 2.5”  5”-6” 

Medium 2.5”-3.5” 7” 

Large 3.5”-4.5” 8”-9” 

Extra Large 4.5”-5.5” 10” 

Double Extra Large 5.5”-6.5” 10”-12” 

Show 6.5”+ 12”-14” 

 

Sponge, Gorgonian (no air, all water) 

Size Inches Bag Size (pack taller) 

Small Up to 3” 7” 

Medium 3”-4.5” 8” 

Large 4.6”-6” 9”-10” 

Extra Large 6”-7.5” 10”-12” 
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Double Extra Large 7.5”+ 12”-14” 

 

Mushroom, Bisma 

Size Inches Bag Size 

Small 1-5 leaves 5”-6” 

Medium 6-10 leaves 7” 

Large 11-15 leaves 8”-9” 

Extra Large 16-20 leaves 10” 

Double Extra Large 21-29 leaves 10”-12” 

Show 30+ leaves 12”-14” 

 

Small Stars & Urchin 

Size Inches Bag Size 

Small Up to 1.5” 5” 

Medium 1.5”-2.9” 6” 

Large 3”-4.5” 7” 

Extra Large 4.5”-6” 8”-10” 

Double Extra Large 6”+ 10”-12” 

 

Regular Stars 

Size Inches Bag Size 

Small Up to 2” 4” 

Medium 2”-4” 6”-8” 

Large 4”-6” 8”-10” 

Extra Large 6”-8” 10”-12” 

 

Lobster and Shrimp 

Size Inches Bag Size 

Small Up to 1” 5” 

Medium 1”-2” 6” 

Large 2”-3” 7” 

Extra Large 3”-4” 7”-8” 
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Double Extra Large 4”-5” 8”-10” 

 

 

 

Table 5.  Bag Size to Water Volume Chart 

 

Bag Size (Inches) Water Volume (cups) 

4 X 8 ½ 

5 X 9 ¾ 

6 X 12 1 ½ 

7 X 14 2 

8 X 16 3 

9 X 18 4 

10 X 20 5 to 6 

10 square bottom 7 

12 square bottom 8 

14 square bottom 10 

 

 

Export Phase 4 Continued: Bagging  

 

After the screened fish or invertebrate has been placed into an appropriately 

sized bag with the correct amount of water, the bag must be filled with pure 

oxygen and sealed.  The aim is to achieve a ratio of approximately 1/3 water to 

2/3 oxygen inside the bag.   

 

To fill a bag with oxygen and seal it: 

 

Step 1: Insert the hose coming off of the oxygen tank regulator into the bag 

opening. 

Step 2: Lightly grip the plastic bag around the hose with one hand, to create a 

seal around the hose. 

Step 3.  Turn on the flow of oxygen, allowing the bag to “plump up” with oxygen. 
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Step 4. Turn off the flow of oxygen when the bag is firm.   

Step 5: Simultaneously remove the hose from the bag and begin twisting the 

bag to effectively create a “tail” that seals the oxygen inside the bag and causes 

the bag to remain firm. 

Step 6: Wrap a rubber band around the “tail” of the bag to lock the tail in position, 

thereby keeping the bag inflated with oxygen and completely air and watertight. 

 

 

Export Phase 5:  Boxing 

 

When the bags have been sealed, the next step is to place them into a box for 

shipping.  The box should be a cardboard box, lined with Styrofoam insulation 

on all sides, including the lid and floor.  Before placing bags into the box, the 

box must be lined with a plastic trash bag, which acts, as a final barrier to water 

should a bag break during transit. 

 

To properly pack a box for shipping: 

 

Step 1.  Obtain a cardboard box with Styrofoam insulation lining. 

Step 2.  Place a large plastic trash bag into the box to act as a liner that will 

catch any water that may leak from the bags during shipping. 

Step 3.  Begin filling the box with bags. 

  -Be sure to record the species and quantity going into each box  

as the bags are being placed in 

-Place larger, heavier bags on the bottom of the box 

- Fill box as tightly as possible to prevent the bags from rolling 

around inside the box.  Packing tightly also helps to reduce freight 

charges for our customers. 

Step 4.  When the box is completely full of bags, place the Styrofoam lid on top, 

close the cardboard shut, and tape the box to keep it firmly closed. 

Step 5.  Weigh the box and write the weight on the outside with a marker. 

 

Export Phase 6:  Labeling 
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All boxes must be marked and labels affixed appropriately.  The required information 

and labels are as follows: 

- Qantas transfer label including: 

o Date of shipment 

o Origin 

o Destination 

o Air Way Bill number 

o Weight 

- Box Packing List including: 

o Customer name and contact information 

o Weight 

o Box number 

o Contents of box including common and scientific 

names of all organisms 

Boxes will also be marked accordingly if there are multiple customers. 

 

Export Documentation 

 

Each shipment for export must be accompanied with 3 sets of the following 

documents: 

- NFA Export Permit (Certificate of Fitness) 

- Pro Forma Invoice 

- Bank of PNG Form 

- NFA CITES Letter 

- Packing List 

In addition to the above documents, there are two Qantas documents required by the 

airline: 

- Letter of Indemnity 

- Declaration of Species being shipped 

 

 

Steps for Processing Export Documentation 
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1) Upon receipt of order from a customer, a Pro Forma Invoice is created 

2) NFA Export Permit (Certificate of Fitness) is filled out  

3) Submit these documents to NFA for approval and stamping by Certification & 

Auditing Department - * Note:  These documents must be submitted at least 3 

days in advance to allow for processing time.  If the customer order was 

received late, special arrangements must be made with NFA to ensure 

processing of export documents can be expedited. 

4) Upon completion of export documents by NFA, they can be picked up by 

assigned ETF staff 

5) Make 5 sets of copies of these documents 

6) ETF to submit check requisition form to head office 

7) Obtain open check written to Qantas for payment of freight charges 

8) Upon completion of packing, make 5 sets of the packing list to accompany 

above documents 

 

Three (3) sets of these documents will accompany the shipment to airport cargo center. 

Two (2) sets of these documents will remain in the ETF office for Post-Export 

document processing. 

 

9) Upon completion of the export, ETF office will submit one (1) set of export 

documents to customs clearance agency, (currently Duegro) 

10)  The other set of export documents are filed in ETF office 

11)  Once payment has been made, obtain customer payment remittance from 

company bank,  (currently ANZ) 

12)  Customer remittance and Bank of PNG document are then to be submitted to 

Bank of PNG 

13)  Reconcile export documents with NFA. 

 

   

 

 

 Facility Management Policies & Procedures 
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The facility management system is the company’s documented policy and work 

procedures in accordance with the MAC HHT Standard.  

 

 

Quotation and Order Control 

The purpose of this procedure is to ensure that a proper record of all quotations and 

orders made to Customers is retained. 

 

 Customer’s enquiries, quotations, purchase orders or contracts shall form the 

basis for determining the customer's requirements. In addition customer's 

technical instructions, special requirements or approved packaging samples 

shall be used as necessary. 

 

 The Facility Manager shall be responsible for determining customers’ 

requirements and shall determine the Company’s capability to meet those 

requirements. 

 

 The Facility Manager shall be responsible for ensuring that the customer’s 

position with respect to the use of ‘make-weights’ is known and recorded. 

 

 The Facility Manager shall hold regular reviews to resolve differences from 

quotations, orders etc. 

 

 Records shall be retained of all quotation, order and contract requirements and 

review meetings. 

 
METHOD. 

STOCK CONTROL 

 Once a week members of staff undertake an assessment of the stock of 

organisms held by the facility. The members of staff then advise the Secretary 

who updates the in-stock list. 
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 The Secretary then sends the appropriate in-stock list to each customer by fax 

or email. 

 

 Each customer then returns the stock list with his or her requirements by email 

or fax maybe accompanied by a ‘wish list’. 

 

 The Secretary deems to satisfy both the order and wish list if possible and then 

books the appropriate airline freight space. 

 

 The copy of the order is then given to the screeners to starve and segregate 

the fish for each order. MAC certified organisms are indicated by MAC batch 

numbers.  

 

ENQUIRIES AND QUOTATIONS. 

 

 Enquiries and quotations are serviced by the provision of a price list to the 

enquirer. If the enquiry becomes an order then a customer file is set-up. 

 

 Records of Customer orders shall be retained for a minimum of one year. 

 

 All copies of order related emails should be printed and retained for one year. 

 

 

Purchasing 

 

 Selection of Organism Suppliers, Equipment Suppliers and Sub –Contractors 

 

All organism suppliers, equipment suppliers and sub-contractors shall be carefully 

recruited on their ability to supply organisms, goods and services conforming to 

Company specifications. 

 

The selection and performance monitoring shall be carried out and documented as 

described in the Company Management Procedures Manual. Purchase orders shall 

only be placed with organism suppliers, equipment suppliers and sub-contractors who 
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have successfully proven capable of supplying organisms, goods and services to the 

Company’s specifications. 

 

 Clarity of Purchase Orders 

All Company requirements regarding the supply of organisms, equipment or services 

shall be clearly provided to the supplier. Purchase orders shall contain this information, 

supported where necessary with technical information, and shall be updated when 

modifications occur. 

 

 

Purchasing And Supplier Assessment. 

 

This procedure ensures that purchased organisms, equipment and services meet the 

required quality levels and satisfies contract requirements.  

 

Non-organism purchases made by the Company are for off the shelf items or services 

over which the Company has no direct control of quality etc. 

 

The Owners record all significant non-organism purchases in the Certification Dairy. 

 

METHOD. 

 

 Organisms, equipment and services shall be purchased from Approved 

Suppliers by means of a purchase order that shall contain a clear description 

of the organisms, equipment and services ordered and shall include as 

applicable: 

 

 Specification 

 Requirement for MAC Certified Status 

 Brief description 

 Quantity 

 Verification and Release arrangements 

 Delivery Date 
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 The Administrative Assistant shall check each Purchase Order and sign it when 

satisfied with the information provided.  The Purchase Order shall be emailed, 

faxed or handed to the Suppliers Representative. A copy of the Purchase Order 

shall be retained. 

 

 Any amendments to Purchase Orders shall be recorded on the Purchase Order 

copy signed by the Administrative Assistant and emailed, faxed to the Supplier. 

 

 Blanket orders may be used as the basis of ordering from collectors 

associations. These may be amended by cell phone text, fax, email or 

telephone call. All amendments shall be recorded in the Certification Diary. 

 

 Records of Purchase Orders shall be retained for a minimum of two years. 

 

 

AMENDMENTS TO ORDER 

 

 All amendments that we make to our order shall be agreed upon and 

documented by both parties, as soon as possible and no later than the time that 

packing of the order for shipment has begun. 

 

 Once we have placed an order, the order will be honored and those organisms 

accepted upon delivery by us. In exceptional cases (e.g. flooding, long term 

power outage, facility water contamination though disease, flight cancellations, 

etc) we will undertake and document their best efforts: 

- To accept the shipment if delivered; 

- Tbo find another certified export facility that can accept the delivery; 

- To notify supplier, as early as possible, of inability to accept a shipment; 

and 

- Both parties to ensure and maintain the optimal health of the organisms. 
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 Suppliers will also be advised of the species that we do no longer wish to take 

by means of a no-take list. 

 

 

 

APPROVAL OF SUPPLIERS. 

 

 Preference shall be given to Suppliers who have a proven history of trading with 

the Company. 

 

 New Suppliers shall only be used after they have successfully reviewed by the 

Administrative Assistant. 

 

 The Administrative Assistant shall maintain a Record of Approved Suppliers.  

 

 The Administrative Assistant shall keep the performance of the suppliers under 

regular review and dependent on the severity of any non – conformity shall take 

one of the following actions: 

 

 Remove the Supplier from the Record of Approved Suppliers. 

 Agree with the Supplier the actions to be taken to improve their performance. 

 

 Records of Approved Suppliers performance shall be retained for a minimum 

of two years. 

 

SUPPLIER SHIPMENT PERFORMANCE REPORT (SSP) 

 

 The Company will review and maintain records of their Shipment Performance 

Reports as sent to them by their customers. (See next page for example). 

 

 Any ‘Poor’ recordings shall be recorded, reviewed and any action taken in the 

Certification Diary. 
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Non – Conformities And Corrective / Preventive Actions 

 

The objective of this procedure is to ensure that all significant problems and issues 

such as non – conforming organisms are segregated from good organisms and 

describes how non – conformances and corrective / preventive actions are recorded. 

Other significant day-to-day problems and issues are also recorded and corrective and 

preventative action taken. 

 

METHOD. 

 

NON - CONFORMING ORGANISMS AND ITEMS. 

 

 Any non-conforming organisms and items found are to be segregated from 

conforming organisms and items. 

 Non – Conforming organisms and items found at screening shall be recorded 

in Screeners rough notes.   

 Corrective / Preventive action shall be recorded in the Certification Diary. 

 Non – Conforming items found In-Use shall be recorded in the Certification 

Diary. 

 

 

OTHER ISSUES 
 

Significant other issues and problems as they arise shall be noted in the Certification 

Diary. The appropriate corrective and preventative actions shall also be noted. 
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NON – CONFORMANCE ANALYSIS. 

 

 The Owners shall carry out a six monthly analysis of all Non – Conformance’s 

to identify any trends. Preventive action shall be taken to address any trends 

found. 

 Records of Non – Conforming items shall be retained for a minimum of two 

years. 

 

 

CUSTOMER COMPLAINTS. 

 

 The Owners shall maintain a record of Customer Complaints. 

 When a Customer complaint is received the manager shall enter it into the 

Certification Diary. Any corrective / preventive action decided shall be recorded 

in the Certification Diary. 

 The manager shall sign off the Certification Diary on satisfactory completion of 

any corrective / preventive action. 

 

 

CUSTOMER COMPLAINT ANALYSIS. 

 

 Customer Complaints shall be analysed six monthly to identify any trends. 

Preventive action shall be taken to address any trends found. 

 Records of Customer Complaints shall be retained for a minimum of three years. 

 

 

FACILITY MEETINGS. 

 

 At the end of each quarter the manager shall complete the Facility Performance 

Record and present this for discussion at a meeting chaired by the manger and 

attended by any relevant staff members.  

 Any Preventive Action decided on at the meeting shall be recorded in the 

minutes, acted on as soon as possible and reviewed at the next meeting. 
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 Records of the Quarterly Facility Meetings shall be retained for a minimum of 

two years. 

 

 

Company Management System Audit and Review 

 

The purpose of the Company Management system Audit and Review is to ensure that 

the procedures are being operated in the correct manner and continue to meet the 

system requirements and the requirements of the MAC Core HHT Standard. 

 

 

METHOD. 

 

 The Owners shall establish a program that ensures that all procedures are 

audited at the quarterly management meetings by discussion so that as a 

minimum, each procedure is audited once per year. 

 

 Any shortcomings in the procedures detected shall be discussed at the 

quarterly management meeting and a decision made as to what actions need 

to be taken. 

 

 Corrective Actions taken shall be recorded and when satisfactory completed 

shall be signed off by the manger. 

 

 Records of the audit discussions at the quarterly meetings shall be retained for 

a minimum of two years. 

 

 

 The quarterly meeting shall also review the company management system at a 

minimum of once per year to determine what actions, if any need to be taken.  

 

 In conducting the review they shall take into account: 

 

 Findings of previous audits. 
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 The overall effectiveness of the Company Management System. 

 Any changes necessary due to new technologies, company management 

concepts and market strategies. 

 Any changes to MAC Standards 

 Suppliers performance 

 Customer Complaints, high DOA and DAA levels and Non – Conformances  

 Company Management Policy and Company Management Objectives  

 

 Agreed actions shall be recorded in the minutes of the quarterly meetings. 

 

 

 

ON-GOING IMPROVEMENT 

 

The purpose of this procedure is to ensure that we compare our DOA and DAA data 

against the international averages and put in place any corrective and preventative 

action needed to improve this performance. 

 

METHOD. 

 

 Every six months the manager compares the recorded DOA and DAA mortality 

record per species against the international average DOA and DAA for those 

species provided by MAC at http://www.aquariumcouncil.org.  

 

 A brief summary of this comparison is prepared for discussion at the next 

management meeting. 

 

 If necessary the company will identify and implement appropriate action to 

ensure significant measurable improvement against any company DOA or DAA 

that is 5% more than the international average. 

 

 All corrective and preventative actions with respect to required improvements 

in DOA and DAA shall be recorded and monitored in the Certification Diary. 

http://www.aquariumcouncil.org/
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Training 

 

The objective of this procedure is to ensure that any person undertaking work for the 

company is adequately trained or has the experience to perform that work.  

 

 

METHOD. 

 The manager shall keep under review the need for training and is to arrange 

for training either internally or externally as required. 

 

 Details of training or experience for each person within the company shall be 

recorded on his / her Training/Past Experience Record. 

 

 Future training needs shall be reviewed by the manager and discussed at the 

regular Management Meeting. 

 

 All persons within the company shall complete a Past Experience / Training 

record. This shall be used, as a basis for assessing any training needs. 

 

 The manager detailing the work each person is capable of shall complete a 

Skills Competence Matrix. 

 

 Training records are retained continuously. 

 

SPECIFIC TRAINING NEEDS.  

Special training needs are required for such activities such as order review, 

acclimatization, screening and testing. 
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Documentation Issue and Control  

 
This procedure describes the actions taken to control the issue and amendments of the Company 

Management Policy and Procedures manuals and control of other documentation relating to the 

Company Management System. 

 

METHOD. 

 

COMPANY MANAGEMENT AND PROCEDURES MANUAL. 

 

 The owners shall maintain one copy of the Manual. 

 

 Amendments proposed for any reason shall be authorised by the owners and recorded. 

 

 The owners shall issue new pages to the master manual and destroy obsolete pages. One 

copy of each obsolete page shall be retained for reference. 

 

MAC / OTHER STANDARDS AND WORK INSTRUCTIONS. 

 

 The owners shall maintain a Register of MAC and Other Standards including Work 

Instructions by using the Document Register Sheet. 

 

 MAC shall be kept up to date by review once per year. Reference shall be made to the MAC 

Website at www.aquariumcouncil.org. 

 

 Other standards held by the Company i.e. Customer Standards / Work Instructions shall be 

kept up to date by review annually by the Owners. 

 

 Records of Manual and Standards control shall be maintained for a minimum of two years. 

 

Company Management Records 

 

This procedure details the location and retention period of company management records. Company 

management records consist of but are not limited to: 
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 Supplier Contracts 

 Customer Order Records 

 Supplier Delivery Records 

 Invoices 

 Customer Complaints 

 Non-Conformities 

 Corrective / Preventive Actions 

 Certification Diary 

 Equipment Maintenance 

 System Audits 

 Training records 

 Inspection records 

 Document Control records 

 Organism Traceability Records 

 Organism Mortality 

 Packaging System Records 

 Management Meetings 

 

METHOD. 

 

 The company management records shall be retained as stated in this manual. 

 

 The company management records shall be stored in suitable files and stored in a manner 

that prevents deterioration. 

 

 All company management records are located in the main office and shall be maintained for 

two years. If records are kept on a computer system then this shall be subject to at least a 

weekly backup. 

 

 The owners shall be shall be the authority for the disposal of obsolete records. 
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Forms 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

WP1 Quotation and Order Review 
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There are no forms for this section. There could be included a typical stock list and invoice 
showing how MAC Certified Status is relayed to the Customer. 
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WP2 Purchasing and Supplier Assessment 
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Approved Suppliers List Record Book Entry 
 

Date 
Entered 

Supplier Name Basis Of Acceptance As A Supplier 
Comments 

1 July 2008 W.H. Industries Plastic Bags – 2+ years trading 
experience.  

1 May 
2008 

BOC Medical grade oxygen 

   

   

 

 

 

Example Of Purchase Record Book Entry 
 

Date 
Ordered 

Supplier Name What Ordered & When 
Wanted By Comments 

Received 
Date/Initial 

1 Dec 2002 F Herdie Ltd 2000 of 5”x5” plastic bags 
Wanted by 10 December 
2001 

9 Dec 2002  
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ORGANISMS NO TAKE PICTORIAL LIST 

 
Date Of Issue Signed 

 
To All Collectors and Middlemen 
 
Please note that we do not wish any of the following organisms to be collected and brought to our 
premises until further notice. 
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Form No. ONTPL Issue 1 May 2001 
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BLANKET PURCHASE ORDER FOR ORGANISMS 

 
ORDER No. ORDER START DATE 

 
ORDER EXPIRY DATE SIGNED 

 
Please supply every   
 
On the  1st  2nd  3rd  4th  Mon  Tue  Wed  Thu  Fri  Sat  Sun 
 

Collectors Coordinator Name  
 

 

Collectors Coordinator MAC ID No 

 
Species Local Name Scientific Name Species 

MAC ID No 
No. Required 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

Permitted Make Weight Per Shipment 

    

    

    

    

Day   Week   Month   
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Comments 
 
 

Form No BPOFO Issue 1 May 2001 
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Supplier Shipment Performance Report (SSP) 
 
Information to be recorded by the Company regarding each shipment received and sent to the Supplier 

 

Supplier 
 
 
 

Order Number Delivery Date 

 

 

 Poor Average Good 

DOA: DOA for a species batch exceeds Mortality 
Allowance for MAC Certified Organisms 

Over 5 species 
batches exceed 
DOA allowance 

3 or 4 species 
batches exceed 
DOA allowance 

2 species batches 
or less exceed 
DOA allowance 

Rating (circle one) x x x 

    

Unordered Organisms: Supplier sent unordered 
(make weight) organisms without prior agreement 

> 1 organism 1 organism 0 organism 

Rating (circle one) x x x 

    

Misidentified Organisms: Supplier sent incorrectly 
identified organisms 

> 1 organism 1 organism 0 organism 

Rating (circle one) x x x 

    

Size: Supplier sent organisms of a size not ordered > 1 organism 1 organism 0 organism 

Rating (circle one) x x x 

    

Water Quality    

Rating (circle one) x x x 

    

Packing    

Rating (circle one) x x x 

    

Overall: Overall evaluation of shipment More Than 1 
Poor 

Categories 

1 Poor 
Category 

0 Poor 
Categories 

Rating (circle one) x x x 

 

Comments 
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WP3.1 

WP3.2 

Organism Receipt 

Acclimatization and Quarantine 
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Organism Receipt Form 
 
 
 
Delivery Date _____________________________________    Supplier __________________________________________ 
 
 

          
Stock No. Species Common Name/Size Collector ID Number. Pcs. 

Delivered 
No. DOA 

No. 
Rejected/ 

Reason 

Placed in 
Tank No. 

Pcs. Bought Cost Total 
Cost 

GR 17 Panther Grouper/M TB105 5 0 0 60 5 60.00 300.00 

BF08 Ordinary butterfly/M TB105 1 0 0 60 1 5.00 5.00 

BF 06 Chelmon Butterfly/S TB105 4 0 1/B 60 3 15.00 45.00 

MIS 41 Black Sea Horse/M TB105 2 0 0 60 2 15.00 30.00 
 
 
Legend for reject:     A - bruises, B - torn fins/tail, C - wound/missing scale, D - Irregularities, E - Thin, F - Weak, G - Crushed bag leak, H-Unacceptable size tiny or over size  

 
 
Suppliers Shipment Performance Report Rating                        Poor  _______   Average  _________   Good  ___________ 
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Organism Quarantine Sheet 

 

Date  

 

Supplier 

 
Batch Number  

 

Species Local Name  

Reason For Quarantine  

Number In  

Treatment 

 

 

 

 

 
Number Out  

No. DDQ  

Holding Tank Area/Number  

 

 
Daily Observations 

 

Date Time Observations/Treatment Change Release/Destroy 

    

    

    

    

    

    

    

    

    

    

    

 

Form No. OQS Issue 1 
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WP4.1 

WP4.2 

Equipment Receipt 

Equipment Maintenance 
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EQUIPMENT MAINTAINENCE SCHEDULE 

 
Page            of                 Issue                    Commencing                 Signed 
 

EQUIPMENT REFERENCE/LOCATION JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC 
UV Fish Room 

 
    

 
      

Skimmer Coral Tanks  

 

      

 

   

Etc             

etc             

etc             

             

             

             

             

             

             

             

             

 
Key  

Maintenance Planned   Maintenance Completed 
 

Form No MS Issue 1 Oct 2002 
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EQUIPMENT MAINTENANCE SHEET             

 
Equipment Reference No. ________UV_ABC 1____________     Location _______Fish Room_____________________ 
 

Step PROCEDURE 
1 Isolate electricity 

2 Isolate water 

3 Undo covers and retain screws 

4 Etc 

5 Etc 

6  
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WP5.1 

 

WP5.2 
 

WP5.3 

Nonconformities, Corrective and Preventive Action 

Company Management System Audit and Review 

Ongoing Improvement 
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Documented Company Management System Audit & Meeting Program 

 

PROCEDURE Jul 

03 

Oct 

03 

Jan 

04 

Apr 

04 

Jul 

04 

Oct 

04 

Jan 

05 

Apr 

05 

Jul 

05 

Oct 

05 

Jan 

06 

Apr 

06 

WP1             

WP2 
 

   
 

   
 

   

WP3.1 & 3.2 
 

   
 

   
 

   

WP4.1 & 4.2             

WP5.1 & 5.2 & 5.3             

WP6             

WP7             

WP8   
 

   
 

   
 

 

WP9   
 

   
 

   
 

 

WP10             
WP11.1 & 11.2             
             

             

             

             

Annual Review     
 

   
 

   

Supplier Performance    
 

   
 

   
 

Records File             
Complaints             
Quarterly Meeting Date 28th 28th 28th 28th 28th 28th 28th 28th 28th 28th 28th 28th 

 
Key  

 Audit Discussions Planned    Audit Completed   

 Form No DMSAP Issue 1 October 2002 



 87 
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QUARTERLY FACILITY PERFORMANCE RECORD 
 
This summary is for the meeting of _________________________________________________________________ 
 

NONCONFORMITIES & SUPPLIER PROBLEMS 

 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
DOA  
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 

DAA 

__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 

QUARANTINE 

 
___________________________________________________________________________________________ 
 

EQUIPMENT 

 
___________________________________________________________________________________________ 
 

CUSTOMER COMPLAINTS 

 
___________________________________________________________________________________________ 
 
___________________________________________________________________________________________ 
 

SYSTEM AUDITS 

 
___________________________________________________________________________________________ 
 

OTHER ISSUES OVERLEAF  
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YES                    NO                                                                                         Form No. FPR Issue 1 October 

2002 
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EXAMPLE OF PROBLEMS ENTERED INTO THE CERTIFICATION DIARY 
 
 
Date Found   1 March 2003 
 
Problem Type   e.g. Customer Complaint 

 

Problem/ 

Non-Conformity Description High DOA of Green Chromis to Merck Meerwaser 

 

Investigation Shows  Wrong size bags used 
 

Corrective Action  Clarify with Packers right bags sizes (WP9) 

 

Preventive Action  Random inspection of dispatch process 

 

Closed Out Date  6th March 2003 
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WP6 Facility Inspection and Tests 
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Organism Daily Observation Sheet 
 

Date  
 

 
Time Holding Tank 

Number 
Species/Observations/Comments DAA 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 
 
Form No. ODOS Issue 1 
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SEA WATER QUALITY MONTHLY MONITORING SHEET 

 
  Day Of The Month 
No. Test 1 3 5 7 9 11 13 15 17 19 21 23 25 27 29 31 
1 Time AM+ 

PM 
AM+ 
PM 

AM+ 
PM 

AM+ 
PM 

AM+ 
PM 

AM+ 
PM 

AM+ 
PM 

AM+ 
PM 

AM+ 
PM 

AM+ 
PM 

AM+ 
PM 

AM+ 
PM 

AM+ 
PM 

AM+ 
PM 

AM+ 
PM 

AM+ 
PM 

2 Cu                 
3 Sal                 
4 NH4

+                 

5 NO2
-                 

6 NO3
-                 

7 pH                 
8 Temperature                 
9 Water Changes                 
10                  

 

Cu 0.1 – 0.15  Temp >20°C - 23°C - <27°C   

System Tank 1       

System Tank 2       

System Inverts       

 
 
 
Test Point As marked near door 

 

Sal >30 – 33 < ppt  Water Changes 20% - 50%  
NH4

+ 0 - <0.01 mg/Lt     

NO2
- 0 - <0.025 mg/Lt     

NO3
-Inverts  <5 - <20 mg/Lt     

NO3
-Fish <300mg/Lt     

pH 7.9 – 8.0 - <8.2     

 
 
 
 
 
 
 
 

Comments 
 
 
 
 
 
For Month  __________________        Year   _________________ 
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                                                                                                       Form No SWQDMS Issue 1 May 2001 
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WP7 DOA and DAA Monitoring 
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Fish Received

Cumulative Mortality Allowance

Species Batch Size         DOA+DAA Mortality Allowance

1-5 organisms                0 organisms

6-20 organisms              1 organisms

21-100 organisms          2 organisms

101-200 organisms        4 organisms

201-300 organisms        6 organisms

Table 1

Record DOA of

received batch

Does DOA

exceed Table ?

No

Record DAA for 5

days

Does DOA+DAA

exceed Table ?

Yes

Record DAA for 3

days

Does DOA+DAA

exceed Table ?

No

Record DAA for 2

more days

Batch is now

MAC Un-

Certified

Want to regain

MAC Certification

For the Batch?

Yes

Yes

No

No

Does DOA+DAA

exceed Table ?

No Yes

Yes
Batch is now

MAC Un-

Certified

Batch is now

MAC Un-

Certified

Batch is now

MAC Un-

Certified

MAC EXPORTERS DOA+DAA Monitoring

Batch is MAC

Certified until sold

Batch is now MAC

Certified

Batch is MAC

Certified until sold

Batch remains and is

sold as MAC Un-

Certified

>40 Hrs shipping Time

Cumulative Mortality Allowance

Species Batch Size         DOA+DAA Mortality Allowance

1-5 organisms                0 organisms

6-20 organisms              1 organisms

21-100 organisms          3 organisms

101-200 organisms        6 organisms

201-300 organisms        9 organisms

Table 2

Is declared

shipping time

>40hrs?

No

Table ? = Table 2Table ? = Table 1

Yes
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WP8 Traceability 
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MAC CERTIFIED STATUS 
 
All MAC Certified Organisms are indicated by the attachment of a label as below to the appropriate 
holding tank. 
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WP9 Organism Handling, Packing and Dispatch 
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Fish Bagging Sheet 
 

Reference No.  001  
 
 

Declared Shipping Time 40hrs  Date Of 
Design 

1 Oct 2002 

 

Bag System 
 

Item 
 

Bag Dimensions Etc 

Lemon Peels Size 2”-3” 

Bag Size 6”x6”  

Water Volume As per standard table 

Number per bag 1 

------------------------------------------ -----------------------------------------------------------------------------------
- 

All Chromis Size 2”-4” 

Bag Size 8”x8”  

Water Volume As per standard table 

Number per bag 3 

  

etc  

etc  

  

  

  

 
 
Form No. FBS Issue 1 Oct 2002 
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Customer Packaging System Reference Sheet 
 
CUSTOMER ___________________________________ 
 

Reference No.  
 

 

Declared Shipping Time  Date Of Design 

 

Structure 
 

Item 
 

Dimensions Etc 

Cardboard Box  

Packing Volume  

Nominal Weight  

Polystyrene Inner Container  

Plastic Outer Wrapper  

Newspaper Insulation  

Heat Pad  

Ice Packs  

  

  

 
Preferred Carrier Via Airports 

Northwest  

Lufthansa  

Continental  

FEDEX  

  

  

 
Know Issues With Certain Carriers Etc. 
 
 
 
 

Form No. PSRS Issue 1 
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WP10 Training 



 

 

TRAINING/PAST EXPERIENCE JOB RECORD 
 

NAME 
Each employee has record in office file 

Job Title 

 
Nature Of Current Work 

Experience 

Specialized Training 

Extra Skills 

Notes 
 
 
 
 
 
 
 
 

 



 

Form No HHTTPEJR Issue 1 October 2002 



 

SKILLS COMPETENCE MATRIX 
 
Page   of         Issue        
 

WORK ACTIVITY INDIVIDUALS’ NAMES 
 John 

Doe 
Jane 
Doe 

                 

Equipment Maintenance                    

Ordering                    

Purchasing                    

Acclimatization                    

Screening                    

Packing                    

DOA Recording                    

DAA Recording                    

Water Quality Testing                    

Driver                    

etc                    

etc                    

                    

                    

                    

                    

                    

                    

                    

                    

 
KEY  COMPETENT=X  LIMITED ABILITY=L  CANNOT DO=O 
 
Form No SCM Issue 1 October 2002 
 



 

 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

WP11.1 

WP11.2 

Documentation Issue and Control 

Records 

 
 
 



 

 
 
 

Certification Diary 
 

 
 
 
Most records are kept in the Certification Diary. One diary is kept per year. 
 
 



 

Document Register Form 
 

Date 
Entered 
System 

Standard or Document Title 
 

Revision/ 
Issue 

Date/Initials 
Of Review 

July 2001 MAC HHT Standard 1 MW 
1/5/03 

October 
2002 

MAC Certification Interpretive 
Document 

1 MW 
1/5/03 

October 
2002 

EXPORTERS NAME Policy 
Manual 

1 MW 
1/5/03 

October 
2002 

EXPORTERS NAME Procedures 
Manual 

1 MW 
1/5/03 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

Form No. DRS Issue 1 
 
 
 

 


