
EXERCISE 1

1

RETRIEVE INFORMATION CONCERNING A 
SHIP STATION 

VIA 
THE MARS WEBPAGE

Ship station (RR 1.77)
A mobile station in the maritime mobile service located on board a vessel which is 

not permanently moored, other than a survival craft station.
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Connecting to
ITU MARS

1. On your web 
browser type the URL

www.itu.int

2. CLICK on the tab
“Radiocommunication”

3. Under “Terrestrial 
services” 

Click on the tab “MARS”

http://www.itu.int/


STEP 1- CLICK ON 
“RETRIEVAL OF INFORMATION”



STEP 2- CHOOSE YOUR ADMINISTRATION FROM THE DROP DOWN BOX 
AND CLICK ON 

“SUBMIT QUERY”



SHIP STATIONS MEETING THE SEARCH CRITERIA ARE DISPLAYED
STEP 3- UNDER THE TITLE “SHIP NAME”

CLICK ON THE LINK OF ANY STATION



PARTICULARS OF THE SHIP STATION
AS NOTIFIED BY THE ADMINISTRATION ARE DISPLAYED



EXERCISE 2

7

RETRIEVE INFORMATION CONCERNING A 
COAST STATION 

VIA 
THE MARS WEBPAGE

Coast station (RR 1.75)
A land station in the maritime mobile service
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Connecting to
ITU MARS

1. On your web 
browser type the URL

www.itu.int

2. CLICK on the tab
“Radiocommunication”

3. Under “Terrestrial 
services” 

Click on the tab “MARS”

http://www.itu.int/


STEP 1- CLICK ON 
“RETRIEVAL OF INFORMATION”



STEP 2- CHOOSE YOUR ADMINISTRATION FROM THE DROP DOWN BOX 
AND CLICK ON 

“SUBMIT QUERY”



COAST STATIONS MEETING THE SEARCH CRITERIA ARE DISPLAYED
STEP 3- UNDER THE TITLE “STATION NAME”

CLICK ON THE LINK OF ANY STATION



PARTICULARS OF THE COAST STATION
AS NOTIFIED BY THE ADMINISTRATION ARE DISPLAYED



EXERCISE 3

13

RETRIEVE INFORMATION CONCERNING AN 
ACCOUNTING AUTHORITY 

VIA 
THE MARS WEBPAGE

An accounting authority acts as a billing intermediary between the maritime 
mobile station and service providers. 

The role of an accounting authority may be undertaken by an Administration; a 
Recognized Operating Agency (ROA); or any other entity or entities designated for 

this purpose by the Administration.
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Connecting to
ITU MARS

1. On your web 
browser type the URL

www.itu.int

2. CLICK on the tab
“Radiocommunication”

3. Under “Terrestrial 
services” 

Click on the tab “MARS”

http://www.itu.int/


STEP 1- CLICK ON 
“PARTICULARS OF ACCOUNTING AUTHORITIES”



STEP 2- TYPE IN YOUR ADMINISTRATION’S COUNTRY SYMBOL
AND CLICK ON “SUBMIT QUERY”



ALL ACCOUNTING AUTHORITIES MEETING THE SEARCH CRITERIA ARE DISPLAYED
STEP 3- UNDER THE TITLE “AAIC”

CLICK ON THE LINK OF ANY ACCOUNTING AUTHORITY



THE CODE AND CONTACT INFORMATION OF THE ACCOUNTING AUTHORITY
AS NOTIFIED BY THE ADMINISTRATION ARE DISPLAYED



Notification of information

Who can notify?

Administrations of ITU member states that has jurisdiction over the stations.

Where to send the notification?

All notifications, with a covering note,  should be sent to:

• the attention of “the Director of the Radiocommunication Bureau” 

• email: brmail@itu.int

For inclusion in the:

• List of Ship Stations and Maritime Mobile Service Identity Assignments (List V);

• List of Coast Stations and Special  Service Stations (List IV); and

• Maritime mobile Access and Retrieval System (MARS)

mailto:brmail@itu.int


NOTIFICATION OF INFORMATION

Relevant information 
can be found in the 
MARS webpage 
concerning:

• Coast Stations

• Ship Stations

• MMSI assigned to Search and 
Rescue (SAR) Aircraft

• MMSI assigned to AIS Aids to 
Navigation (AtoN)



• To facilitate the submission of ship station data, the Bureau has 
developed:

A paper notification form;

Data elements for electronic submission

• The Preface to List V contains information that is helpful for 
completing these forms.

• Some pertinent information is also provided at the back of these 
forms.

• The Bureau recommends the use of the electronic submission, as these 
offer distinct advantages.

Ship stations notification



Ship stations notification 
Paper notification form



Ship stations notification 
Data elements for electronic submission



Ship stations notification (electronic format)
What format should I use to notify data?

Spread sheet (example: MS Excel)

ASCII TEXT FILE (example: Notepad)

• Field delimiter: Semicolon (;)
• Occurrence separator: Comma (,)
• Record delimiter: New line

Example:
A;DIVA MARIA;MPBP2;;235039142;;;G;;;;PL;YAT;;;;;;;;GRAHAM;;;235039142;;8;MRS D PELHAM BURN,FLAT 5,35 ELM 
PARK GARDENS,SW10;0207 3514845;;;3;VHFPORT,RADAR,EPIRB406,VHFDSC;9D0D481E70000C5;982359000



Ship stations notification
FIELDS

Complimentary fields that should be notified:
• Field 10 - Radio Beacons (EPIRBs)
• Field 11 - General classification (i.e. PL, MM, FV..)
• Field 12 - Individual classification (i.e. YAT, PH, OIL, CA, ..)
• Field 18 - AAIC
• Field 23 - EPIRB Identification code (if programmed with MMSI)
• Field 24 - Vessel Identification Number (IMO number)
• Field 25 - Gross Tonnage
• Fields 26 to 29 - Emergency contact information
• Field 30 - Capacity of persons on board
• Field 32 - EPIRB HEX ID Code (if programmed with Cospas-Sarsat designated code) 

Mandatory fields that shall always be notified:
• Field AC - Action Code (A-add, M- modify, S – suppress)
• Field 1 - Ship (vessel) name
• Field 2 - Call sign; and/or
• Field 4 - MMSI 
• Field 7 - Notifying administration 



Mandatory fields that shall always be notified:
• Field 1 - Ship (vessel) name
• Field 2 - Call sign
• Field 4 - MMSI (if assigned)
• Field 7 - Notifying administration 

Ship stations notification 
Mandatory Fields

For both paper and electronic notifications the following mandatory fields are to be notified

• Field AC - Action Code 
• Code to indicate what action is to be taken by the BR with respect to a notified ship station

• A  to add a new ship station
• M to modify information concerning a previously notified ship station
• S   to suppress a previously notified ship station 

• Field 2 - Call sign
• The formation of a call sign for a ship station is as follows (RR Article 19): 



Mandatory fields that shall always be notified:
• Field 1 - Ship (vessel) name
• Field 2 - Call sign
• Field 4 - MMSI (if assigned)
• Field 7 - Notifying administration 

Ship stations notification 
Mandatory Fields

For both paper and electronic notifications the following mandatory fields are to be notified

• Field 4 – MMSI - The formation of a MMSI for a ship station is as follows (Recommendation ITU-R M.585-6): 



EXERCISE 4 

28

NOTIFYING SHIP STATION INFORMATION FOR 
INCLUSION INTO THE 

LIST OF SHIP STATIONS AND MARITIME MOBILE 
SERVICE IDENTITY ASSIGNMENTS (LIST V)

“ELECTRONIC DATA FORMAT”
USING A SPREAD SHEET (e.g. MS Excel)
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Connecting to
ITU MARS

1. On your web 
browser type the URL

www.itu.int

2. CLICK on the tab
“Radiocommunication”

3. Under “Terrestrial 
services” 

Click on the tab “MARS”

http://www.itu.int/


STEP 1- CLICK ON 
“NOTIFICATION”



STEP 2- CLICK ON 
“Data elements for electronic submission”



Ship stations notification 
Data elements for electronic submission are displayed



STEP 3- OPEN A SPREAD SHEET ON YOUR COMPUTER
“E.G. MS EXCEL”

STEP 4- ON THE FIRST ROW ENTER IN THE FIRST COLUMN “AC” (Action Code)

STEP 5- ON THE FIRST ROW FROM THE “SECOND” COLUMN ONWARDS INSERT THE
FIELD NUMBERS 1 TO 33



Step – 6  FILL IN THE FOLLOWING INFORMATION IN  “ROW No . 2” 
OF THE OPENED SPREAD SHEET

Field Description of Fields Data to be entered REMARKS

AC.* Action Code A A – ADDING A NEW SHIP STATION

1.* Ship (Vessel) Name LARA VENTURE

2.** Call Sign VRIJ7 REFER TO RR 19.55

4.** MMSI Number 477434300

5 Inmarsat Number(s) 773230382

7.* Notifying Administration CHN

11 General Classification MM MM – MERCHANT MARINE VESSEL

13 Nature of Service CP CP – PUBLIC CORRESPONDENCE

18 Accounting Authority Identification Code (AAIC) HX13

20 Owner Name OCEAN SHIPPING LTD
WAN CHAI, HONG KONG

24 Vessel Identification number 9512575 IMO number or national registration number

25 Gross Tonnage 52718 Total enclosed space or internal capacity of a 
vessel, calculated in the terms of  “tons” of 
100 cubic feet each

26 Emergency Contact Person ashore (Name & Address) CAPT. XIAO XI
HENNESEY ROAD
WAN CHAI, HONG KONG

27 Emergency Contact Person ashore (Phone) +852 2863 5333

30 Capacity for persons on board 25

*MANDATORY FIELDS **EITHER ONE OR BOTH OF THE ITEMS IS TO BE PROVIDED.



Ship stations notification (electronic format)
EXERCISE

SPREAD SHEET (example: MS Excel)

Note: If there is no data to notify in a 
field, the corresponding column should 
still figure in the spread sheet (i.e. all 33 
columns should be provided)



SAVE AND SEND THE NOTIFICATION

NOTE: FOR ALL OFFICIAL NOTIFICATIONS, SEND THE NOTIFICATION TO:

• the attention of “the Director of the Radiocommunication Bureau” 

• email: brmail@itu.int

FOR THIS EXERCISE:
• SAVE THE SPREAD SHEET ON YOUR COMPUTER: LARA VENTURE.XLS
• CREATE AN ELECTRONIC MAIL MESSAGE
• ATTACH THE SPREAD SHEET AND SEND IT TO: WRS_terrestrial@itu.int

mailto:brmail@itu.int
mailto:WRS_terrestrial@itu.int


Ship stations notification (electronic format)
ANOTHER METHOD

VIDEO

ASCII TEXT FILE (example: Notepad)

• Field delimiter: Semicolon (;)
• Occurrence separator: Comma (,)
• Record delimiter: New line



EXERCISE 5 
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NOTIFYING SHIP STATON INFORMATION FOR 
INCLUSION INTO THE 

LIST OF SHIP STATIONS AND MARITIME MOBILE 
SERVICE IDENTITY ASSIGNMENTS (LIST V)

“PAPER NOTIFICATION FORMS”
AVAILABLE VIA THE MARS WEBPAGE
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Connecting to
ITU MARS

1. On your web 
browser type the URL

www.itu.int

2. CLICK on the tab
“Radiocommunication”

3. Under “Terrestrial 
services” 

Click on the tab “MARS”

http://www.itu.int/


STEP 1- CLICK ON 
“NOTIFICATION”



STEP 2- CLICK ON 
“NOTIFICATION form (MSWord)”



FILL IN THE FOLLOWING INFORMATION INTO THE NOTIFICATION FORM

Field Description of Fields Data to be entered REMARKS

AC.* Action Code A A – ADDING A NEW SHIP STATION

1.* Ship (Vessel) Name LARA VENTURE

2.** Call Sign VRIJ7 REFER TO RR 19.55

4.** MMSI Number 477434300

5 Inmarsat Number(s) 773230382

7.* Notifying Administration CHN

11 General Classification MM MM – MERCHANT MARINE VESSEL

13 Nature of Service CP CP – PUBLIC CORRESPONDENCE

18 Accounting Authority Identification Code (AAIC) HX13

20 Owner Name OCEAN SHIPPING LTD
WAN CHAI, HONG KONG

24 Vessel Identification number 9512575 IMO number or national registration number

25 Gross Tonnage 52718 Total enclosed space or internal capacity of a 
vessel, calculated in the terms of  “tons” of 
100 cubic feet each

26 Emergency Contact Person ashore (Name & Address) CAPT. XIAO XI
HENNESEY ROAD
WAN CHAI, HONG KONG

27 Emergency Contact Person ashore (Phone) +852 2863 5333

30 Capacity for persons on board 25

*MANDATORY FIELDS **EITHER ONE OR BOTH OF THE ITEMS IS TO BE PROVIDED.



STEP 3 – RESULT OF THE EXERCISE



• To facilitate the submission of Coast station data, 
the Bureau has developed:

A table containing the links to extract the 
complete data corresponding to each 
Administration. 

A table containing  one notification form per 
service.

Coast stations notification



Coast station notification 

MMSI - The formation of a MMSI for a coast station is as follows (Recommendation ITU-R M.585-6):

The formation of a call sign for a coast station is as follows (RR Article 19):



An administration can review the 
complete information existing in the 
ITU maritime database, concerning 
its coast stations. 

It is possible to download it from the 
MARS website and amend it, using 
the track changes function of the MS 
Word and send it back to 
brmail@itu.int

By notification forms, each service 
has a particular form.

NOTIFICATION OPTIONS 
• Data for review
• Notification forms

mailto:brmail@itu.int


EXERCISE 6 
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NOTIFYING COAST STATON INFORMATION FOR 
INCLUSION INTO THE 

LIST OF COAST STATIONS AND SPECIAL SERVICE 
STATIONS (LIST IV)

DSC WATCH SERVICE

“NOTIFICATION FORMS (PDF)”
AVAILABLE VIA THE MARS WEBPAGE
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Connecting to
ITU MARS

1. On your web 
browser type the URL

www.itu.int

2. CLICK on the tab
“Radiocommunication”

3. Under “Terrestrial 
services” 

Click on the tab “MARS”

http://www.itu.int/


STEP 1- CLICK ON 
“NOTIFICATION”



STEP 2-
NOTIFICATIONS FORMS OPTION

CLICK ON   “the particular service and download the form”



Service/s: DSC WATCH
Administration: Australia
Symbol: AUS
Station Name: MELBOURNE (SANDRINGHAM)
Address, Te, Fax, etc.: already in the form.
MMSI: 005030126
Call Sign: VMR360
Geographical coordinates: 37°56'00''S - 145°00'00''E
Frequencie/s: 156.525 MHz.
Frequency band: VHF
Emission Class: G2B
Sea Areas: A1
Watch Hours: HJ
Remarks: ---

STEP 3- CLICK ON 
“fill the DSC Watch Service form with the following data”





STEP 4- CLICK ON 
“the Green YES bottom, after checking the information”

To validate and save



NOTE: FOR ALL OFFICIAL NOTIFICATIONS, SEND THE NOTIFICATION TO:

• the attention of “the Director of the Radiocommunication Bureau” 

• email: brmail@itu.int

FOR THIS EXERCISE:
• SAVE THE FORM ON YOUR COMPUTER: ListIV-DSC.pdf
• CREATE AN ELECTRONIC MAIL MESSAGE
• ATTACH THE FILE AND SEND IT TO: WRS_terrestrial@itu.int

STEP 5- CLICK ON 
“SEND THE NOTIFICATION”

mailto:brmail@itu.int
mailto:WRS_terrestrial@itu.int


EXERCISE 7
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NOTIFYING COAST STATON INFORMATION FOR 
INCLUSION INTO THE 

LIST OF COAST STATIONS AND SPECIAL SERVICE 
STATIONS (LIST IV)

AIS SERVICE

“NOTIFICATION FORMS (PDF)”
AVAILABLE VIA THE MARS WEBPAGE
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Connecting to
ITU MARS

1. On your web 
browser type the URL

www.itu.int

2. CLICK on the tab
“Radiocommunication”

3. Under “Terrestrial 
services” 

Click on the tab “MARS”

http://www.itu.int/


STEP 1- CLICK ON 
“NOTIFICATION”



STEP 2- CLICK ON 
“the particular service and download the form”



STEP 3- CLICK ON 
“fill the AIS Service form with the following data”

Service/s: AIS
Administration: ITALIA
Symbol: I
Station Name: AUGUSTA PORT INFORMER
Address, Te, Fax, etc.: already in the form.
MMSI: 002470092
Geographical coordinates: 37°13'32''N - 015°13'13''E
Frequencie/s: 161.975 (first line) and 162.025 (second line)MHz.
Channels: AIS1 (first line) and AIS2 (second line)
Emission Class: F2D
Watch Hours: H24
Remarks: ---





STEP 4- CLICK ON 
“the Green YES bottom, after checking the information”

To validate and save



EXERCISE 8 
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NOTIFYING COAST STATON INFORMATION FOR 
INCLUSION INTO THE 

LIST OF COAST STATIONS AND SPECIAL SERVICE 
STATIONS (LIST IV)
DATA FOR REVIEW

“NOTIFICATION FORMS (PDF)”
AVAILABLE VIA THE MARS WEBPAGE



STEP 1 – DOWNLOAD FILE

DOWNLOAD 
YOUR FILE 
(MS-WORD) 
A TIES 
ACCOUNT IS 
REQUIRED

HOW TO GET A TIES 
ACCOUNT



STEP 2
AMEND THE DOCUMENT  USING TRACK CHANGES OPTION IN MS-WORD

Select Review tab and then click on track changes

The document will keep the original text with different marks in order to 
identify all the changes made as a addings, suppression, etc.



NOTE: FOR ALL OFFICIAL NOTIFICATIONS, SEND THE NOTIFICATION TO:

• the attention of “the Director of the Radiocommunication Bureau” 

• email: brmail@itu.int

FOR THIS EXERCISE:
• SAVE THE FORM ON YOUR COMPUTER: KOR.DOC
• CREATE AN ELECTRONIC MAIL MESSAGE
• ATTACH THE FILE AND SEND IT TO: WRS_terrestrial@itu.int

STEP 3 
“SAVE AND SEND THE NOTIFICATION”

mailto:brmail@itu.int
mailto:WRS_terrestrial@itu.int

