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1. Introduction 

Department of Labour and Occupational Safety has been established with the purpose 
of maintaining sound industrial Labour relations by protecting and enhancing the 
professional rights and safety of the workers/employees by creating safe, healthy and 
dignified working environment in the industry, establishment, trade, business, and 
service sector of the country. It also maintains the implementation of the law, provision 
and policy related to the labour administration. To achieve its objectives the 
department carries out many tasks. Major tasks carried out by the Department are the 
direction, implementation and enforcement of Labour related laws and policies, 
resolving Labour disputes, providing Work Permit to the Foreign Citizens working in 
various professions or other tasks according to the requirements of the relevant 
authorities,  providing Labour supplier license /renewal of Labour supplier licenses, 
trade union association/federation/enterprise level trade union registration/renewal, 
reducing child Labour, etc., through various programs. 

2. Labour supply background 

With the increase of Labour supply companies in Nepal, as the need for effective 
regulation and monitoring of them was felt, a provision was made in the new Labour 
Act, 2074 and Labour Regulation, 2075 that Labour suppliers must get the permission. 
Labour suppliers are not allowed to supply labour without permission from the 
Department. It is helpful in the implementation of minimum wage of the workers, the 
services and facilities to be obtained by the workers along with social security. 

This module should be developed in such a way that it enables the Labour Supplier 
Companies to submit registration request of their organization. Company's Authorized 
staffs should be able to update profile details of companies such as the owner’s detail, 
office staffs’ detail, details of all employees supplied, location change, name change, 
Share Legal update, etc. They can also manage their branch offices. For this, the 
company should be able to submit change request in their profile details with required 

documents 

3. Overview of Homepage 

In the home page, you can see the company logo. On the right side the "Grievance" 
refers to a formal complaint or dissatisfaction expressed by individuals or a group 

regarding a specific issue. 

Authorized staff and public users can enter information about Occupational Accidents 
and diseases. The module allows both public and system users to lodge complaints and 
grievances. 



A labor audit is a review or inspection of a company's employment practices, policies, 
and records to make sure they are following labor laws and regulations correctly. It 
checks if employees are being treated fairly and if the company is meeting its legal 
obligations as an employer. 

Its dual language where we can have English and Nepali language. 

Complainants should receive notifications about the status of their complaints via email 
and phone. They should also be able to view the status and add additional documents if 
needed. 

In the login section, choose the user type. Enter your valid email, click the check button 
to agree to the terms and policies, and then click "Get OTP" to proceed. 

 

4. Modules of the System 

The system consists of 7 Modules  

1. Work Permit-Individual 

2. Work permit-organization 

3. Trade Union Federation 

4. Trade Union Enterprise 

5. Enterprise 



6. Trade Union Association 

7. Labor Supply 

5. Login  

Link:  https://ilmis.dolos.gov.np/ 

 

 

 

● Choose Labor Supply from the dropdown. 

● Enter a valid email address to receive the OTP for verification. 

● Click on the check box to accept the terms and conditions. 

● Click on the Get OTP button. 

●  OTP will be sent to the respective email. 

● If OTP is not received, Resend OPT. 

 

https://ilmis.dolos.gov.np/


 

Enter the OTP received in the email and click “SUBMIT”. 

 

After the user’s verification is successful, you are directed to the Dashboard of users. 



 

6. Profile 

6.1: GENERAL INFORMATION 

 

 



 

 

When you open a profile, you will find a general section where you need to provide 
details about the organization. Here are the fields you need to fill in: 

 

● Enter Organization Name: 

● Enter PAN Number: 

● Enter Organization Registration Number: 

● Enter Organization Registration Date: 

● Enter Director/Managing Director Name: 

● Enter Director/Managing Director Email: 

● Enter Director/Managing Director Number: 

● Click on the checkbox to define the nature of work/service: 

● Select Province: 

● Select District: 

● Select VDC: 

● Select Ward Number: 

● Optional: Enter Toll: 

● Optional: Enter Fax Number: 

● Enter Organization Email: 

● Enter Organization Phone Number: 

● Enter SSID: 

 



Then, fill in the official person's details: 

● Enter Name: 

● Enter Designation: 

● Enter Email: 

● Enter Phone Number: 

● Enter “save” button 

 

After successfully updating the general information, proceed to the document section. 

6.1.2: Documents ( कागजातहरू) 

 

 

 

 



Please fill in the document section (attachments should be in PDF, JPEG, JPG, or 
PNG format and should not exceed 1MB): 

● Upload “कम्पिी दताि प्रिाण पत्र” 

● Upload “”मियिावली 

● Upload “प्रबन्धपत्र” 

● Upload “प्याि” 

● Upload “कर चुक्ता” 

● Upload “सािामजक सुरक्षा कोष दताि प्रिाण पत्र” 

● Upload “कम्पिी स्टाम्प” 

● Upload “श्रि  अमिट” 

● Upload ”अन्य कागजात” 

● Once you have uploaded all the required documents, click the “save” 

button. 

6.1.3: Directors (संचालकहरु)

 

To add directors, click on the "Add New" button. 



 

Please provide the following information to add a new administrator: 

 

● Full name “पुरा नाम” 

● Contact number “सम्पर्क  नम्बर” 

● Upload citizenship “नागररर्ता” 

● Click the save button. 

 

Once you have filled in the details for the new administrator, you can proceed to fill 

out the Branch Office section. To do this, navigate to the "शाखा कायािलय" (Branch 
Office) section. 

 

To add Branch Office, click on the "Add New" button. 



 

Please provide the following information to add a Branch Office: 

 

● Enter the branch office detail ”नयााँ शाखा र्ायकलय थपु्नहोस” 

● Enter the address “ठेगाना” 

● Enter the email “इमेल” 

● Enter the contact number “सम्पर्क  नम्बर” 

● Enter the name of the authorized person “आधिर्ाररर् व्यक्तिर्ो नाम” 

● Enter the “save” button. 

 

7. Request 

7.1: Labor Supply Applications “श्रधमर् आपूधतक धनवेदनहरु” 

Once you have created the profile, you can proceed to submit a request. To do this, 

navigate to "श्रधमर् आपूधतक धनवेदन" (Labor Supply Application) and click on the "श्रधमर् 

आपूधतक धनवेदन" (Add New) button but if you are a previous registrant, click on "पुरानो 

दताक". 



 

 

To fill in the general information, please follow these steps: 

Note that the "Registration" (दताि) radio button is automatically marked. 

● Select the”श्रधमर् आपूधतक गन ेभौगोधलर् के्षत्र”( geographical location for work). 

● Enter the “श्रधमर् आपूधतक गने अनुमाधनत संख्या” (approximate number of labor 

supplies). 

● Choose the file "धनवेदन अनुसूची-७ बमोधिमर्ो" (Application Schedule-7). 

● Choose the file "हस्ताक्षर" (Signature). 

● Choose the file "र्ालो सूचीमा नपरेर्ो स्वघोषणा" (Undeclared in the Blacklist). 

● Click the save button.If you are a previous registrant, click on "पुरािो दताि". 



 



To fill in the”पुरािो दताि ”, please follow these steps: 

Select "इिाितपत्र पाएर्ो आधथकर् वषक" 

Enter "इिाितपत्र नम्बर" 

Select "इिाितपत्र िारी धमधत" 

Select "इिाितपत्रर्ो मान्य अबधि" 

Select "श्रधमर् आपूधतक गन ेभौगोधलर् के्षत्र" 

Enter "श्रधमर् आपूधतक गरेर्ो संख्या" 

Enter "ESSF Deposit Amount" 

Enter "ESSF No. of Contributors" 

Upload "इिाितपत्र" 

Upload "धनवेदन" 

Upload "हस्ताक्षर" 

Upload "दशैं खचक भुिानीर्ो धववरण" 

Upload "बैंर् मार्क त तलब भत्ता पठाएर्ो धववरण" 

Upload "श्रधमर्हरुर्ो संख्यात्मर् धववरण" 

Upload "श्रम अधिट प्रधतवेदन" 

Upload "श्रधमर्हरुर्ो पाररश्रधमर् धववरण" 

Upload "श्रधमर्हरुर्ो सामाधिर् सुरक्षा र्ोष िम्मा गररएर्ो रर्मर्ो धववरण" 

Upload "दशैं खचक भुिानीर्ो धववरण" 

Click "save" button 

 

 



After saving, you can view your details in the picture below. 

 

 

After that, the profile and new application details are included and forwarded for 
further verification. 

● The verifier carefully examines all the filled details and uploaded documents. 

● If the verifier identifies any missing documents or mistakes, the application is 

rejected with appropriate remarks. 

● If everything is found to be satisfactory by the verifier, the Bank Guarantee and 

revenue (License Fee and Fine) are determined and notified to the user. 

 

Once the reviewer accepts and completes the document review process, you will get 
access to make the payment. 



 

 

The admin reviews the documents and either rejects, sends back with remarks, or 
approves with DoLOS permission. 

Once the approver approves the application the Certificate is issued with date, Time and 
company information. 

 



 

 

7.1.1: Renewal 

The renewal application can only be submitted three months before the license 
expiration date. The authorized person can edit/update existing information, attach new 
documents if necessary, and submit the renewal application. If there are office changes 
or multiple offices to be added, the corresponding bank guarantee must be uploaded. A 
renewal fee of NPR 5,000.00 should be paid within three months prior to the license 
expiry. If the renewal is done after the license end date, penal fees will be applied.  

 



 

● Upload "धनवेदन" 

● Upload "हस्ताक्षर" 

● Upload "दशैं खचक भुिानीर्ो धववरण" 

● Upload "बैंर् मार्क त तलब भत्ता पठाएर्ो धववरण" 

● Upload "श्रधमर्हरुर्ो संख्यात्मर् धववरण" 

● Upload "श्रम अधिट प्रधतवेदन" 

● Upload "श्रधमर्हरुर्ो पाररश्रधमर् धववरण" 

● Upload "श्रधमर्हरुर्ो सामाधिर् सुरक्षा र्ोष िम्मा गररएर्ो रर्मर्ो धववरण" 

● Upload "अन्य र्ागिातहरू" 

● Click "save" button 

 

 



If the admin accepts your document, you will proceed with the payment process either 
you can pay through online payment or bank voucher upload. 

 

Once more you are required to submit the Bank Guarantee. 

 



Once again, the user needs to verify the bank guarantee.

 

The admin verifies the documents and either rejects, sends back with remarks, or 
approves. The admin process for renewal follows a similar procedure as the new 
application. Once approved, a new certificate with updated dates and the same License 
Number will be provided.



 

7.2: Work area change 

The "Work Area Change" feature allows service seekers to fill out an online form for 
requesting a work area change. Authorized staff members can access the form filled by 
service seekers and view or download the uploaded documents. Click on the “Add New” 
button to change work area. 

 

 



 

Select the area of work that you are changing. 

 

If admin finds okay, then they either set the amount of Bank Guarantee and revenue 

(License Fee and Fine), or forwards the application request to the Supervisor. 

Verifier, supervisor or the Approver should be able to generate Permission / Renewal 
Certificate with change in work areas if permitted with that role by the office / 
department. 

 

 

 



7.3: Service Change 

The system will allow user to update the online application form for Service Change. 
This means they can switch to a different type of work or service from the two options 
currently available. Click on the “Add New” button to change service. 

 

 

Mark the checkbox of the services you are changing. 

 

If the admin finds any missing documents or errors, the change request will be rejected 
with appropriate comments, and the user will be informed of the rejection. However, if 
the admin finds everything in order, they will determine the applicable fee and notify 
the user accordingly. Certificate with change in work areas will be generated. 

 



7.4: Company Name change 

The system will enable user to update the online application form for a Company Name 
change. This means they can switch to a different company name from the options 
currently available. To initiate the change, they can click on the "Add New" button. 

 

● Enter "र्म्पनीर्ो हाल र्ायम भएर्ो नाम" 



● Upload "नाम पररवतकनर्ा लाधग अनुरोि पत्र" 

● Upload "नाम पररवतकनर्ा लाधग र्म्पनी रधिष्ट्र ारर्ो पत्र / नाम पररवतकन सधहतर्ो र्म्पनी 

दताक प्रमाणपत्र" 

● Enter "र्ारोबार संरे्त नं" 

● Select "भुिानी धमधत" 

● Upload "भौचर अपलोि गनुकहोस्" or Click "अनलाइन भुिानी" 

● Click "save" button 

If the verifier identifies any missing documents or errors, they will reject the company 
name change request with relevant comments and notify the user of the rejection. 
However, if the verifier sees the request to be satisfactory, they will determine the 
applicable fee and inform the user accordingly. A certificate reflecting the change in 
company name will be generated. 

7.5: Company Address change 

The system will allow user to update the online application form for a Company Address 
change. This means they can switch to a different address for their company from the 
options currently available. To begin the change process, they can click on the "Add 

New" button. 

 



 

 

● Upload "Upload" 

● Upload "र्म्पनी रधिष्ट्र ार र्ायाकलयबाट ठेगाना पररवतकन गररयो र्ागिात" 

● Enter "र्ारोबार संरे्त नं" 

● Select "भुिानी धमधत" 

● Upload "भौचर अपलोि गनुकहोस्" or Click "अनलाइन भुिानी" 

● Click "save" button 

If the verifier identifies any missing documents or errors, they will reject the company 
address change request with relevant comments and notify the user of the rejection. 
However, if the verifier sees the request to be satisfactory, they will determine the 
applicable fee and inform the user accordingly. A certificate reflecting the change in 

company address will be generated. 

 

 

 

 

 



7.6: Labor License Cancelation 

User can apply to cancel their license by submitting the necessary documents and 
providing remarks explaining the reason for cancellation. 

 

After verification by the Supervisor, the application will be forwarded to the Approver 
for approval. Once the Approver grants approval, it will be updated in ILMIS, and a 
cancellation notice will be sent to the user through their verified email and mobile 
number. In case a Labor Supplier Company fails to comply with the rules and regulations 
of the Labor Act 2074 and Labor Regulation 2075, the Department of Labor and 
Occupational Safety (DoLOS) has the authority to suspend your license for a specific 

period. 

Labour Supply Approval 

This module was developed in such a way that it enables authorized staffs to access the 
form filled by the service seekers and view, download the documents uploaded by 

them. 

The application request should be viewed in verifier's dashboard. The verifier then 
checks all the details filled and all the documents uploaded by the service seekers. If 
verifier finds any missing documents or mistakes, he/she can reject the application 
request with proper remarks (reasons for rejection). If verifier finds okay, then he/she 

sets the amount of Bank Guarantee and revenue (License Fee and Fine). 

After bank Guarantee paper is submitted and revenue is deposited in the specified 
account via banks integrated with ILMIS or e-payment service providers or operators 
integrated with ILMIS, the application request should be forwarded by the verifier to the 
Supervisor. 



The Supervisor checks the document and either rejects, or sends back to the verifier 
with proper remarks, or approves the application request with permission from DoLOS, 

or forwards the application request to the Approver. 

The Approver also checks the documents and either rejects, or sends back to the verifier 
/ supervisor with proper remarks, or approves the application request with permission 
from DoLOS. 

Verifier, supervisor or Approver should be able to generate Permission / Renewal 
Certificate if permitted with that role by the office / department. 

ILMIS should be integrated with office of Company Registrars’ and IRD Systems for data 
validation, where possible. 

 


