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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. Work Permit Individual and Organization 

This module has developed in such a way that it enables the service seeker (Foreign 
workers) to access, fill and submit the online application form anywhere -anytime via 
internet. After duly filled the form and uploaded the mentioned documents, service 
seeker can choose an interview date from a slot specified by the Department and 
submit the form online and then successful form submission should be displayed and 
notification regarding the same along with customized instructions should be sent in 
their registered email and mobile number 

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  

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

Choose the work permit- Individual 

 

In the application, the user can choose from different options in the "For" 
dropdown menu: Work Permit-Individual, Work Permit-Organization, Trade 
Union Federation, Trade Union Enterprise, Trade Union Association, and Labor 
Supply. 

 

● 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 

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


●  OTP will be sent to the respective email 

● If OTP is not received Resend OPT  

 

 

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. Work permit of Foreign Citizens (Individual)  

6.1: PROFILE 

1 

This module allows foreigners in Nepal or outside Nepal to register for a work permit. It 
includes an application form that users will fill out to start the work permit process. The 
application begins with basic information to create a personal profile, and once 
completed, users can easily apply for the work permit with only additional information 

required. 



 

If you have already been issued a work permit number, click on the "Check"Already 
taken permit number. 

● Enter your full name. 

● The email you used to sign in will be filled in automatically in the email section. 

● Select your gender. 

● Enter your qualification. 

● Enter your experience. 

● Select your country. 

● Enter your passport number. 

● Upload a passport-sized photo (less than 1MB). 

● Click the "Save" button. 

Once you've completed the general information, proceed to fill out the document 
section. 

6.1.2: Documents 



 

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

● Upload passport and visa 

● Upload bio data. 

● Upload qualification file. 

● Upload offer letter. 

● Upload no objection letter. 

● Click the "Submit" button. 

Once you've completed the Document Section, proceed to fill out the Request section. 

 Request (Work Permit Request) 

 

To request a work permit: 

● Go to the "Work Permit Request" section. 

● Click on "Add New Work Permit Request." 



 

To add a work permit request: 

● Enter the organization name. 

● Enter the organization email. 

● Enter the organization phone number. 

● Enter the organization address. 

● Enter the manager name. 

● Enter the manager contact number. 

● Select the duration date. 

● Enter the designation. 

● Select the occupation and “Submit request”. 

After requesting a work permit: 

If an” interview and payment” are required by the admin, select an interview time slot 
first and once the interview is done you can Proceed with payment. 

If only an “interview is required without payment”, choose a suitable interview time. 

For “interview not required but payment required”, if no interview is needed, pay 

through bank voucher or online. 

If marked as “free”, no interview or payment is necessary. 

After approving the applied request, the admin will provide an approval certificate and 
an E-card to the user. 



Work Permit Approval Process 

It enables authorized staffs (DOL staffs or Staffs from and Employment offices) 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 
checks all the details filled and all the documents uploaded by the service seekers.If the 
verifier finds any mistake, then he/she rejects the application back to service seekers 
login with proper remarks (reason of rejection). If verifier finds ok then he/she sets the 
date and time of interview which should be notified to the service seeker in their 
verified e-mail address. Verifier personnel should be able to bypass the interview and 
submit the documents for approval to senior officials. After the Interview is done he/she 
forward the application to Reviewer for review and then reviewer forward it to 
Approver for approval but if interview is approved applicant shall deposit revenue and 
fine fee through e-payment system intergraded with ILMIS. 

The applications forwarded to the approver should be displayed in approver’s 
dashboard. The approver can view all the details filled and all documents uploaded 
by the service seekers along with details of verifier and review who has verified and 
reviewed it and forwarded for work permit approval.  The approver scrutinizes all 
the details filled and all the documents uploaded by the service seekers. If approver 
finds ok then he/she approves the work permit application but if the approver found 
any mistake, then he/she rejects the application back to verifier’s login with proper 
remarks (reason of rejection). Once the application is approved the Work Permit 
card (e-card) should be sent in the service seekers registered email and also should 
be downloadable and printable from service seekers own login. 

All Work Permit information (Work Permit details than can be displayed publicly) should 
be able to be verified from DOLOS website form anywhere. Information mentioned in 
the Work Permit should be available to other government agencies and the related 
employer in Nepal via required medium 



 

 

 

 

 

 

 



 

8. Work permit of Foreign Citizens (Organization)  

8.1: PROFILE 

This module allows foreigners in Nepal or outside Nepal to register for a work permit. It 
includes an application form that user will fill out to start the work permit process. The 
application begins with basic information to create an Organization profile, and once 
completed, organization can easily apply for the work permit with only additional 
information required. 

 

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: 

 

● Organization name 

● Address/Location 

● PAN number 

● Registration number 

● Registration date 

● Select province 

● Select district 

● Select municipality 

● Select ward 



● Enter tole 

● Enter Fax 

● There is also a default email that you use for login. 

 

In addition, there is a contact person section where you need to provide information 
about the organization's contact person. Here are the fields you need to fill in: 

 

● Name 

● Designation 

● Email 

● Contact number 

● Once you have entered all the required information, click the “save” button. 

After you've provided the basic information, you'll move on to the document and 
organization key member sections. 

 



8.1.2: Documents 

 

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

● Upload PAN/VAT Certificate 

● Upload Approval Letter from the Home Ministry 

● Upload Agreement letter from the related ministry 

● Upload newspaper notice 

● Upload labor audit report 

● Upload SSF certificate 



● Upload organization registration certificate 

● Upload progress report 

● Upload Job Description 

● Upload Replacement Plan 

● Upload Related Ministry Letter 

● Upload Tax Clearance Letter 

● Once you have uploaded all the required documents, click the submit 

button. 

8.1.3: Organization Key Members 

 

To add key members to the organization, follow these steps: 

 

● Enter the name  

● Enter the contact number 

● Enter the email  

● Click the save button. 

After saving, you can add other key members of the organization using the same 
process. 

 

 

 



8.2: Employee List 

 

 

Here is the employee list. To add more employees, simply click on the "Add Employee" 
button. 

8.2.1: General Information 

 

● Enter employee name. 

● The email you used to sign in will be filled in automatically in the email section. 

● Select your gender. 

● Select your country. 

● Enter your passport number. 

● Enter your Occupation. 



● Enter your Designation. 

● Enter your Qualification. 

● Enter your experience. 

● Upload a passport-sized photo (less than 1MB). 

● Click the "Save" button. 

8.2.2: Documents 

 

● Upload Passport/Visa 

● Upload Bio Data 

● Upload Qualification File 

● Upload Offer Letter 

● Upload No Objection Letter 

● Enter “submit” button 

 

 

 

 

 

 



8.3: Request 

8.3.1: Request (Work Permit Request)

 

 

To request a work permit: 

 

● Go to the "Work Permit Request" section. 

● Click on "Add New Work Permit Request(organization)."

 
● Check the list and choose the (from-to)date for the request. 

● Click the "Submit Request" button. 

 



After submitting an application, the admin will verify it and then announce whether 
you need to choose an interview slot and make a payment, or not. 

 

If the condition is to choose an interview time slot and payment, simply click the 
"Watch" button and select one slot.

 

 



After the interview is done, you can proceed with payment using a bank voucher or 
online method.

 

If you're choosing a bank voucher or online payment, please give the required 
information.

 



If an” interview and payment” are required by the admin, select an interview time slot 
first and once the interview is done you can Proceed with payment. 

If only an “interview is required without payment”, choose a suitable interview time. 

For “interview not required but  payment required”, if no interview is needed, pay 
through bank voucher or online. 

If marked as “free”, no interview or payment is necessary. 

After approving the applied request, the admin will provide an approval certificate and 
an E-card to the user. 

 

Same approval process follows for this as well. 

Once your application is approved, you will receive a printable certificate.
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