
Content 

preparer

Approver

/signer
Tasks

Actual 

average 

time 

(day)

Necessary forms 

Prepare the list of 

enterprises and 

review the 

inspection 

overlapping

Inspection 

team 

Inspection 

team 1 to 10

Survey report before 

inspection 

1

Decision on 

inspection; Decision 

on changing/revising 

the inspection team 

members

Decision on 

inspection 

supervision 

Notification of the 

inspection team 

leader 

Inspection 

team 

Chief 

inspector *

Develop Inspection 

Decision

Pre- inspection 
survey 



Inspection plan 

Inspection 

team 

Chief 

inspector 2

Prepare cost 

estimation 

Request to provide 

transportation for 

the inspection team 

Request for advance 

payment 

3 Inspection outline 

Inspection 

team 

Inspection 

team leader

Inspection 

team 0.1
Minutes on

annoucement of the

Inspection decision

(form 01) or records

of situations (form

02) 

Draft inspection plan 
Prepare the cost 

estimation, arrange 
transportation, advance 
payment made for the 

inspection team 

Develop an inspection outline 

and send the inspection 

outline to enterprises 

together with the inspection 

decision via post

Announce inspection 

decision

- The inspection team leader 

annouces the insepction 

decision; introduce the 

inspection agenda

- Represenattive of the 

inspected subjects give 

comments and report 

inspected contents 

- Comments of other members



Inspection 

team 0.5

Inspection minutes: 

Letter requesting the 

supply of dossiers and 

documents (form 03); 

minutes on the 

delivery of information 

and documents (form 

04); Minutes on 

examination and 

verification of specific 

cases (form 05); 

Decision on extending 

the inspection time; 

Minutes of 

administrative 

violations; Decision on 

the handling of 

administrative 

violations on labour; 

and other minutes and 

decisions related to 

administrative 

handling

Inspection 

team 

Inspection 

team leader 0.4 Inspection minutes 

Minutes of sanctions

Request the 

enterprise to 

provide dossiers, 

documents

Check dossiers, 

documents

Check the floor of 

workshops on the 

enterprise

Interview workers 

and employers

Fill detailed 

information into 

the inspection 

minutes 

Develop the dossier of 

inspection conclusion 

including inspection minutes 

together with 

recommendations of 

inspection follow-up, 

minutes of the 

administrative violation 

sanction and apply the 



Inspection 

team 

Chief 

Inspector 5 Inspection report

Inspection 

conclusion 

Decision on 

sanctions 

Inspection 

conclusion 

Inspection 

team 

Chief 

Inspector 15

Decision on 

sanctions; decision 

on the cancellation 

of the inspection 

decision 

Inspection 

team 

Hard copies of all  

forms mentioned 

above and 

hereunder

1

sanction and apply the 

additional sanctions when 

necessary  

Request the enterprise to 

sign the inspection minutes

Develop the 

inspection report, 

draft the inspection 

conclusion 

File the inspection 
dossiers

Sign the inspection 

conclusion. Announce 

the inspection 

conclusion



Inspection 

supervision 

official 15

Inspection 

supervision 

official 30

Notification on the 

implementation of 

the inspection follow-

up 

recommendations to 

the enterprise  

3

Inspection 

supervision 

official

Inspection 

supervision 

official 25

Report on speeding 

up the 

implementation of 

the 

recommendations 

and submit to the 

Chief Inspector for 

re-

inspection/impleme

ntation of next steps 

Insert the data of the 
inspection dossiers for 

monitoring

1st Report on the results 

of implementing the 

inspection 

recommendations 

Send the letter to speed 

up the implementation of 

inspection 

recommendations to the 

enterprise 

Report on the compliance 

of the enterprise after 

sending the letter to speed 

up the implementation of 

the inspection 

recommendations 



Inspection 

supervision 

official 2

The 

inspection 

team conduct 

the 

recommenda

tions on 

inspection 

follow-up

Chief 

Inspector 5

Decision on checking 

the implementation 

of the inspection 

follow-up 

recommendations 

1

Close the inspection 

follow-up monitoring

dossiers or propose to 

conduct the checking of 

implementation of the 

recommendations when 

necessary 

Develop the contents for 

the decision on checking 

the implementation of 

recommendations, prepare 

the cost estimation, 

arrange the transportation, 

costs, and advance 

payment



The 

inspection 

team conduct 

the 

recommenda

tions on 

inspection 

follow-up

3

Examination report 

including 

recommendations 

The 

inspection 

team conduct 

the 

recommenda

tions on 

inspection 

follow-up

Chief 

Inspector

Letter to request for 

speeding up the 

implementation of 

the 

recommendations 

Conduct the inspection 
at the enterprise 

Prepare the checking 
report  



Decision on 

sanctions 

5

Letter to transfer the 

case to the 

investigation body 

The 

inspection 

team conduct 

the 

recommenda

tions on 

inspection 

follow-up

Chief 

Inspector

Decision on re-

inspection 

TOTAL 117

*

Chief 

inspector of 

Deputy 

Chief 

inspector 

Final actions after 

checking: (1) 

Additionally send the 

letter requesting to 

speed up the 

compliance; (2) Decision 

on sanctions, (3) transfer 

the case to the 

investigation body 

(police) or (4) conduct 

the re-inspection 


