
INDUSTRY INSPECTION PROCESS FLOW OF WORK 

PROCESS  
PLAYERS 

PROCESS ACTIVITIES 

 
CUSTOMER 

 
 
 
 
 
 
 
 
 
 

HEAD OF 
UNIT (HOU) 

 
 
 
 
 
 
 
 
 
 

INDUSTRY 
INSPECTION 

 
 
                                                                                                                          
 
 
 
 
 
                                                                                        (30min) 
 

 Request for 
inspection 

 Complaint 
 Request for training 
 Submission of 

 Contact customer for 
clarification/more information 
about request received (I hour) 

 Program of inspection based on 
action plan (1 day) 
 

Taking decision /consulting superiors 

 Receive request from 
customer 

 Registration  
 Orientation to Head of 

section 
 Review reports, cover letters, 

test certificates  
 Final decision 

 Receive customer with sample 
 Fill SC form (Fill Sample submission 

(SS)-form) 
 Send customer to TLU (we fill SS 

forms on behalf of the customer) 
and submit the sample 



 
 
 
 
 
 
                                                  No  
                                                                       
 
               
                              yes             
 
 
 
 
 
 
 
 
 
 
                                                                                             (1 day depending on distance 
                                                                                                /size of factory) 
        
 
 
 
                                                                     
         
 
 
 
 
 

Inspection 
necessary/not 
necessary  

 Inform customer when necessary 
 Preparation for inspection (1 day) 
 Submission of travel authorization for 

approval (1week in advance) 

 Draft letter  of response to 
customer (15 minutes) 

 Submit for approval thru HOU 
 Close dossier 

 Travel to customers’ premises 
 Carry out inspection 
 Give verbal technical advise when  

necessary 
 Sampling  

 

 Submission of samples to RBS 
TLU (2 days max.) 

 Sub contraction when necessary 



 
 
           
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                                                                                                                                                                                                                           

CENTRAL 
SECRETARIAT 
OFFICE 

 
 
 
 
 

 

Prepare draft inspection report (3hrs 
max.) 
 

 Receive test results 
 Complete inspection 

report (1 hr) 
 Prepare cover letter (10 

min) 
 Submit report, cover 

letter and test certificates 
to  HOU 

 

 File approved dossier 
 Follow up where  there 

are non -compliances  

Send report to customer 
Submit approved copy to 
head of section (for filing) 


