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Terms of Reference 

 Legal Compliance Specialist
Donor Trust Fund – Serbia Digitalization for Business Environment
(P174555)

 
Background
International Bank for Reconstruction and Development (hereinafter: the World Bank), acting as administrator of the European Commission, on behalf of the European Union for the EC – World Bank Partnership Programme Part III for Europe and Central Asia Programmatic Single-Donor Trust Fund – Serbia Digitalization for Business Environment, extended a grant (hereinafter: Grant) to the Republic of Serbia to assist in the financing of the project “Serbia Digitalization for Business Environment” (hereinafter: Project).

Implemented within the framework of the Action Programme for the Republic of Serbia, adopted by the European Commission on November 28, 2019 and confirmed by the Financial Agreement with the European Commission, which was signed by the Republic of Serbia on February 6, 2020, the Project refers to the Result 1 of the said Action Programme: Improvement of the coordination of reforms in the field of business environment and optimization of the regulatory environment for economic entities. It enables digitization of 20 business episodes and accompanying registers and records, which will in turn create conditions for the Public Policy Secretariat (PPS) of the Government of the Republic of Serbia to further support improvements of the business environment.

The Project also entails management and improving the unified Registry of Administrative Procedures (hereinafter: RAP) and its publicly accessible portal. Digitization of administrative procedures would directly contribute to the reduction of the administrative burden to businesses, through savings resources, increased transparency, predictability and stability of business environment.

The objective of the Project is to improve aspects of the business environment through the digitalization of selected government-to-business services in the prioritized sectors.  The Project consists of the following parts:

Part 1. Upgrading the Registry of Administrative Procedures: Support the upgrading of RAP to enhance its functionality and usability.
Part 2. Identifying potential Business Episodes: Identify at least 20 government-to-business services that have potential to be simplified and digitized under a Business Episode format.
Part 3. Digitization and piloting of Business Episodes: Digitization and piloting of at least 20 government-to-business administrative services, (a) selected by Public Policy Secretariat, in consultation with the Ministry of Economy of the Member Country, (b) in highly relevant sectors, (c) under the Business Episodes format, and (d) through a Member Country government portal (whether RAP or other portals operated by a Member Country government agency).
Part 4. Enhance Data Registries: Support the upgrading of Data Registries, primarily those required for the digitalization of the 20 Business Episodes, including by (a) considering the most recent business regulations and any relevant reforms, and (b) designing a business-friendly online interface that allows for easy navigation and offers an integrated online feedback mechanism for businesses.
Part 5. Implementation Support: Strengthen the Recipient staff’, and other government officials’, capacity through the organization of workshops and training on Business Episodes, and the provision of Operating Costs.

Public Policy Secretariat (PPS) will carry out the Project in collaboration with the Office for Information Technologies and e-Government - government agency, tasked with implementing various digitalization and e-Government initiatives (hereinafter: ITE).

Objectives of the assignment 
The objective of this assignment is to ensure that all digitalization activities under the Project are based on accurate business-process analysis, legally compliant workflows, and well-prepared documentation that supports the development, testing, and implementation of digital services. The Legal Compliance Specialist will serve as the key analytical and coordination link between PPS with its PIU, ITE and other beneficiary institutions of the Project, on one end, and software vendors, ensuring that digital solutions reflect business needs, legal and regulatory requirements, and Project objectives.
The specific objectives of the assignment are to:
1. Ensure the legal and procedural accuracy of all digitalization inputs and ToRs
Prepare, review and quality-assure ToRs, functional requirements, call-off documents, and other materials required for digitalization activities, ensuring full alignment with the legal framework, World Bank procedures, and internal PIU processes, and confirming that all proposed digital solutions comply with relevant legislation governing administrative procedures, data usage and institutional mandates.
2. Connect policy-level, business-level, and technical-level requirements
Formulate needs identified by the Government institutions and PIU members into clear, actionable functional specifications, ensuring that reengineered business processes and all substantive legal obligations are accurately incorporated into digital service design.
3. Coordinate the validation of digitalization workflows with government institutions
Engage with ministries, agencies and other stakeholders to verify that backend administrative processes support the proposed digital solutions, ensuring that all functional flows, legal conditions, administrative authorities and statutory requirements are fully documented and validated.
4. Monitor vendor compliance with functional and legal requirements
Verify that vendor-developed solutions align with approved business processes, regulatory requirements and technical specifications, and ensure that deviations or required adjustments are identified early, documented, and addressed in coordination with the PIU and PPS. This includes monitoring whether system behavior, decision points, data fields and workflows are consistent with legal mandates, and do not create risks of non-compliance.

Overall, the key objective of the assignment is to provide expert analytical, coordination, and legal compliance support throughout the entire digitalization lifecycle, ensuring that digital government-to-business services under the Project are legally sound, user-centered, technically feasible, and effectively implemented.

Scope of Work 
The Consultant will support PPS and the PIU in implementing all activities related to the preparation, coordination, testing, and delivery of digitalization tasks under the Project. The Consultant will perform the following duties:

· Preparation of documentation and functional requirements: draft, review and refine functional requirements, ToRs, call-offs, and other documentation required for digitalization activities, ensuring alignment with legal, procedural, and business-process requirements.
· Analysis and validation of business and legal requirements: work with PPS, other PIU members and line institutions to collect, analyze, and validate business rules, administrative processes, legal constraints, and backend procedures necessary for designing digital services.
· Legal compliance assessment of administrative procedures: systematically review applicable laws, by-laws, sectoral regulations and institutional mandates to confirm that proposed digital solutions fully comply with legal requirements; identify any legal gaps, inconsistencies, or risks that may arise from process changes or digital implementation.
· Analysis of current functionality and providing support in upgrading the RAP to improve its functionality (focus on the implementation of user-oriented solutions, improved functionality, more efficient business processes).
· Participation in the identification of potential business episodes with stakeholders.
· Stakeholder coordination and process validation: coordinate with ministries, agencies and other institutions to verify the feasibility and legal integrity of reengineered processes; document all clarifications and ensure consistency between business needs and digital solutions. This includes verifying legal bases for each procedural step, ensuring that institutional responsibilities are respected; confirming that digital workflows do not exceed or contradict statutory authorizations.
· Vendor coordination and quality control: monitor vendor compliance with functional requirements and legal obligations; review deliverables at key stages (design, configuration, development, testing); and prepare structured feedback for adjustments and improvements. Assess vendor-proposed system solutions to confirm they meet all legal standards related to decision-making logic, documentation requirements, data handling, user rights and procedural safeguards.
· Participation in testing and acceptance: participate in functional testing and user acceptance testing; verify accuracy, completeness, and legal compliance of digital solutions; and support the PIU in documenting test results and acceptance decisions; checking that digitalized procedures reflect all mandatory legal elements and that no legal rights, obligations, or procedural guarantees are omitted/incorrectly represented in the digital environment.
· Documentation of changes and alignment with Project frameworks.
· Track and document changes in business rules, workflows, and system requirements throughout the digitalization lifecycle. This includes identifying each business rule that is changed, providing a detailed description of the previous state, defining the new version of the rule, clearly stating the reason and need for the change, as well as assessing the impact of the change on existing business processes. Ensure alignment with Project objectives, PIU guidelines, and previously Bank-executed components.
· Participation in PIU coordination and Project activities: participate in meetings, workshops, consultations and training sessions as required by the PIU Manager and PPS; and perform other duties necessary for the successful implementation of the Project.

Reporting Requirements
The Legal Compliance Specialist will be primarily required to report to PIU Manager and Client Director regarding the scope of work implementation.
The Legal Compliance Specialist should prepare monthly activity reports (timesheets) in which he/she will summarise key issues and emerging and day-to-day tasks undertaken, as well as working hours spent. The Legal Compliance Specialist is required to submit monthly timesheets to the Client’s representative for approval or the person designated by the Client Director. Monthly timesheets must be submitted at the latest by the 10th day of the month following the month to which the timesheet pertains
In addition, the will prepare progress and ad hoc reports and documents where so required by the Project. These reports will be provided on paper (when necessary) and online in the English/Serbian language.

    Engagement 
Legal Compliance Specialist will be engaged on a part-time basis up to 8 days per month, until Closing date of the Grant ( e.g January 31, 2027)., with a possibility of extension subject to Project needs and Project extension.
The type of contract will be time-based contract.
Legal Compliance Specialist agrees to be engaged no more than 48 hours per week cumulatively for this assignment plus any additional assignments/contracts.

Qualification Requirements
· University degree – Bachelor of Science (BSc) in Law (Faculty of Law); 
· Demonstrated experience in legal compliance assessment, including reviewing the legality of administrative procedures, identifying regulatory gaps or inconsistencies, and ensuring alignment of digital workflows with applicable laws and by-laws;
· At least 5 years of relevant professional experience in legal support to regulatory reform,  administrative simplification, legal compliance assessment, or coordination of digitalization activities in the public or private sector;
· Proven experience in legal support in reviewing, simplifying and/or re-engineering regulatory processes and/or administrative procedures (e.g. reducing number of steps, deadlines, required documents, fees);
· Ability to interpret and apply sector-specific legislation, administrative procedure laws, institutional mandates, and related regulatory frameworks relevant to digitalization and public administration;
· Experience working with Government of Serbia institutions or projects involving regulatory processes, administrative procedures, or institutional coordination (preferable); 
· Experience with donor-funded or international development projects (World Bank, EU, UN agencies, etc.) (preferable);
· Strong analytical and organizational skills, including the ability to document business rules, and validate institutional workflows;
· Experience in  coordination with multiple stakeholders, including government bodies, technical teams, and vendors (preferable);
· Excellent communication and writing skills in Serbian and English;
· Advanced MS Office user.
[bookmark: _Hlk151550423]Input by the Client 
The Client will provide the necessary office infrastructure, IT equipment, and telecommunications systems.
Confidentiality 
The Consultant undertakes to maintain confidentiality on all information that is not in the public domain and shall not be involved in another assignment that represents a conflict of interest to the prevailing assignment.
Selection of consultant

Selection of candidates

Selection procedure will be conducted in accordance with the World Bank’s Procurement Regulations for IPF Borrowers – Procurement in Investment Project Financing Goods, Works, Non-Consulting and Consulting Services, July 2016, revised November 2017, August 2018 and November 2020, as given in article 7.36 “Open Competitive Selection of Individual Consultant.
The candidates will be evaluated applying the following evaluation criteria: 
	•	General experience 					(40 Points)
	•	Specific Experience relevant to the Assignment	(60 Points)  
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