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1 INTRODUCTION 

1.1 Background 

The Ministry of Justice of Republic of Moldova in the Pillar V - Role of justice in economic development 
in the Justice Sector Reform Strategy for the years 2011-2016 has envisaged establishment of a single 
unified electronic registry of commercial and non-commercial entities in Moldova.  

Contracted by the Ministry of Justice, in the period October 2013 – December 2013 RE-AKTIV has 
conducted a “Study on methods of modernizing the system of electronic registration of operators and 
study on the creation of a single electronic register for registering economic operators and non-profit 
organizations in Moldova”, or shortly Moldovan Legal Entity Registration Reform Study. 

The purpose of the study is to assess the current legal, organizational and technical regime of 
registration of commercial and non-commercial entities in Moldova, give a vision of how to integrate it 
under single registry and provide a detailed roadmap for implementation of that vision. 

 

1.2 The purpose of this document within the study 

This document, the “The general principles of the technical and non-functional requirements for 
developing unique registration register of economic operators and non-commercial organizations” is the 
fifth and last in a series of five closely related documents that represent the integral Moldovan Legal 
Entity Registration Reform Study. Each of these documents has a specific purpose with a precise focus 
on a particular aspect of the study:  

1. “Study on methods of modernizing the system of electronic registration of legal entities” (this 
document), that focuses on the assessment of the current registration process of commercial 
and non-commercial legal entities, identification of weaknesses and advantages of the involved 
institutions and the activities they perform; 

2. “Conceptual vision of the future single register of legal entities”, that focuses on the long term 
vision for the legal entity registration in Republic of Moldova and emphasises the final outlook 
of the suggested reforms, outlining how the future registry should look like from institutional, 
organizational, technological, legislative  and service aspect; 

3. “Study for implementing a single register of electronic records of economic operators and non-
commercial organizations, including data conversion and transition principles”. This delivery 
focuses on the roadmap for implementation of the suggested vision of a single electronic 
registry of legal entities, providing implementation guidelines and sequencing the steps to 
achieve the conceptual vision on the short, mid and long term; 

4.  “Legal analysis of the regulatory framework to be amended, including the series of 
recommended changes to legislation to implement single electronic registry for the 
registration of businesses and non-profit organizations”. This delivery outlines the future 
legislative concept of the single registry of legal entities, and provides recommendations for 
legislative amendments in the current legal framework in order to support the new registry 
concept; 
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5. “The general principles of the technical and non-functional requirements for developing 
unique registration register of economic operators and non-commercial organizations”. This 
delivery identifies the major technical principles, platforms, functional and non-functional 
requirements for development of the future legal entities electronic registry system in Moldova.  

 

1.3 The organization of this document 

This document is organized in the following sections: 

 Chapter 2 – this section of the document gives a general perspective of the solution and the 
main concepts and principles that are considered as the basis for its technical implementation. 

 Chapter 3 – the chapter outlines the functional perspective of the system by identifying the user 
types, the functionality available to these users and  the processes they will follow in order to 
complete a task. 

 Chapter 4 – the specific requirements for the system are presented in this chapter. These 
requirements should give further details for the implementation of the functionality already 
defined in the previous chapter. 
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2 CONCEPTUAL OVERVIEW 

2.1 Components of the system 

This document specifies a complex software solution that operates in a specific environment and closely 
collaborates with other internal or external systems. The following diagram represents the components 
of the whole solution, including the components that should be a part of the system, but also other 
closely related components that provide additional value for the stakeholders.  
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Figure 1 – Components of the system 

 

The following components are a subject of this specification: 

1. Digital Identity Platform (DIP) 
This component represents a user identification and authorization platform. The purpose of this 
component is to identify and grant access to every single user who is using the platforms and 
systems of the Signe Register of Legal Entities (SRLE), including the legal entity registration 
system that is specified in this document. 
If the institution already uses a solution that provides this functionality (centralized user 
management), then the system should be set to use the existing solution. Otherwise, the system 
should include this component. 
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2. Enterprise Service Bus (ESB) 
This component should serve as an interoperability platform for exchanging structured 
information between all the systems within the SRLE (or between specific components of the 
systems, including two components of the same system), but also with other external data 
consumption and data provider institutions in the One Stop Shop. 
If the institution already uses a solution that provides this functionality (centralized 
interoperability platform for data and message exchange), then the system should be set to use 
the existing solution. Otherwise, the system should include this component. 
 

3. E-Filing Platform (EFP) 
This platform will be used for electronic filing of submissions and its attachments to the Core 
Registry Platform. The e-Filing platform represents the interface for the system towards its users 
and it should be used as the sole collaboration tool between the SRLE and its clients, 
communicating all the status and requirements for the submissions. 
 

4. Core Registry Platform (CRP) 
This component is an essential part of the system specified in this document. This platform 
should be used for performing the core registry operations of SRLE, including:  

a. Reception and electronic archiving of the submissions, both paper and electronic; 
b. Processing and approval of submissions;  
c. Issuing and printing of certificates, avoiding printing of certificates directly from the 

system instead of printing from Microsoft Word, in order to prevent possible 
modification of certificates 

 

Furthermore, the closest environment of the system includes additional components that add more 
value to the registration system and the information it stores. These components are not a subject of 
this specification, but the system should be implemented in a way that allows future integration with 
these closely related components, such as: 

1. Service Provisioning Platform (SPP) 
A platform that should serve as a point of single contact for the business community in 
Moldova, enabling the registration institution to provide the following services: 

 General information portal of the institution and the SRLE;  

 Ordering and distribution of registered information as data products (company 
certificates, mashed-up products ets.); 

 E-Payment of fees for submission and distribution of information; 

 Services available for mobile applications from third parties.  
 

2. Business Intelligence Platform (BIP) 
This platform should serve to create the data products and services from the registered 
information in SRLE or any other data source used by the SRLE. 
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2.2 Pre-Registration and Registration 

The activities that should be performed in the system are organised in two logical groups: Pre-
Registration and Registration. 
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decision

 

Figure 2 - Pre-registration and Registration 

 Pre-Registration 
This group includes a set of activities that will allow the users to initially register an application 
in the system. Only the most important (basic) data should be registered, allowing fast initial 
registration where the application is automatically given a unique identification number. At the 
end of the pre-registration activities, an official document – Confirmation of receipt should be 
provided with to the applicant. 
  

 Registration 
All of the data and the attached/scanned supporting documents should be added for the 
application during the registration period. While adding this information, the data is 
automatically validated (where possible). After the initial review, the application is sent for a 
final review where a decision is reached. Depending on the type of decision, the data of the 
application might become valid, resulting in a new entity being registered, the data of an 
existing entity to be altered or an entity to be terminated. In all cases, the applicant should be 
provided with a document – the Final decision for that application. 
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3 USER TYPES AND FUNCTIONALITY 

3.1 Types of users in the system 

The proposed solution should be used by both: external users to prepare and submit applications and 
internal users that register and handle the submitted applications. Furthermore, the technical solution 
also includes automatic actions performed by the system itself or other related systems. All these users 
or systems that directly interact with the system can be organised in the following logical groups – actor 
types: 

 uc Actors

Front Desk Clerk Officer

LE Registration System Other Systems

External Users

Internal Users

Electronic Systems

Legend

Applicant

Registrator

Registration agent

 

Figure 3 – Actor types in the system 

External actors 

 Applicant – each person who prepares and submits applications in the registration system can 
request and get a user account for an applicant. This will allow the user to prepare the 
applications online and later submit them online or directly in the office of the registration 
institution. 

 Registration agent – these users are external to the registration institution, but they represent 
another institution that registers legal entities of some type. These users act in identical way as 
the Clerks, but with certain limitations. They can only register applications for specific types of 
legal entities, and only for the region they represent. 
Alternatively, the registration institution can have agreements with different persons (ex. 
external notaries) to act as Registration agents, all in favour of making the registration process 
easier for the clients. 

Internal actors 

 Front desk clerk (Clerk) – this actor is responsible for the pre-registration of the applications 
submitted offline and later for adding all the data and documents in these applications. 
Furthermore, this actor also reviews the applications submitted online before they are sent for 
the final review. 



 
Disclaimer: this document is property of Re-aktiv and is Confidential. Do not 
distribute, share, copy or otherwise make known prior to official publication. 

12 

 
 

 

 Officer – this actor is involved in the process of final review of the application and making a final 
decision. Additionally, this actor is allowed to act as a Clerk and use all the functionality available 
for the Front desk clerk. 

 Registrator – this is the person/persons in the institution with an ultimate responsibility for all 
the registrations and the data the system includes. This person should have access to all the 
searching and reporting functionality of the system. Additionally, this person should have the 
decisive role in the process of answering to a complaint (as elaborated in chapter 4.6). 

Systems represented as actors 

 Legal Entity Registration System – this actor represents the registration system itself and the 
automatic actions it performs before, during and after the registration of an application. 

 Other systems – this actor represents any other system that performs some automatic action 
that is related to the registration process. 

 

3.2 Processes 

The electronic system should support a unique registration process. This process does not depend on 
the type of the Legal Entity, neither on the type of the application submitted. In all the cases the 
application will be handled through the presented workflow of activities. 

As already mentioned in chapter 2.2, the registration process is divided in two logical parts: 

 Pre-registration – a group of activities that are performed for initial registration of the 
application in the system. 

 Registration – a group of activities for registration of all the information from the application in 
the system, review of the application and making a final decision of the application.  

Depending on the final decision for an application and the type of the application, the system should 
automatically register a new legal entity or add information for a previously registered entity. 

 

3.2.1 Pre-Registration process 

Before the application is submitted, the applicant is expected to prepare and obtain all the documents 
he needs for the application. This is accomplished in a series of out-of-system action. 

The pre-registration process can be completed in the following three ways, all of which should be fully 
supported by the electronic system: 

 Online preparation of the application with submission in office 

 Complete online preparation and submission of application 

 Offline preparation of an application and submission in office 
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Figure 4 - Pre-Registration process 

Before starting the activities for submission of an application, the applicant should prepare all the 
necessary supporting documents for the application. If the registration institution provides any legal 
help or notary services, these activities need to be performed before the submission activities are 
started. As soon as all the supporting documents are prepared out-of-system, the applicant can continue 
with submission. 

 

3.2.1.1 Online preparation of the application with submission in office 

The applicant (who previously has to be a registered user of the system) logs in with his account and 
chooses the application type he wants to submit. The system generates a local Identification Number for 
the application (please note that later the application gets another identification number – the main ID 
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of an application). According to the type of application the user has chosen, the system should offer a 
set of forms and fields that the user needs to fill in. Additionally, the user will be able to attach digital 
documents to the application. 

As soon as the applicant fills in all the necessary information, he can save and mark the application as 
completed, indicating that he is going to submit the application manually, in office. At this moment, the 
system prints the application and all the filled data, including the local ID number of the application. This 
document is later used by the applicant at the moment of in office submission. 

Before submitting the application, the user can pay for the application by using the electronic payment 
options the system provides. The user is required for pay only once for each application, even in cases 
when he made changes after the payment. Anyway, for the applications prepared online which are later 
submitted in office the online payment is optional since the user can pay offline before or when 
submitting the application in office. 

As soon as the applicant submits the application to the office of the registrar (an out-of-system action), 
the registrar starts the pre-registration process. Please refer to chapter 3.2.1.4 for further information 
on handling this type of submission in the registrar’s office. 

 

3.2.1.2 Complete online preparation and submission of the application 

This process is very similar to the process of preparation of the application online for submission in 
office (described in chapter 3.2.1.1). The two processes are fully identical up to the moment all the 
information and attached documents are added to the application. At this point the user needs to 
decide whether to submit the application online, or to mark it as completed for office submission. 

Before the application is submitted online, it should be signed with an electronic signature of the 
applicant. Additionally, all applications submitted online should be paid through an electronic payment 
system. The user is required for pay only once for each application, even in cases when he made 
changes after the payment. 

Please also note that the rules for required information and documents may vary depending on the type 
of submission the user has chosen. 

In the case of online submission, the whole pre-registration of the application is completed by the 
applicant. Therefore, at the moment of submission the system automatically generates a system 
Identification Number for the application and generates a Confirmation of receipt (electronic document 
that the applicant can later download from his interface). 

Please refer to chapter 3.2.2 for further information on handling this application by the registrars. 

 

3.2.1.3 Offline preparation of an application and submission in office 
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The process of offline preparation of an application is performed fully out of the system. Similarly to the 
other types of submission, the supporting documents for the application are prepared. Also, the 
applicant obtains the standardised form for the type of application and fills the data in this form.  

As soon as all the supporting documents and the application form are ready, the applicant can submit 
the application. Please refer to chapter 3.2.1.4 for further information on handling this application by 
the registrars. 

 

3.2.1.4 Pre-Registration actions performed by the Front desk clerk 

The Front desk clerk is involved in the pre-registration in two situations: 

 When the application is filled online on the system, but it is submitted in the registrar’s office, as 
described in chapter 3.2.1.1. 

 When the full application is filled and submitted offline (in the registrar’s office), as described in 
chapter 3.2.1.3. 

In both situations, the Clerk receives the application and initiates the pre-registration in the system. 
Then, the user will be able to enter to the system a number of a prefilled e-form (in case the applicant 
used the option to prepare his form online, before submitting in a registration office). If the e-form is 
found in the system, the information from that e-form will automatically be added to the pre-
registration forms. The Clerk will be able to check this information and edit them if necessary. 

The process is similar to the situation when the application is fully prepared and submitted offline. In 
this case, the Clerk does not enter an e-form ID and he manually enters the basic information for the 
application. 

In both cases, when all information necessary for pre-registration are entered, the Clerk can save the 
application. If all validations are passed successfully, the application is considered pre-registered. At this 
moment, the application receives an official system Identification Number and the system automatically 
generates a document – Confirmation of receipt. 

For all situations when the application is submitted in office (even when it is previously prepared 
online), the system also automatically prints the Confirmation of receipt. The Clerk then manually signs 
and stamps the printed form and issues it to the applicant. 

For details about the further handling of the application, please see chapter 3.2.2. 

 

3.2.2 Registration process 

As soon as an application is preregistered, it can be accessed in the system in the registration phase. The 
registration process includes activities for: 

 Registration of the full set of information and documents for the application in the system, a set 
of activities performed by the officer; 
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 Making changes for an application where changes were requested, a set of activities performed 
by the applicant; 

 Reviewing and taking a final decision for an application, a set of activities performed by the 
Officer of the system. 
 

3.2.2.1 Data input 

Regardless of the way the application was filled and submitted, as soon as it is pre-registered, it appears 
in the agenda of all the Clerks from that particular office. The Clerk can choose an application from his 
agenda and open it for editing.  

 BPEL Registration (Data input)

«Pool» Front desk clerk

Out of system actions

Actions performed on the system

Legend

New 

application 

pre-registered

Changes 

required by 

Officer

Choose

application

from agenda

Received 

changes 

from 

Applicant

Changes required

from applicant

Manage and

review full data

for application

and scan/attach

documents

Changes required

from applicant

How was the 

application 

submitted?

END OF PROCESS: 

Changes are requested 

from applicant

Contact

applicant

and request

changes

Add comment

and request

changes

Submit

application

to Officer

Successful 

validation?

END OF PROCESS: 

Application submitted 

to Officer

Print request

for change

with

comments

«Pool» Applicant

Changes requested 

by Clerk or Officer

How was the 

application 

submitted?

Manually

make

changes to

documents

Submit

changes in

office

END OF PROCESS: 

Changes submitted to 

office

Choose

application

from active

applications

Make

changes to

application

Sign

application

Submit

electronically

Successful 

validation?

END OF 

PROCESS: 

Changes 

submitted online

Online

In office
Online

No

Yes

In office

No

Yes

 

Figure 5 – Registration process: Data input activities 

The Clerk will be able to view and edit all the data and documents that are a part of the application, add 
information to it, manage documents (scanned or attached) for the application etc. The final goal of this 
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activity is all the necessary (the submitted) data and documents to be added to the application. Please 
note that if the application is submitted online, the Clerk will not be able to make changes (since the 
data is added in the application by the applicant). 

While adding and reviewing the information and documents for the application, the Clerk might notice 
that there is a need for a change in the application. In this situation, he marks the application that it 
requires changes and he adds a comment explaining the changes that were requested. 

For applications that were submitted offline, when changes are requested the Clerk contacts the 
applicant out of the system and requests the changes. Additionally, the Clerk can print a paper 
document that states the added comment with the requested changes. In this situation, the applicant 
can make the requested changes (again out of the system) and bring the new application or the changed 
document in the office. The Clerk would accept these documents, choose the application in the system 
from his agenda and continue the registration process. 

For applications that were submitted online, when changes are requested, the application is returned to 
the applicant where (within the system) he can see the comments for the requested changes and make 
the changes in the application. As soon as the requested changes are made, the applicant can resubmit 
the application. At this moment the application is once again available for the Clerk in order to complete 
the registration phase. 

During the process of registration, the Clerk should decide when the application is complete and ready 
to be sent for review by the Officer. At this moment, the application should include all the data and 
documents that are a part of it, allowing the Officer to make the final decision. 

 

3.2.2.2 Decision 

The Officer’s agenda contains only applications that were marked by the Clerk as ready for review. The 
Officer chooses an application from his agenda and the system shows the whole set of data that is a part 
of that application. 

While reviewing the application, the Officer can decide to request changes. This includes adding of a 
comment describing the changes that are needed. For the applications submitted online, at this moment 
the application is sent directly to the applicant so he will be able to make the changes online. For the 
applications submitted offline, the application is sent to the Clerk who can (through the registration 
phase) make the requested changes, or (if necessary) request changes from the applicant. 

While reviewing the application, the Officer can decide to make a final decision. Regardless of the 
decision, the user should be requested to add a comment in the system explaining the decision he 
made. Please note that at this point the Officer can also be requested to add any text that should be a 
part of the final documents. 
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Figure 6 – Registration process: Final decision 

The final decisions the Officer can make a re the following: 

 A decision for Rejection of an application. 
As soon as the Rejection decision is made, the system automatically generates the Final 
document for rejection. If the application was submitted online, this document is generated 
directly in the system, automatically signed and made available for the applicant to download it 
online. 
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If the application is submitted offline, the document is generated and automatically printed by 
the system. Later, in series of out-of-system actions, the Officer signs the document, stamps it 
and sends it to the Clerks for further distribution to the applicant. 

 A decision for Acceptance of an application. 
If the application was for registration of a new entity, the new entity receives an IDNO number 
and it is added to the system. In all other cases, the data for the existing entity is changed in 
accordance to the requested changes. 
The system also automatically exchanges the new information with other systems. 
The system also automatically generates the Final document for acceptance. If the application 
was submitted online, this document is generated directly in the system, automatically signed 
and made available for the applicant to download it online. 
If the application is submitted offline, the document is generated and automatically printed by 
the system. Later, in series of out-of-system actions, the Officer signs the document, stamps it 
and sends it to the Clerks for further distribution to the applicant. 
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4 SPECIFIC REQUIREMENTS 

This chapter gives a list of specific requirements for the whole system, but also for particular parts of the 
system and its functionality. The specific requirements should give more details about the way of 
implementation of the processes and the functionality described in the previous chapters. 

 

4.1 General requirements 

4.1.1 Logical design of the system and general requirements 

Requirement 1. The system should offer functionality for registration and management of 
information for Legal Entities, but also subsidiaries of these entities. 

Requirement 2. The system, its internal logic and the technical implementation should be 
entirely based on the concepts defined in chapter 2. 

Requirement 3. The system should support all user types, functionality options and processes 
defined in chapter 3. 

Requirement 4.  A list of all the information that can be registered for a legal entity should be 
defined additionally, before or during the implementation of the new system. 

Requirement 5. All information that is part of the forms should have title/name of the 
information, followed by a short description that should help the user in understanding and 
filling of the form. 

Requirement 6. Each form in the system should contain a section (at the top of the form) where 
the system might give general instructions for the user how to fill in the form. If no instructions 
are registered for a particular form, this section should not be visible. 

Requirement 7. Whenever an action is interrupted or a value is unacceptable, the system should 
inform the user about the reasons for the interruption and give instructions on how to avoid 
these reasons. 

Requirement 8. All titles and descriptions of data types, instructions, error messages, 
confirmation messages etc. should be changeable by a manual intervention in the system files 
and databases, without a need of recompiling the application. 

Requirement 9. All documents/certificates that are automatically generated by the system 
should have a standardised appearance and should include a pre-defined set of information for 
each type of generated document. This rule is valid for both, the electronic documents 
generated in the system and the documents that are generated in the system and later printed 
(a document of a type should have the same look and information set regardless was it 
generated as an electronic document, or it was printed on a paper). 
The look and information set for each generated document type should be decided before the 
start of the implementation of the system. 

Requirement 10. All documents generated by the system should be based on templates. The 
organization of data and the fixed text of these templates should be easily changeable by a 
manual intervention in the system files and databases, without a need of recompiling the 
application. 
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Requirement 11. Whenever possible, the system should give the applicant a limited list of values 
he can choose for a data type (by choosing a predefined value from a drop-down list). 

Requirement 12. All fields where the users input data should have data validations that will not 
allow the user to add inconsistent information. Ex. the date fields should only accept dates in 
the valid format, the number from the address should not accept negative values etc. 

Requirement 13. Where applicable, the information added to an application should be validated 
with external systems. Ex. in case of registration of a new legal entity or changing the name of 
the entity, the desired name should be compared with the names of the other entities, but also 
with the reserved names in the Name reservation system. Also, the system should check the 
entities that are a part of the application whether they are disqualified (according to the 
Register of disqualified entities), or whether they have debts towards the Tax authority 
(according to their registrar of debtors). 
Which information will be validated and at what moment should be agreed before the start of 
the implementation of the system. 

Requirement 14. Whenever possible, the fields should be automatically filled by using previously 
registered information from the system or from other external systems/shadow registers. Ex. 
the name and the address of a person should be retrieved from the Registry of population by 
using the identification number of that person. 
Since this information depends on external systems and might be outdated, after retrieving the 
information, the applicant should be able to change/adapt these values. 
Which information will be retrieved from other system should be agreed before the start of the 
implementation of the system. 

Requirement 15. All Legal Entities should be registered with a unique identification number 
according to the rules for generation of the IDNO code (State Identification Number of 
Organization). The system should use the present functionality for generation of this number 
that is already used by the existing LE registration systems. 

Requirement 16. The system should have a Multilanguage support of its interface, while all 
information in the system and the generated documents should be in Moldovan language. 

Requirement 17. All actions performed in the system should be logged for security reasons. Each 
log should include at least the ID and username of the user, the type of action, a timestamp, 
whether the action completed successfully, the ID of an application (if applicable). 

 

4.1.2 The users and functionality 

Requirement 18. The solution should be integrated with an existing system for centralised 
management of user profiles which includes possibilities of one user account having permissions 
to access multiple systems in a specific role for each of the systems. 
Note: Optionally, if there is no centralised system for management of users, the system should 
include a user management system that allows registration, management and deactivation of 
users. This includes both, external users and internal users (employees of the registrar). Anyway, 
even in this case, the system should be prepared for an easy transfer of the user management 
functionality to another, external system. 

Requirement 19. The system should allow the users to Cancel their actions at any moment when 
performing some action on the system. 
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Requirement 20. The system should allow the users to Save the changes they made for an 
application at any moment when performing changes of the application in the system. This 
includes the situation when the application is filled online, even before the application has been 
submitted. 

Requirement 21. Whenever the user wants to close some editing form, he should be asked 
whether he wants to save the changes that were still not saved, or cancel these changes. 

Requirement 22. For documents that are printed automatically by the system, the Clerk should be 
able to reprint the document at any time (in case the original printing failed). 

Requirement 23. The users defined as Officers in the system should be allowed to temporarily act 
(at their own choice) as Clerks (ex. in situations of a lack of Clerks). 

Requirement 24. Each user should be allowed to temporarily change the office he is associated 
with. This should allow the users from less busy offices to help the users from other offices in 
busy periods. 
 

4.1.3 General requirements for the applications 

Requirement 25. The system should include at least 3 different information sections (ex. set of 
database tables), each of them storing an application in different phase of their lifecycle: 

 Applications that are saved online, but are still not submitted; 

 Applications that are pre-registered, but no final decision is reached; 

 Applications with a final decision being reached. 
Requirement 26. Additionally, the system should have a separate section of data within the 

system where the Legal entity information will be stored. 
Requirement 27. When preparing an application online, at the moment of the first saving of the 

application the system automatically generates a local number for the application. The local 
identification number of an e-form that is prepared online is not the same number as the 
application gets at the moment of submission (the main application number). This local number 
is just temporal and is used for identification of the application during the pre-submission period 
of the application’s lifecycle. The main application number is generated at the time of 
submission and is used for further identification of the application. 

Requirement 28. The structure of the local identification number and the main identification 
number for an application should be defined before the start of the implementation of the 
system. 

Requirement 29. The filling in, submission and further registration of an application to the 
registration system by a user (regardless of the type) should be done with assistance of a step-
by-step wizard that will guide the user through the filling of the necessary information, attaching 
electronic documents, signing the application and completing the submission, but also later 
guide the reviewers through the different sections of the application. 

Requirement 30. The final review of the application should be done by using the same data entry 
wizard, but the user will not be able to change the data (except adding the data concerning the 
final decision of the Officer, which should be identified before the start of the implementation 
of the system). 

Requirement 31. The user can return at any previous step from the wizard at any time. 
Requirement 32. The system should include numerous application types, including registration of 

a new entity, change of entity, start of liquidation, change during liquidation, termination of 
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company, start of bankruptcy, change during bankruptcy, closure of the bankruptcy procedure, 
correction document (used in case a mistake was made with a previously accepted application), 
pre-notation, appeal etc. 
All applications follow the same process of submission and registration, but the data that is 
included, the validation rules for that data, whether the information are required for a specific 
state of the application, the result of acceptance of the application etc. are defined according to 
the application type. These rules should be defined before the start of the implementation of 
the system. 
Note: A final list of applications types is required for planning and assessment for the future 
system. The related rules for the data of this application types can be defined later, before the 
start of the actual implementation process. 

Requirement 33. Whether information is required, optional or not visible at all is defined by the 
type of the application, but also on other information previously added to the application. Ex. 
when adding an Identification Number of a person, the system should require adding the name 
and surname of the person and in some cases the address of the person. Furthermore, when 
registering a Limited Liability Company (not a Limited Liability Company – One person), the 
system should require registration of at least two owners. 
The rules that govern this behaviour of the system should be defined before or during the 
technical implementation of the system. 

Requirement 34. The system should accept scanned and attached documents of different types. 
The list of acceptable file types of digital documents that can be attached should be defined 
before the start of the implementation of the system. 
The list of document types should also be defined before the start of implementation and the 
user needs to choose the type of document before scanning or uploading it in the system (the 
user chooses the document type for the digital document he is uploading or scanning). 

Requirement 35. The system should not allow attaching digital documents that do not contain 
acceptable digital signature. The list of acceptable authorities should be defined before the 
implementation of the system. Furthermore, the vendor of the system should define a 
procedure of adding or removing authorities without a need of further technical 
implementation. 

Requirement 36. The applicant should be allowed to Reset an application. This action erases all 
the information from the application, but the application still remains active in the system and 
the user will be able to fill it and submit it. 

Requirement 37. An application’s lifecycle should follow the processes defined in chapter 3.2. The 
stages of the application’s lifecycle should be defined by internal statuses of the applications 
within the system.  The status defines whether an application is visible for a particular user, 
whether the user can edit the application at that precise moment etc. 

Requirement 38. For the applications submitted online, it is only accessible for the applicant that 
submitted the application. The applications that were not submitted online can not be accessed 
directly by the applicants. 

Requirement 39. The applications should be sorted in the agenda for the Clerk and the Officer 
according to predefined rules of priority that should be agreed before the implementation of 
the system. Ex. the applications received sooner have priority while the applications for 
Complaints have top priority, regardless when they are received. Additionally, this can be 
influenced by whether the applications are for the same Legal Entity, or they are for different 
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entities. 
Please note that there can be different sorting rules for different user types. 

Requirement 40. At the time of submission (in case of online submission) or at the moment of 
completing the pre-registration (in case of submission in office), each application should be 
registered with a unique application Identification Number. This number should include a code 
of the register (in this case the code of the Register of Legal Entities), the office where the 
application was submitted (including a separate code for online submissions), the year and a 
sequential number with sufficient number of digits. The form of this ID should be agreed before 
the start of the implementation of the system. 

Requirement 41. All data and documents for the application should be directly or indirectly 
associated with the application’s Identification Number. 

Requirement 42. One application can not be edited by two different users at the same time. 
Requirement 43. A user can not edit two or more applications at the same time. 
Requirement 44. An application is closely related to the office where it is submitted (for the 

applications submitted online, the office is chosen by the applicant). The application is handled 
by employees of the registrar that at the moment are associated with the particular office. After 
the final decision for the application, the application should no longer be closely related with the 
office where it was submitted (ex. the complaints for the decision can be submitted in any 
office). 

 

4.1.4 Statutory changes 

Requirement 45. The system should support complex applications that allow the existing legal 
entities to restructure and reorganise. At least the following situations should be supported: 

 Registration of new entity that is made with joining of two or more existing legal 
entities, or parts of these entities; 

 Registration of a new entity that was a result of a division of an existing legal entity, 
where the existing entity can continue to exist as a separate entity; 

 Registration of a new entity that was a result of a division of an existing legal entity, 
where the existing entity ceases to exist (the remaining part was terminated, or 
registered as new entity, or joined in some other existing entity); 

 Existing legal entity becomes a part of another existing legal entity; 

 

4.1.5 Online payments 

Requirement 46. The system should allow online payment for applications through an external 
payment gateway. The gateway used should be defined before the start of the implementation 
of the system. 

Requirement 47. The system should precisely associate each payment with the adequate 
application submitted by the applicant. 

Requirement 48. The user is required for pay only once for each application, even in cases when 
he made changes after the payment. 
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Requirement 49. The system should allow a basic payment to be done for some application type, 
while later to pay additional amount according to the type of changes for the Legal Entity 
included in the application. 

 

4.1.6 Scanning documents 

Requirement 50. The functionality of scanning documents is available for an application during 
the registration phase, while the Clerk is managing the data and documents for that application. 
The scanning is allowed only for applications that were submitted in the office (it is not available 
for applications submitted online). 

Requirement 51. The scanning functionality should allow a user to add a document of a particular 
type for the application he is managing and scan (page by page) that document. This way the 
document is attached to a particular application. 

Requirement 52. The scanning functionality should support scanning of multiple pages at once for 
a particular document (page by page, by using a scanner with an automatic document feeder). 

Requirement 53. The scanning functionality should allow versioning of pages. The user should be 
able to rescan a page and the new image will be saved as the newest version of the page. The 
old image will not be deleted. 

Requirement 54. During the activities for scanning, the user will be able to delete particular 
pages, versions of those pages, or even the whole document. 

Requirement 55. The system should allow scanning of two or more documents of the same type 
for an application. 

Requirement 56. The format of the scanned pages and where they will be saved in the system 
(folder, database etc.) should be agreed before the start of the implementation of the system. 

 

4.2 Preparing the application by applicant online and submission online or in office 

Requirement 57. The applicant should be allowed to choose the type of the application he wants 
to submit and fill in the required data (according to the application type and type of the legal 
entity). 

Requirement 58. The applicant should be able to attach digital documents to the application by 
choosing the document type and uploading the digital document. The applicants should not be 
able to add documents by scanning. 

Requirement 59. If a user marks the application as completed and ready for offline (in office) 
submission, the application will no longer be available for editing. 

Requirement 60. An application can be marked as completed and ready for offline (in office) 
submission only if all required information for that application type are filled properly. These 
rules should be defined before the start of the implementation of the system. 
The presence of attached digital documents in the application is optional, since the applicant 
can also later submit these documents on paper. 

Requirement 61. The document printed after the application was marked as completed and ready 
for submission in office should be identical to the paper form for manual (in office) submission 
of the adequate type of application where the information are already filled in. 
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Requirement 62. If the applicant wants to submit the application online, before submitting an 
application online, the application should be signed with the electronic signature of the 
applicant. The applicant should be allowed to choose from any of the electronic signatures 
available (installed) on his computer. 

Requirement 63. An application can be signed with a digital signature only if all required 
information for that application type is filled properly and all required documents successfully 
attached. These rules should be defined before the start of the implementation of the system. 

Requirement 64. Any change of the information in an already signed application should annul the 
signing of the application. The applicant will be required to sign the application again before 
submitting it. 

Requirement 65. The applicant will be able to submit the application only if the digital signature is 
acceptable to the system (according to the rules defined previously in this document). 

Requirement 66. The applicant should be able to edit the application only before it was 
submitted (for online submission) or marked as completed (for offline submission). Later, the 
applicant should be able to edit the application only if the Clerk requested changes (only for 
applications submitted online). 

Requirement 67. All applications submitted online should be paid electronically, while the 
electronic payment is optional for applications prepared online, but submitted in office. Please 
refer to the requirements for the online payment listed in chapter 4.1.5. 

Requirement 68. For all applications submitted online, before the submission the applicant 
should be able to choose whether he wants to receive a paper certificate (in an office), or an 
electronic certificate (through the system) that is signed with an electronic signature of the 
registrar. 

Requirement 69. For all applications submitted online, before the first submission the applicant 
will have to choose an office of the registrar. All the further communication necessary for the 
application will be performed through this office, including the actual awarding of the paper 
certificate (if requested). 

Requirement 70. At the moment of submission, the system should automatically fill in the 
information for the applicant (the person who prepares and submits the application) by using 
the information registered for the account of the external user in the system. This information 
stays the same for the application, even if they are later changed for the user account. 

Requirement 71. For all applications submitted online, the moment of the first submission is 
considered as a moment of pre-registration and is adequate to the moment of finalising the pre-
registration for the applications submitted in the office. 

Requirement 72. For all applications submitted online, the document Confirmation of receipt for 
that application is generated at the time of submission and it should include the date and time 
of submission and the number generated by the system for that application. 

 

4.3 Pre-registration of an application by a Clerk 

Requirement 73. The Clerk should be allowed to choose the type of the application that was 
submitted to him offline and fill in the required data (according to the application type and type 
of the legal entity). 
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Requirement 74. Regardless of whether the application was prefilled online, the pre-registration 
of the application is performed through the same wizard. The only difference is that in this case 
some of the information could be previously filled (in case the application was prepared online, 
but submitted in office). 

Requirement 75. In case when the application submitted in office was not previously prepared 
online, the user (the Clerk) should manually fill in the information for the applicant (the person 
who prepares and submits the application). 

Requirement 76. In case of an application for a change (including termination) of an existing Legal 
Entity, the system should only accept Identification Numbers of legal entities that are already 
registered in the system and are still active (they are not terminated). According to the 
Identification Number of the Legal Entity, the system automatically adds the other basic Legal 
Entity information to the application (according to the current information for that entity). The 
Clerk is not able to change this information since they are always considered as valid and up-to-
date. 

Requirement 77. The pre-registration activities performed by the Clerk should include activities of 
filling data in the application, but only the data that is required for preregistration. The set of 
data required for pre-registration should be defined before the start of the implementation of 
the system. Please note that this set should be a small subset of the whole data from the 
application and should be sufficient in order to identify the particular application (for ex. it 
should include information about the type of application, the applicant and the Legal Entity, but 
it can also include other information if considered necessary for the pre-registration). 

Requirement 78. The data that is not required for pre-registration will not be visible for the Clerk 
in the pre-registration phase, even if some of this data was already added in the system (in case 
the application was prepared online, but submitted in office). 

Requirement 79. Even in cases when the application was prepared online but submitted in office, 
the Clerk is still allowed to change the data during the pre-registration (only the data visible 
during pre-registration). 

Requirement 80. When all the necessary pre-registration data is filled, the Clerk will be able to 
complete the pre-registration by saving the application. He is not allowed to save the 
application before all the pre-registration data is filled. 

Requirement 81. The date and time of the completion of the pre-registration are considered as 
the moment of submission of the application. 

Requirement 82. The document Confirmation of receipt for that application that is generated at 
the time of completion of the Pre-registration should include all the data defined as required for 
pre-registration, but also the date and time of submission and the number generated by the 
system for that application. 

 

4.4 Registration of an application 

4.4.1 Registration and initial review by the Clerk 

Requirement 83. Only pre-registered applications can be subject of further registration. As soon 
as the application is pre-registered, it becomes visible in the agenda of all the Clerks from the 
particular office. 
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Requirement 84. An application can be edited by the Clerk only if it was submitted in office (even 
if it was prepared online). For the applications submitted online, the Clerk can only review the 
data without an option to edit it. 

Requirement 85. All data from an application (according to the application type and the type of 
the Legal Entity) should be visible at the Registration, including the data that was added in the 
pre-registration phase. 

Requirement 86. In situations when the Clerk requested changes for an application, all the 
comments added should be saved for the application with adequate timestamp. They should 
also be visible for the Officer at the time of the final review of the application, but also for the 
applicant (for applications submitted online, but later returned for changes). 

Requirement 87. The printing of a document that states the changes is optional. 
Requirement 88. An application that is waiting for changes to be made should be available in the 

agenda of the Clerks from that office. Furthermore, if the application was submitted online, the 
Clerk should not be able to edit it until the changes are submitted. 
In case the application is submitted offline, as soon as the applicant appears in the office with 
the requested changes, the Clerk can open and edit the application. 

Requirement 89. If an application is sent for review by the Officer, it should not be visible in the 
agenda of the Clerks. The application once again appears in the agenda if it was returned for a 
review (changes were requested from the Clerk). 

Requirement 90. The automatic validations that the system should perform at the moment an 
application is sent for review by the Officer should be agreed before the start of the 
implementation of the system. 

 

4.4.2 Making changes to application 

Requirement 91. In case changes are requested for an application, if the application was 
prepared online, the applicant should receive an email informing him about the situation. 

Requirement 92. The applicant can access the application he prepared and/or submitted online 
through the functionality described in chapter 4.7. 

Requirement 93. After the online submission, an application can be changed only if changes are 
requested for that application. 

Requirement 94. The functionality for editing the application online is identical to the one 
described in chapter 4.2, with the following exceptions: 

 If the application was already submitted online, the changes have to be submitted 
online. There should not be an option for these applications of offline submission of 
changes. 

 The applicant does not receive a new Receipt of confirmation when submitting changes 
to the application. 

 A new electronic payment is not necessary. Anyway, in case of a submitted changes for 
an existing Legal Entity, if the payment depends on the type of the change requested, 
additional charge might be needed (ex. when editing the application, the applicant 
added additional change that requires higher payment). These situations should 
precisely be defined before the implementation of the system, based in the pricelist of 
the institution. 
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 The applicant will not be able to change the office he has chosen. 
Requirement 95. While waiting for changes, the Clerk might decide to resend the application 

again to the Officer. This allows the Officer later to decline applications that were not changed 
according to the requests from the Clerk or Officer. 

 

4.4.3 Final review and decision 

Requirement 96. The final review of an application can be performed only for applications that 
were marked by the Clerk in the system as ready for review (that are sent to the officer for 
reviewing). 

Requirement 97. The applications that are waiting for changes are not visible in the agenda of the 
Officers. 

Requirement 98. The Officer should be able to see the full set of information for the application 
and the documents that were attached or scanned for the application. 

Requirement 99. If the Officer request changes for an application that was submitted online, the 
applicant is right away able to make the changes online, without an intervention of the Clerk. 
Anyway, when the applicant submits the changes, the changes need to be reviewed by the Clerk 
before he sends them again for the final review by the Officer. 

Requirement 100. The system should request a double confirmation by the applicant for any of the 
final decisions for an application (Accept or Reject). 

Requirement 101. Together with all the application data and application lifetime history, the 
comments that the Officer adds at the time of making the Final decision should also be recorded 
for the application. This should allow the Officer to later again reprint the final decision for the 
application. 

Requirement 102. The automatic validations that the system should perform at the moment an 
application is accepted or rejected by the Officer should be agreed before the start of the 
implementation of the system. 

Requirement 103. The exchange of information between the system and other systems at the time 
of approval of an application should be defined additionally, before the start of the 
implementation of the system. This system-to-system communication directly depends on the 
level of maturity of other institutions and systems at the moment of the start of the 
implementation of this system. 
Example of this kind of communication would be the process of automatic opening a bank 
account for a new legal entity, which required communication with the systems of the National 
bank. 

Requirement 104. The system should include an easy configuration of the electronic signature 
used for signing of final decision documents that are generated and distributed electronically to 
the applicant. 

Requirement 105. Every change in the registry of legal entities caused by acceptance of an 
application should be published on the public web page of the system. This should include 
information about the application itself, who submitted it, when, when was it accepted etc. 
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4.5 Submissions by Registration agents 

Requirement 106. The Registration agents are allowed to prepare/register in the system an 
application with its full set of data, attach/scans all the necessary documents and submit it 
online. 

Requirement 107. The filling of the application is done through the same set of rules and 
validations as the ones for the same functionality available for the Clerk. Furthermore, there is 
additional validation that does not allow the Registration agent to submit applications for Legal 
Entities that are not within his region. Also, these agents will be able to submit applications only 
for certain Legal Entity types. 
Alternatively, the system could allow the registration agents to act and submit applications 
without any limitations. 

Requirement 108. The Registration agent has the role of an external Clerk. The submitted 
application is directly marked as ready for final review by the Officer. 

Requirement 109. The final review and decision activities are performed in identical way as the 
application was submitted in office. If the Officer decides to request changes, the changes would 
need to be made by the Registration agent that submitted the application. 

 

4.6 Filing a complaint 

Requirement 110. The system should support a special document type – a complaint for an 
application that was already accepted or rejected by the registration authority. 

Requirement 111. The complaint should follow the process of internal re-evaluation of a previously 
made decision for an application that should include registration or the complaint, initial 
evaluation and final evaluation and decision. 

Requirement 112. The complaint can be submitted by anyone (not just the applicant of the original 
application). Similarly to other document types, the complaint can be submitted online or offline 
(including preparation of a complaint online with an offline submission). 

Requirement 113. Acceptance of a complaint does not result in automatic actions in the system for 
changing of the legal entity data. Instead, the registration authority should be able to register an 
application (or several applications) that will allow the necessary changes to be made. This new 
applications should be associated with the complaint whose results they are. 

Requirement 114. The process of handling a complaint, the information it should include and the 
effects it can cause should be decided before the start of the implementation. 

 

4.7 List of own applications and certificates generated for the applications 

Requirement 115. Each registered External user (the users that are allowed to prepare and submit 
an application online) should have an online access to a list of own applications (applications he 
created online). This includes: 

 Applications that are saved, but still not submitted or marked as completed for offline 
submission; 

 Applications that are marked as ready for offline submission; 
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 Applications that were submitted online, but are still active (there has not been a final 
decision for the application); 

 Applications that were submitted online and were already accepted or rejected by the 
registration authorities. 

Requirement 116. The user should be allowed to see the full list of his applications, or to see 
applications of just one of the four groups of applications (as described in Requirement 115). 

Requirement 117. The user should be able to additionally filter the applications by at least the 
following criteria: 

 Status (in progress, submitted, waiting for changes, approved, rejected etc.), a drop 
down menu; 

 Type of application (registration of a new legal entity, change for an entity, termination 
etc.), a drop down menu; 

 Date of creation (date of first save in the system, compared to a period identified with a 
from and to dates), with a date picker functionality; 

 Date of submission (compared to a period identified with a from and to dates), with a 
date picker functionality; 

 The Legal Entity that is the subject of the application, a text box where the user can 
enter the IDNO number of the legal entity, or enter the full title. This should include an 
auto-complete functionality that will filter from a list of legal entities for which the user 
has previously prepared online at least one application. 

Requirement 118. The user should be able to sort the applications within the list by the following 
criteria, in ascending or descending order: 

 Date of creation 

 Date of submission 

 Legal Entity IDNO 
Requirement 119. For the applications that were saved, but still not submitted or marked as 

completed for offline submission, the user should be able to open them, view the added 
information and continue editing. Also, the user should be able to Cancel the application, an 
action that removes the application from his list. 

Requirement 120. For the applications that are marked as ready for offline submission, the user 
should be able to open them and view the information they include. The user should also be 
able to reprint them (reprint the application form), so he can use this paper for offline 
submission of the application previously prepared online. 

Requirement 121. For the applications that were submitted online, but are still active (there has 
not been a final decision for the application), the user should be able to open them and view the 
information they include. Furthermore, if after the submission to the registration authorities the 
application was returned with a request of changes, the user should be able to edit the 
application before submitting it again. Additionally, the user should be able to download or print 
the Confirmation of receipt. 

Requirement 122. For the applications that were submitted online and were already accepted or 
rejected by the registration authorities, the user should be able to open them and view the 
information they include. Additionally, the user should be able to download or print the 
following two documents for this application: 

 The Confirmation of receipt; 
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 The Final decision 

 

4.8 Searching and Reporting 

4.8.1 Searching 

Requirement 123. The system should include functionality for the Clerks, Officers and Registrators 
for searching Legal Entities that are registered within the system. The search criteria should 
include at least the name of the company (part of the name), company’s ID (IDNO), the status of 
the company (active, terminated etc.), the bank account number (if registered within the 
system) etc. 

Requirement 124. When searching for a Legal Entity according to the name, the Clerks, Officers 
and Registrators should be allowed to choose whether they want to search just the present 
names of the entities, or to also search for the past (historical) names of the entities. 

Requirement 125. The system should include functionality for the Clerks, Officers and Registrators 
for searching for all the legal entities where another entity (person or another legal entity 
identified by its identification number) is registered as an actor. The user should also be able to 
choose whether to search within all actor types in the legal entity, or just a part of them (by 
choosing the actor types that should be searched). 
In case the user does not know the identification number of the entity- actor, the system should 
allow searching for entities that are/were registered as actors in the system by using a part of 
the name as criterion. The search should also identify the actors in the subsidiaries registered 
for the legal entity. 

Requirement 126. The system should include functionality for the Clerks, Officers and Registrators 
for searching entities (private persons or legal entities) by using at least the following criteria 

Requirement 127. The system should include functionality for the Clerks, Officers and Registrators 
for searching particular applications within the system. The search criteria should include at 
least the Identification Number of the application, the status of the application (ex. pre-
registered, waiting for changes, approved, rejected etc.), the date of pre-registration of the 
application (compared to a period, from-to dates), the date of final decision for application (also 
compared to a period, from-to dates), the identification number of the legal entity from the 
application etc. 

 

4.8.2 Current view for a Legal Entity 

Requirement 128. Besides the information for the applications, the system should separately keep 
information about the current view for the Legal Entity. This view includes all the information 
for the Legal Entity that is valid at the present moment. 

Requirement 129. The system should allow the Clerks, Officers and Registrators, after finding a 
particular Legal Entity to view and print a document - a current view for the Legal Entity. This 
document should present the current state of all the information for a Legal Entity. 
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Requirement 130. Before printing the Legal Entity’s current state, the user can choose which 
sections (information groups) to be printed out. These groups and information they include 
should be confirmed and agreed before the start of the implementation of the system. 

Requirement 131. There should be a current view for any Legal Entity registered in the system, 
even if the entity is already terminated. 

Requirement 132. The current view should include information whether there are any applications 
that are pre-registered in the system for the Legal Entity that still do not have a final decision. 

Requirement 133. The print from the current view should have a form of an official document. 

 

4.8.3 Historical overview of a Legal Entity 

Requirement 134. The system should have complete information of the lifecycle of the company, 
from its creation, throughout the changes, up to the moment of termination. 

Requirement 135. The system should allow the Clerks, Officers and Registrators, after finding a 
particular Legal Entity to view and print a document - a historical report for the Legal Entity. This 
document should present the whole lifecycle of the company by listing all the applications (one 
by one) for the legal entity that were accepted and therefore made changes in the information 
for that Legal Entity. 

Requirement 136. There should be a historical report for any Legal Entity registered in the system, 
even if the entity is already terminated. 

Requirement 137. The historical report should include information whether there are any 
applications that are pre-registered in the system for the Legal Entity that still do not have a final 
decision. 

Requirement 138. The print from the historical report should have a form of an official document. 

 

4.8.4 Other reports 

Requirement 139. The system should include at least 3 additional reports that combine data from 
different entity types according to the set search criteria. These reports should use only the data 
registered within this solution. The report types, what do they include and what criteria should 
be used should be identified before the start of the implementation of the system.  

 


