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[bookmark: _Toc17959884][bookmark: _Toc21939899]1. Structure of authorities
1.1 What is office
The Office is an organizational unit established by law, the scope of which is determined by the law, which acts externally through its bodies or representatives, acting on behalf of or for the entity (eg the state) of which the administrative authority is an organizational part (organizational unit). The basic feature of the Office is its permanence, which means that the Office exists in this concept regardless of personnel changes. Another feature is the absence of legal personality; the authority is always a non-profit entity.
1.2 Offices for resolving life situations of citizens
The main services of the authorities are services to citizens or organizations that carry out activities in the area of competence of one of the authorities.
For some services, separate entities have been set up, such as a tax office, which deals with issues related to taxes, income advances, etc. Some services are provided by separate departments or departments in a regional (regional authority) or local authority (municipal authority). For example, the construction department, which can be found in municipal offices of larger municipalities.
Below you will find selected department names with a list of services
· Tax Office
· It is a subordinate authority of the Ministry of Finance
· Manages taxes, levies, and advances on income
· Conducts infringement proceedings in the area of finance, taxes
· Collects fees, levies, payments, fines and penalties
· Manages subsidies
· Imposes fines
· They decide on the amount of tax receivables and the income it manages
· Registry Department
· It accepts and issues marriage documents
· Accepts and issues birth announcements and makes entries in birth records, birth certificates
· Accepts and issues death documents and makes entries in the death certificate, death certificates
· Accepts protocols on the closure of church marriage
· Accepts requests for access to the register
· Accepts applications to enter a woman's surname in the register
· Accepts requests to change name or surname
· Makes entries in the marriage book
· Performs paternity records by affirmation of parents
· Maintains a collection of documents and registers of births, marriages and deaths
· Issuing marriage certificates
· It issues a church marriage certificate
· Issuing a certificate of identity card
· Issuing confirmation of the data entered in the register
· Issuing a certificate of legal capacity to marry abroad
· Building Department
· It issues zoning decisions
· Provides ground approval
· Provides information for the preparation of land-use planning documents
· Performs other activities according to the Building Act
· Cadastral Office
· Real Estate Administration of the Cadastre of the Czech Republic
· Decides on deposits and records in the Land Registry
· Makes notes, corrects land registry errors
· Manages basic state maps
· Approves changes to the boundaries of cadastral territories
· Employment offices
· It is a subordinate authority of the Ministry of Labor and Social Affairs
· Registers job seekers
· Records vacancies
· Pays unemployment benefits
· Addresses benefits for people with disabilities
· Addresses foster care benefits, care allowances
· Addresses assistance in material need
· Trade Department
· Operates the Trade Register
· Accepts announcements of trades and concessions
· Grants a trade license or concession
· Performs trade controls
· Imposes fines under the Trade Licensing Act
· Checks the obligations of sole traders under the law
· Municipal and municipal authorities
· Provide information to citizens
· It fulfills the tasks given by the municipal council
· Assist committees and commissions in their activities
· They perform state administration in the extent of towns and municipalities
· Establish and operate a noticeboard
· Czech Social Security Administration
· It is subordinate to the Ministry of Labor and Social Affairs
· Pays pensions
· Pays sickness benefits
· Customs offices
· It carries out customs supervision and controls
· Manages tax duties on products from abroad
· Checks documents necessary for export, import and transit of goods
· Carries out checks on customs declarations
· Manages excise duty
· Manages energy taxes
· Controls the employment of foreigners
And more.


[bookmark: _Toc17959885][bookmark: _Toc21939900]2. Groups of information that can be found on the authorities' pages
A lot of information can be found on the pages of various authorities. This information can be divided into several groups. A citizen searching for information on the website of an authority may find such a similar structure of information on the website of any authority. This makes it easier to navigate the pages of the various authorities more quickly.
2.1 Groups of information on the website of the authorities
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2. Operational information
· opening hours
· contact details of the Authority and individual staff
· reservation systems of individual departments for easier handling of situations
3. General Information
· information about the authority
· what can be done at the office - description of individual areas
· how to proceed in case of solving situations - model situations
· searching for information - on the Office's website
4. Online services
· forms
· official desk
· Subscribe to newsletter
· information on issuing documents
· solving queries
· News 

5. Registers and registers
· persons
· found things
· real estate
· business entities
· public procurement
6. Documents to download
· forms that can help us handle individual situations - application forms, registration sheets
· documents with detailed instructions for dealing with situations - procedures
· sample documents, for creating documents - application, letter, contract



In the picture you can see a section of the structure of the municipal office, which shows some departments where the citizen can handle their needs and requirements. 
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[bookmark: _Toc17959886][bookmark: _Toc21939901]3. Search for contact information
A citizen often needs to find out which employee can discuss their problem or who can be contacted by telephone or electronic inquiry.
For this purpose, the citizen can use contact information, which can be found on the websites of state and local government entities.
[bookmark: _Toc13045941][bookmark: _Toc526841985][bookmark: _Toc12519918]3.1 Contact information
In particular contact details include:
· name and surname of the Office employee
· Knowing the official's name is important. You will use it when you contact the Authority (electronically, by letter, by telephone, in person).
· title
· Can be used instead of a name when addressing an official.
· phone number
· Used to contact an official by telephone.
· email address
· Used for electronic communication of an official. You can email him with a question or information.
· job position
· Depending on your job position, you can tell which employee can solve your request or question.
[bookmark: _Toc13045942][bookmark: _Toc526841986][bookmark: _Toc12519919]3.2 Find contact information
Many businesses now show only a contact form on their site, with which they can ask a question. These companies do not have additional contact information displayed.
This is different for government and local government websites, as these organizations are there for citizens. Here the citizen has to find a contact with an official with whom he needs to solve the problem.
Most regional and local authorities have a button called Contacts on their website. On such sites the citizen finds the necessary contact very quickly.
[image: ]
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Procedure
(1) Open the Office's website.
(2) Click on the Contacts button in the menu
(3) We find contact with an office employee. Then we can contact him using some contact information.
[image: ]





3.3 Examples of displayed contact details of authorities
The following screen copies show different views of contact details on the authorities' websites. The first picture shows the contact details of the city and the second picture shows the contact details of the regional authority.
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[bookmark: _Toc17959887][bookmark: _Toc21939902]4. Reservation of time for meetings with officials
The authorities are gradually incorporating a reservation system into their site that allows the citizen to make an appointment at a specific time meeting with the official.
The booking process is very simple. Let's show it on the website of the town of Žďár nad Sázavou.
1. [image: ]On the website of the Office we find a page with the reservation system and select the area we want to deal with in person at the Office. The authorities do not have to have a reservation system for every issue dealt with by the authority. Trade unions with a lower frequency need not have their system.
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8. Choose the most suitable date for your visit. The term is defined by the date and the exact time, which always corresponds to the working hours of the Office on a given day.

9. The last step is to enter contact information such as name, phone and email. This data is for sending confirmation and deadline by SMS or email. They are always intended only for the reservation system of the Office.


[bookmark: _Toc17959888][bookmark: _Toc21939903]5. Work with interactive elements on the web pages of authorities
An interactive element is an object on the screen that allows you to "jump" to another point on the page or to another page. The interactive element can also allow downloading of a file (eg form). Such an object is called a hyperlink.
A hyperlink is a property that is associated with a Web page element. Clicking on an element that has a hyperlink set will jump to another point on the page, to a different subpage, to another website, or trigger an action (for example, a video plays).
A hyperlink is most often associated with text (hyperlinked text is usually displayed in red underlined font), a button, an email address, or an image.
The hyperlink is indicated so that when you hover over the object, the cursor appears with a hand.
Table with examples of hyperlinks
	Sample
	Type of hyperlink

	[image: ]
	By clicking on the picture you can:
(1) enlarge the image;
(2) show the description of the image

	[image: ]
	The picture shows the logo of the information portal. Click on it to go to the first page of the portal.

	[image: ]
	Clicking on a web address will switch to other web pages.

	[image: ]
	Clicking on the "Send Inquiry" link will open an e-mail application. We can write a message and send it.

	[image: ]
	Click on the company logo to open the company website.

	[image: ]
	Clicking an email address will open an email app. We can write a message and send it.


Note: The table lists only typical hyperlinks (not all options).
Procedure
(1) We will point to the active element of the website
Move the mouse cursor to the active element (see table above). When the hand cursor appears, you can jump to where the active element is pointing.
(2) Click the left mouse button
Web pages switch to the new location specified by the hyperlink.


Comment




Workshop 7 – Textbook


Searching the information about services of the office and the work with them	2


CONTENT

1. Structure of authorities	1
2. Groups of information that can be found on the authorities' pages	3
3. Search for contact information	4
4. Reservation of time for meetings with officials	6
5. Work with interactive elements on the web pages of authorities	7



image3.png




image4.png




image5.png




image6.png
(I




image7.png




image8.png




image9.png




image10.png
O




image11.png




image12.png
Odbor dopravy Odbor stavebai

(10)





image13.png
>~y 3

~ OTrebici ~ Méstoadrad - Kontakty « Chcisi zafidit





image14.png
§% 7DAR NAD SAZAVOU

U AT - ‘ L +420
UABYS  OFICIALNT STRANKY MESTA S PAMATKOU UNESCO

A  Mésto-  Méstskjifad -  Samospriva -  Cestovniruch -  Kulturaasport~  Online sluiby -  Kontakty ~





image15.png
Rada kraje Vrchovina

Iméno Prfment’ Funkce Tekefon Email
Zbynék Novy hejtman 147147147 znowy@vrchovina.cz
Jan Piny naméstek hejtmana 147147148 Lpiny@vrchovina.cz
Petra Kokovd naméstkyné hejtmana 147147149 pkokova@vrchovina.cz
Marek Rokl radni 147147142 m.rokl@vrchovina.z

otto Levy radni 147147143 olevy@vrchovina.cz





image16.png
ZDAR NAD SAZAVOU
OFCIALNISTRANKY MESTA' PAATKOU UNESCO

Comes EIEOmR el EEaes Giwae B

OBCAN  PODMKATEL  NAVETEWNK

a .-

Telefonni seznam

primeni,jméno, ttul weton  mobil  email budova

Augustova Jika 566608 165 M2 augusiove@zdams 2

Bacovsky Michal Ing. 566688037 778417798 macnalbacousy@zgams 2 o Drote
oy gut ses Smar oy 704
Bartosovs Veronika in 566,668 162 eonkataros@uams Gz Zitkova
cor st 27
Bencova Denisa 8. 566608 332 denisa bencova@zcams 2 230
psssiiy 27





image17.png
ABCODEFGHIJKLMNOPQRSTUVWXY?Z

Raca Krsj Wsotina





image18.png
ZDAR NAD SAZAVOU

OFICIALNI STRANKY MESTA S PAMATKOU UNESCO

Zvolte ginnost, na kterou se choete objednat:

Rogisr vozidel - vazdlo's oskjmi doklady

Russks a profesn eikazy - poddn 24ost





image19.png
ZDAR NAD SAZAVOU

OFICIALNI STRANKY MESTA S PAMATKOU UNESCO

Vyberte z kalendafe den, na ktery se chcete objednat:

Srpen 2019 2afi 2019 Rijen 2019
Po UL St Gt P4 So Ne Po U St Gt PA So Ne Po Ui S Gt P4 So Ne
|Eulealelc)
Isilel -

0 oy ot
B Voo

ooy O ——
I yenrme

Vyberte Eas z dostupnych terming:
D0 055 02205 250 235 520 5 80 4285 5001 5251

ittt s do i evost —_





image20.png




image21.png




image22.png
Web

wwwalmjy-auta.cz




image23.png




image24.png




image25.png
emaikinfo@vsepkolo.cz




image1.jpeg




image2.jpeg
Co-funded by the
Erasmus+ Programme
of the European Union




