
[image: S:\WYDA - nová\7 - Projekty EU\7-5 ERASMUS +_EGOV 2017-2019\Formuláře\Šablony - učební materiály\EGOV - picture1_cover.jpg]

	[bookmark: _Toc8382749]Workshop 7 (MATERIAL FOR A PARTICIPANTS)

	SEARCHING THE INFORMATION ABOUT SERVICES
 OF THE OFFICE AND THE WORK WITH THEM
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[bookmark: _Toc21940630]1. Finding the structure of the office
Each office may have a different union structure. The citizen should be able to find the structure of the office on his website. This will help him to quickly select the right department to solve his needs.

1. We will open the website of the office where we need to deal with the situation (eg establishment of a new identity card, etc.). These services will be provided by your local or regional authority.
2. There are lists of unions on the websites of the authorities:
· (a) Under "Contacts“
· (b) Under "Office structure" (some offices may use a different name).
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3. We open the list with a mouse click, search for the relevant department and contacts for officials.
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[bookmark: _Toc21940631]2. Groups of information on citizens' websites
The information offered by local, regional and national authorities is grouped on the website. Each group of information usually has one main button in the menu. When this button is pressed, a menu of partial information appears, from which the citizen can choose the ones that address their needs.
A large number of authorities have a separate button that hides services for citizens.

1. We will open the Office's website where we want to find out what services the Office offers to its citizens.
1. Let's look at the offer. We're looking for a button or other hyperlink that has the word "citizen."“.
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6. We activate the Citizen Link by clicking the mouse.
7. From the open menu, we select an area that will help us solve the need.
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[bookmark: _Toc21940632]3. Finding community events
Municipalities prepare a number of cultural, sporting, educational and other events for citizens. Municipalities post information on these events on their websites. The citizen should be able to find this information and in the case of an interesting event he / she can then participate.
The procedure for seeking information about community events may be as follows:

1. Open the website of the village.
1. We will go through the menu and look for information about events that the community has prepared for citizens.
· Information is often on the first page
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· Information about community events can also be found under the menu button called Calendar of Events. Button names may be partially different on different pages.
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10. After opening the information about the event, we will read it and if interested, we will take part in the event. Detailed information is always given in the description of the event (time, place, admission, etc.)


[bookmark: _Toc21940633]4. Booking time for meetings at the office
Authorities are gradually starting to offer electronic time-reserve for meetings on their websites. This leads to the fact that a citizen who has reserved time for meetings does not have to wait in line after coming to the office. It is his turn at the time he has booked.
Some municipalities only allow time bookings to citizens who have registered with the authority. In doing so, they receive login details that guarantee that they are citizens of the municipality.

1. Open the website of the village.
1. Clicking the mouse activates the reservation system.
1. We select the department in which we want to reserve time for meetings.
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14. We will choose the date on which we want to reserve the date of the meeting. Then choose a free time.
15. Fill in the name, surname and e-mail address.
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Workshop 7 – Procedures

16. After pressing the button Send authorization code the system will send us a code to mail. This must be added to the form. Only then the reservation is completed and accepted by the Authority
Searching the information about services of the office and the work with them	2
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Magistrat mésta Pardubic
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Telefon: 466 859 111
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Zadejte Va3e identifikacni Gdaje. Po zadanf Vaseho platného e-mailu Kiiknéte na tlacitko “Zaslat

autorizaéni kod" - nasledné Vam bude zaslana ovéfovaci zpréva s kodem, ktery zadate do policka
“Autorizacni kod". Poté mizete potvrdit Vadi rezervaci tlatitkem "Zavazné rezervuji termin”.
Jméno:

Prijmeni:

Va3 e-mail: Zaslat autorizatni kod





image1.jpeg




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




