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[bookmark: _Toc21938749]IW1 - Office structure

Brief description
Authorities in municipalities, regions and at national level are mainly established to provide services to citizens and to ensure appropriate conditions for life and activities of both citizens and various organizations.
A large number of areas are administered by the authorities. To help the citizen orientate in these areas more quickly, unions are established at the authorities, dealing with issues related to one area of life of citizens or society.
Citizens should be familiar with the structures of the authorities. Then they are able to quickly find a department or department that will meet its need or demand.
Most authorities have an office structure on their website. Most often, the structure of authorities can be found in the Contacts section.

[image: ] The figure shows the organizational structure of one city office.




















Task
1. Open the simulated environment.
2. Open the Polabí region.
3. Find an overview of the unions that are established at this office.
4. Type their names in the box.
	




[bookmark: _Toc21938750]IW2 – Types of authorities structure display

Brief description
In the previous worksheet, we learned that each office has unions set up. Each department is focused on dealing with an agenda concerning one area of citizens' life and the region. Importantly, the same unions are not always set up at each office. In addition, information on trade unions and other components of the Office structure may be presented on the Office's website in another form. It is therefore necessary for the citizen to be able to navigate in various forms of information on the structure of authorities.

The figure shows the representation of the unions on the pages of one city, where the individual unions are displayed in the menu. If you want to go to the information of each department, you have to click on its name in the menu.
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Task
1. Open the simulated environment.
2. Go through all six pages of the authorities. In each, look at the organization structure information.
3. Write down the findings from each page in the box.
	




[bookmark: _Toc21938751]IW3 – Office structure in the region

Brief description
As in the simulated environment, the structure of offices can be found on the real pages of municipalities in the region in which the citizen lives. The structure of the office may not be the same for all offices because small municipalities may have fewer unions than larger ones.
Task
1. Open your Internet browser.
2. Gradually open the four websites of the authorities in your region. Choose one regional office, one larger municipality and two smaller municipalities. Always type the name of the authority in the table header in the appropriate column.
3. Add YES / NO to the table if there are trade unions in this municipality whose name is in column 1.
4. If there are other unions in the municipality, enter their name in the last row of the table.

	name of the department
	1
	2
	3
	4

	building
	
	
	
	

	registry office
	
	
	
	

	economic
	
	
	
	

	transport
	
	
	
	

	financial
	
	
	
	

	property rights
	
	
	
	

	municipal services
	
	
	
	

	civil-administrative
	
	
	
	

	trade license
	
	
	
	

	development
	
	
	
	

	spatial planning
	
	
	
	

	social
	
	
	
	

	education
	
	
	
	

	of the environment
	
	
	
	

	financial control
	
	
	
	

	computer science
	
	
	
	

	projects
	
	
	
	

	other
	
	
	
	




[bookmark: _Toc21938752]IW4 – Groups of information on the Office's website

Brief description
A great deal of information can be found on the websites of the authorities. This information is intended:
· citizens of the village
· employers and other organizations operating in the village
· tourists
· other people interested in the municipality or region.
The structure of the organizations that the authorities display on their site may be different. It is always up to the municipality to decide which information to put on the site.
If we want to get a basic idea of the structure of information on the website of the municipality, we can take as a basic information the labels on the basic set of buttons in the menu. Each button, however, hides a further breakdown of information (see figure).

[image: ]
Task
1. Open the simulated environment.
2. Browse all pages of practice offices.
3. See the button names. For each button, briefly indicate what types of information are hidden beneath the button.
4. Enter the knowledge in the table.

	office
	button 1
	button 2
	button 3
	button 4
	button 5

	Ministry of Employment
	
	
	
	
	

	Ministry of Education
	
	
	
	
	

	Vrchovina region
	
	
	
	
	

	Polabí Region
	
	
	
	
	

	village Labsko
	
	
	
	
	

	village Sázavan
	
	
	
	
	




[bookmark: _Toc21938753]IW5 – Information on the website of the authorities in the region

Brief description
As in a simulated environment, it is possible to find different groups of information offered by the Office, and on real websites of municipalities in the region the information groups may differ.
Task
1. Open your Internet browser.
2. Gradually open the four websites of the authorities in your region. Choose one regional office, one larger municipality and two smaller municipalities. Always type the name of the authority in the table header in the appropriate column. Dial the same offices as on worksheet 3.
3. In the table, add at least six groups of information to each municipality, which you can find on each site.

	1
	2
	3
	4

	
	
	
	





[bookmark: _Toc527010915][bookmark: _Toc21938754]IW6 Search for employee contact information
A citizen very often needs to find out which worker can discuss his problem or which worker he can ask by telephone or electronic question.
For this purpose, the citizen can use contact information, which can be found on the websites of state and local government entities.

In particular, contact details include::
· name and surname of the Office employee
· title
· telephone number
· email address
· job
The display of contact details for office employees can be arranged in different ways. The picture shows one of many possible views of contact information.

[image: ]
Task
1. Open the simulated environment and search for the required contact information for the employees of each authority.
	sites
	well known
	searched data
	answer

	Ministry of Education
	Mgr. Ivona Jánská
	function
	Head of Department

	Vrchovina region
	finance department
	Head of Department - Name
	

	Polabí region
	Irena Koutná
	telephone
	

	village Labsko
	Ing. Jan Hajný
	email address
	

	village Sázavan
	Igor Hnízdil
	department
	



1. Find a social worker on your community site.
	name
	telephone
	e-mail
	department

	
	
	
	




[bookmark: _Toc527010917][bookmark: _Toc21938755]IW7 Determining the address and opening hours of the Office
If a citizen needs to deal with some matters at the office, he or she can use electronic communication in some cases, but in most cases he / she must visit the office directly.
To do this, he needs to know four data:
· the name of the official
· department
· address of the office
· office opening hours
We have practiced finding a department and finding the name of officials in previous worksheets.
The office address and opening hours are often located on the contacts page or on the home page. Sometimes the address of the authority can be found in the website header. However, there are authorities that have contact information located elsewhere on their site.
It is therefore necessary to practice searching for contact information on various websites of ministries, regions and municipalities.
[image: ]Adresa úřadu
Otevírací doba

Task
1. Open the simulated environment. Type in the address and Monday opening hours of the office in the table.

	sites
	department

	Vrchovina region
	Komenského 121, 111 99 Vrchoviště

Monday: 8:00 – 17:00

	village Sázavan
	


3. Find the address of the municipality and opening hours on the pages of your municipality and another municipality (according to the lecturer's assignment).

	sites
	address, opening hours

	your village
	

	another village
	




[bookmark: _Toc21938756]IW8 - Reservation of time for meetings with officials.
With the development of Internet capabilities, the range of services offered by the authorities has expanded.
One of the services offered by individual authorities is the possibility to reserve time for meetings.
Usually the citizen proceeds as follows:
1. It selects from which department it wishes to discuss its requirements.
2. Subsequently, the system displays free appointments for meetings.
3. The citizen chooses a term that suits him / her.
4. After choosing a date, he chooses the time.
5. After confirming the choice, the system will ask for personal information including the e-mail address to which the system will send the order confirmation.
[image: ]
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Task
1. Open your Internet browser.
2. Type in the search box: time booking at the office.
3. Open one of the offered sites of the Office.
4. Check the booking option.
5. Write notes in the box.
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Kontakty

« Mar Jan Tourek starosta, tel: 569 496 622, e-mail fourek@svetians
= Josef Hnik, mistostarosta, tel- 569 496 620, e-mail: hnik@svetians cz

* Tajemnik
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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
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Kontakty Kdy nés navitivie

Gredni hodiny:
Mast Fac Nove MEsto na Morav, ratslavovo ndmést 103,552 31 Nové Mo na Morave, IC 00254900, DIC CZ00294500 Pondi 04800 o 1800 hod
elefon: 566598 300 fax: 566 598 305, e mall posta@nmm.cz, datoa schanka: y7nic Streda 04800401700 hod.

Crurtek 0d 80040 14,00 hod

Provozni doba:

Gtery 047,30 d0 15.00 hod.
Patek 0d7.30do 1300 hod.

> KONTAKTNI INFORMACE
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