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All. 21/A
Domande 10 dicembre 2019

1. Ireati contro la pubblica amministrazione, in particolare, il peculato.

2. I diritti e i doveri principali del dipendente dell’ente locale.
3. La comunicazione di avvio del procedimento

4. Iregolamenti comunali

5. Gli effetti del mancato rispetto delle norme contenute nel codice di
comportamento

6. Il Regolamento UE 2016/679 in materia di protezione dei dati personali:
elementi essenziali

7. La struttura del bilancio comunale
8. Gli Incarichi autorizzabili ai dipendenti pubblici
9. Icriteri di aggiudicazione

10.1l1 documento informatico
11.Programmazione del fabbisogno di personale
12.Ruolo e competenze dell’ Autorita nazionale anticorruzione (ANAC)

13.11 documento unico di programmazione DUP
14.La figura del preposto nel d. Igs.vo 81/2008
15.1 principi dell’azione amministrativa

16.La figura del direttore generale nell’ordinamento comunale
17.Disciplina delle mansioni del dipendente pubblico nel d. 1gs. 165/2001
18.L’ambito oggettivo di applicazione del Codice dei contratti

19.Le competenze del Sindaco
20.I termini del procedimento disciplinare
21.Privacy e trasparenza: elementi e profili essenziali dei due principi a confronto

22.La firma digitale

23.Forme e limiti nell’attivazione di rapporti di lavoro flessibili nel pubblico
impiego

24.11 trattamento del dato personale: principi e condizioni di liceita

25.Funzioni e responsabilita della dirigenza
26.Tipologie di permessi previsti dalla contrattazione nazionale
27.Gli aspetti fondamentali dell’evidenza pubblica
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28. Il collegio dei revisori degli enti locali

29.0bblighi del lavoratore in caso di malattia ed obblighi del datore di lavoro per 1
controlli di legge

30.La determina a contrarre: elementi e caratteristiche essenziali

31.I controlli interni sugli atti amministrativi

32.L°Ufficio Provvedimenti Disciplinari: competenza, composizione e
funzionamento

33. Il mercato elettronico della pubblica amministrazione (MEPA) : caratteristiche
essenziali
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All. 21/A
Domande inglese 10 dicembre 2019

The EU values are common to the EU countries in a society in which
inclusion, tolerance, justice, solidarity and non-discrimination prevail. These
values are an integral part of our European way of life. Human dignity is
inviolable.. It must be respected, protected and constitutes the real basis of
fundamental rights. Freedom of movement gives citizens the right to move and
reside freely within the Union. Individual freedoms such as respect for private
life, freedom of thought, religion, assembly, expression and information are
protected by the EU Charter of Fundamental Rights.

Thanks to the abolition of border controls between EU countries, people can
travel freely throughout most of the continent. And it has become much easier
to live, work and travel abroad in Europe. All EU citizens have the right and
freedom to choose in which EU country they want to study, work or retire.
Every EU country must treat EU citizens in exactly the same way as its own
citizens for employment, social security and tax purposes. The EU's main
economic engine is the single market. It enables most goods services, money
and people to move freely.

Generally it is the European Commission that proposes new laws and the
European Parliament and the Council (also called the Council of the European
Union) that adopt them. The Member States and the EU institution or
institutions concerned then implement them. The EU has achieved a lot. For
example, it has built a single market based on ‘four freedoms’, with people,
goods, services and capital moving freely between all Member States. The
single market means that over 500 million EU citizens are free to move and
settle where they wish in the Union.

The EU has created a single currency, the euro, which is now a major world
currency and which makes the single market more efficient. It has also created
the Charter of Fundamental Rights of the European Union, which protects
certain political, social and economic rights for EU citizens and residents. The
EU has also led the way in protecting the environment. These are just a few of
the achievements so far. Every action taken by the EU is founded on treaties
that have been approved voluntarily and democratically by all EU countries.
The treaties lay down the objectives of the European Union.
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6)

7)

8)

The European Union is working towards establishing a security union, making
Europe more. secure by fighting terrorism and serious crime and by
strengthening Europe’s external borders. The EU offers its citizens an area of
freedom, security and justice without internal borders. The overall objective of
a security union is to make this area a safer place. The EU and Member States
cooperate to tackle terrorism and violent radicalisation, serious and organised
crime and cybercrime. The EU focuses its actions on supporting Member
States through information exchange.

The EU also protects people through laws to limit working hours, tackle
workplace discrimination, make working conditions safer and ensure that they

‘receive compensation for work injuries. The EU helps improve the quality of

education by encouraging cooperation between Member States and by

complementing national actions. Investing in education and training is the key

to people’s future, particularly if they are young. EU countries are responsible

for their own education and training systems, but the EU helps them achieve
quality education through the exchange of good practice.

The EU strategy for education and training aims to make lifelong learning and
mobility a reality; improve the quality and efficiency of education and training;
promote equity, social cohesion and active citizenship; and enhance creativity
and innovation, including entrepreneurship, at all levels of education and
training. The EU programme for education, training, youth and sport, helps
tackle youth unemployment by boosting young people’s personal development,
skills and employability. It boosts the job prospects and the personal
development of young people by giving them the skills they need.

The EU has set up a number of other initiatives to make it easier for people to
study, train or work abroad. European countries, trade unions and employers
cooperate to improve vocational and educational training. Research and
innovation are essential to the health of our economy and society. They are at
the heart of EU policies to boost jobs, growth and investment and they also
provide us with the knowledge and solutions to tackle both urgent problems or
the migration crisis and long-term societal challenges such as health climate
change and energy.
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9) For the EU, not addressing climate change could be very costly; however, the
growing demand for clean technologies presents an opportunity to innovate |
and create green growth and jobs. The EU has some of the world’s highest
environmental standards, which protect nature, green the economy and achieve
careful and rational use of natural resources. Environmental challenges know
no boundaries. That is why we must tackle them through cooperation both °

within the EU and with the rest of the world. Protecting the environment and
promoting sustainable growth go hand in hand. '

10) Environment policy can play a key role in creating jobs and stimulating
investment. Green innovations can be implemented and exported, making
Europe more competitive and improving people’s quality of life. We share
resources like water, air, natural habitats and the species they support, and we
also share environmental standards to protect them. The EU is working to
safeguard these natural resources and halt the decline of endangered species
and habitats. Water, air pollution and chemicals are.among people’s top
environmental concerns.

11) The EU promotes the health benefits and positive values associated with
sport, supports cooperation between policymakers and dialogue with sports
organisations. Sport and exercise are an integral part of life for millions of
Europeans. Besides promoting better health and well-being, sport can help
tackle issues such as racism, social exclusion and gender inequality. Sport also
provides significant economic benefits and is an important tool in the EU’s
external relations. Sport can bridge social divides, empower people and
provide opportunities to develop leadership skills.
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All. 21/A

. Domande informatica 10 dicembre 2019

Aprire sul desktop il documento di Open
Office Writer “Modigliani” e salvarlo nel
formato pdf.

Aprire il documento di Open Office Calc
“Corsi”, nel foglio di lavoro "riepilogo"
selezionare 1’area (A2:B6) ed applicare

. uno sfondo di colore giallo

Aprire il documento di Open Office Writer
“Archivio” presente sul desktop applicare un
elenco puntato alla lista presente, applicare al

titolo una formattazione “grassetto” con
dimensione carattere 20.

Aprire sul desktop il documento di Open
Office Calc “Corsi”, nel foglio di lavoro
“2019” inserire un grafico a torta 3D
esploso.

Aprire il documento “Modigliani” presente sul
desktop, e applicare al testo il carattere
“Arial” con dimensione 15 e I’allineamento
giustificato.

Aprire il documento di Open Office Calc
“Corsi”, nel foglio di lavoro "spese" fare
la somma dei dati della colonna col
numero dei partecipanti.

Creare un documento di Open Office Writer,
inserire una tabella di 3 righe e 3 colonne
applicare alla tabella uno sfondo di colore

giallo.

Aprire il documento di Open Office Calc
“Cors1”, nel foglio di lavoro "partecipanti"
ordinare in ordine alfabetico crescente la
prima colonna.

Quali sono le diverse modalita per aprire un
documento di Open Office Writer.

Aprire il documento di Open Office Calc
“Corsi” e spostare il primo foglio di
lavoro in ultima posizione.

Creare un documento di Open Office Writer
basato sul modello predefinito FAX.

Aprire il documento di Open Office Calc
“Corsi”, nel foglio di lavoro "partecipanti"
modificare I’altezza delle righe portandola

alcm

Aprire il documento di Open Office Writer
“Modigliani” presente sul desktop e
stamparne 3 copie.

Aprire la presentazione di Open Office
Impress “Rassegna”, e applicare
un’ombreggiatura al titolo della seconda
diapositiva

Aprire il documento di Open Office Writer
”Archivio” presente sul desktop, modificare la
visualizzazione aumentando lo zoom.

Aprire la presentazione di Open Office
Impress “Rassegna” inserire come quarta
una nuova diapositiva con il titolo
“Programma”

Aprire il documento di Open Office Writer
”Modigliani” presente sul desktop, e ricercare
tutte le parole “Livorno”.

Aprire la presentazione di Open Office
Impress "Rassegna", e applicare alle
diapositive la numerazione automatica.

Aprire il documento di Open Office Writer
“Archivio” presente sul desktop, inserire una
nuova riga nella tabella presente.

Aprire la presentazione di Open Office
Impress “Rassegna” e salvarla nella cartella
'documenti’

Aprire il documento di Open Office Writer
“Archivio” presente sul desktop, aumentare lo
spessore del bordo della tabella.

Aprire la presentazione di Open Office
Impress “Rassegna” ed illustrare le varie
modalita di visualizzazione.




All. 22/A
Domande 11 dicembre 2019

1. Ireati contro la pubblica amministrazione, in particolare, la corruzione.
2. Descrivere il significato del piano di sorveglianza sanitaria.
3. Accesso civico e accesso civico generalizzato

4. Gli organi di controllo esterno all'Ente

5. Linea di demarcazione tra la giurisprudenza amministrativa e del giudice del
lavoro nell’ambito del rapporto di lavoro pubblico

6. Le procedure di scelta del contraente

7. Nomina e funzioni del Segretario Generale

Poteri del giudice del lavoro nell’ambito di un ricorso per I’annullamento di
una sanzione disciplinare di licenziamento

9. 1l principio di trasparenza nella contrattualistica pubblica

9o

10.Le norme che disciplinano la documentazione amministrativa. In particolare il
DPR 445/2000 e il d.lgs. 82/2005.
11.Rapporti tra procedimento disciplinare e procedimento penale
" 12.Gli strumenti di programmazione dei lavori pubblici e degli acquisti di beni e
forniture di servizi 2

13.Lo statuto comunale

14.Incarichi di collaborazione esterna: limiti e modalita di individuazione del
collaboratore . :

15. 1I titolare del trattamento dei dati personali: ruolo, competenze e compiti
essenziali '

16.La variazione di bilancio
17.Gestione delle eccedenze ed istituto della disponibilita
18.La sezione amministrazione trasparente

19.Gli atti degli organi collegiali del Comune :
20.L’istituto del comando e del distacco: finalita e modalita applicative
21.Discrezionalita tecnica e discrezionalita amministrativa

22.La posta elettronica certificata
23.Ruolo e funzioni del Comitato Unico di Garanzia — direttiva n.° 2/2019 della
F.P.

24. Le procedure aperte
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25.Piano esecutivo di gestione

26.1 servizi pubblici essenziali e le modalita applicative nel comparto degli Enti
Locali

27. La partecipazione nei procedimenti amministrativi

28. Il servizio di tesoreria
29. La tutela del dipendente pubblico che segnala illeciti
30. Gli atti necessari per l'indizione di una gara

31. Le competenze della Giunta Comunale
32.la disciplina dell’orario di lavoro nel comparto Funzioni Locali
33. La revoca di un provvedimento amministrativo
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Domande inglese 11 dicembre 2019

The Council is not to be confused with the Council of Europe, which is not a
European Union body but an international organisation that was set up to
promote democracy and protect human rights in Europe. It comprises 47
European countries, including the 28 Member States of the EU. The European
Commission is the main institution that runs the day-to-day business of the EU.
It is the only EU institution that can propose legislation (often after a request
from the European Parliament or the Council), though it is the Parliament and
the Council that vote on it.

The decisions of the Commission are made based on the collective
responsibility of the College of Commissioners. All Commissioners are equal
in the decision-making process and equally accountable for these decisions.
They do not have any individual decision-making powers, except when
authorised in certain situations. There are six Vice-Presidents (including the
First Vice-President and the High Representative of the Union for Foreign
Affairs and Security Policy) among the 28 Commissioners, who occupy these
roles in addition to the usual Commissioner’s portfolio.

The Vice-Presidents act on behalf of the President and coordinate work in their
area of responsibility, together with several Commissioners. In general
decisions are made by consensus, but votes can also take place. In this case,
decisions are made by simple majority, with every Commissioner having one
vote. The work of the European Union is assisted by a number of EU agencies,
which are separate legal entities set up to perform specific tasks under EU law.
They work on issues and problems affecting the everyday lives of people living
in the EU. They have a major impact.

Once the Parliament has voted the political agreement will be converted into a
formal common position. If the Council’s common position is different from
the Parliament’s vote the legislation passes onto a second reading in order to
resolve the differences. Representatives of the Parliament and the Council
often meet informally to try to agree between themselves before formalising
their positions. If they do agree the Council will adopt exactly the same text as
the Parliament and the proposal will become law. Most legal acts are adopted
following the ordinary legislative procedure.
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5) The EU’s annual budget is decided jointly by the European Parliament and the
Council. If the two institutions do not agree then conciliation procedures are
followed until a budget is approved. The Court of Justice of the European
Union ensures that EU legislation is interpreted and applied in the same way in
each Member State. The Court has.the power to settle legal disputes between
Member States, EU institutions, businesses and individuals. To cope with the
many thousands of cases it receives it is divided into two main bodies: the
Court of Justice and the General Court.

6) Before becoming a real political objective, the idea of a united Europe was just
a dream shared by philosophers and visionaries. People who had resisted
totalitarianism during the war were determined to put an end to international
hatred and rivalry in Europe and create the conditions for lasting peace. New
structures would be created in western Europe, based on shared interests and
founded upon treaties guaranteeing equality between all countries. In countries
which had once fought each other, the production of coal and steel would be
pooled under a common High Authority.

7) The old saying ‘unity is strength’ is thus as relevant as ever to today’s
Europeans. The EU promotes humanitarian and progressive values, and
ensures that humankind is the beneficiary, rather than the victim, of the great
global changes that are taking place. People’s needs cannot be met simply by
market forces, or by individual countries taking unilateral action. So the EU
stands for a view of humanity and a model of society that the great majority of
its citizens support. Europeans cherish their rich heritage of values, which
includes a belief in human rights.

8) The world is well on its way towards a new geopolitical, geo-economic and
geotechnological order. What role will Europe play in this fast-changing
world? How can the European Union ensure that it does not end up a middle
power, caught between the United States and China? What will it take for
Europe to hold its destiny in its own hands? The future is now, and tomorrow’s
challenges (and opportunities) are determined by today’s choices. But the
future is not what it used to be. The world is far more complex, contested and
competitive than before — and is changing at unprecedented pace.
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9) We focus on those global trends that matter most to Europe. This means that
this is not a report on global trends generally, and it is not a report on European
trends: these are the elements of certainty we have. But simple extrapolation
would not-be foresight: the unknown dimension of the future is hidden in the
new, be it developments we are unable to see today, or interactions between
trends we did not expect. These unknowns can be reduced by thinking

~creatively about what possibilities for development there are. These are
irreversible certainties that we have. '

10) The EU also acts as one in delivering development aid’to non-EU
countries, following human rights issues around the world and managing trade
relations with non-EU countries. The single market enables most goods,
services, money and people to move freely within the EU and represents the
EU’s main economic engine. Thanks to the abolition of border controls
between EU Member States, people can travel freely throughout most of the
continent. The European Parliament (EP) is a unique example of multinational
and multilingual democracy at work.

11) Furthermore consumers should enjoy a high common level of protection
across the Union. The regulatory aspects to be harmonised should only concern
contracts concluded between traders and consumers. Therefore, this Directive
should not affect national law in the area of contracts relating to employment,
contracts relating to succession rights, contracts relating to family law and
contracts relating to the incorporation and organisation ‘of companies or
partnership agreements. Member States may decide to extend the application
of the rules of this Directive.
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All. 22/A

Domande informatica 11 dicembre 2019

Aprire sul desktop il documento di Open
Office Writer “Modigliani”, salvarlo nel
formato adeguato per la pubblicazione sul
web.

Aprire il documento di Open Office Calc
“Corsi”, nel foglio di lavoro "anni"
eliminare la terza riga e la seconda

‘ colonna.

Aprire il documento di Open Office Writer
”Modigliani” presente sul desktop, ricercare la
parola “Parigi” e sostituirla con la nuova

parola “Paris”. :

Aprire sul desktop il documento di Open
Office Calc “Corsi”, nel foglio di lavoro
"partecipanti" formattare la colonna della
“Data Nascita” nel formato
“GG/MM/YYYY™.

Aprire il documento di Open Office Writer
“Modigliani” presente sul desktop, selezionare
il primo paragrafo e copiarlo in fondo al
documento.

Aprire il documento di Open Office Calc
“Corsi”, nel foglio di lavoro
"partecipanti" inserire una nuova riga per
"Giulio Bianchi" dopo la seconda riga.

Aprire il documento di Open Office Writer
“Modigliani” presente sul desktop, formattare
1l testo utilizzando il carattere “Arial”
“corsivo” con dimensione “10”

Aprire il documento di Open Office Calc
“Corsi” e inserire un nuovo foglio di
lavoro con nome “previsti”.

Aprire il documento di Open Office Writer
“Modigliani” presente sul desktop, convertire
il titolo in minuscolo e cambiare
l'allineamento.

Aprire il documento di Open Office Calc
“Corsi”, nel foglio di lavoro "spese"

| inserire la formula per effettuare la media

della colonna col numero dei partecipanti.

Aprire il documento di Open Office Writer
“Modigliani” presente sul desktop, formattare
il carattere con effetto “sottolineato”.

Aprire il documento di Open Office Calc
“Corsi”, ed eliminare il foglio di lavoro
"spese".

Aprire il documento di Open Office Writer
“Modigliani” presente sul desktop e applicare
al secondo paragrafo un bordo di colore blu.

Aprire la presentazione di Open Office
Impress “Rassegna”, e cambiare le
dimensioni dell’immagine presente.

Creare un documento di Open Office Writer, e
inserire una tabella di 7 righe e 3 colonne.

Aprire la presentazione di Open Office
Impress "Rassegna", e inserire una nuova
diapositiva con titolo e 2 cornici di testo.

Aprire il documento di Open Office Writer
“Archivio” presente sul desktop, cancellare la
seconda colonna della tabella presente.

~ Aprire la presentazione di Open Office

Impress “Rassegna”, visualizzare la
sequenza diapositive.

10

Aprire il documento di Open Office Writer
“Modigliani” presente sul desktop e applicare
al testo uno sfondo di colore rosa.

Aprire la presentazione di Open Office
Impress “Rassegna”, cambiare il colore
del titolo della terza diapositiva nel colore
“giallo”

11

Aprire il documento di Open Office Writer
“Modigliani” presente sul desktop e applicare
al testo un’interlinea doppia.

Aprire la presentazione di Open Office
Impress “Rassegna”, e spostare in fondo
la seconda diapositiva.
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All. 23/A
Domande 17 dicembre 2019

. I reati contro la pubblica amministrazione, in particolare I'abuso d'ufficio
. Le progressioni orizzontali nel quadro normativo contrattuale
. Il piano triennale per la prevenzione della corruzione e della trasparenza

p—

W N

4. Le competenze del Consiglio Comunale
. Le differenze tra i diversi tipi di responsabilita del dipendente dell’ente locale
6. La procedura negoziata: profili essenziali

WD

7. Il risultato d'Amministrazione
8. I modelli delle relazioni sindacali secondo il vigente CCNL Funzioni Locali
9. Il diritto di accesso ai documenti

10.Le fasi dell'entrata nel bilancio del Comune
11.Definire e descrivere brevemente il ruolo del RSPP, RLS e medico competente
12.La conferenza dei servizi: elementi essenziali e finalita

13.11 bilancio consolidato
14.11 procedimento della contrattazione collettiva nazionale e decentrata
15.11 silenzio della pubblica amministrazione

16.Le forme associative degli enti locali. In particolare I'Unione dei Comuni
17.Le norme che disciplinano il rapporto di lavoro pubblico secondo il d.lgs.
165/2001

18.Le tipologie di dati personali nel regolamento UE 2016/679

19.Le dichiarazioni sostitutive e le autocertificazioni
20.Le mansioni superiori: limiti € modalita di riconoscimento
21.11 preavviso di rigetto

22.1 controlli esterni della Corte dei Conti
23.Natura degli atti di gestione della dirigenza
24 11 garante per la protezione dei dati personali

25.La programmazione finanziaria nel Comune
26.La responsabilita dirigenziale
27.Le principali figure di partenariato pubblico/privato

28.Gli obblighi di pubblicazione degli atti del Comune
29.1 termini di preavviso nel CCNL: significato e modalita applicative
30.Gli adempimenti successivi all'aggiudicazione
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31.11 regolamento di contabilita degli enti locali
32.La malattia del lavoratore pubblico: adempimenti ed obblighi di legge
33.Gli accordi sostitutivi ed integrativi
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All. 23/A
Domande inglese 17 dicembre 2019

1) The functioning of the EU is founded on representative democracy. Being a
European citizen also means enjoying political rights. Every adult EU citizen
has the right to stand as a candidate and to vote in elections to the European
Parliament. EU citizens have the right to stand as candidate and to vote in their
country of residence, or in their country of origin.Equality is about equal rights
for all citizens before the law. The principle of equality between women and
men underpins all European policies and is the basis for European integration.
It applies in all areas.

2) The EU has developed a common migration and asylum policy to manage the
many challenges generated by migration into the Union. The EU has dedicated
over €10 billion to dealing with the refugee crisis, financing projects to address
the most urgent humanitarian needs of refugees arriving on European shores.
The EU also provides humanitarian aid to refugees and migrants in countries
outside the EU, and supports work to address the root causes of irregular
migration. Based on a European Commission proposal Member States agreed
to relocate asylum seekers.

3) Economic and monetary union and the euro provide the common foundations
for greater stability, growth and prosperity across Europe. The EU’s economic
and financial policies in the euro area and the EU aim to: promote growth and
employment; promote macroeconomic and fiscal stability; improve the
efficient functioning of economic and monetary union; promote investment;
prevent or correct macroeconomic imbalances; help to coordinate national
structural policies; and promote prosperity beyond the EU. A single currency
is practical for citizens and good for business.

4) The EU aims to make industry and business more competitive and to promote
jobs and growth through a business-friendly environment. The EU’s business
and industrial policy is designed to improve the business environment, promote
a climate of entrepreneurship and job creation and give small businesses easier

" access to finance and markets. Small and medium-sized enterprises represent
99% of all businesses in the EU, providing two thirds of total private-sector
employment. EU policies encourage the creation of new businesses and
support innovative enterprises in their effor’ts
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5) To counter the increasing threat of cybercrime and cyberattacks the (
Commission has proposed measures to strengthen the EU’s cybersecurity “
structures and capabilities, including to strengthen the role of the EU 4\
cybersecurity agency, with the full cooperation of the Member States. Thanks
‘to the Schengen Agreement, checks at many EU internal borders have been
progressively abolished. The migration crisis and the changing security
landscape in recent years have demonstrated that the Schengen area needs
strong external borders.

[ o]

6) Companies have expanded their operations and competition has brought prices
down and given consumers more choice. For example, phone calls in Europe
are much cheaper, and airfares have fallen significantly and new routes have
opened up. At the same time, the EU works to ensure that these greater
freedoms do not undermine fairness, consumer protection or environmental
sustainability. The EU works with authorities and stakeholders in Member
States to monitor and enforce the existing rules so that people and businesses
can benefit from the opportunities offered by the single market.

7) The EU’s digital single market aims to open up opportunities for people and
businesses and enhance Europe’s position as a world leader in the digital
economy. More and more products and services are either online or available
digitally. The EU contributes to the creation of more and better jobs across
Europe, and aims for decent social standards for all its citizens. The European
Commission has made jobs, growth and investment its top priority, backed up
by the Investment Plan for Europe. The EU’s employment and social affairs
policies are designed to create quality jobs throughout the EU.

8) At the same time, research and innovation can help make people’s lives better
through improvements in areas such as healthcare, transport or energy. The EU
is the world’s biggest knowledge factory, accounting for almost a third of
global science and technology production. However, in the face of increasing
global competition, the EU needs to get better at turning excellent research and
innovative ideas into successful products and technologies. Many key issues
can be best tackled by helping researchers and innovators in different countries
to work together. ' ' '
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9) Regional policy targets all regions and cities in the European Union in order to
support job creation, business competitiveness, economic growth and
sustainable development and to improve citizens’ quality of life. The EU’s
transport policy helps keep the European economy moving by developing a
modern infrastructure network that makes journeys quicker and safer, all while
promoting green and digital technologies. Europe needs efficient transport
connections to drive trade, growth, and employment. Transport is a major
contributor to the economy.

10) The EU aims to develop this huge resource to other areas like energy,
knowledge and capital markets to ensure that Europeans can draw the
maximum benefit from it.The EU remains focused on making its governing
institutions more transparent and democratic. Decisions are taken as openly as
possible and as closely as possible to the citizen. More powers have been given
to the directly elected European Parliament, while national parliaments play a
greater role, working alongside the European institutions. The EU is governed
by the principle of representative democracy.

11) The European Union Agency for Law Enforcement Cooperation
(Europol) brings Member States together to investigate cases of serious and
organised crime. The EU has updated and reinforced its laws, harmonising the
definition of terrorist offences and criminalising terrorist travel, training and
financing. With the support of the Radicalisation Awareness Network Centre of
Excellence, the EU is stepping up efforts to prevent radicalisation and to
address the challenge of returning foreign terrorist fighters. Through the EU
Internet Forum, the Commission is facilitating cooperation.
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Domande informatica 17 dicembre 2019

Aprire il documento di Open Office Writer
“Archivio” presente sul desktop, inserire
I’intestazione con la data odierna.

Aprire un nuovo documento di Open
Office Calc, mostrare in quale modi puo
essere salvato il documento, salvarlo
nella cartella "varie".

Aprire il documento di Open Office Writer
“Archivio” presente sul desktop, selezionare
il primo paragrafo e spostarlo in fondo al
documento.

Aprire il documento di Open Office Calc
“Corsi”, nel foglio di lavoro "anni"
modificare la larghezza delle colonne a
piacere.

Aprire il documento di Open Office Writer

“Archivio” presente sul desktop, modificare il

colore del titolo in “rosso” e centrarlo.

Aprire il documento-di Open Office Calc
“Corsi” e salvarlo come file di testo.

Aprire il documento di Open Office Writer
“Archivio” presente sul desktop, convertire in
maiuscolo la parola “Comune”.

Aprire il documento di Open Office Calc
“Corst”, nel foglio di lavoro
"partecipanti”" inserire una nuova
colonna "Ufficio" dopo la prima.

Aprire il documento di Open Office Writer
“Archivio” presente sul desktop, diminuire la
larghezza delle colonne della tabella presente
: a2cm. ‘

Aprire il documento di Open Office Calc
“Corsi”, nel foglio di lavoro “spese”
ordinare in ordine numerico crescente la
seconda colonna.

Aprire il documento di Open Office Writer
“Archivio” presente sul desktop, selezionare
un paragrafo a piacere e modificare il formato
del carattere in “Grassetto Corsivo”.

Aprire il documento di Open Office Calc
“Corsi”, modificare la prima colonna
evidenziandola col carattere in
“grassetto”.

Aprire il documento di Open Office Writer
“Archivio” presente sul desktop e applicare al
terzo paragrafo uno sfondo di colore giallo.

Aprire la presentazione di Open Office
Impress “Polifonia”, aggiungere una
diapositiva e inserire 1'immagine "logo"
presente sul desktop

Aprire il documento di Open Office Writer
“Archivio” presente sul desktop ed inserire
sotto al titolo I’immagine
“sabato dellarchivio”.

Aprire la presentazione di Open Office
Impress “Polifonia”, e cambiare colore al
titolo della terza diapositiva

Aprire il documento di Open Office Writer

“Archivio” presente sul desktop, selezionare

il secondo paragrafo ed applicare un rientro
di 2 cm.

Aprire la presentazione di Open Office
Impress “Polifonia”, nascondere la
diapositiva 5 ed avviare la presentazione.

10

Aprire il documento di Open Office Writer
“Archivio” presente sul desktop, applicare un
elenco numerato alla lista presente, applicare

al titolo una formattazione “grassetto” con

dimensione carattere 16.

Aprire la presentazione di Open Office
Impress “Polifonia” e passare in modalita
“presentazione diapositive a partire
dalla diapositiva 3

11

Aprire il documento di Open Office Writer
“Archivio” presente sul desktop, cancellare la
seconda riga della tabella presente.

Aprire la presentazione di Open Office
Impress “Polifonia”, cambiare il colore
di sfondo a tutte le diapositive
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. I reati contro la pubblica amministrazione, in particolare, la concussione.

2. Smart working e direttiva FP n.° 3/2017 nell'amblto dei contratti di lavoro
flessibili attivabili nel pubblico impiego.

3. Il responsabile del procedimento nella L. 241/90

p—

4. Le competenze del Sindaco quale organo di governo
I diritti sindacali disciplinati dagli accordi quadro nazionali
6. Gli istituti di semplificazione nella L. 241/90

W

7. Le forme associative degli enti locali. In particolare I'accordo di programma.
8. Suddivisione delle competenze per 1’adozione delle sanzioni disciplinari
9. I diritti dell'interessato all'interno della normativa in materia di privacy

10. La gestione delle entrate comunali |

11.Procedimento disciplinare di cui all’art. 55 quater comma 3bis d. lgs.vo
165/2001: presupposti e tempi di definizione

12. Piattaforme digitali previste in materia di appalti pubblici

13.Residui attivi e passivi
14. La legge 97/2001 — effetti del giudicato penale nel procedimento disciplinare
15. Il procedimento di accesso ai documenti amministrativi

16. Il fondo crediti dubbia esigibilita
17.Controllo del costo del lavoro. Conto annuale
18. Le fasi del procedimento amministrativo

19.Gli atti del dirigente
20. Il documento di valutazione dei rischi per la sicurezza dei lavoratori
21. Il responsabile unico del procedimento nel codice dei contratti

22. Conferimento di funzioni dirigenziali e incarichi a contratto
23. principi in materia di assunzioni nel pubblico impiego nel TUPI
24. Le modalita di scelta del contraente per una pubblica amministrazione

25.La revisione dei conti negli enti locali

26. L'accordo nazionale quadro in materia di servizi pubblici essen21a11 per gli enti
locali.

27. 1l responsabile per la prevenzione della corruzione e della trasparenza



28. Il debito fuori bilancio
29. Le posizioni organizzative nel CCNL del 21/5/2018: ruoli e caratteristiche
30.La concessione nel codice dei contratti

31. La corte costituzionale
32. dotazione organica e fabbisogno di personale
33. la discrezionalita ammiinistrativa

o




Domande inglese 18 dicembre 2019

1) The Commission is also responsible for sectors with geostrategic implications
and a high degree of public intervention, such as defence, security and space.
The European Commission, together with the European Investment Bank,
launched the Investment Plan for Europe. As part of the plan, the European
Fund for Strategic Investments was created to mobilise investment across
Europe. The fund provides guarantees in support of projects financed by the
European Investment Bank, focusing on infrastructure, innovation and smaller
companies.

2) The single market is one of the EU’s greatest achievements. It fuels growth and
jobs and makes everyday life easier for people and businesses. Thanks to the
single market (sometimes also called the internal market) people, goods,
services and money can move around the EU almost as freely as within a
single country. EU citizens can study, live, shop, work and retire in any EU
country, and enjoy products from all over Europe. Hundreds of technical, legal
and bureaucratic barriers to free trade and free movement between EU Member
States have been removed to make things flow more easily.

3) EU action on climate change seeks to address changes to the Earth’s climate, in
particular the rise in global temperatures due to an increase in gases caused by
human activity. Higher temperatures have many consequences. To keep climate
change below dangerous levels, the international community has agreed that
the average global temperature rise must be kept to well below 2°C above pre-
industrial levels, with the aim being to limit the increase to 1.5°C. Tackling
climate change now can avoid human and economic costs in the future. The
EU’s strategy includes building flood defences.

4) To safeguard people from environment-related pressures and risks to health
and well-being, EU policy aims to guarantee safe drinking and bathing water,
improve air quality, reduce noise and reduce or eliminate the effects of harmful
chemicals. The EU’s circular economy action plan aims to transform our
economy by enhancing the longevity and recyclability of products and by
using materials and resources for as long as possible. Rethinking products’ life
cycles will help to manage precious resources more sustainably, minimise
waste and make Europe more resilient.
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5) The EU is active in many different areas, such as promoting a healthy lifestyle.
and combating smoking through tobacco legislation. EU action on food safety
protects the health of people, animals and plants at every step from farm to
fork. The EU’s food-safety policy aims to guarantee safe and nutritious food
produced from healthy plants and animals, while enabling the food industry,
Europe’s largest manufacturing and employment sector, to operate in the best
possible conditions. Health is safeguarded at every stage of the food-
production process by preventing food contamination.

6) Together with national competition authorities and national courts, the
European Commission enforces EU competition policy and rules to make
markets work better and to ensure that companies compete fairly with each
other. This helps to reduce prices and improve quality, encourages innovation
and efficiency and creates a wider choice for consumers. The Commission
takes action in regard to: cartels or other illegal arrangements between
companies to avoid competing with each other or to set artificially high prices;
abuse of a dominant position. |

7) More and more companies and individuals are active in more than one country,
making it easier for them to try and pay the least tax possible (‘tax avoidance”)
or to not pay taxes due (‘tax evasion’) through legal means. A single country
cannot tackle these issues on its own, so EU Member States work together to
make sure that taxation is fair. The EU does not have a direct role in raising
taxes or setting tax rates. The governments of all Member States must agree
when it comes to making EU decisions on tax issues so that the interests of
every EU country are taken into account.

8) The creative Europe programme aims to strengthen Europe’s cultural and
creative sectors and provide funding for artists and cultural professionals. The
Commission also coordinates policymaking, research and reporting on a range
of topics, from media literacy and digital distribution to cultural heritage
preservation or culture in external relations. Furthermore, it fosters cooperation
and peer learning between Member States within the framework of the open
method of coordination. Creative Europe also promotes initiatives such as EU
prizes for cultural heritage, architecture, literature and music.



9) The EU’s audiovisual and media policy aims to ensure that, like other goods
and services, audiovisual media (film, TV and video) are subject to EU-wide
rules to ensure they can circulate freely and fairly in the single market,
regardless of how they are delivered. The main rules require EU countries to

~ coordinate with each other on issues such as protecting children and
consumers, safeguarding media pluralism, preserving cultural diversity and
combating racial and religious hatred. The EU’s rules also support the
development and distribution of European films.

10) The European Commission works together with Member States and
stakeholders to promote the role of sport and to find solutions to problems
facing European sport. The EU budget helps to deliver on the things that matter
to Europeans. The EU budget supports a wide range of policies implemented
within the European Union and has helped the EU to consolidate its strong role
in the international arena. During the economic and financial crisis the EU
budget proved to be a powerful instrument to support 1nvestment The annual
budget is decided democratically.

11) The European Union is based on the rule of law. This means that every
action taken by the EU is founded on treaties that have been approved
voluntarily and democratically by all EU countries. The treaties are negotiated
and agreed by all the EU Member States and then ratified by their parliaments
or by a referendum. The treaties lay down the objectives of the European
Union and set out the rules on how the EU institutions operate, how decisions
are made and the relationship between the EU and its Member States. They
have been amended each time new Member States have joined the EU. .



piys e

All. 24/A
Domande informatica 18 dicembre 2019

Aprire il documento di Open Office Writer
“Arcipelago” presente sul desktop, mostrare la
barra degli strumenti disegno e fare una linea
sotto il titolo.

Aprire 1l documento di Open Office Calc
“Corsi”, nel foglio di lavoro "spese"
inserire la formula per calcolare il costo
totale come costo unitario * numero dei
partecipanti.

Aprire il documento di Open Office Writer
“Arcipelago” presente sul desktop, cancellare
il primo paragrafo e poi ripristinarlo.

Aprire il documento di Open Office Calc
“Corsi” e salvarlo come “Modello”

Aprire il documento di Open Office Writer
“Arcipelago” presente sul desktop, inserire
un’interruzione di pagina dopo il primo
paragrafo.

Aprire un nuovo documento di Open
Office Calc e ricercare, tramite la guida

in linea, come inserire la funzione
“SOMMA”

Aprire il documento di Open Office Writer
“Arcipelago” presente sul desktop e applicare
una spaziatura di 3 cm sopra il terzo
paragrafo.

Aprire il documento di Open Office Calc
“Corsi”, nel foglio di lavoro "spese"
formattare la colonna "budget" con il

simbolo della valuta.

Aprire il documento di Open Office Writer
“Arcipelago” presente sul desktop, aumentare
I’altezza della terza riga della tabella presente

a piacere.

Aprire il documento di Open Office Calc
“Corsi” e mostrare come si visualizzano o
nascondono le barre degli strumenti.

Aprire il documento di Open Office Writer
“Arcipelago” presente sul desktop e
modificare il carattere in “Corsivo” con effetto
“Sottolineato”.

Aprire il documento di Open Office Calc
“Corsi”, nel foglio di lavoro “2019”
allineare al centro tutte le celle.

Creare un nuovo documento di Open Office
Writer ed inserire I’immagine “cartolina”
presente sul desktop.

Aprire la presentazione di Open Office
Impress "Rassegna", e mostrare le
diapositive nascoste.

Aprire il documento di Open Office Writer
“Arcipelago” presente sul desktop e applicare
al terzo paragrafo un bordo verde con
ombreggiatura.

Aprire il programma di presentazione
“Open Office Impress” e creare una nuova
presentazione scegliendo un modello a
piacere.

Aprire il documento di Open Office Writer
“Arcipelago” presente sul desktop, selezionare
il primo paragrafo ed allinearlo a destra.

Aprire la presentazione di Open Office
Impress “Rassegna”, applicare alle
diapositive la data odierna.

10

Aprire sul desktop il documento di Open
Office Writer “Arcipelago” ed inserire il '
carattere “copyright”.

Aprire la presentazione di Open Office
Impress "Rassegna", e inserire una
diapositiva con layout “solo Titolo”

11

Aprire il documento di Open Office Writer
“Arcipelago” presente sul desktop, applicare
al bordo della tabella il colore rosso e uno
spessore di 2,5.

Aprire la presentazione di Open Office
Impress “Rassegna”, allineare a sinistra il
testo all’interno della cornice della quarta

diapositiva.
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Domande 19 dicembre 2019

1. T reati contro la pubblica amministrazione, in particolare, I'omissione di atti
d'Ufficio. | ‘

CCNL, CCNQ e CCNI: definizione e procedure per la sottoscrizione

Principi e profili generali dei contratti sotto soglia

Il rendiconto della gestione
La commissione di garanzia dello sciopero: ruoli e funzioni nella L. 146/90
Il responsabile protezione dati: ruolo competenze e compiti essenziali

AN A SRl

I pareri dei responsabili dei servizi sulle deliberazioni
. L'istituto della mobilita nel pubblico impiego

9. La semplificazione e la hberahzzazmne delle attivitd economiche all'interno
della L. 241/90

% =

10. 11 bilancio di previsione
11. Il part-time nel contratto nazionale.
12. I contratti sopra soglia e le modalita di scelta del contraente

13. il dissesto finanziario
14. obblighi del lavoratore in materia di sicurezza
15. I principi.essenziali del procedimento amministrativo

16. Il potere di ordinanza sindacale

17.Incarichi di studio, ricerca e consulenza: limiti e modalita di attivazione nel
pubblico impiego

18. art1colaz1one e contenuti essenziali della sezione amministrazione trasparente

19. decreto legge e decreto legislativo
20. I controlli in materia di contrattazione integrativa
21. Gli acquisti centralizzati

22. La giustizia amministrativa: Tar e Consiglio di Stato
23. I soggetti sindacali ammessi alla‘trattativa nazionale e locale
24. la prevenzione della corruzione nella pubblica amministrazione

25. Suddivisione delle competenze nell'ordinamento comunale
26. Incarichi ex art. 90 TUEL: uffici di supporto agli organi di direzione politica
27. Gli istituti di partecipazione nella L. 241/90

28. La digitalizzazione della pubblica amministrazione
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29. falsa attestazione della presenza in servizio
30. Normativa in materia di privacy. Adempimenti dell'ente locale

31. I principi costituzionali dell'azione amministrativa
32. Istituto della mobilita nella pubblica amministrazione
33. Il silenzio rigetto



Domande inglese 19 dicembre 2019

1) This determines which legislative procedure must be followed. The majority of
laws are made following a process known as the ordinary legislative procedure.
The ordinary legislative procedure, also known as the co-decision procedure, is
the most common procedure for adopting EU legislation. It applies to the great
majority of EU legislation, covering a wide range of fields such as consumer
rights, environmental protection and transport. Under the ordinary legislative
procedure the Commission makes a proposal, which must be adopted by both
the Parliament and the Council.

2) Once a final text is agreed, and all translations have been done, the legislation
is passed to the Parliament and the Council again so that they can adopt it as a .
legal act. It will then be published in the Official Journal of the European
Union in the EU’s 24 official languages. The legislation will specify when it
must be implemented in the Member States, or when it comes into force in the
case of a regulation. The Commission can take Member States to court and ask
for them to be fined if EU legislation is not implemented. This can sometimes
lead to complaints.

3) If a private individual or a company has suffered damage as a result of action
or inaction by an EU institution or its staff they can take action against them in
the Court, in one of two ways: indirectly through national courts, which may
decide to refer the case to the Court of Justice; directly before the General
Court, if a decision by an EU institution has affected them directly and
individually. If someone considers that the authorities in any country have
infringed EU law they can follow the official complaints procedure. The parties
give written statements to the Court.

4) The European Central Bank is an independent institution of economic and
monetary union to which all EU Member States belong. It makes its decisions
without seeking or taking instructions from governments or other EU
institutions. Its main purpose is to maintain monetary stability in the euro area
by ensuring low and stable consumer price inflation. The European Investment
Bank is the bank of the European Union. It is owned by the Member States and
its mission is to lend money for investments that support the EU’s objectives.
Its focus is on increasing the EU’s jobs and growth potential.
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5) In a practical but also richly symbolic way, the raw materials of war were now
being turned into instruments of reconciliation and peace. Today, there is peace
in the countries of the European Union, where people live in democracy with
respect for the rule of law and for fundamental rights. During the recent
economic and social crisis, Europe has seen the rise of populist, extremist and
nationalistic tendencies that threaten democracy and the process of European -
integration. Many movements are sceptical of existing institutions, both at
national and European levels.

6) It remains to be seen whether new economic growth based on common
solutions can ease these tensions. The process of EU enlargement is still going
on. Seven countries are at different stages of preparing for possible
membership. However, the difficult economic situation in Europe makes it
unlikely that any new countries will join the EU in the foreseeable future. At
the same time, the United Kingdom held a referendum in June 2016, where a
majority of voters expressed their wish to leave the European Union. The EU
treaty has a clause that permits this.

7) Digital technologies will make cultural diversity an even stronger factor, as it is
technically easier to distribute locally based cultural products. Sixty-five years
of European integration has shown that the EU as a whole is greater than the
sum of its parts. It has far greater economic, social, technological, commercial
and political clout than if its Member States had to act individually. There is
added value in acting together and speaking with a single voice. It is therefore
more vital than ever for the Member States of the EU to come together and
achieve a ‘critical mass’.

8) By the time they join, new members must have: stable institutions guaranteeing
democracy, the rule of law, human rights and respect for and protection of
minorities; a functioning market economy and the capacity to cope with
competitive pressure and market forces within the Union; the ability to take on
the obligations of membership, including support for the aims of the Union.
They must have a public administration capable of applying and managing EU
laws in practice. The EU directly monitors the economic and administrative
reforms the candidate countries have to carry out.
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9) The EU, for its part, offers financial, technical and macroeconomic ass1stance
easier access to visas and a range of measures to help these countries develop.
However, recent geopolitical developments have radically changed the
situation. The European Union is more than just a confederation of countries,
but it is not a federal state. In fact, its structure does not fall into any traditional
legal category. The Treaties (known as ‘primary’ legislation) are the basis for a
large body of ‘secondary’ legislation which has a direct impact on the daily
lives of EU citizens.

10) The secondary legislation consists mainly of regulations, directives and
recommendations adopted by the EU institutions. These laws, along with EU
policies in general, are the result of decisions taken by the European
Parliament (representing the people), the Council (representing national
governments) and the European Commission (the executive body independent
of EU governments that upholds the collective European interest). Other
institutions and bodies also play a role. The European Parliament is the elected
body that represents EU citizens.

11) In general, negative statements are given more attention than positive
ones. That said, more pessimism in foresight does not equal greater accuracy,
in addition, it is precisely the seriousness and inevitability  that often
accompanies pessimism that is dangerous in foresight: taken together, they can
easily promote paralysis and fear rather than action — the exact opposite of
what foresight seeks to achieve. Why is this so? Paradoxically, the more
catastrophic the news, the less likely humans are to act — a phenomenon known-
as the Cassandra Curse.
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Domande informatica 19 dicembre 2019

Aprire il documento di Open Office Writer
“potizia” presente sul desktop e ricercare gli
errori con gli strumenti appositi.

Aprire il documento di Open Office Calc
“Corsi”, nel foglio di lavoro. "spese"
formattare la colonna "costo unitario" in
numerico con due decimali

Aprire il documento di Open Office Writer
“Archivio” presente sul desktop, evidenziare il
titolo con il colore giallo e centrarlo.

Aprire il documento di Open Office Calc
“Corsi”, inserire un nuovo foglio di
lavoro “2000” come primo foglio.

Aprire il documento di Open Office Writer
“Archivio” presente sul desktop, unire il
primo e secondo paragrafo e giustificarli.

Aprire il documento di Open Office Calc
“Corsi”, nel foglio di lavoro “2019”
inserire un grafico a barre 3D.

Aprire il documento di Open Office Writer
“Archivio” presente sul desktop e applicare
alla prima riga un rientro di 4 cm.

Aprire il documento di Open Office Calc
“Corsi”, nel foglio di lavoro "partecipanti"
formattare la colonna "corsi" per
visualizzare i numeri come percentuale.

Aprire il documento di Open Office Writer
“Archivio” presente sul desktop e applicare
una spaziatura di 3 cm sotto il primo
paragrafo.

Aprire il documento di Open Office Calc
“Corsi”, nel foglio di lavoro "partecipanti"
modificare il colore del carattere della
prima riga e della prima colonna in Rosso.

Aprire il documento di Open Office Writer
“Archivio” presente sul desktop e impostare il
margine destro della pagina di 4 cm. per la
stampa del documento.

Aprire la presentazione di Open Office
Impress “Rassegna”, allineare in maniera
diversa titolo e contenuto della quarta
diapositiva.

. Aprire 1l documento di Open Office Writer
“Archivio” presente sul desktop, inserire una
nuova riga nella tabella presente.

Aprire la presentazione di Open Office

Impress “Rassegna” e impostare colori

diversi per titolo e contenuti nella sesta
diapositiva

Creare un nuovo documento di Open Office
Writer ed inserire un'intestazione con la
numerazione di pagina

Aprire il programma di presentazione
“Open Office Impress” e creare una nuova
presentazione con 3 diapositive con layout

diversi.

Aprire il documento di Open Office Writer
“Archivio” presente sul desktop e
visualizzarlo modificare la larghezza
dell'immagine a 4cm

Aprire la presentazione di Open Office
Impress “Rassegna”, eliminare la seconda
diapositiva e mettere al suo posto l'ultima.

10

Aprire il documento di Open Office Writer
“Archivio” presente sul desktop, applicare
all’immagine un bordo di colore blu.

Aprire la presentazione di Open Office
Impress “Rassegna”, inserire nella prima
diapositiva la nota: "da controllare" e
visualizzare la presentazione

11

Aprire il documento di Open Office Writer
“Archivio” presente sul desktop ed impostare
I’allineamento giustificato in tutto il testo.

Aprire la presentazione di Open Office
Impress “Rassegna” visualizzare la barra
degli strumenti “disegno”e inserire nella

prima diapositiva una stella.




