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The aim of the web page

Inception of the page was inspired by substitution of expensive clas-
sical printed textbooks which loose their topical news very fast. Freely
used subject matter through the internet can help anybody who is inter-
ested in questions about non-profit sector or who wants to gain new
information to their work. We would like to make learning accessible
for classes which don't have wide financial resources and many times
can't subsidize important trainings and technical literature important for
them. In meaning of philosophy of non-profit sector we do it without
profit believing that the users will use information gained form here in
benefit of their community, of the target group.

Another advantage of this page in comparison with printed version
is that it doesn't loose its topical news. Any change, new law can imme-
diately be accessible without fees.

Technical maintenance is provided by institutions which took part in
inception, technical background and function is secured by Forum
Informacne Stredisko. Thanks to great specialists you can find on the
page only the most up to date information.

The page is a Slovak initiative but the states of the Visegrad four
created the subject matter together. The result is that in one place are
informations about e.g. the law arrangements of all the four states, sec-
tors, etc.

It contains all areas connected with the sector. As it was made by
specialists from practice we hope that it will offer practical information
to the user. Another help can be a collection of documents and relative
laws from where technical materials, laws, etc. can be downloaded in
full version.

The creators of the page:
Main coordinator, institution responsible for the page:
Forum Information Centre, Samorin, Slovakia
Partner organizations:
PDCS, Bratislava, Slovakia
Obec konzultantu, Prague, Czech Republic
NITC, Budapest, Hungary
Boris, Warsaw, Poland
Apis, Prague, Czech Republic

About the institution responsible for the page and about partner
organisations a short summary about their aims and activities is acces-
sible on the page. This summary can be found on the main page in
English, on the national pages in individual languages of the given coun-

try.

Maintenance and creation of the page:

eNiton Enterprises s.r.o.
Namestie 1. Maja 10-12
811 06, BRATISLAVA

Authors:

List of authors, translators and lecturers is available on the pages of
the individual countries.




Sponsors:
Sasakawa Peace Foundation
Open Society Foundation
International Visegrad Fund
Charlel Stewart Mott Foundation
Apaczai Kozalapitvany
Trust Program
The sponsors' web pages are available on the main page.
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Here you can find the names and the links of the sponsors.

Aim groups

The page is basically focused on two groups:

Activists working in the third sector, organizing leaders or other
groups which are interested in cases related to the sector.

Trainers and consultants working in the third sector - who actively
participate in development of non-profit organizations.

For the two aim groups the page is divided into two levels:

Public user level: for the wide public freely without password or
other obstacles the subject matter can be reached.

Lecturer user level: trainers and consultants can reach other special-
ized materials only with password - e.g. games, exercises, etc.

The page also has a third level - for experts working with special-
ized materials.

Wide public level
This level is accessible in 5 languages. You can choose the language
on the main page. Materials are available in the following languages:
Slovak, Hungarian, Polish and Czech. For the choice of language click
on the state mark of the chosen language.
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Stratégial veretis

There are specific topics related only to individual states. These are
also in the given language. These topics are:

History of the non-profit sector

Legislative background of the non-profit sector

Financial management and accountancy

These topics have developed and are developing differently in every
country. Authors and partners have agreed to work out the topics above
in the given state language and in English and these will be placed only
on the page of the given country. It means if you are interested in
accountancy and ways of sponsorship for example in Czech Republic
you can find about it on the page marked with Czech language.

Warning: All the materials on the page are not in English. The
English is an auxiliary language used by specialists working with indi-
vidual materials. These educational texts parts of the professional ver-
sions are available under the mark "English version". In single cases
only the English version is available on the pages marked with the state
language. These are further marked in "Structure of materials".

Warning: Part of the Polish financial management and accountancy
is not prepared for technical reasons. So if you need information con-




cerned with these topics, please contact an expert of the topic at the pol-
ish partner: Boris.

Content
The list on the left side of the page replaces the content known in
classical books. Here you can find the names of the individual topics.
With a click you can get into chapters which appear in the window on
the right.
Structure of the topics

History of the non-governmental sector
History of the non-governmental sector in Hungary
Torténelmi el6zmények
A nonprofit szektor fejlodése a rendszervaltas ota
A magyar civil szektor napjainkban
Kapcsolat az dlammal, az dnkormanyzatokkal, tizleti szféraval
A nonprofit szektoron beliili egyiittmiikddés
A nonprofit szektor fejlodésének fenntarthatosaga
History of the non-governmental sector in Poland - texts in
English
Picture on heritage
Changes and development. Polish Third Sector after 1989
Present Picture of civil society
Development of the state and local co-operation with NGOs
Main future challenges for non-profit sector in Poland
History of the non-governmental sector in the Czech Republic -
texts in English
Long and Vibrant Tradition
A new beginnig: since 1989
Basic Facts: Czech Civil Society at the Beginning of the 21st
Century
Uneasy Friendship: Civil Society and the State
Working together: Cooperation within Civil Society
Civil Society Sector and its Long Way to Go

Legal background
Legal beckground of the NGOs in Slovakia

Legal beckground of the NGOs in Hungary
Legal beckground of the NGOs in Poland
Legal beckground of the NGOs in the Czech Republic
Uvod - vieobecny piehled

Prehled platnych pravnich piedpist
Obcanské sdruzeni

Obecné prospésna spolecnost

Nadace

Nadacni fond

Ucelové zafizeni cirkve

Dobrovolnictvi

Veiejné sbirky

Pripravované legislativni zmény

Human resource management including

volunteering
Definovanie dobrovolnictva
Potreby dobrovolnikov
Potreby organizacie
Program jedného dobrovolnika
Koordinacia programu dobrovolnika
Ako zaujat potencidlneho dobrovolnika
Uvodné oboznamenie a $kolenie
Uznanie - ceny a odmeny
Udrzanie motivacie a vernosti
Dobrovolnici ako sucast organizacie
Dobrovolnici "versus" plateny personal
Kedy a ako méze dobrovolnik dostat vypoved?
Charta dobrovolnika

Development of the organization
Teodria organizacii
Riadenie a vedenie v neziskovych organizaciach
Budovanie skupiny
Planovanie ludskych zdrojov
Pripadové studia




Strategic management
O americkom sne, no¢nej more a sedliackom rozume

Strategické riadenie MVO

Strategické riadenie MVO: Co je to strategické riadenie?
Strategické riadenie MVO: Co je strategické planovanie?
Strategické riadenie MVO: Aké existuju pristupy?

Ako vyzera v praxi?
Kam organizacia smeruje?

Kam organizdcia smeruje? - Na ¢om sa da postavit smerovanie
Kam organizacia smeruje? - Co a naco je poslanie?

Kam organizicia smeruje? - Co a naco je vizia?

Kam organizacia smeruje? - Co a naco st hodnoty?

Pochopenie situacie

Pochopenie situacie: Ako pochopit organizaciu?
Pochopenie situacie: Vnutro organizacie
Pochopenie situacie: VonkajSie prostredie

Stratégie
Stratégie: Co je stratégia?
Stratégie: Ako vyzerd stratégia?

Stratégie: Stratégie v organizacii

Proces strategického planovania

Proces strategického planovania:
Proces strategického planovania:
Proces strategického planovania:

gickému planovaniu?

Proces strategického planovania:
Proces strategického planovania:
Proces strategického planovania:
Proces strategického planovania:
Proces strategického planovania:
Proces strategického planovania:

nizacie?

Proces strategického planovania:

vani?

Proces strategického planovania:
Proces strategického planovania:
Proces strategického planovania:

Naco je a naco nie je?
Co sa da planovat?
Aké existuju pristupy k strate-

Co maju tie pristupy spolo¢né?
Aky pristup sa nam hodi?

Co nas bude planovanie stat?
Ako zacat proces planovania?
Naco je konzultant?

Ako pochopit situaciu orga-

Ako si polozit otdzky pri plano-
Ako vytvorit stratégie?

Co je produktom planovania?
Co s hotovym pldnom?

Proces strategického planovania: Koho zapdjat do planovania
Luskaciky

Communication
Nalezitosti komunikacie
Osobnost a komunikacia
Metddy, techniky, praktiky a manipulacia v komunikacii
Komunikécia v skupine
Uloha komunikécie v rieseni konfliktov

Project management
Uvod
Projekty v naSom Zivote
Zakladné definicie
Zivotny cyklus projektu
Zivotny cyklus projektu: Analyza vychodiskovej situdcie
Planovanie projektu
Planovanie projektu: Ciele projektu
Planovanie projektu: Cinnosti v projekte
Planovanie projektu: Ludské zdroje v projekte
Planovanie projektu: Projektovy tim
Planovanie projektu: Casovy plan projektu
Planovanie rozpoctu projektu: Plan nakladov projektu
Planovanie rozpoctu projektu: Plan vynosov projektu a plan cash
flow projektu
Planovanie rizik projektu
Planovanie udrzatelnosti projektu
Realizacia projektu
Kontrola projektu
Hodnotenie projektu
Marketing projektu
Imidz projektu
Metoda logického ramca
Metdda logického ramca: Riadenie projektového cyklu
Metodda logického ramca: Logicky ramec
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Fundraising
Co je fundraising?
Profesia fundraisora
Vzfahy s darcami
Darcovstvo jednotlivcov
Darcovstvo firiem
Fundraisingové kampane
Planované darcovstvo a velké dary
Etika
Pisanie projektov

Financial Management and Book-keeping
Financial Management and Book-keeping in Slovakia
Zostavenie rozpoctu organizacie
Planovanie vydavkov
Planovanie prijmov
Planovanie rozpoctu projektov
Sledovanie Cerpania grantov
Uttovnictvo - zavedenie do uétovnictva
Zakladné zasady uctovnictva
Jednoduché uctovnictvo
Penazni dennik
Dane
Analitické knihy v jednoduchom uctovnictve
Pomocné knihy
Podvojné uctovnictvo
Zamestnanci
Pracovna zmluvy
Dohody
Odvodové povinnosti
Priklady
Financial management and Book-keeping in Hungary
Alapfogalmak
Szervezetek gazdalkodasa
A non-profit szervezetek bevételei
A non-profit szervezet kiadasai
A konyvvezetés szabalyai
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Beszamolok fajtai

Adozas, foglalkoztatas, jarulékok rendszere

Foglalkoztatas

A foglalkoztatashoz kotodo addzasi €s jarulék rendszer
Kedvezmények rendszere

A non-profit szervezeteket megillet kedvezmények

A non-profit szervezet szolgaltatasait igénybe vevok személyi
jovedelemadd kedvezménye

A kozhasznu szervezetet tdmogatok kedvezménye

A maganszemélyek kedvezménye

A cégek kedvezménye

Az 1%-o0s torvény legfontosabb rendelkezései

Nemzeti Civil Alapprogram (NCA) legfontosabb szabalyai
Financial Management and Book-keeping in Poland - there were
no texts prepared in this chapter

Financial Management and Book-keeping in the Czech Republic
Zakladné pojmy

Zdroje financovani

Tvorba rozpoctu

Programovy rozpocet

Vedeni ucetnictvi

Povinnosti ze zdkona o ucetnictvi

Ucetni knihy

Analitickd evidence

Inventarizace

Ucetni uzavérka

Projektové ucetnictvi

Pracovné-pravni vztahy

Pojisténi

Dane

Piehled odvodovych povinnosti

Marketing and PR

Definicie marketingu

Prieskum trhu

Marketingovy mix: 4P

Definovanie ponuky: sluzby/produktu/myslienky
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Zivotny cyklus produktu/sluzbu/programu
Stanovenie ceny

Vyber propagacie

Dorucenie sluzby/produktu/myslienky - distribicia
Public Relation - PR

Prvky PR

Komunikécia s médiami

Advocacy
Obcianska advokacia, a pre¢o vlastne?
Definicia zakladnych p6jmov
Proces vzniku verejnych politik
Fazy advokacnej Cinnosti
Budovanie koalicie
Kampane a medialne stratégie
Stratégie pre obc¢iansku advokaciu
Pripadové studium: Bojkot netransparentného programovania
Euro fondov
Pripadové stidium: Od zakladnej vojenskej sluzby k profivojsku
Pripadové studium: 30 dni pre neziskovy sektor
Pripadové studium: Participacia mladych ludi

Networking, partnerships, local and regional

development
Uvod
Budovanie partnerstva: Co je partnerstvo
Budovanie partnerstva: Stadia formovania partnerstva
Budovanie partnerstva: Prinosy a obmedzenia partnerstva
Budovanie partnerstva: Uloha neziskovej organizacie v partnerstve
Regionalny rozvoj a rozvoj komunit: Partnerstva a regionalny
rozvoj v europskom kontexte
Regionalny rozvoj a rozvoj komunit: Uloha neziskovych organi-
zacii v miestnom rozvoji
Regionalny rozvoj a rozvoj komunit: Inovéacie v miestnom rozvoji
Regionalny rozvoj a rozvoj komunit: Siefovanie pre rozvoj
Regionalny rozvoj a rozvoj komunit: Miestny rozvoj v mestskom
a vidieckom prostredi
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Regionalny rozvoj a rozvoj komunit: Ugast neziskovych orga-
nizécii v rozvojovom procese

Regiondlny rozvoj a rozvoj komunit: Ulohy neziskovych orga-
nizacii na jednotlivych urovniach

Pripadové studia

Europian Union
Legislativny proces
Ciele EU
Organizacie z pohladu EU
Institacie EU
Fondy a dotacie
Konzultacie a dialégy s EU
Paneurdpske organizacie, streSné organizacie

Second user level: for lecturers,
trainers and consultants

The second level helps those instructors with their work who act in
the third sector. For using the page a password is required.

Username and password can be obtained from forum@forumic.sk.
Also on this address more information about conditions of using the web
and materials can be got.

Basic functions
You can get to the subject matter materials such as dictionary, tech-
nical notes, documents, as in case of public using.

Helping functions
Important decisive things for instructors like e.g. games and training
materials can be freely downloaded however their using is tied to cer-
tain conditions.
1. In each case the page has to be marked as a source.
2. At educational activities in non-profit sectors they can be used for
free.
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For downloading click on the heading of the chosen topic in the list
program and it will open the document automatically. Then you can
store it in your computer.

Methodical instructions
This function serves an easier orientation and better work for the
experts. In this part of the page they can learn about methodical pro-
grams in preparation or about the active ones each foundation is deal-
ing with at the moment. They can place their own methods and pro-
grams on the page.

User level

As it was mentioned in the methods the main role of the page is to
always stay up to date. This is provided by the user level. On this page
only the partner organizations have access and they decide which
experts will they involve into the work.
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Also the user level has special functions. These are the following:

Documents
Adding
In the documents in the menu click on the icon "new". On the appear-
ing panel find the file we want to add on the web. Then click on the
button"send". The document will appear immediately on the server list.
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Deleting

Click on the document you want to delete then on the icon "edit" on
the end of the opened document. Click on the icon "delete". The docu-

ment has to disappear immediately from the server.

Technical notes
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To the database containing technical literature we can put in appeals
manually.
Registration

Click on the technical literature in the menu on the left. Click on the
icon "new" on the appearing panel, write the author, address, publish-
ing data in usual form without gaps.

Click on "send". The entry should appear immediately on the list.
Editing

Click on the text you want to edit.

Correct the text.

Click on the button "send".
Delete

Click on the text you want to edit. Click on "delete".

Dictionary

Totan ooty DIFS e BAe OITGrary
DB GEMERATOR i
ey cecamber I0CH, Myty P

PR

) ke orm el nng
A-22 | Z-nA A-pT | 2-3A A.p2 | 2-»A .22 | TnA -2 T | Z-rit
e dragves wehyaigusng rehre gy Tatwapridanag apprgnl
Hrinieel (Annkst  [EMAIErESOVEN  TRALECENYEN TEAErEIOmB  (ELBkEholiery
Fryilvircstag) (tmmeressraard  (tmmeresovard

witwinosl) ]
FablEn MRk cagfvanng Tatrmnaln b o] O baorder

eppulimcaades spehuprboe PITYRramsCEng COOpETaen
k - assiuprice waetlpraca choparston
vizg L]

dohods o spaleoric umons &

} : | wrpsigras, !
sainzatepass Dud B G THLrEENE e
jsatvatndg ! lalance =
SeknrmBnyEE T EEADw samezyl
litrepsaglajietets | bomuntny |komuneni rezve)  [rorwd)

o) _wipdinglany

PUNVE) wilsh® FOTV!

roTwd) Wk
kil

rzave)
i
ratvn)
| EETEY R — TregaralTe
| roTVD)
Fathyl fejleisnés el Il Sl oSt
fidrenelat I [resrasantaten
[ #iimenrs

EMresEneun

dsntdrterey decigic.making

Entry of a new word
Click on the dictionary in the list on the left.
Click on a new icon. Write the word in the needed language. Be
careful to write the word to the correct line to the correct language.
Click on "send".
The word should appear immediately in the list.
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Word editing

Click on the word you want to edit.
Correct the word.
Click on "send".
Delete
Click on the word /line/.
On the editing panel press "delete".

Attention! In this case of deleting words in each language will be
deleted.

Tests
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Creation of a new test.

Click on the line "tests" in the list on the left.

Click on a new icon.

Write the name of the test, its description in language needed and in
correct lines.

Write the number of questions and of possible answers.

Author can create tests only in the same forms. If the author wants
to give 10 questions at every question the number of answers is the
same /2-2,3-3,5-5 etc. ..../ If he/she writes number 10 to the questions
and number 3 to the answers, the test will have 10 questions with 3 pos-
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sible answers each.

Click "send" which is next to questions and answers. Write the
question to the line matching the language. Write the possible answers
to the line matching the language. If you want to show the data on the
outer page mark the box in the bottom line active.

Click "send".

Generator of the web page

Generator of the web page serves the editing, deleting and upload-
ing on the web of subject matter materials.

Adding

Click in the left strip on the generator of the web page.

Click on the icon "new" which is at the topic we want to be shown.
On the appearing panel write the subject matter material's address with
Ctrl C you can copy the text. The text can be edited the same way as
in any text editor MS Word.

During recording we can attach technical literature, key words, tests
and documents, in each case the procedure is the same.

1.To the square in front of "new line" write the number of the object,
click on "new line". You can attach more documents in 1 line, their
number is unlimited.

2.From the appearing panel choose the given technical literature,
words, tests, etc. the number of lines you want to attach is not given.

If you want the data to be shown on the outer page mark the box in
the bottom line active.
Press "upload".

Editing
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If you only want to complete or only to attach something to the text
choose the given topic or chapter.

Click on the icon "editing".

The same panel as at uploading will appear. You can work with the
text like in other text editors. You can delete part of the text, write in
it, lift or put in etc. If you want the data to be shown on the outer page
mark the box in the bottom line active.

At the end of the process press "refresh".

During editing and also later you can attach technical literature,
words, documents, etc. in the way introduced above.

Delete

If you want to delete whole paragraphs, subject matter, use this func-
tion. Enter editing like in the previous cases, on the bottom of the panel
press delete.

Caution! In cases like this the server deletes whole paragraphs with
all the appeals.

Authors' forum
Experts participating in the work can communicate with colleagues
from any country. Every expert can read through the server the mes-
sages and respond on them.
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