
 

Gruppo n. 1 - L. 241/1990, Dlgs. 267/2000, L. n. 56/2014 

Casi di esclusione del diritto di accesso ai sensi della L. 241/1990. 

L'accesso civico. 

L'accesso documentale. 

Nullità e annullabilità del provvedimento amministrativo. 

I tempi di approvazione dei documenti contabili dell'ente. 

Il principio di autonomia attribuito agli enti locali in base al Dlgs. 267/2000. 

Il Bilancio di Previsione. 

Il Piano Esecutivo di Gestione. 

Il servizio di economato. 

Il DUP. 

Lo status degli amministratori locali. 

I principali strumenti di programmazione dell'ente locale. 

Le fasi di gestione dell'entrata. 

Le fasi di gestione della spesa. 

Il sistema dei controlli interni. 

La partecipazione al procedimento amministrativo. 

IL responsabile del procedimento amministrativo. 

Revoca e Recesso. 

Semplificazione dell'azione amministrativa. 

La discrezionalità amministrativa. 

I vizi del provvedimento amministrativo. 

Esecutività ed esecutorietà. 

Annullamento d'ufficio. 

Differenze tra delibere e determine. 

La motivazione del provvedimento amministrativo. 

L’autotutela amministrativa 

Principi in materia di contabilità. 

I tempi del procedimento amministrativo. 

L'Atto amministrativo. 

Rendicontazione dei contributi straordinari. 



Parere di regolarità tecnica e parere di regolarità contabile. 

Comunicazione dei motivi ostativi all'accoglimento dell'istanza. 

Gli inventari dell'ente locale. 

Cosa sono i debiti fuori bilancio. 

Variazioni di bilancio e di PEG. 

Casa si intende per spese corrente e spese in conto capitale. 

Residui attivi e passivi. 



Gruppo n. 2 - Dlgs. 50/2016 

Programma triennale dei lavori pubblici e programma biennale di servizi e forniture. 

Il responsabile unico del procedimento negli appalti pubblici. 

La determina a contrarre. 

Il principio di rotazione e il divieto di frazionamento. 

I requisiti per la partecipazione ad una procedura di gara di servizi e forniture. 

Ai sensi del D.Lgs. n. 50/2016, cosa si intende per “Mercato elettronico”? 

Il soccorso istruttorio. 

L'avvalimento. 

Criteri di aggiudicazione dell'appalto. 

Il rinnovo e la proroga del contratto di appalto. 

L'accordo quadro, differenze rispetto al contratto di appalto. 

I contratti sotto soglia comunitaria: modalità di affidamento. 

Cause di esclusione dell'operatore economico. 

Fasi delle procedure di gara. L'efficacia dell'aggiudicazione. 

Le garanzie negli appalti pubblici, la cauzione provvisoria e definitiva. 

Il codice Identificativo di Gara. 

L'affidamento diretto. 

Cosa sono i lotti funzionali. 

Cosa è il DURC. 

Procedure aperte e ristrette. 

I bandi di gara. 

Esclusioni nella selezione delle offerte. 

Anomalia dell'offerta 

Procedure negoziate. 

Consultazioni preliminari di mercato. 

Accesso agli atti nelle procedure di appalto. 

Le fasi delle procedure di affidamento. 

Cosa è la lettera d'invito in una procedura di gara. 



Il subappalto. 

MEPA e Consip. 

La procedura ad evidenza pubblica. 

 



 

Gruppo n. 3 - Dlgs. 165/2001 - Diritto Penale - Codice comportamento - Privacy 

I tratti principali dello smart working o lavoro agile. 

Il codice di comportamento dell'ente locale. 

Cosa si intende per GDPR. 

Piano nazionale anticorruzione e piano triennale di prevenzione della corruzione e della trasparenza. 

La responsabilità disciplinare e le relative sanzioni. 

Il responsabile dell'anticorruzione. 

Le modalità di accesso al pubblico impiego e i principi posti alla base dello stesso. 

Gli obblighi di riservatezza ai sensi del codice di comportamento. 

I diritti riconosciuti all'interessato del trattamento dei dati. 

Il trattamento dei dati personali da parte delle pubbliche amministrazioni. 

L'ARAN 

Il DPO o RDP 

Il principio di trasparenza. 

Protezione dei dati. 

Chi è il garante della privacy? 

Differenza tra contratto collettivo nazionale e contratto decentrato. 

Tipi di responsabilità dei dipendenti pubblici. 

Competenze dirigenziali. 

Il Segretario generale. 

Il Direttore generale. 

Conflitto di interesse e obbligo di astenzione. 

Il whistlerblower. 

Il procedimento disciplinare. 

Il licenziamento disciplinare 

Abuso d’ufficio. 

Traffico di influenze illecite. 

La corruzione. 

Il dovere di esclusività del dipendente pubblico. 

Dichiarazioni sostitutive 

Accertamento d'ufficio in base al DPR 445/2000 

La redazione degli atti pubblici 

Tipologie di controllo sulla documentazione amministrativa 



Responsabilità dei soggetti dichiaranti in base al DPR 445/2000. 

Permessi retribuiti. 

Casa si intende per fabbisogno di personale. 

Contenuto del contratto di lavoro 



 INFORMATICA 

1 Nei più diffusi programmi di videoscrittura è possibile modificare i margini di un documento? 

2 In Ms Word, quando è possibile salvare un documento? 

3 Cosa vuol dire selezionare una parola di un documento Word? 

4 Qual è una delle estensioni principali per i file dedicati alle immagini? 

5 Nei più diffusi programmi di videoscrittura la funzione "controllo ortografico" consente… 

6 Perché è importante aggiornare un programma anti-virus regolarmente? 

7 quale operazione indica l'espressione "DRAG AND DROP"? 

8 Quale combinazione di tasti può essere utilizzata per copiare un file? 

9 Quale combinazione di tasti può essere utilizzata per eliminare un file? 

10 In Excel, è possibile selezionare più celle? 

11 Il backup dei dati serve ad eseguire: 

12 Che tipo di file è possibile allegare ad un messaggio di posta elettronica? 

13 Comprimere un file significa: 

14 In Excel, qual è il significato del messaggio di errore '##########' in una cella? 

15 Qual è l'url corretta del sito di Facebook? 

16 In uno schermo, i pixel misurano: 

17 L'esecuzione del comando incolla può essere operata dalla combinazione di tasti: 

18 In Excel, una cella si dice attiva quando: 

19 In Excel, all'interno di una formula in quale posizione deve essere inserito il segno dell'uguale =? 

20 "Pannello di Controllo" di Windows è una funzionalità che permette di 

21 Cosa è il firewall? 

22 La combinazione di tasti "CTRL+ESC" in Windows provoca: 

23 Cosa è una email (electronic mail)? 

24 Cosa si intende per software "multimediale"? 

25 Cosa è la pec? 

26 Quali parole il correttore di Word segnala come scorrette? 

27 Con il termine notebook, si intende: 

28 Normalmente su una penna USB, che tipo di files possiamo copiare? 

29 Che cosa si intende per "testo giustificato" in un programma di elaborazione testi? 

30 Qual è il vantaggio di utilizzare la compressione dei file? 

31 A cosa serve il simbolo "$" in Excel? 

32 Che cos'è il wifi? 

33 Che cosa è uno scanner? 

34 Cosa si intende per "licenza d'uso" di un software e cosa comporta. 

 



Inglese 
 

1 

Conscious of its spiritual and moral heritage, the Union is founded on the indivisible, universal 

values of human dignity, freedom, equality and solidarity; it is based on the principles of democracy 

and the rule of law. It places the individual at the heart of its activities, by establishing the 

citizenship of the Union and by creating an area of freedom, security and justice. 

2 

The Union contributes to the preservation and to the development of these common values while 

respecting the diversity of the cultures and traditions of the peoples of Europe as well as the 

national identities of the Member States and the organisation of their public authorities at national, 

regional and local levels; it seeks to promote balanced and sustainable development and ensures 

free movement of persons, services, goods and capital, and the freedom of establishment. 

3 

1. Everyone has the right to respect for his or her physical and mental integrity. 2. In the fields of 

medicine and biology, the following must be respected in particular: (a) the free and informed 

consent of the person concerned, according to the procedures laid down by law; (b) the prohibition 

of eugenic practices, in particular those aiming at the selection of persons; (c) the prohibition on 

making the human body and its parts as such a source of financial gain; (d) the prohibition of the 

reproductive cloning of human beings. 

3 
1. Everyone has the right to the protection of personal data concerning him or her. 2. Such data 

must be processed fairly for specified purposes and on the basis of the consent of the person 

concerned or some other legitimate basis laid down by law. Everyone has the right of access to 

data which has been collected concerning him or her, and the right to have it rectified. 3. 

Compliance with these rules shall be subject to 

control by an independent authority. 

5 

1. Everyone has the right to freedom of thought, conscience and religion. This right includes 

freedom to change religion or belief and freedom, either alone or in community with others and in 

public or in private, to manifest religion or belief, in worship, teaching, practice and observance. 

6 

1. Everyone has the right to freedom of expression. This right shall include freedom to hold 

opinions and to receive and impart information and ideas without interference by public authority 

and regardless of frontiers. 2. The freedom and pluralism of the media shall be respected. 

7 

1. Everyone has the right to freedom of peaceful assembly and to freedom of association at all 

levels, in particular in political, trade union and civic matters, which implies the right of everyone to 

form and to join trade unions for the protection of his or her interests. 2. Political parties at Union 

level contribute to expressing the political will of the citizens of the Union. 

8 

1. Everyone has the right to education and to have access to vocational and continuing training. 2. 

This right includes the possibility to receive free compulsory education. 3. The freedom to found 

educational establishments with due respect for democratic principles and the right of parents to 

ensure the education and teaching of their children in conformity with their religious, philosophical 

and pedagogical convictions shall be respected, in accordance with the national laws governing the 

exercise of such freedom and right. 



9 

1. Everyone has the right to own, use, dispose of and bequeath his or her lawfully acquired possessions. No 

one may be deprived of his or her possessions, except in the public interest and in the cases and under the 

conditions provided for by law, subject to fair compensation being paid in good time for their loss. The use 

of property may be regulated by law in so far as is necessary for the general interest. 2. Intellectual 

property shall be protected. 

10 

The right to asylum shall be guaranteed with due respect for the rules of the Geneva Convention of 28 July 

1951 and the Protocol of 31 January 1967 relating to the status of refugees and in accordance with the 

Treaty on European Union and the Treaty on the Functioning of the European Union (hereinafter referred 

to as ‘the Treaties’). 

11 

1. Any discrimination based on any ground such as sex, race, colour, ethnic or social origin, genetic 

features, language, religion or belief, political or any other opinion, membership of a national minority, 

property, birth, disability, age or sexual orientation shall be prohibited. 

12 

Equality between women and men must be ensured in all areas, including employment, work and pay. 

The principle of equality shall not prevent the maintenance or adoption of measures providing for specific 

advantages in favour of the under-represented sex 

13 

1. Children shall have the right to such protection and care as is necessary for their well-being. They may 

express their views freely. Such views shall be taken into consideration on matters which concern them in 

accordance with their age and maturity 

14 
The Union recognises and respects the right of persons with disabilities to benefit from measures designed 

to ensure their independence, social and occupational integration and participation in the life of the 

community 

15 

Workers or their representatives must, at the appropriate levels, be guaranteed information and 

consultation in good time in the cases and under the conditions provided for by Union law and national 

laws 

and practices. 

16 

Workers and employers, or their respective organisations, have, in accordance with Union law and 

national laws and practices, the right to negotiate and conclude collective agreements at the appropriate 

levels and, in cases of conflicts of interest, to take collective action to defend their interests, including 

strike action. 

17 
1. Every worker has the right to working conditions which respect his or her health, safety and dignity. 2. 

Every worker has the right to limitation of maximum working hours, to daily and weekly rest periods and 

to an annual period of paid leave 

18 

The employment of children is prohibited. The minimum age of admission to employment may not be 

lower than the minimum school-leaving age, without prejudice to such rules as may be more favourable to 

young people and except for limited derogations. 

19 

Young people admitted to work must have working conditions appropriate to their age and be protected 

against economic exploitation and any work likely to harm their safety, health or physical, mental, moral 

or social development or to interfere with their education. 



20 

1. The family shall enjoy legal, economic and social protection. 2. To reconcile family and professional life, 

everyone shall have the right to protection from dismissal for a reason connected with maternity and the 

right to paid maternity leave and to parental leave following the birth or adoption of a child. 

21 

1. The Union recognises and respects the entitlement to social security benefits and social services providing 

protection in cases such as maternity, illness, industrial accidents, dependency or old age, and in the case of 

loss of employment, in accordance with the rules laid down by Union law and national laws and practices. 

22 
3. In order to combat social exclusion and poverty, the Union recognises and respects the right to social and 

housing assistance so as to ensure a decent existence for all those who lack sufficient resources, in 

accordance with the rules laid down by Union law and national laws and practices. 

23 

Everyone has the right of access to preventive health care and the right to benefit from medical treatment 

under the conditions established by national laws and practices. A high level of human health protection shall 

be ensured in the definition and implementation of all the Union's policies and activities. 

24 

1. Every citizen of the Union has the right to vote and to stand as a candidate at elections to the European 

Parliament in the Member State in which he or she resides, under the same conditions as nationals of that 

State. 2. Members of the European Parliament shall be elected by direct universal suffrage in a free and 

secret ballot. 

25 
Any citizen of the Union, and any natural or legal person residing or having its registered office in a Member 

State, has a right of access to documents of the institutions, bodies, offices and agencies of the Union, 

whatever their medium. 

26 

Any citizen of the Union and any natural or legal person residing or having its registered office in a Member 

State has the right to refer to the European Ombudsman cases of maladministration in the activities of the 

institutions, bodies, offices or agencies of the Union, with the exception of the Court of Justice of the 

European Union acting in its judicial role. 

27 

1. Every citizen of the Union has the right to move and reside freely within the territory of the Member 

States. 2. Freedom of movement and residence may be granted, in accordance with the Treaties, to nationals 

of third countries legally resident in the territory of a Member State. 

28 

Everyone is entitled to a fair and public hearing within a reasonable time by an independent and impartial 

tribunal previously established by law. Everyone shall have the possibility of being advised, defended and 

represented. 

29 

1. No one shall be held guilty of any criminal offence on account of any act or omission which did not 

constitute a criminal offence under national law or international law at the time when it was committed. Nor 

shall a heavier penalty be imposed than the one that was applicable at the time the criminal offence was 

committed. If, subsequent to the commission of a criminal offence, the law provides for a lighter penalty, 

that penalty shall be applicable. 



30 

1. Any limitation on the exercise of the rights and freedoms recognised by this Charter must be provided for 

by law and respect the essence of those rights and freedoms. Subject to the principle of proportionality, 

limitations may be made only if they are necessary and genuinely meet objectives of general interest 

recognised by the Union or the need to protect the rights and freedoms of others. 

31 

1. Everyone who has been charged shall be presumed innocent until proved guilty according to law. 2. 

Respect for the rights of the defence of anyone who has been charged shall be guaranteed. 

 


