
 
 

 

 

 

saqarTvelos gaeros asociacia 
 

 

 
personalis marTva da administrireba 

 

 

 

Sinaganawesi 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

2007 



personalis marTva da administrireba          saqarTvelos gaeros asociacia 
Sinaganawesi 
 
 

 
 

 
2

personalis marTva da administrireba 
Sinaganawesi 

 
 
 

preambula 
 
istoria 

saqarTvelos gaeros asociacia (SemdegomSi “organizacia”) aris arasamTavrobo 
organizacia, romelic muSaobs 1995 wlis 25 dekembridan adamianis uflebebisa da 
demokratiuli mmarTvelobis principebis popularizaciisa da qarTuli 
sazogadoebis mier saerTaSoriso sazogadoebaSi integraciisaTvis saWiro unarebis 
gamomuSavebis kuTxiT. saqarTvelos gaeros asociacia aris gaeros asociaciebis 
msoflio federaciis (WFUNA) wevri 1996 wlidan.  
 
 
misia 

saqarTvelos gaeros asociaciis mizania saqarTvelosa da samxreT kavkasiaSi 
demokratiisa da samoqalaqo sazogadoebis ganviTarebis xelSewyoba da erovnul da 
saerTaSoriso doneze samoqalaqo monawileobis gazrda gadawyvetilebis miRebis 
procesSi. saqarTvelos gaeros asociacia emsaxureba progresuli eqspertizisa da 
profesiuli konsultaciis uzrunvelyofas dainteresebuli jgufebisa da 
beneficiarebisaTvis. 
 
 
struqtura 

1. gaeros asociaciis saTao ofisi mdebareobs TbilisSi. mas aqvs ofisebi gorSi, 
baTumsa da quTaisSi. 

2. organizacia saqmianobs 4 ZiriTad sferoSi:  
a) demokratia da mmarTveloba, 
b) axalgazrdoba da ganaTleba, 
g) ltolvilebi da migracia, 
d) informacia da analizi.  

3. TiToeuli programis gundi proeqtis ganviTarebis sakiTxSi srul avtonomias 
flobs, awarmoebs ra Sesabamis sagareo urTierTobebsa da yoveldRiur 
operaciebs. finansuri ganyofileba axorcielebs finansur menejments, 
buRalteriisa da angariSebis sakiTxebs. administraciul-teqnikuri ganyofileba 
pasuxismgebelia lojistikasa da Sesyidvebze. adamianuri resursebis 
ganyofilebas evaleba personalis piradi saqmis warmoeba da Sefasebis 
uzrunvelyofa. 

4. aRmasrulebeli direqtori xelmZRvanelobs organizaciis operaciebs, 
axorcielebs dagegmarebas, pasuxismgebelia yoveldRiur menejmentze programebis 
xelmZRvanelebTan.  

5. saqarTvelos gaeros asociacias xelmZRvanelobs gamgeoba, romelic amtkicebs mis 
strategias.  
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muxli 1. mizani 

1. personalis marTva da administrireba - Sinaganawesi (SemdgomSi “Sinaganawesi”) 
warmoadgens gaeros asociaciis (SemdegomSi “organizacia”) TanamSromelTan 
gaformebuli kontraqtis Semadgenel nawils da misi debulebebi vrceldeba 
gaeros asociaciis (misi filialebis) yvela TanamSromelze, maT Soris 
staJiorebzec. 

 
2. Sinaganawesis miznebia:  

a) optimaluri samuSao urTierTobebis Camoyalibeba ise, rom TiToeulma 
TanamSromelma SeZlos sakuTari SesaZleblobebisa da codnis efeqturad, 
organizaciis interesebis Sesabamisad, gamoyeneba; 

b)   TiToeuli TanamSromlis uflebebis dacva; 
g)   menejmentsa da TanamSromlebs Soris gaugebrobis Tavidan acileba. 

 
 
muxli 2. terminTa ganmarteba: 

Sinaganawesis miznebisTvis terminebs aqvT Semdegi mniSvneloba: 
a) samuSaos aRweriloba – TanamSromlis saxelmZRvanelo dokumenti, romelSic 

gansazRvrulia Sesasrulebeli saqmianoba, TanamSromlis pasuxismgeblobebi 
da moTxovnili kvalifikacia. 

b) gasasvleli daxmareba _ fuladi kompensacia, romelic miecema organizaciis 
TanamSromels SinaganawesiT gaTvaliswinebul SemTxvevebSi.  

g) ojaxis wevrebad – TanamSromlis meuRle, Svili, geri, mSobeli, mSvilebeli, 
bebia–babua, SviliSvili, geri SviliSvili da mis ojaxTan erTad mcxovrebi 
sxva adamianebi, da an Zma. 

d) menejmenti _ mmarTvelobiTi erTeuli, romlis SemadgenlobaSi Sedian 
aRmasrulebeli direqtori, programis xelmZRvanelebi da finansuri menejeri. 

 
 
muxli 3. Tanabari SesaZleblobebi da diskriminaciis akrZalva 

1. organizaciaSi akrZalulia nebismieri saxis diskriminacia rasis, kanis feris, 
enis, eTnikuri da socialuri kuTvnilebis, erovnebis, warmoSobis, qonebrivi da 
wodebrivi mdgomareobis,  sacxovrebeli adgilis, asakis, sqesis, seqsualuri 
orientaciis, SezRuduli SesaZleblobis, religiuri an raime gaerTianebisadmi 
kuTvnilebis, ojaxuri mdgomareobis, politikuri an sxva Sexedulebs gamo. 

2. organizacia yvela TanamSromels (an konkursants) uqmnis Tanabar 
SesaZleblobebs moaxdinon TviTrealizacia, ganaxorcielon Tavisi 
samsaxurebrivi uflebamosileba da icavs maT uflebebs ise, rom arcerT maTgans 
ar mianiWebs upiratesobas. 

 
 
muxli 4. politika SezRuduli SesaZleblobebis mqone pirTa mimarT 

1. organizacia mowodebulia uzrunvelyos SezRuduli SesaZleblobebis mqone 
pirebis, agreTve maTi saxeliT momsaxurebis gamwevTa da uflebebis damcveli 
pirebis CarTuloba. aRniSnuli valdebuleba moicavs organizaciis mier rogorc 
SezRudulunariani pirebis daxmarebaze da dacvaze orientirebuli programebis 
Seqmnasa da ganxorcielebas, ise am ideebis propagandas sxva arasamTavrobo, 
saxelmwifo da saerTaSoriso organizaciebSi. 
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2. organizaciis politika SezRudulunariani pirebis mimarT Semdegia: organizaciis 
programebSi Tavidan unda iqnas acilebuli unarSezRuduli pirebis 
diskriminacia, unda iqnas waxalisebuli saxelmwifo organoebis, donorebisa da 
sxva organizaciebis mier aradiskriminaciis garemosa da unarSezRuduli 
pirebisTvis Tanabari SesaZleblobebis mxardaWera. 

3. organizaciis politika SezRuduli SesaZleblobebis mqone pirebis mimarT aris 
am pirTa CarTulobis mxardaWera rogorc organizaciis mier dafinansebul, ise 
mis mier ganxorcielebul programebSi. 

4. Sezruduli SesaZleblobebis mqone pirTa mimarT organizaciis politikis 
miznebisTvis “SezRuduli SesaZlebloba” ganimarteba rogorc fizikuri an 
gonebrivi defeqti/dazianeba, romelic gavlenas axdens ZiriTad sasicocxlo 
funqciebze da Seesabameba jandacvis ministris mier damtkicebul daavadebaTa 
nusxas (2007 wlis 2 aprili, brZaneba #108/n). 

5. SezRuduli SesaZleblobebis mqone pirTa mimarT organizaciis politikis 
miznebia: 
a) uzrunvelyos organizaciis programebis amocanebis miRweva unarSezRuduli 

pirebis monawileobisa da Tanaswori SesaZleblobebis xelSewyobis gziT,  
b) unarSezRuduli pirebis sakiTxebis Sesaxeb informaciis donis amaRleba 

rogorc organizaciaSi, ise saxelmwifo organoebSi,  
g) mTavrobis, saxelmwifo organoebis, donori da sxva organizaciebis CarTva 

unarSezRuduli pirebis aradiskriminaciis garemos uzrunvelyofaSi da  
6. zemoaRniSnuli debulebebi warmoadgens ZiriTad principebs, rasac efuZneba 

organizaciis politika unarSezRuduli pirebis mimarT, maT Soris: 
a) yovelmxrivi da Tanmimdevruli midgomis SemuSavebis saWiroeba 

unarSezRuduli pirebis interesebis gaTvaliswinebiT, bavSvebisa da qalebis 
CarTulobis uzrunvelyofa gaeros asociaciisa da  mis damxmare aqtivobebSi,  

b) unarSezRudul pirebisa  da maTTvis momuSave organizaciebis daxmareba da 
konsultaciebi, rogorc mimdinare erTiani procesis nawili,  

g) mizani, imuSavos unarSezRudul pirebze momuSave organizaciebTan erTad 
partnioris statusiT da xeli Seuwyos am monawileTa Soris urTierTobas.  
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kari I 
adamianuri resursebis marTva 

 

 

 
Tavi I.  zogadi debulebebi 

 

 
muxli 5. debulebebis moqmedebis sfero 

1. Sinaganawesis debulebebi vrceldeba organizaciis yvela TanamSromelze. yvela 
TanamSromels da pirs, romelic muSaobs an urTierToba aqvs organizaciasTan 
moeTxoveba, rom guldasmiT da yurdRebiT gaecnos da gaiTvaliswinos 
SinaganawesiT gansazRvruli politika da wesebi.  

2. Sinaganawesis debulebebis darRveva CaiTvleba SromiTi xelSekrulebis 
darRvevad da TanamSromels ar eqneba safuZveli ganacxados, rom ar icoda am 
wesebis Sesaxeb. 

 
 
muxli 6. erovnul kanonmdeblobasTan Sesabamisoba 

SromiT urTierTobebSi organizacia xelmZRvanelobs saqarTvelos 
kanonmdeblobisa da mocemuli debulebebis mixedviT. 

 
 
muxli 7. TanamSromelTa kategoriebi 

1. organizaciaSi dasaqmebuli TanamSromelebi Semdeg kategorebad iyofian: 
a) sruli ganakveTis TanamSromeli _ TanamSromeli, romelic kviraSi minimum 35 

saaTs muSaobs da misi SromiTi xelSekrulebis xangrZlivoba gansazRvrulia 
aranakleb Tormeti (12) Tvis vadiT. sruli ganakveTis TanamSromlebze 
vrceldeba SinaganawesiT dadgenili uqme dReebiT, samovlinebo xarjebis 
anazRaurebisa da sxva SeRavaTebiT sargeblobis ufleba. studentebsa da sxva 
organizaciebSi dasaqmebul pirebs, ar SeuZliaT srul ganakveTze muSaoba; 
magistraturis studentebis SemTxvevebi individualurad ganixileba.  

b) naxevar ganakveTis TanamSromeli- TanamSromeli, romelic kviraSi minimum 20 
saaTs muSaobs. 

g) moklevadiani  TanamSromeli – TanamSromeli, romelic daqiravebulia 
konkretuli da SezRuduli, rogorc wesi, Tormet (12) Tveze xanmokle vadiT  
da asrulebs iseTive funqciebs, rogorsac srul ganakveTze momuSave 
TanamSromeli. moklevadian TanamSromlebs, xelSekrulebis pirobebisa da 
konkretuli samuSaos aRwerilobis Sesabamisad, SeuZliaT imuSaon rogorc 
srul, ise naxevar ganakveTzec. 

d) damxmare muSaki – piri, romelic samsaxurSi miiReba im momsaxurebis 
uzrunvelsayofad, romelic organizacias sWirdeba drodadro, Tumca ara 
imdenad, rom saWiro gaxdes sruli ganakveTis TanamSromlis daqiraveba. aseT 
samuSaos miekuTvneba Targmani, aslebis gamravleba, avtomobilebis SekeTeba, 
kompiuterebis gamarTva, masalebis transportireba, agreTve saTavsoebis 
gamarTulobis uzrunvelyofa (santeqnikosi, durgali, eleqtrikosi da a.S.). 

e) konsultanti - piri, romelic samsaxurSi miiReba droebiT, xelSekrulebiT 
gansazRvrul vadebSi organizaciisTvis konkretuli davalebis 
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Sesasruleblad. konsultanti SeiZleba muSaobdes srul an naxevar 
ganakveTze, rac damokidebulia kontraqtis pirobebsa da samuSaos 
aRwerilobaze.  

2. sruli ganakveTisa da moklevadiani TanamSromlebis samsaxurSi miRebis wesi da 
kontraqti erTnairia; maT gamoeyofaT saofise sivrce, aRWurviloba da sxva 
saWiro masala.  

3. damxmare muSaki da konsultanti ar aris uzrunvelyofili saofise sivrciT da 
teqnikuri aRWurvilobiT, konsultantisTvis sxva masalebi SeiZleba iqnas 
gamoyofili, rac damokidebulia samuSao garemoebebze. damxmare muSakisa da 
konsultantis xelfasi ganisazRvreba konkretuli samuSaoebis SesrulebiT da ar 
aris dafuZnebuli saaTobriv, kvireul an Tviur ganakveTebze. 

4. organizaciis yvela TanamSromeli, damxmare muSakis garda, saqmianobas 
axorcielebs SromiTi xelSekrulebis, samuSaos aRwerilobisa da organizaciis 
Sinaganawesis zepiri da werilobiTi regulaciebis mixedviT. damxmare muSaks 
samuSaos aRweriloba ar waredgineba. 

   

 

 
Tavi II.  samsaxurSi miReba 

 
muxli 8. uflebamosileba 

1. pirs, romelic samsaxurSi ayvanis dRes iqneba 18 wlis mainc, aqvs  organizaciaSi 
muSaobis ufleba. TanamSromeli, romlis mier miwodebuli informacia 
organizaciaSi muSaobasTan dakavSirebiT aRmoCndeba mcdari, yalbi an 
arasrulyofili, gaTavisufldeba samsaxuridan.  

2. organizacia uflebamosilia moipovos kandidatis Sesaxeb is informacia, 
romelic esaWiroeba misi dasaqmebis Taobaze gadawyvetilebis misaRebad. 
organizacias ufleba aqvs Seamowmos kandidatis mier wardgenili informaciis 
siswore.  

 
 
muxli 9. konkursis gamocxadeba 

1. vakantur Tanamdebobaze konkurss acxadebs aRmasrulebeli direqtori Sesabamisi 
programis rekomendaciebis safuZvelze.  

2. damatebiTi personalis saWiroeba gamoixateba vakansiebiT, romlebic Cndeba 
TanamSromlis gaTavisuflebis an axali Tanamdebobis warmoSobis SemTxvevebSi. 

3. TanamSromlis SerCevis procesis dawyebisas, Sesabamisi programis uflebamosili 
piri adgens samuSaos aRwerilobas (danarTi #1), romelsac amtkicebs 
aRmasrulebeli direqtori. 

 

 
muxli 10. Sida konkursi 

1. arsebuli vakanturi Tanamdebobis dakaveba moqmed TanamSromelTa mier 
organizaciis pirveli xarisxis prioritetia. nebismier dainteresebul 
TanamSromels SeuZlia vakansiaze ganacxadis gakeTeba. 

2. samuSaos aRweriloba qveyndeba gasaubrebamde 3 samuSao dRiT adre da igi 
xelmisawvdomia nebismieri TanamSromlisTvis. samdRiani vadis gasvlis Semdeg 
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vakansiisaTvis ganixileba mxolod im TanamSromlebis kandidaturebi, romlebsac 
organizaciaSi muSaobis minimum eqvsTviani gamocdileba mainc aqvT. 

3. Sida kandidatebma vakanturi Tanamdebobis dakavebis Sesaxeb unda acnobon 
TavianT uSualo xelmZRvanels, Tumca misi Tanxmoba ar aris savaldebulo. 
kandidaturis ganxilvisas xelmZRvanels ekiTxebian azrs, konkretuli kandidatis 
muSaobis xarisxis Sesaxeb.  

4. Tuki Sida kandidati SeirCa, misi yofili da momavali xelmZRvanelebi 
gansazRvraven kandidatis erTi Tanamdebobidan meoreze gadasvlis ganrigs. 

5. im SemTxvevaSi, Tu organizaciis moqmed TanamSromelTa ricxvidan ver SeirCa 
sasurveli kandidati,  ganixileba organizaciaSi arsebuli gare kandidatebis 
rezumeebis baza. 

 

 
muxli 11. Ria konkursi 

1. Tu Sida konkursiT ver gamovlinda warmatebuli kandidati, organizacia 
aqveynebs vakansiis Sesaxeb gancxadebas sajarod.  

2. organizaciam unda gamoaqveynos vakansiis Sesaxeb gancxadeba vadis amowurvamde 
sul mcire 10 samuSao dRis ganmavlobaSi mainc. 

3. adamianuri resursebis ganyofilebis uflebamosili piri iRebs saaplikacio 
ganacxadebs da Sesabamisi programis xelmZRvanelTan konsultaciis Semdeg iwvevs 
sasurvel kandidatebs gasaubrebaze.  

4. komisia Sedgeba minimum sami wevrisgan (interviuerebisgan): vakanturi 
Tanamdebobis Sesabamisi programis xelmZRvanelis, adamianuri resursebis 
ganyofilebis warmomadgenlisa da aRmasrulebeli direqtorisgan. komisiis 
SemadgenlobaSi SesaZloa Seyvanili iqnan aRmasrulebeli direqtoris mier 
uflebamosili sxva pirebic.  

5. SesarCevi procedurebi moicavs gasaubrebas, weriT an zepir gamocdas, an sxva 
meTodebs, romelic gamoavlens warmatebul kandidats.   

6. gasaubrebisas Sesabamisi programis xelmZRvaneli sxva interviuerebTan erTad 
gansazRvravs TiToeuli kandidatis vakantur TanamdebobasTan Sesabamisobas da 
SearCeven yvelaze misaReb kandidats.  

7. kandidatebs aqvT Tanabari SesaZleblobebi da maTi ayvana–arayvanis sakiTxi 
gadawydeba mxolod SesarCevi kriteriumebis dakmayofilebis mixedviT. 
aRmasrulebeli direqtori an misi warmomadgeneli monawileobas iRebs saboloo 
gasaubrebaSi. ZiriTad Tanamdebobebze misi dasturi aucilebelia. 

 

 
muxli 12. savaldebulo dokumentaciis nusxa 

1. konkursSi monawileobis misaRebad warsadgeni dokumentaciis nusxa ganisazRvreba 
organizaciis saWiroebidan  da vakanturi Tanamdebobis bunebidan gamomdinare. 

2. saaplikacio forma (danarTi #2) Seicavs Semdeg informacias: 
a) rezume (saWiroebis SemTxvevaSi – inglisur enaze); 

b) samotivacio werili; 

g) 2 sarekomendacio werili an rekomendaciis mimcemi adamianebis sakontaqto informacia. 

amasTan, erT–erT maTgans aucileblad unda SeeZlos pirovnuli daxasiaTebis micema. 
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muxli 13. samsaxurSi miReba 

1. organizaciasa da TanamSromels Soris SromiTi urTierToba efuZneba Semdeg 
dokumentebs: 
a) SromiTi xelSekruleba (kontraqti), romliTac gansazRvrulia samuSao 

saaTebis zusti raodenoba, xelfasi da damqiraveblisa da daqiravebulis 
ufleba-movaleobebi.  xelSekrulebaze xelis moweriT TanamSromeli eTanxmeba 
xelSekrulebis pirobebs da Sinaganawesis debulebebs da iRebs maTi 
Sesrulebis valdebulebas. organizaciis saxeliT kontraqts xels awers 
mxolod aRmasrulebeli direqtori. 

b) winamdebare Sinaganawesi, romelic warmoadgens SromiTi xelSekrulebis 
ganuyofel nawils. 

g) samuSaos aRweriloba, romelsac xelSekrulebis dadebamde adgens programis 
xelmZRvaneli  da amtkicebs aRmasrulebeli direqtori. samuSaos 
aRwerilobis punqtebis Secvlis SemTxvevaSi,  axali variantis asli inaxeba 
xelSekrulebasTan erTad. 

2. SromiTi urTierToba warmoiSoba dasaqmebulis mier samuSaos Sesrulebis 
faqtobrivad dawyebis momentidan. 

3. xelmZRvaneli valdebulia axal TanamSromels miawodos amomwuravi informacia 
misi Tanamdebobis Sesaxeb. 

 

 
muxli 14. staJireba 

1. staJireba aris muSaobis dros swavlebis procesi, romlis mizania staJioris 
(internis) TviTrealizacia da misi profesiuli unarebis ganviTareba. staJiorebs 
eniWebaT upiratesoba organizaciaSi axali TanamSromlebis ayvanisas_vakansiis 
arsebobisas isini iTvlebian Sida kandidatebad. 

2. staJiorTa SesarCevad gamoiyeneba konkursis Catarebis procedurebi. calkeul 
SemTxvevebSi, organizacias SeuZlia SesTavazos kandidats procesis 
individualurad gavla, yovelgvari gancxadebis gakeTebis gareSe. 

3. staJirebaze ganacxadis gakeTeba SeuZliaT, rogorc saqarTvelos, ise – sxva 
qveynebis moqalaqeebs da aseve im pirebs, romlebsac ar aqvT moqalaqeoba, magram 
SeusruldaT 16 weli da akmayofileben  staJirebis  savaldebulo moTxovnebs. 

4. staJirebis msurvelebma komisias unda warudginon  Semdegi dokumentebi: 
a) ganacxadi, 
b) samotivacio werili aRmasrulebeli direqtoris saxelze,  
g) reziume,  
d) erTi (1) cali 3X4 zomis axali foto 
e) piradobis mowmobis asli. 

5. staJirebis periodi ganisazRvreba oridan (2) oTx (4) Tvemde, Semdgomi 
gagrZelebis  perspeqtiviT. staJirebis konkretuli vada dgindeba komisiis mier. 

6. staJirebisTvis aucilebeli moTxovnebis dakmayofilebis SemTxvevaSi, kandidatebs 
moiwveven gasaubrebisTvis; 

7. SesarCevi komisia iniSneba aRmasrulebeli direqtoris an mis mier gansazRvruli 
piris mier. komisia iRebs gadawyvetilebas staJioris ayvanis Sesaxeb 
gasaubrebidan xuTi (5) samuSao dRis ganmavlobaSi.  

8. komisia uflebamosilia staJirebis programis dasrulebis Semdeg miiRos 
gadawyvetileba organizaciaSi staJioris Semdgomi statusis Sesaxeb; staJirebis 
vadis gagrZelebis  an vadamde misi Sewyvetis Sesaxeb. staJirebis programis 
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warmatebulad gavlisas, staJiors gadaecema Sesabamisi sertifikati da 
sarekomendacio werili. 

9. kandidatis staJirebis programas xelmZRvanelobs winaswar gansazRvruli 
kuratori.  

 
 
muxli 15. ucxoeli staJiorebi 

1. ucxoel staJiorebs acnoben gansakuTrebul wesebs, samuSao pirobebsa da vadebs, 
romlebsac maT dasaqmebamde adasturebs aRmasrulebeli direqtori staJirebis 
miznebis gaTvaliswinebiT. 

2. ucxoelma staJiorebma unda warmoadginon: 
a) ganacxadi/samotivacio werili aRmasrulebeli direqtoris saxelze, 
b) reziume,  
g) erTi (1) fotosuraTi an misi asli,  
d) piradobis damadasturebeli mowmobis an Sesabamisi sxva dokumentis asli,  
e) qarTuli vizis asli (Tuki aseTi arsebobs). 

 

 
muxli 16. adaptacia da  gamosacdeli vada 

1. organizaciis yovel axal wevrs Sesabamisad gaacnoben organizaciis struqturas, 
calkeul programebsa da TanamSromlebs, organizaciis kulturasa da 
samuSaosadmi midgomas, agreTve im Tanamdebobas, romelzec is miiRes. 
organizaciis mier unda iqnas miRebuli yvela zoma, raTa axalma TanamSromelma 
Tavi igrZnos gundis wevrad. gacnobas koordinirebas gauwevs adamianuri 
resursebis ganyofileba da Sesabamisi programis xelmZRvaneli. 

2. SromiTi xelSekruleba iTvaliswinebs gamosacdel vadas axali TanamSromlis 
Sesabamisobis Sesamowmeblad samuSaos aRwerilobiT gaTvaliswinebul 
moTxovnebTan.  

3. gamosacdeli vada damokidebulia samuSaoze, magram arcerT SemTxvevaSi ar 
aRemateba 6 Tves. avadmyofobis gamo da sxva sapatio mizeziT gacdenili samuSao 
dReebi ar iTvleba gamosacdel vadaSi. 

4. gamosacdeli vadis aradamakmayofilebeli Sedegebis SemTxvevaSi, organizacias 
aqvs ufleba TanamSromelTan gaformebuli SromiTi xelSekruleba Sewyvitos 
sagamocdo vadis ganmavlobaSi. am SemTxvevaSi TanamSromels ar miecema 
gasasvleli daxmareba.  

5. gamosacdeli vada warmatebulad gavlilad iTvleba, Tu vadis gasvlis Semdeg 
TanamSromeli kvlav agrZelebs muSaobas organizaciaSi. SemdgomSi, misi 
kontraqti SeiZleba Sewydes mxolod SromiTi  urTierTobebis Sewyvetis 
safuZvlebis arsebobisas. 

 

  
muxli 17. piradi saqme 

1. organizaciis yofili da moqmedi TanamSromlebis Sesaxeb iwarmoeba piradi saqme. 
TiToeuli aseTi saqme moicavs Semdeg dokumentebsa da monacemebs: 
a) ganacxadi, 
b) SromiTi xelSekruleba, 
g) diplomis asli, 
d) yofili da mimdinare samuSaos aRweriloba, 
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e) wliuri Sefasebebi da samuSaos Sesrulebis Sefaseba, 
v) samuSao drois tabelebi 
z) bolo ori wlis ganmavlobaSi Svebulebis Sesaxeb moTxovna/werilobiTi 

gancxadeba Svebulebis dasrulebis Sesaxeb 
T) werilobiTi gafrTxilebebi (Tu aseTi arsebobs) 
i) yofili TanamSromlebis gancxadeba/brZaneba samsaxuridan gaTavisuflebis 

Sesaxeb  (Tu aseTi arsebobs) 
k) piradobis mowmobis an moqalaqis pasportis asli 
l) yvela yofili an mimdinare dokumentacia (sertifikatebis aslebi, 

sarekomendacio werilebi, mosamsaxuris survilis Sesabamisad), 
2. saTao ofisis TanamSromelTa dokumentebis originalebi da filialebis 

koordinatorebisa da buRaltrebis sruli dokumentebis aslebi daculia saTao 
ofisSi. filialisa da Svilobili organizaciebis TanamSromelTa ganacxadebisa 
(aplikaciebi) da rezumeebis aslebi inaxeba adamianuri resursebis ganyofilebaSi. 

3. filialis koordinatorebi valdebuli arian TanamSromelTa gaTavisuflebis, 
samsaxurSi miRebisa da ganacxadebSi cvlilebebis Sesaxeb erTi kviris 
ganmavlobaSi Seatyobinos saTao ofisis adamianuri resursebis ganyofilebas. 

4. piradi saqme konfidencialuria da inaxeba adamianuri resursebis  ganyofilebaSi. 
saqme xelmisawvdomia mxolod TanamSromlisTvis adamianuri resursebis marTvis 
ganyofilebis TanxmobiT. 

 

 

 
Tavi III.  TanamSromelTa Sefaseba 

 
muxli 18. gaweuli samuSaos Sefaseba da wliuri angariSebi  

1. yvela TanamSromels aqvs ufleba, icodes, ras elodebian misgan da ramdenad 
Seesabameba misi muSaobis xarisxi am molodinebs. organizaciis politikis 
nawilia, rom yvela TanamSromels weliwadSi erTxel mainc hqondes oficialuri 
angariSi misi muSaobis Sesaxeb, sadac xelmZRvanelis mier Sefasebulia misi 
saqmianoba da gansazRvrulia samuSaos miznebi da amocanebi. mrCeveli adamianuri 
resursebis sakiTxebSi exmareba TiToeul xelmZRvanels Sefasebis Sesaxeb 
angariSebis momzadebaSi.  

2. TanamSromlebma da programis xelmZRvanelebma unda gacvalon samuSaos 
Sesrulebis molodinebTan dakavSirebuli Sexedulebebi wlis ganmavlobaSi. 

 

 
muxli 19. muSaobis Sefasebis cikli 

1. muSaobis Sefasebis ciklis dawyebisas Sexvedraze ganisazRvreba, Tu ra 
molodinebia TanamSromlebTan mimarT da ganimarteba, Tu ra Sefasdeba momdevno 
periodSi; 

2. wlis ganmavlobaSi TanamSromelTa mier Sexedulebebis urTierTgacvla aris 
safuZveli Semdgomi rekomendaciebisa da cvlilebebis gansaxorcieleblad. 

3. Sesafasebeli periodis dasawyisSi dadgenili molodinebisa da miznebis mixedviT  
Sedgenili formaluri Sefaseba weliwadSi erTxel mainc unda momzaddes. es 
aris zepiri da werilobiTi angariSi TanamSromlis miRwevebisa da samuSaos 
Sesrulebis Sesaxeb. Sesabamisma xelmZRvanelebma adamianuri resursebis 
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sakiTxebSi mrCevelTan erTad garkveul droSi unda Camoayalibon sqema 
TiToeuli TanamSromlis muSaobis Sesafaseblad. 

4. samuSaos Sesrulebis Sesaxeb angariSs SeiZleba Tan sdevdes gadawyvetilebis 
miReba TanamSromlis dawinaurebis an samuSaodan gaTavisuflebis Sesaxeb. 

 

 
muxli 20. Sefasebis amocanebi 

muSaobis Sefaseba emsaxureba Semdeg amocanebs:  

a) Sefasebebis urTierTgacvla imasTan dakavSirebiT, Tu ramdenad adekvaturad 

Seesabameba TanamSromlis saqmianoba misi samuSaos aRwerilobas, 

b) TanamSromlis informireba mis mier Sesrulebuli samuSaos xarisxis Sesaxeb; 

g) samuSaos Sesrulebis standartebis TvalsaCinoeba; 

d) samuSaos SesrulebasaTan dakavSirebuli problemebis, komentarebisa da ideebis 

gaziareba; 

e) treiningebisa da Semdgomi ganviTarebis saWiroebis Sefaseba;  

v) TanamSromlisTvis samsaxuris gamocvlis an dawinaurebis sakiTxis Sefaseba; 

z) xelfasebis zrdasTan dakavSirebuli sakiTxebi;  

T) samomavlo miznebis dasaxva;  

i) konkretuli gzebis gansazRvra samuSaos SesrulebasTan dakavSirebuli amocanebis 

misaRwevad. 

 
muxli 21. Sefasebis etapebi  

1. samuSaos Sesrulebis Sefaseba Sedgeba Semdegi nawilebisgan: 
a) mimdinare samuSaos Sesrulebis analizi samuSaos aRwerilobasTan SedarebiT;  
b) Sesrulebis xarisxis Sefaseba, codnis, unarebisa da gamomJRavnebuli 

midgomebis CaTvliT; 
g) sxva xelmZRvanelebisa da TanamSromlebis mier miRebuli gamoxmaurebebi; 
d) xelmZRvanelsa da TanamSromels Soris urTierTgacvlili SeniSvnebi da 

molodinebi;  
e) axali miznebis da maTi ganxorcielebis gzebis dasaxva, romelic Sefasdeba 

momdevno Sefasebis periodis Semdeg (pirovnuli ganviTarebis gegma, romlis 
gaTvaliswinebis  valdebulebas iReben xelmZRvaneli da TanamSromeli).  

2. Sefasebis anketebi da Sedegebi inaxeba pirad saqmeSi da eqvemdebareba ganxilvas 
TanamSromlis sxva Tanamdebobaze gadasvlis an xelfasis momatebis SemTxvevaSi.  

 

 

 
Tavi IV.  qcevis kodeqsi 

 
muxli 22. privilegiebi da urTierTobebi 

1. organizaciis arcerTi TanamSromeli, miuxedavad misi Tanamdebobisa da 
gamocdilebisa, ar sargeblobs aranairi gansakuTrebuli SeRavaTiT (xangrZlivi 
Svebuleba, gansakuTrebuli pirobebi saqmiani mivlinebisaTvis, naklebi samuSao 
saaTebi, ufro lmobieri qcevis kodeqsi).  

2. yoveli TanamSromeli valdebulia, daicvas organizaciis politika da 
pasuxismgebelia jansaRi garemos SenarCunebaze.  
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muxli 23. urTierTobebi TanamSromlebs Soris  

1. yovelma TanamSromelma unda daamyaros da SeinarCunos kargi urTierToba sxva 
TanamSromelTan miuxedavad maTi piradi ganwyobilebebisa. yvela TanamSromeli 
valdebulia, gaiTvaliswinos erTmaneTis xasiaTi da pirovnuli Tvisebebi da 
aranairi garemoeba ar arsebobs maT mier zogadi situaciis daZabvis 
gasamarTleblad.  

2. yoveli TanamSromeli pasuxismgebelia misi mizeziT gamowveul kamaTsa da 
gaugebrobaze (konkretul adgilze aryofnis SemTxvevaSic ki), ramac SeiZleba 
ziani miayenos organizaciis imijs. 

 

 
muxli 24. beneficiarebTan urTierToba 

1. organizaciis yvela TanamSromels unda axsovdes, rom organizacia daarsda da 
arsebobs beneficiarebis dasaxmareblad. amitom yvela TanamSromeli movalea, 
iyos momTmeni, samarTliani da yuradRebiani beneficiarebis mimarT. 

2. TanamSromlebi valdebulni arian, SeinarCunon megobruli da yuradRebiani 
midgoma beneficiarebisadmi. organizaciis TanamSromeli valdebulia 
SeZlebisdagvarad gauwios daxmareba beneficiars organizaciis miznebis 
farglebSi. 

3. beneficiarebis mimarT Segnebuli uyuradRebobisa da gulgrili damokidebulebis, 
uxeSi da uRirsi saqcielisTvis gaTvaliswinebulia Sesabamisi disciplinuri 
sanqciebi. 

4. organizaciis TanamSromelTa mier beneficiarisagan saCuqris miReba, romlis 
Rirebuleba aRemateba 7 lars, akrZalulia. 

 

 
muxli 25. samsaxurebrivi SeuTavsebloba 

1. naTesavebs ar aqvT ufleba, erToblivad  iyvnen organizaciis finansebsa da 
aqtivebze pasuxismgebeli pirebi (hqondeT finansur dokumentebsa da bankSi 
xelmoweris ufleba). 

2. ojaxuri urTierTobebi ar unda CaiTvalos prioritetad axali TanamSromlis 
SerCevis procesSi da yvela kandidats unda mieces Tanabari SesaZleblobebi. 

 

 
muxli 26. samuSao saaTebis Semdeg samsaxurSi darCena 

akrZalulia  ofisSi usaqmod darCena samuSao saaTebis Semdeg. akrZalulia aseve 
ucxo pirTa darCena. 
 

 
muxli 27. Zaladobis yvela formis dauSvebloba 

1. TanamSromlis mimarT Zaladoba nebismieri piris (TanamSromlis, xelmZRvanelis 
da sxvaTa) mier dauSvebelia. Zaladoba moicavs arakeTilganwyobil mopyrobas, 
rac SeiZleba gamoxatuli iyos zepirad an werilobiT, fizikurad Tu 
vizualurad. Zaladoba agreTve gulisxmobs erTi piris aragonivrul da 
usafuZvlo Carevas da xelis SeSlas meore piris muSaobaSi an rac qmnis 
Seuracxmyofel da mtrul samuSao garemos.  
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2. seqsualuri Zaladobis gamoxatulebaa arasasurveli fizikuri miaxloeba, 
seqsualuri survilebis dafiqsireba da aseTi xasiaTis sxva zepiri, werilobiTi 
an fizikuri qmedebebi, roca (1) TanamSromlis samsaxurSi ayvanas Tan axlavs 
aseTi Sinaarsis Ria annagulisxmevi piroba, (2) seqsualur urTierTobebze piris 
Tanxmoba an uari gansazRvravs masTan dakavSirebul gadawyvetilebebs, an (3) aseT 
qmedebis mizania adamianis saqmianobaSi Careva an misTvis mtruli da 
Seuracxmyofeli samuSao garemos Seqmna. aseTi qmedebebi SeiZleba moicavdes 
pirdapiri an iribi seqsualuri xasiaTis winadadebebs, „dacinvas“, „wvalebas“, 
„praqtikul xumrobas“, uwmawur leqsikons an Jestebs, garyvnili Sinaarsis 
beWduri an vizualuri masalis afiSirebas da fizikur kontaqts.  

3. nebismier TanamSromels, romelic Tvlis, rom ganicada Zaladoba, ufleba aqvs 
iCivlos. TanamSromeli, romelic mxilebuli iqneba aseT saqcielSi, 
daeqvemdebareba disciplinur procedurebs, maT Soris, samsaxuridan 
gaTavisuflebasac. 

 

 
muxli 28. miukerZoebloba 

gaeros asociacia aris arasamTavrobo, arapartiuli, arakomerciuli organizacia da 
misi saqmianoba xorcieldeba politikuri mosazrebebisagan Tavisufal garemoSi.  
 

 
muxli 29. TanamSromelTa  eTikuri pasuxismgebloba 

1. organizaciis TanamSromeli valdebulia daicvas organizaciis prestiJi da 
saxeli; izrunos mis ganviTarebaze; ar miayenos ziani Tavisi qmedebiT, imuSaos 
RirsebiTa da siamayis grZnobiT, sanam asrulebs organizaciis mier dakisrebul 
funqciebs an misiebs.  

2. organizaciis TanamSromeli valdebulia, SeinarCunos da pativi sces mis Cveul 
reJims, tradiciebsa da dakvidrebul normebs. patiosnad da efeqturad 
ganaxorcielos Tavisi movaleoba da gaamarTlos gamocxadebuli ndoba. 

 
 
muxli 30. organizaciis Sida informacia 

1. organizaciis Sida informacia SeiZleba iyos: organizaciis mier dagegmili an 
mimdinare programebi, misi mokle an grZelvadiani gegmebi, finansuri an 
programis angariSebi, informacia partniorebis, TanamSromlebisa da sxvaTa 
Sesaxeb. aseTi informaciis gamcemi miiRebs SeniSvnas an werilobiT gafrTxilebas 
aRmasrulebeli direqtorisgan.  

2. organizaciis Sida informacia ar aris xelmisawvdomi yvelasTvis da misi 
gamoyeneba nebadarTulia mxolod organizaciuli miznebisTvis, aRmasrulebeli 
direqtoris TanxmobiT. 

3. organizaciis Sida informacia SeiZleba gamoyenebul iqnas piradi miznebisTvis 
mxolod aRmasrulebeli direqtoris Tanxmobis SemTxvevaSi.  

 

 
muxli 31. organizaciis saxeliT manipulirebis dauSvebloba 

organizaciis uaryofiT konteqstSi moxsenieba da organizaciaSi muSaobis dros 
miRebuli informaciiT manipulireba (misi udroo gacema, Senaxva an gamoqveyneba) 
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piradi sargebelis miRebis mizniT, iTvleba Sinaganawesis uxeS darRvevad da 
iTvaliswinebs disciplinur pasuxismgeblobas. 
 
 
muxli 32. konkurent organizaciaSi gadasvlis SezRudva 

TanamSromels ekrZaleba organizaciaSi SromiTi pirobebis Sesrulebisas miRebuli 
codna da kvalifikacia gamoiyenos sxva konkurenti organizaciis sasargeblod. 
aRniSnuli valdebulebis darRvevis SemTxvevaSi TanamSromeli ixdis jarimas 
organizaciaSi misi bolo 6 Tvis xelfasis odenobiT. TanamSromlis aRniSnuli 
valdebuleba vrceldeba 1 wlis ganmavlobaSi SromiTi urTierTobis Sewyvetidan. 

 

 
muxli 33. organizaciis qonebiT sargebloba 

1. TanamSromels aqvs ufleba, gamoiyenos organizaciis materialuri resursi da 
inteleqtualuri qoneba, romelic warmoadgens organizaciis damfuZneblebisa da 
Rirseul TanamSromelTa mravalwliani saqmianobis Sedegs, valdebulia 
moufrTxildes da uzrunvelyos misi dacva. 

2. organizaciis programebi, proeqtebi, organizaciis angariSebi, daskvnebi, 
aRmoCenebi, biblioTeka, saswavlo meTodologia da samuSao procesSi miRebuli 
informacia, RonisZiebebi da programebi da yvelaferi, rac Seiqmna organizaciis 
SigniT, warmoadgens mis materialur da inteleqtualur sakuTrebas da daculia 
qveynis kanonmdeblobiTa da winamdebare SinaganawesiT. 

 

 

 
Tavi V.  TanamSromelTa uflebebi da garantiebi 

 
muxli 34. xelfasi 

1. TanamSromeli samsaxurSi miRebis dRidan gaTavisuflebis dRemde iRebs SromiT 
gasamjelos _ xelfass, romelic iricxeba mis pirad angariSze. 

2. organizacia TanamSromels srul xelfass uxdis yoveli Tvis bolos, Tu 
SromiTi xelSekrulebiT sxva ram ar aris gaTvaliswinebuli. 

3. xelfasisa da nebismieri gasamrjelos odenoba ganisazRvreba kontraqtiT da 
gaicema erovnul valutaSi – larSi. 

4. qveyanaSi arsebuli inflaciis, uSualo xelmZRvanelis rekomendaciisa da 
organizaciis finansuri mdgomareobis gaTvalswinebiT, Sefasebis angariSis 
safuZvelze TanamSromels SesaZloa gaezardos xelfasi yovel 12 TveSi erTxel 
5 an 10 procentiT. 

5. TanamSromels ar aunazRaurdeba moxaliseobrivi samuSao, romelic ar aris 
gaTvaliswinebuli SromiT xelSekrulebaSi. 

6. zeganakveTuri muSaobisa da gansakuTrebiT sapasuximgeblo funqciuri datvirTvis 
gaTvaliswinebiT, warmoqmnili ekonomiis farglebSi, TanamSromlebs materialuri 
stimulirebis saxiT SesaZloa mieceT damatebiTi gasamrjelo – premia, 
aRmasrulebeli direqtoris gadawyvetilebis safuZvelze. 

7. finansuri ganyofileba pasuxismgebelia xelfasis zustad gamoTvlasa da 
droulad gadaxdaze. xelfasis dagvianeba dasaSvebia mxolod saxelmwifoSi 
uecrad Seqmnili gauTvaliswinebeli problemebis an donori organizaciis iseTi 
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gadawyvetilebis mizeziT, romelic aferxebs an cvlis finansuri sistemis 
muSaobas.  

8. informacia saxelfaso gadaricxvebis ganrigis Sesaxeb konfidencialuria. 

 
muxli 35. samuSao dro 

1. standartuli samuSao kvira Sedgeba xuTi samuSao dRisgan (orSabaTi–paraskevi) 
da iTvaliswinebs dReSi 8 saaTis samuSaos, Sesvenebis periodis CaTvliT, Tu 
kontraqtiT sxvagvarad ar aris gaTvaliswinebuli. 

2. TiToeuli TanamSromlisTvis zusti samuSao saaTebi ganisazRvreba 
aRmasrulebeli direqtoris mier. TanamSromlebs SesaZloa moeTxovoT damatebiTi 
saaTebis muSaoba Sesabamisi anazRaurebis an kompensaciis gareSe. Tuki 
TanamSromeli Tvlis, rom misi samuSao saaTebi da datvirTva aramarTlzomieria, 
man amis Sesaxeb unda acnobos xelmZRvanels. 

3. yvela TanamSromeli valdebulia, droulad gamocxaddes samsaxurSi da darCes 
samuSao adgilze gaTvaliswinebul dromde. TanamSromels, romelsac ar SeuZlia 
samsaxurSi mosvla, amis Sesaxeb unda acnobos mimRebs an uSualo xelmZRvanels, 
rac SeiZleba adre. samsaxuris gacdenis sapatio mizezebad SeiZleba CaiTvalos 
mxolod: SeTanxmebuli Svebuleba, avadmyofoba an gadaudebeli aucilebloba. Tu 
samsaxurSi gamoucxadeblobis mizezi TanamSromlis xelmZRvanelisaTvis 
miuRebelia, an Tu TanamSromlis samsaxurSi dagvianebam miiRo regularuli 
xasiaTi, is SesaZloa, daeqvemdebaros disciplinarul sanqciebs, maT Soris, 
samuSaodan ganTavisuflebasac. 

 

 
muxli 36. yovelwliuri Svebuleba  

1. sruli ganakveTis an moklevadian TanamSromlebs, romelbmac organizaciaSi 2 
Tveze met xans imuSaves, aqvT SvebulebiT sargeblobis ufleba, romelic 
Seadgens 2 dRes TiTo namuSevar Tveze. es dReebi SeiZleba gamoyenebul iqnas 
yovelTviurad an TanamSromlis survilisamebr, dagrovili. Tu TanamSromeli 
tovebs organizacias 2 Tvis gasvlamde, mas saSvebulebo dReebi aunazRaurdeba.  

2. Tu TanamSromeli ar gamoiyenebs Tavis saSvebulebo dReebs wlis manZilze, 
momdevno wels mas SeuZlia wina wlis mxolod 10 dRis gamoyeneba (aRmasrulebel 
direqtorTan SeTanxmebiT). gamonaklisi daiSveba mxolod dekretul SvebulebaSi 
myofTaTvis: maT SeuZliaT gasuli wlis Svebulebis srulad gamoyeneba. 

3. Tu TanamSromeli tovebs organizacias Tavisi surviliT (werilobiTi 
gancxadebis safuZvelze), mas aunazRaurdeba saSvebulebo dReebi da miecema 
gasasvleli daxmareba. 

4. Svebulebis garda TanamSromels SeuZlia gamoiyenos 10 aunazRaurebadi 
dasvenebis dRe  uSualo xelmZRvanelTan SeTanxmebis safuZvelze. 

5. Svebulebam ar unda gastanos 24 samuSao dReze metxans zedized. gansakuTrebul 
SemTxvevebSi aRmasrulebel direqtors aqvs TanamSromlis Svebulebidan 
gamoZaxebis ufleba. 

 

 
muxli 37. biuleteni (samsaxuris gacdena avadmyofobis gamo) 

1. yvela TanamSromels aqvs yovel Tveze erTi anazRaurebadi dRe avadmyofobis 
SemTxvevaSi. TanamSromels SeuZlia am dReebis dagroveba, magram ara – 
yovelwliuri SvebulebisTvis gamosayeneblad. Tu TanamSromeli avadmyofobis 
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mizeziT acdens imaze met dReebs, vidre dagrovili aqvs, maSin es dReebi 
gamoiqviTeba misi saSvebulebo dReebidan. gamonaklisi SemTxvevebi saWiroebs 
safuZvlian dasabuTebas da nebarTvas aRmasrulebeli direqtoris mier. 

2. 5 dReze met xans samsaxuris gacdenis SemTxvevaSi, TanamSromeli  valdebulia  
warmoadginos samedicino cnoba.   

3. samsaxuridan gaTavisuflebis SemTxvevaSi, TanamSromels dagrovili 
avadmyofobis dReebi  ar aunazRaurdeba. 

4. Tu TanamSromeli ar gamoiyenebs avadmyofobis dagrovil dReebs wlis 
ganmavlobaSi, mas momdevno wlis manZilze SeuZlia mxolod 10 dRis gamoyeneba. 

 
 
muxli 38. dekretuli Svebuleba 

1. qal TanamSromlebs, romlebmac organizaciaSi sul mcire 6 Tve imuSaves, 
orsulobisa da mSobiarobis gamo SeuZliaT 30 dRiani Svebulebis gamoyeneba. 
mamakacebs SeuZliaT 5–dRiani dekretuli Svebulebis gamoyeneba. 

2. yovelwliuri Svebulebisa da biuletenis dReebi SeiZleba daematos dekretul 
Svebulebas (mamakacebisTvis – mxolod meuRlis avadmyofobis SemTxvevaSi). am 
periodis ganmavlobaSi TanamSromlebs SenarCunebuli eqnebaT xelfasi da 
yvelanairi sargebeli.  

3. Tu dekretuli Svebuleba ar aris sakmarisi da TanamSromels ukev gamoyenebuli 
aqvs yovelwliuri Svebulebis dReebi, mas SeuZlia maqsimum 10 dRiani 
aranazRaurebadi Svebulebis aReba damatebiT. 

4. anazRaurebadi dekretuli Svebulebis moTxovna unda iyos warmodgenili 
werilobiTi formiT da SeTanxmebuli uSualo xelmZRvanelTan. 

 
 
muxli 39. ojaxuri pirobebi da gadaudebeli SemTxvevebi 

sruli ganakveTis TanamSromlebs miecemaT 5 dRemde damatebiTi Svebuleba Semdeg 
SemTxvevebSi: 

a) ojaxis Seqmna; 
b) ojaxis wevris ubeduri SemTxveva; 
g) ojaxis wevris gardacvaleba. 

 
 
muxli 40. Svebulebis ganacxadi 

1. Svebulebis grafiki unda iyos SeTanxmebuli uSualo xelmZRvanelTan da 
aRmasrulebel direqtorTan. gancxadeba Svebulebis Sesaxeb (danarTi #3) unda 
daiweros, rogorc wesi,  sul cota 10 dRiT adre. Svebulebis gancxadebas Tan 
unda axldes uSualo xelmZRvanelis Tanxmoba TanamSromlis SvebulebaSi 
gaSvebis Sesaxeb.  

2. Svebulebis grafikis Sedgenisas TanamSromelma unda gaiTvaliswinos 
organizaciis sxva TanamSromelTa samuSao grafikebi da airCios mizanSewonili 
periodi, raTa Tavidan iqnas acilebuli zedmeti samuSaos warmoqmna da misi 
aryofnis gamo sxva TanamSromelTa zedmeti saaTebiT datvirTva. programis 
xelmZRvanelis mier xelmowerili Svebulebis ganacxadi samuSao drois tabelTan 
erTad bardeba adamianuri resursebis  ganyofilebaSi. Adamianuri resursebis 
ganyofileba saSvebulebo ganacxadebs da samuSao drois tabelebis aslebs 
inaxavs TanamSromlis pirad saqmeSi. 
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3. Sesabamisi programis xelmZRvanelebi pasuxismgebelni arian TanamSromlebis 
Svebulebis Canawerisa da samuSao drois tabelebis sizusteze, romlebsac isini 
amtkiceben da abareben pirad saqmeSi Sesanaxad. 

 
 
muxli 41. samsaxurSi armyofi TanamSromlis movaleobaTa Sesruleba 

1. SvebulebaSi myofi TanamSromlis movaleobebis Sesruleba (molare, mZRoli, 
mzareuli, dacva, damlagebeli) SeiZleba nebayoflobiT daevalos msgavsi 
funqciebis mqone  TanamSromels uSualo zedamxedvelTan SeTanxmebiT. 

2. Tu finansuri menejeris an aRmasrulebeli direqtoris gadawyvetilebiT 
organizacia mokle vadiT daiqiravebs TanamSromels, xelfasis odenobas 
gansazRvravs finansuri ganyofileba. 

 
 
muxli 42. mivlineba 

1. mivlinebis saWiroebis Sesaxeb werilobiTi gancxadeba (danarTi #4) iwereba 
aRmasrulebeli direqtoris an finansuri menejeris saxelze. gancxadeba unda 
Seicavdes mivlinebis mizans da samuSaos grafiks. gancxadebas xels aweren 
Sesabamisi TanamSromeli da uSualo xelmZRvaneli, xolo adasturebs 
aRmasrulebeli direqtori. 

2. sazRvargareT mivlinebebi anazRaurdeba samivlinebo xarjebis damtkicebuli 
cxrilis mixedviT, romelic daculia administraciaSi Sesabamis 
dokumentaciasTan erTad. saqarTvelos farglebSi saqmiani mivlinebebi finansdeba 
samivlinebo xarjebis cxrilis Sesabamisad, transportirebis xarjebi da 
sastumros Tanxebi administratorTan winaswari SeTanxmebis safuZvelze. 
sazRvargareT da saqarTvelos farglebSi samivlinebo xarjebis normebs 
gansazRvravs aRmasrulebeli direqtori brZanebiT. 

3. saqmiani mivlinebiT wasvlamde TanamSromeli Tavis uSualo xelmZRvanelTan 
erTad adgens SesaZlo xarjebis sias da administratoris mimarT werilobiTi 
moTxovnis Tanaxmad winaswar iRebs garkveul Tanxas.  

4. mivlinebidan dabrunebidan ori (2) dRis manZilze TanamSromels administraciul 
TanaSemwesTan erTad evaleba xarjebis zusti gamoTvla. administratori 
finansur ganyofilebas aZlevs asanazRaurebeli xarjebis sias. im SemTxvevaSi, 
Tu: 
a) Tavdapirvelad  micemuli Tanxa srulad ver iqna aTvisebuli (an ver SeZlo 

daxarjuli Tanxebis qviTrebis warmodgena), dauxarjavi Tanxa ubrundeba 
finansur ganyofilebas.  

b) misi danaxarji aWarbebs winaswar micemul Tanxas, rac dasturdeba Sesabamisi 
dokumentaciiT da administratori am xarjebs racionalurad miiCnevs, 
finansuri aunazRaurebs mas danaxarjs. 

5. TanamSromels aunazRaurdeba sawvavis xarjebi, Tu saqmian mivlinebaSi 
gasamgzavreblad sakuTar manqanas iyenebs.  

6. mivlinebis finansur uzrunvelyofasTan dakavSirebuli gaugebrobebi da 
uTanxmoebebi  wydeba aRmasrulebeli direqtoris mier. 

 
 
muxli 43. samuSao drois aRricxva 

1. organizaciaSi TanamSromelTa daswrebis aRricxvis mizniT gamoiyeneba samuSao 
drois cxrilebi. sruli ganakveTis, naxevari ganakveTisa da moklevadian 
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TanamSromels evaleba yovelTviuri drois tabelebis (danarTi #8) zustad 
Sevseba da Tavisi uSualo xelmZRvanelisTvis wardgena dasamtkiceblad. 

2. xelmZRvanelis pasuxismgeblobaSi Sedis samuSao drois tabelis sizustis 
Semowmeba/damowmeba, adamianuri resursebisa da finansur ganyofilebebSi 
gadagzavna xelfasisa da sargeblis asanazRaureblad. uSualo xelmZRvanelis 
mier damowmebuli da adamianuri resursis ganyofilebis mier Semowmebuli 
yovelTviuri samuSao drois tabeli aris oficialuri dokumenti, sadac 
asaxulia TanamSromlis mier namuSevari saaTebis raodenoba. 

3. Tu TanamSromeli an xelmZRvaneli ver moaxerxebs zusti drois tabelis 
droulad Cabarebas an SemCneuli iqneba maT ganzrax gayalbebasa da uzustobebis 
daSvebaSi, mis mimarT gamoyenebuli iqneba Sesabamisi  disciplinuri zomebi. 

 
 
muxli 44. privilegiebi 

organizaciisgan privilegiebisa da daxmarebis paketi gankuTvnilia mxolod 
organizaciis sruli ganakveTis TanamSromlebisTvis; naxevar ganakveTze momuSave 
mosamsaxureebi eqvemdebarebian maT mxolod nawils, xolo moklevadiani 
TanamSromlebi saerTod ar sargebloben privilegiebisa da daxmarebis paketiT.  

 

 
muxli 45. satransporto xarjebis anazRaureba 

organizacia anazRaurebs TanamSromlebis mier samuSao mizniT gaweul 
satransporto xarjebs. anazRaurebis procedurebi ganisazRvreba finansuri 
menejeris mier aRmasrulebel direqtorTan SeTanxmebiT. 

 

 
muxli 46. janmrTelobis dazRveva 

sruli ganakveTis TanamSromeli uzrunvelyofilia janmrTelobis dazRvevis 
paketiT, romlis pirobebic dadgenilia sadazRvevo kompaniasTan dadebuli 
xelSekrulebiT.  

 

 
muxli 47. treiningebi 

1. TiToeul TanamSromels organizacia aZlevs saSualebas, miiRos saWiro 
ganaTleba (treiningi, kursebi, seminarebi) ufasod. uSualo xelmZRvaneli, 
administratori da aRmasrulebeli direqtori wyveten konkretuli 
treinigebis saWiroebas da aucileblobas organizaciis TanamSromlebisTvis. 

2. organizaciam SeiZleba uari ganacxados garkveuli saganmanaTleblo xarjebis 
dafarvaze mimdinare biujetis SezRudulobis SemTxvevaSi.   

 

 
muxli 48. finansuri daxmareba mSobiarobis gamo 

nebismieri sruli ganakveTis TanamSromeli, romelic organizaciaSi 3 Tveze met 
xans muSaobs, mSobiarobis gamo miiRebs erTjerad daxmarebas 300 laris 
odenobiT (xelze asaRebi).  
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muxli 49. finansuri daxmareba ubeduri SemTxvevisas  

ubeduri an sxva gadaudebeli SemTxvevis dros, organizacia ecdeba sruli 
ganakveTis TanamSromlis mkurnalobis xarjebis dafarvas. uSualo xelmZRvaneli, 
administraciuli TanaSemwe, finansuri menejeri da aRmasrulebeli direqtori 
gadawyveten finansuri daxmarebis SesaZleblobis sakiTxs.  

 

 

 

 
Tavi VI. SromiTi urTierTobebis Sewyveta   

 

 
muxli 50. SromiTi urTierTobebis Sewyvetis safuZvlebi   

SromiTi urTierTobebis Sewyvetis safuZvlebia: 

a) ganTavisufleba disciplinuri gadacdomis gamo 

b) ganTavisufleba TanamSromlis iniciativiT 

g) kontraqtis vadis amowurva an samuSaos Sesruleba 

d) ganTavisufleba Semcirebis gamo 

e) ganTavisufleba gamamtyunebeli ganaCenis ZalaSi Sesvlis gamo 

v) ganTavisufleba kvalifikaciis naklebobis gamo 

z) ganTavisufleba janmrTelobis mdgomareobis gamo 

 

 
muxli 51. ganTavisufleba disciplinuri gadacdomis gamo 

organizacia uflebamosilia Sewyvitos kontraqti TanamSromlis mier 
Sinaganawesis im debulebebis uxeSi darRvevisas, risTvisac gaTvaliswinebulia 
disciplinuri pasuxismgebloba – samsaxuridan gaTavisufleba.  

 

 
muxli 52. ganTavisufleba TanamSromlis iniciativiT 

1. TanamSromeli ganTavisufldeba samsaxuridan piradi iniciativiT werilobiTi 
gancxadebis safuZvelze.  

2. TanamSromeli valdebulia gaTavisuflebamde 14 dRiT adre  aRmasrulebel 
direqtors warudginos Tavis xelmZRvanelTan SeTanxmebuli gancxadeba. 
samsaxuridan gaTavisuflebis  Sesaxeb gancxadebis warudgenlobis 
SemTxvevaSi, TanamSromels ar miecema mimdinare Tvis xelfasi. 

3. xelmZRvaneli valdebulia, Seadginos davalebebis nusxa da ganrigi, romlis 
mixedviTac TanamSromelma ukanaskneli Tvis ganmavlobaSi unda imuSaos.  

 

 
muxli 53. ganTavisufleba kontraqtis vadis amowurvis an samuSaos Sesrulebis gamo 

TanamSromeli samsaxuridan gaTavisufldeba kontraqtis vadis gasvlasTan an  
kontraqtiT gansazRvruli samuSaos Sesrulebis gamo.  
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muxli 54. ganTavisufleba Semcirebis gamo 

1. TanamSromeli SesaZloa gaTavisufldes Statis Semcirebis gamo. 
2. TanamSromlebs, romelTac SeexebaT Semcireba, amis  Sesaxeb ecnobebaT 

werilobiT 30 dRiT adre.  
3. TanamSromlebs aunazRaureben gamouyenebeli yovelwliuri Svebulebis dReebs 

da miiReben gasasvlel daxmarebas (1 Tvis xelfasi).  
4. Statis Semcirebis Sesaxeb gadawyvetilebas iRebs aRmasrulebeli direqtori 

aRmasrulebel sabWosTan SeTanxmebiT da aRmasrulebeli sabWos werilobiTi 
moTxovnis safuZvelze. 

 

 
muxli 55. ganTavisufleba gamamtyunebeli ganaCenis ZalaSi Sesvlis gamo 

1. Tu TanamSromlis mimarT ganxorcielebuli iqneba iseTi sisxlis saproceso 
samarTlebrivi moqmedeba, rac SeuZlebels gaxdis mis mier samuSaos 
Sesrulebas, am TanamSromlis mimarT SromiTi urTierToba SeCerdeba 
sasamarTlos saboloo gadawyvetilebis gamotanamde. am SemTxvevaSi 
TanamSromels xelfasi ar miecema. 

2. TanamSromeli ganTavisufldeba samsaxuridan sasamarTlos gamamtyunebeli 
ganaCenis kanonier ZalaSi Sesvlis gamo, romlis gamoc mas Seefarda sasjeli 
ganzrax Cadenili danaSaulisTvis an sasjeli, romelic gamoricxavs 
samsaxuris gagrZelebas. 

 

 
muxli 56. ganTavisufleba kvalifikaciis naklebobis gamo 

TanamSromeli SesaZloa ganTavisufldes samsaxuridan dakavebul poziciasTan 
Seusabamobis gamo, rac gamovlinda: 

a) mis mier gamosacdeli vadis aradamakmayofilebeli Sedegebis safuZvelze; 
b) yovelwliuri  Sefasebis Sedegad; 
g) Sesrulebuli samuSaos xarisxiT. 

 

 
muxli 57. ganTavisufleba janmrTelobis mdgomareobis gamo 

TanamSromeli SesaZloa ganTavisufldes samsaxuridan Tu misi janmrTelobis 
mdgomareoba ar iZleva saSualebas saTanadod Seasrulos samsaxurebrivi 
movaleobebi. 

 

 

 
Tavi VII.  disciplinuri pasuxismgebloba 

 
muxli 58. disciplinuri pasuxismgeblobis zomebi 

1. disciplinuri pasuxismgeblobis zomebia: 
a) SeniSvna; 
b) gafrTxileba; 
g) xelfasis dakaveba; 
d) samsaxuridan gaTavisufleba. 
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2. TanamSromlis mimarT disciplinuri pasuxismgeblobis gamotanis ufleba aqvs 
mxolod aRmasrulebel direqtors; SeniSvnis gamocxadeba SeuZlia 
TanamSromlis uSualo xelmZRvanelsac.  

 

 
muxli 59. SeniSvna 

1. SeniSvna TanamSromels miecema Sinaganawesis debulebebis msubuqi darRvevis 
SemTxvevaSi an samuSaos imgvarad Sesrulebisas, rac ewinaaRmdegeba 
organizaciis profesiul standartebsa da politikas.  

2. SeniSvna TanamSromels miecema zepiri formiT. 

 

 
muxli 60. gafrTxileba  

1. gafrTxileba miecema TanamSromels Sinaganawesis seriozuli darRvevisas da 
im wesebis ganmeorebiTi darRvevisTvis, razedac mas adre SeniSvna mieca.  

2. gafrTxileba gamoiyeneba rogorc ZiriTadi, ise damatebiTi saxdelis saxiT 
xelfasis dakavebasTan erTad. 

3. gafrTxileba TanamSromels miecema werilobiTi formiT. wesebis damrRvevi 
unda gaecnos gafrTxilebas, rasac daadasturebs xelmoweriT. Tu 
TanamSromeli uars ambobs xelis moweraze, igi avtomaturad Tavisufldeba 
samsaxuridan. 

4. TanamSromeli samsaxuridan ganTavisufldeba sami gafrTxilebis miRebis 
Semdeg. 

5. werilobiTi gafrTxilebebi inaxeba mosamsaxuris pirad saqmeSi.  

 

 
muxli 61. xelfasis dakaveba 

1. xelfasis dakaveba gamoiyeneba TanamSromlis mier Sinaganawesis uxeSi 
darRvevisas.  

2. xelfasis dakavebis gamoyenebisas dauSvebelia TanamSromlis xelfasis 25%-ze 
meti odenobis dakaveba disciplinuri gadacdomis TiToeul jerze. 

 

 
muxli 62. samsaxuridan ganTavisufleba 

1. TanamSromeli samsaxuridan gaTavisufldeba Sinaganawesis gansakuTrebiT mZime 
darRvevis SemTxvevaSi aRmasrulebeli direqtoris werilobiTi Tanxmobis 
SemTxvevaSi. ganTavisuflebul pirs unazRaurdeba mxolod gamouyenebeli 
saSvebulebo dReebi. 

2. disciplinuri gadacdoma, romelic SesaZloa samsaxuridan gaTavisuflebis 
safuZveli gaxdes, Semdegia: 
a) organizaciis qonebisTvis zianis ganzrax miyeneba,  
b) sicrue da upatiosno saqcieli, ramac ziani miayena organizacias, mis 

imijsa da saqmian reputacias, 
g) organizaciis wesebis ganmeorebiT an regularulad darRveva, 
d) saofise aRWurvilobis qurdoba an Sesabamisi uflebamosilebis gareSe 

gamoyeneba, 
e) samsaxuris gamudmebiT gacdena an muSaobis Tavidan acileba, 
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v) alkoholis samuSao saaTebSi moxmareba,  
z) narkotikuli saSualebebis moxmareba,  
T) qmedeba, romelic safrTxes uqmnis sxva TanamSromelTa sicocxles an 

janmrTelobas, 
i) konfidencialuri informaciis gamJRavneba, 
k) nebismieri qmedeba, ramac SeiZleba mniSvnelovani ziani miayenos 

organizaciis saqmianobas/reputacias. 
3. TanamSromeli SeiZleba gaTavisufldes mxolod maSin, roca Sesabamisi 

darRvevebi dasturdeba faqtebiT. 

 

 

 
Tavi VIII.  saCivari 

 
muxli 63. saCivris ganxilvis procedura 

1. TanamSromlebi unda ecadon, rom samsaxurebrivi konfliqtebi da problemebi  
moagvaron TviTonve. Tu es SeuZlebelia, TanamSromels SeuZlia saCivriT 
mimarTos problemis gamomwvevi TanamSromlis an sakuTar xelmZRvanels an 
aRmasrulebel direqtors.  

2. saCivari SesaZloa iyos zepiri an werilobiTi. 
3. saCivrebis safuZvlebia: 

a) amoCemebuli damokidebuleba konkretuli TanamSromlis mimarT an misi zedmetad 

datvirTva; 

b) TanamSromelTa Soris araprofesionaluri urTierTobebi; 

g) saqmianoba, romelic aferxebs samuSaos mimdinareobas, qmnis uaryofiT 

atmosferos,  

d) ofisSi kerZo stumrebis vizitebi,  

e) gvianobamde usaqmod darCenis SemTxvevebi; 

v) seqsualuri Zaladoba; 

z) Seusabamod bevri samuSaos dakisreba, Seusabamod didxans muSaobis moTxovna da 

sxva. 
4. problemuri sakiTxis mniSvnelobidan gamomdinare da mis gadasaWrelad 

sakiTxi SesaZloa ganixilos aRmasrulebelma sabWom. sakiTxis ganxilvis 
Sedegad TanamSromlis mimarT SesaZloa gamoyenebuli iqnas disciplinuri 
pasuxismgeblobis zomebi. 
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kari II 
administrireba 

 

 
Tavi IX. ofisi 

 
muxli 64. ofisis garemo 

saqarTvelos gaeros asociacia iTvaliswinebs yvela interess, jansaRi saofise 
garemos SeqmnasTan dakavSirebiT da yovelTvis cdilobs, warmoadginos 
organizacia saukeTeso da profesiuli kuTxiT. mniSvnelovania, rom yvela 
TanamSromelma warmoaCinos dadebiTi da profesiuli midgoma da xeli Seuwyos 
kargi samuSao garemos ganviTarebas.  

  

 
muxli 65. garemocva 

1. TanamSromlis samuSao adgilis garSemo unda iyos sisufTave da wesrigi. 
gamonaklis SemTxvevebSi (ofisis adgilis Secvla, axali mowyobilobebis 
miReba), nagavi da yuTebi ar unda iyos datovebuli derefnebSi da saerTo 
moxmarebis sivrceSi. arqivisa da saofise maragisaTvis ofisSi gamoyofilia 
gansazRvruli adgilebi.  

2. zemoT naxsenebi gamonaklisi SemTxvevebis garda, misaRebis sivrce unda darCes 
sufTa da mowesrigebuli, radgan es aris pirveli, rasac organizaciis 
stumrebi dainaxaven da maTi STabeWdileba mniSvnelovania.  

 

 
muxli 66. profesiuli garegnoba 

organizacia TanamSromlebs mouwodebs, Caicvan saqmiani dawesebulebisaTvis da 
maTi Tanamdebobebis Sesabamisad. saqmian Sexvedraze an mediis winaSe gamosvlisas, 
mizanSewonilia, Tu gaeros asociaciis warmomadgenlebs ecmevaT/ekeTebaT 
organizaciis aRmniSvneli raime elementi: samkerde niSani, Jileti, pijaki an 
perangi. 

 
 
muxli 67. Tambaqos gareSe 

organizaciis mier aRebuli valdebulebis Sesasruleblad da 
TanamSromlebisTvis, beneficiarebisa da donorebisaTvis jansaRi samuSao 
garemos SesanarCuneblad, yvela samuSao sivrceSi, erTi gansazRvruli adgilis 
garda, moweva akrZalulia. aRniSnuli akrZalva vrceldeba organizaciis 
avtomobilebzec. TanamSromlebi valdebuli arian, es politika gaacnon yvela 
stumarsa da partniors, sanam isini imyofebian organizaciis  teritoriaze.  

 
 
muxli 68. gancxadebebis dafa 

gancxadebebis dafa moTavsebulia misaRebis teritoriaze organizaciisTvis 
mniSvnelovani informaciis, gancxadebebisa da axali ambebis gasacnobad. mimRebi 
akontrolebs gancxadebebis dafis relevanturobasa da ganaxlebas.  
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muxli 69. miReba da stumarebis maspinZloba 

1. organizaciis yvela stumari - beneficiari, kolega, partniori Tu donori, 
keTilganwyobiTa da pativiscemiT unda iyos miRebuli organizaciaSi. stumris 
daxvedra administraciis pasuxismgeblobaa, Tumca TiToeuli TanamSromeli 
unda zrunavdes stumrisaTvis saTanado yuradRebis gamoCenasa da daxmarebaze.  

2. vizitis SemTxvevaSi, Sesabamis TanamSromels telefoniT an piradad ecnobeba 
stumrebis mosvlis Sesaxeb. Tu  TanamSromels ar SeuZlia masTan Sexvedra, 
vizitors sTxoven mocdas an sxva SeTanxmebul dros dabrunebas. 

 

 
Tavi X.  administraciuli operaciebi 

 
muxli 70. telefonis gamoyeneba 

1. organizaciis saqmianobis mniSvnelovani nawili xorcieldeba telefonis 
meSveobiT.  amgvarad, TanamSromlebis mxridan piradi zarebis ganxorcieleba 
ar aris mizanSewonili.  

2. satelefono zarebi unda iyos xanmokle, raTa sxva TanamSromlebsac mieceT 
saSualeba, gamoiyenon satelefono xazebi saqmiani mizniT.  

3. satelefono marTvis pulti uzrunvelyofs Semomavali zarebis ganawilebas 
da gadatanas sxvadasxva mimarTulebiT. mimRebi pasuxismgebelia, ikiTxos, vin 
rekavs, ra mizeziT/mizniT da acnobos Sesabamis TanamSromels. 

4. ganxorcielebul saerTaSoriso an saqalaqTaSoriso zarebs organizaciis 
TanamSromlebi specialur JurnalSi afiqsireben.  

 

 
muxli 71. fosta, faqsi da telekomunikaciebi 

1. aslis gadaReba,  aRWurvilobisa da safosto xarjebis piradi saWiroebisTvis 
gamoyeneba akrZalulia, Tu es Sesabamisi ganyofilebis menejeris mier ar aris 
nebadarTuli. 

2. faqsiT komunikacia xorcieldeba mimRebis mier. finansebis dazogvisa da meti 
efeqtianobis misaRwevad, eleqtronuli fostiT kontaqti da piradi 
Sexvedrebi mizanSewonilia, roca amis SesaZlebloba arsebobs. 

3. interneti gamoyenebuli unda iqnas mxolod samsaxurebrivi mizniT. 
TanamSromlebs SeuZliaT, gamoiyenon interneti piradi miznebisTvis mxolod 
arasamuSao saaTebSi. piradi miznebisTvis internetis gamoyeneba ar unda 
iwvevdes organizaciis saqmianobis Seferxebasa da  sxvisi uflebebis 
Selaxvas, dauSvebelia internetis gamoyeneba arakanonieri saqmianobis 
gansaxorcieleblad, 

 

 
muxli 72. saofise maragi 

1. saofise maragis SekveTebi unda ganxorcieldes centralizebulad, 
administraciis meSveobiT, romelic agvarebs Sesyidvis sakiTxebs ganrigis 
mixedviT, an saWiroebis SemTxvevaSi.  

2. organizaciaSi SesyidvebisaTvis gamoiyeneba saqarTvelos gaeros asociaciis 
finansebisa da Sesyidvebis saxelmZRvanelo. 
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Tavi XI.  sainformacio teqnologiebi 

 
muxli 73. eleqtronul fostis gamoyenebis wesebi 

1. gaeros asociacia uzrunvelyofs Tavis TanamSromlebs eleqtronuli 
saSualebebiT, organizaciaSi maTi saqmianobis vadiT. pirebi, romlebic ar 
muSaoben gaeros asociaciaSi, agreTve konsultantebi da damoukidebeli 
kontraqtorebi ver miiReben organizaciis el–fostis misamarTs, magram 
mizanSewonilia, rom ekontaqton saqarTvelos gaeros asociaciis sistemas 
sxva internet provaiderebis el–fostis meSveobiT. 

2. eleqtronuli fostis sistemis aRWurviloba organizaciis sakuTrebaa. yvela 
Sedgenili, gagzavnili da miRebuli werili mocemuli eleqtronuli fostis 
sistemis meSveobiT aris da rCeba organizaciis sakuTrebad. is ar warmoadgens 
TanamSromlis sakuTrebas.  

3. eleqtronuli fostis sistema ar SeiZleba gamoyenebuli iqnas komerciuli 
spekulaciebis an politikuri miznebisTvis an sxva samsaxurTan dakavSirebuli 
garigebebisTvis.  

4. eleqtronuli fostis sistemis gamoyeneba uwmawuri, pornografiuli, 
Seuracxmyofeli, cilismwamebluri, muqarisa da rasobriv–seqsualuri 
madiskreditirebeli Sinaarsis Semcveli werilebis Sesaqmnelad, gasagzavnad 
Tu gadamisamarTebisTvis, romlebic ar Seesabameba organizaciis midgomebsa 
da faseulobebs, dauSvebelia. 

5. eleqtronuli fostis sistema ar unda iqnas gamoyenebuli saavtoro 
uflebebis da sakuTrebis sxva uflebis darRvevis da sxvisi kuTvnili 
masalebis unebarTvod gasamrvldeblad, aseve konfidencialuri an kerZo 
kompaniis masalebis Sesabamisi uflebis gareSe gasavrceleblad. 

6. organizacias aqvs eleqtronuli fostis sistemiT Seqmnili, miRebuli da 
gagzavnili yvela werilis nebismieri mizeziT gadaxedvis, Semowmebis, 
SeCerebis, gamoyenebisa da gamoqveynebis ufleba. organizaciis mier werilis 
Sinaarsis gasagebad ar aris saWiro TanamSromlis nebarTva. 

7. organizacia ar icavs werilebis konfidencialurobas. im SemTxvevaSic ki, 
roca werili waSlilia, mainc SesaZlebelia misi xelaxla mopoveba da 
wakiTxva. usafrTxoebis mizniT kodebis gamoyeneba ar aris 
konfidencialurobis garantia. 

8. miuxedavad organizaciis uflebisa, nebismieri eleqtronuli werilis 
mopovebasa da wakiTxvaze, aseTi gzavnilebi unda darCes konfidencialurad 
sxva TanamSromlebisTvis da xelmisawvdomi unda iyos mxolod gansazRvruli 
adresatisaTvis. TanamSromlebs ar aqvT ufleba, moipovon an waikiTxon 
werili, romelic maTTvis ar aris gankuTvnili, garda im SemTxvevebisa, roca 
maT amis nebas TviTon adresati miscems. am wesebidan nebismier gamonaklis 
SemTxvevaSi unda arsebobdes xelmZRvanelis nebarTva. 

9. TanamSromlebma ar unda gamoiyenon kodebi, moiZion piradi saqmeebi an 
Seecadon Senaxuli informaciis mopovebas, Tu ar gaaCniaT Sesabamisi ufleba. 

10. zemoxsenebuli wesebis darRvevis SemTxvevaSi, TanamSromelTa mimarT 
gamoyenebuli iqneba disciplinur pasuxismgeblobis zomebi, maT Soris 
samsaxuridan gaTavisuflebac.  

 

 

 

 



personalis marTva da administrireba          saqarTvelos gaeros asociacia 
Sinaganawesi 
 
 

 
 

 
26

muxli 74. eleqtronuli dokumentebis arqivis ganaxleba  

organizacia uzrunvelyofs masalebis yovelkvireul eleqtronuli saxiT 
dokumentirebas organizaciis serverze avtomaturad. TanamSromlebi valdebuli 
arian gaufrTxildnen maT personalur kompiuterebSi arsebul dokumentacias. 

 

 
muxli 75. virusisgan dacva 

1. ucnob diskis gaxsnamde yvela momxmarebelma jer antivirusis programa unda 
gaaqtiuros. 

2. kompiuteruli virusebisgan dasacavad, TiToeul kompiuterze 
dainstalirebuli unda iyos antivirusi da Sesabamisi programuli 
uzrunvelyofa. antivirusuli programebis ganaxlebaze pasuxismgebelia 
sainformacio teqnologiebis menejeri.  

 

 
muxli 76. teqnikuri aRWurviloba 

1. yvela eleqtromowyobiloba unda iqnas saTanadod daculi da 
mofrTxilebuli; advilad fuWebadi da dazianebadi nawilebi unda 
mowmdebodes garkveuli rekomendebuli drois vadebSi. kompiuteruli da 
programuli gaumarTaobis SemTxvevaSi TanamSromlebma unda Seatyobinon 
sainformacio teqnologiebis menejers.  

2. organizaciis TanamSromlebi unda moufrTxildenen teqnikur aRWurvilobas. 
kerZod, muSaobisas akrZalulia kompiuterTan siaxloves sakvebisa da sasmlis 
ganTavseba teqnikis uneblie dazianebis Tavidan asacileblad. 

 

 
muxli 77. monamcemTa dacva da xelmisawvdomoba TanamSromlis gaTavisuflebis 

SemTxvevaSi 

organizaciidan TanamSromlis wasvlis SemTxvevaSi, Sesabamisi ganyofilebisa da 
sainformacio teqnologiebis menejeri uzrunvelyofen yofili TanamSromlis 
kompiuterSi aucilebeli monacemebisa da masalebis SenarCunebasa da 
xelmisawvdomobas, xolo meores mxriv – organizaciisaTvis usargeblo da piradi 
dokumentebis waSlas.  

 

 

 
Tavi XII.  arqivirebisa da saqmiswarmoebis sistema 

 
muxli 78. saqmiswarmoebis wesi 

1. fostis Tu kurieris meSveobiT Semosuli da gagzavnili yvela werili da 
amanaTi gadaecema administracias, romelic pasuxismgebelia adresatamde mis 
mitanaze. “saswrafo” an “konfidencialuri” statusis mqone Semosuli 
werilebi, mimRebTan piradad unda iqnas mitanili.  

2. yvelanairi finansuri dokumentacia (qviTrebi, fasebis analizis furclebi, 
a.S.) unda iyos daculi finansebisa da Sesyidvebis saxelmZRvanelos 
debulebebis Sesabamisad.  
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muxli 79. saregistracio Jurnali  

1. organizaciaSi yvela Semosuli da gasuli werili, maT Soris faqsiT 
miRebuli da gagzavnili, aRiricxeba specialur saregistracio JurnalebSi 
(danarTi #9).  

2. gasuli dokumentebis saregistracio Jurnalis monacemebia: 
a) rigiTi nomeri 
b) dokumentis registraciaSi gatarebis TariRi 
g) struqturuli ganyofilebis kodi 
d) gamomgzavni/mimRebi organizaciis dasaxeleba da misamarTi.  

3. Semosuli dokumentebis saregistracio Jurnalis monacemebia: 
a) rigiTi nomeri; 
b) dokumentis registraciaSi gatarebis TariRi 
g) gamomgzavni organizaciis mier miniWebuli dokumentis nomeri da gagzavnis 

TariRi; 
d) dokumentis gamomgzavni organizaciis dasaxeleba da misamarTi. 

 

 
muxli 80. dokumentebis registracia  

1. dokumentebis aRricxvis mizniT organizaciaSi dadgenilia gasuli da 
Semosuli dokumentebis registraciis specialuri wesi. 

2. organizaciaSi Semosuli da/an gasuli yvela werili aRiricxeba programis an 
administraciis Sesabamisi kodebis mixedviT, romelsac adgens aRmasrulebeli 
direqtori. 

3. organizaciidan gasul dokuments mieniWeba registraciis nomeri, romelic  
Sedgeba  JurnalSi rigiTobis nomris, ganyofilebis kodisa da mimdinare wlis 
aRmniSvneli cifrebisgan (mag, 46/03/2006).  

4. organizaciaSi Semosuli dokumentis registraciis nomeri Sedgeba rigiTobis 
nomris, adresati ganyofilebis kodisa da mimdinare wlis aRmniSvneli 
cifrebisgan. 

5. organizaciidan gasul an Semosul dokuments titulian gverdze ewereba 
TariRi da Sesabamisi saregistracio nomeri.  

6. organizaciis yvela TanamSromeli valdebulia dokumentis gagzavnamde 
uzrunvelyos misi registracia. 

7. organizaciis dokumentebis registracias uzrunvelyofs administracia. 
registraciis mizniT administracia: 
a) Semosul da gasul dokumentebis agreTve faqsis meSveobiT miRebul da 

gagzavnili dokumentebis monacemebs aRricxavs saregistracio JurnalSi 
b)  dokumentebs aniWebs registraciis nomrebs, uzrunvelyofs adresatisTvis 

mis gagzavnas. 
g) Semosuli da gasuli werilebis aslebs inaxavs specialur saqaRaldeSi.  
d) pasuxismgebelia faqsiT dokumentebis gagzavnaze samuSao dRis 

ganmavlobaSi.  
 
 
muxli 81. finansur ganyofilebaSi daculi dokumentebi  

1. finansur ganyofilebaSi daculia Semdegi dokumentebi: 
a) donorTan dadebuli xelSekrulebis/kontraqtis originali; 
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b) donorisgan miRebuli nebismieri Tanxmobebis werilebis/damatebiTi 
debulebebis originalebi (zepiri cvlilebebi ar aris ZalaSi)  

g) urTierTgagebis Sesaxeb memorandumis, partniorobis Sesaxeb 
xelSekrulebebis, xelSekrulebis werilebis originalebi. 

d) saboloo proeqtis gegmisa da biujetis aslebi  
e) auditoruli angariSebis originalebi. 
v) donorebisTvis momzadebuli Sualeduri da saboloo finansuri angariSebi  

2. aRniSnuli dokumentebi unda iyos erTad akinZuli, gamyofebiT dacalkevebuli 
da Sesabamisi iarliyebiT uzrunvelyofili.  

 
 
muxli 82. programul ganyofilebaSi daculi dokumentebi 

1. organizaciis programul ganyofilebaSi daculia Semdegi dokumentacia: 
a) donorTan xelSekrulebis asli; 
b) donoris nebismieri Tanxmobis/xelSekrulebebis aslebi (sityvieri 

cvlilebebi ar aris ZalaSi); 
g) aqtivobebis/ganxorcielebis pirveladi  da gadamuSavebuli gegmebis aslebi 

da maT cvlilebaze donoris nebarTvis damadasturebeli dokumenti (mag., 
el-fostis  amonabeWdi, oficialuri werili da a.S.); 

d) urTierTgagebis memorandumebis, partniorobis Sesaxeb xelSekrulebebisa 
da SeTanxmebebis aslebi; 

e) auditoruli angariSebis aslebi; 
v) saboloo proeqtis gegmisa da biujetis aslebi (da nebismieri Semdgomi 

Sesworebebi rogoricaa axali logikuri CarCo an biujetSi cvlilebebi,) 
z) donorebTan Semdgari nebismieri mniSvnelovani mimoweris amsaxveli 

dokumentacia, romelic asaxavs calkeul sakiTxebze maTTan SeTanxmebis 
miRwevis process, gansakuTrebiT – biujetis, gegmis an xelSekrulebasTan 
dakavSirebul Sesworebebs, unda inaxebodes programis ofisSi 
qronologiuri wesiT. 

2. zemoaRniSnuli dokumentebi unda iqnas Senaxuli erT bainderSi, 
dacalkevebuli da iarliydadebuli.  

3. programul ganyofilebaSi inaxeba agreTve qvemoT CamoTvlili dokumentebi, 
romlebic SesaZloa daculi iqnas erT an ramdenime bainderSi, maTi 
moculobis mixedviT, Sesabamisad iarliydadebuli da Tanmimdevruli wesiT 
organizebuli: 
a) partniorebTan urTierTobis amsaxveli mniSvnelovani korespodencia  

(romlebic asaxavs maTTan SeTanxmebis miRwevis procesSi calkeul 
sakiTxebze, kerZod: biujetis, proeqtis programis an xelSekrulebaSi 
cvlilebebis Setanaze. dokumentebi unda iyos warmodgenili 
qronologiuri wesiT); 

b) donorebisaTvis wardgenili yovelTviuri/kvartaluri/wliuri angariSebis 
aslebi;   

g) Sida angariSebis aslebi;  
d) programis TanamSromelTa mier Sedgenili da programis xelmZRvanelTan 

wardgenili sxva angariSebis aslebi; 
e) Sesabamisi TanamSromlebis  mier momzadebuli monitoringis angariSebis 

aslebi; 
v) SefasebiTi angariSebis aslebi; 
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4. TiToeuli programa pasuxismgebelia yvela dokumentis nabeWdi da 
eleqtronuli aslis Senaxvaze. 

 
muxli 83. oficialuri beWedi  

organizaciis oficialuri beWdebi inaxeba aRmasrulebel direqtorTan da 
finansur menejerTan. beWdis dasma xdeba mxolod im oficialur dokumentebze, 
romlebic xelmowerilia aRmasrulebeli direqtoris an mis mier uflebamosili 
piris mier.  

 

 

 
Tavi XIII. saavtomobilo saSualebebi da transportireba 

 
muxli 84. saavtomobilo saSualebebis gamoyeneba 

1. organizaciis avtomobilis samarTavad organizaciis yvela TanamSromels unda 
hqondes moqmedi marTvis mowmoba. mowmobebi maT Tan unda ataron yovelTvis, 
rodesac sxedan gaeros asociaciis manqanis saWesTan. es politika 
SemuSavebulia organizaciis TanamSromelTa da qonebis dasacavad, sadazRvevo 
polisis pirobebis gaTvaliswinebiT.  

2. mxolod gaeros asociaciis TanamSromlebs aqvT organizaciis avtomobilebis 
marTvis ufleba. im mZRolebs, romlebsac ar aqvT avtomobilis intensiurad 
marTvis sul mcire orwliani gamocdileba, ar aqvT ufleba, marTon maRali 
gamavlobis manqanebi.  

3. TanamSromlebs unda axsovdeT, rom avtomobilebi Sesyidulia organizaciis 
saqmianobis sawarmoeblad da amgvarad, ar SeiZleba maTi sxva mizniT 
gamoyeneba aRmasrulebeli direqtoris nebarTvis gareSe.  

4. yvela avtomobili registrirebulia saqarTvelos gaeros asociaciis 
sakuTrebad. axali avtomobilebis registraciaze pasuxismgebeli aris 
administracia.  

5. organizaciis kuTvnili satransporto saSualebebi mimagrebulia organizaciis 
saTao ofisze, da ara – calkeul programaze. rogorc wesi, administracia 
pasuxismgebelia avtomobilebis ganawilebasa da Sesabamisi cxrilis Sedgenaze.  

6. avtomobilis gamoyenebasTan, gamarTulobasTan, da parkirebasTan dakavSirebul 
sakiTxebze angariSvaldebuli piri aris mZRoli. 

7. nebismieri problemis SemTxvevaSi dauyovnebliv unda ecnobos xelmZRvanelsa 
da administrators, romlebic imoqmedeben maTTvis miniWebuli 
uflebamosilebebis Sesabamisad. 

8. avtomobilebis marTva ramdenime mZRolis mier ar aris mizanSewonili. 

 
 
muxli 85. protokoli 

1. avtomobilebis gamoyenebis Sesaxeb angariSebi unda iyos zedmiwevniT 
Sedgenili da dokumentirebuli donorebTan finansuri angariSgebisTvis, 
romlebic afinanseben rogorc avtomobilebis SeZenas, ise gamoyenebas.  

2. TiToeul avtomobilSi devs saregistracio Jurnali (danarTi #10), sadac 
yovelma mZRolma gavlili manZilis raodenobis miuxedavad unda daafiqsiros 
odometris pirveli da bolo Cvenebebi avtomobilis gamoyenebis yovel jerze.  
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3. mZRoli yovelkvireulad abarebs Jurnalis Sevsebul furclebs 
administraciaSi. yvela forma Senaxuli unda iyos dokumentebis arqivSi, 
radgan warmoadgens auditoruli aRricxvebisTvis mniSvnelovan wyaros. 

4. avtomobilebze pasuxismgebeli piri sistematurad amowmebs Jurnalebs, raTa 
darwmundes, rom mZRolebi mas Sesabamisad avseben. 

5. mZRoli, romelsac weliwadSi misi braleulobiT ori umniSvnelo avtosagzao 
SemTxveva mouva, miiRebs werilobiT gafrTxilebas. meore/mesame sagzao 
SemTxveviT gamowveuli zarali, Tu is ar SeiZleba daekisros arc sadazRvevo 
kompanias da arc – mesame mxares, daekisreba mZRols da gamoiqviTeba 
Sesabamisi TanamSromlis xelfasidan. 

 

 
muxli 86. ganrigis Sedgena 

avtomobilebis ganrigi dgeba organizaciis programebisTvis misaRebi da 
efeqturi gziT. winasawari ganrigis Seqmna da komunikacia yvela erTeuls Soris 
aucilebelia, raTa avtomobilebi yoveli mgzavrobisTvis maqsimalurad 
efeqturad iyos gamoyenebuli.  

 

  
muxli 87. administratoris uflebamosileba 

avtomobilebis teqnikuri uzrunvelyofisa da angariSgebis mizniT, 
administratori valdebulia: 
a) avtomobilebis SekeTebasa da teqnikur uzrunvelyofasTan dakavSirebuli 

problemebi moagvaros droulad da efeqtianad.  
b) Seadginos TiToeuli manqanis prevenciuli teqnikuri uzrunvelyofis ganrigi 

da gaakontrolos Sesrulda Tu ara Semowmeba.  
g) aRmasrulebel direqtors misi moTxovniT, warudginos angariSi avtomobilis 

gamoyenebisa da uzrunvelyofis (samomavlo da realuri danaxarjebis 
CaTvliT) Sesaxeb. 

 
 
muxli 88. mZRolis pasuxismgebloba 

1. mZRoli, romelic marTavs manqanas, unda axorcielebdes mis yoveldRiur 
Semowmebas da avtomobilis saWiroebebis Sesaxeb acnobos administracias.  

2. mZRolebi kargad unda icnobdnen mwarmoeblis instruqciebs, radgan 
saavtomobilo saSualeba unda iqnes movlili am instruqciebis mixedviT.  

3. usafrTxoebis mizniT manqanis marTvisas akrZalulia mobiluri telefonebis 
gamoyeneba. Tu mZRols sWirdeba mobiluri telefonis gamoyeneba, man jer unda 
gaaCeros avtomobili pirvelsave xelsayrel adgilas an gamoiyenos xmamaRla 
molaparakis funqcia.  

4.  avtomobilSi mudam unda esxas sawvavi. TiTeuli mniSvnelovani mogzaurobis 
bolos maT sanaxevrod unda gaavson an Caasxan Tavdapirveli raodenobis 
sawvavi manqanaSi, JurnalSi unda aRniSnon yvela es operacia: TariRi, sawvavis 
raodenoba, odometris maCvenebeli sawvavis Casxmisas.  

5. avtomobilis yvela saWiro dokumenti da sadazRvevo dokumentebi unda iyos 
srulad warmodgenili da yovelTvis inaxebodes mZRolTan. dokumentebis 
aslebi unda iyos Senaxuli administraciaSi avtosatransporto saSualebebis 
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arqivSi, romlebic Seicavs srul detalebs TiToeuli manqanis Sesaxeb  maTi 
SeZenis dRidan. 

6.  administracia adgens SesakeTebeli nawilebis nusxas da amasTan dakavSirebul 
yvela detals. 

7.  mZRols ar SeuZlia avtomobilis qveynidan gayvana, Tu ar arsebobs 
aRmasrulebeli direqtoris Tanxmoba da dazRveva. 

8.  mZRoli agreTve movalea: 
a) gaaCeros manqana usafrTxo adgilebSi. 
b) SeinarCunon avtomobilis sisufTave da aicilon manqanaSi arasasiamovno 

suni. 
g) SeakeTos avtomobili iseT SemTxvevebSi, Tu amas ar sWirdeba raime 

specialuri codna_Seamowmos da Seavsos zeTisa da wylis doneebi da a.S;  
d) dauyovnebliv Seatyobinos administrators avtomobilis gamarTulobasTan 

dakavSirebuli yvela problemis Sesaxeb. 
e) avtomobilis gamoyenebis Semdeg gaitanos nagavi manqanidan. 
v) ar datovos manqanaSi iseTi Rirebuli/piradi nivTebi, ramac SeiZleba sxvisi 

yuradReba miiqcios. 
z) yoveldRiurad Seaavsos avtomobilis gamoyenebis Jurnali da aRniSnos 

masSi nebismieri saxis gaumarTaobisa da SekeTebis saWiroebis Sesaxeb. 
manqanis gamoyenebis Canaweri unda uzrunvelyofdes srulyofil, marTebul 
informacias. 

T) nebismieri sagzao SemTxvevis, dazianebisa Tu meqanikuri problemis Sesaxeb 
dauyovnebliv acnobos administrators. 

9. mZRolis prioriteti aris mgzavrebis usafrTxoeba, manqanis usafrTxod 
marTva, dasaSvebi siCqariT moZraoba. organizacia TanamSromlebs mouwodebs, 
mgzavrobebi amindis pirobebis gaTvaliswinebiT dagegmon. mZRolebma 
yovelTvis unda daicvan sagzao wesebi da upiratesoba fexiT mosiaruleebs 
miakuTvnon. 

10. mZRolsac da mgzavrebsac mudam Sekruli unda hqondeT usafrTxoebis Rvedebi. 
avtoavariaSi daSavebulma mgzavrma SeiZleba ver isargeblos samedicino 
dazRveviT, Tu mas SemTxvevis dros Rvedi ar hqonda Sekruli. 

 

 
muxli 89. avtosagzao SemTxvevebi 

1. avtosagzao SemTxvevisas, dazianebebis gamokvlevis Semdeg unda moxdes 
administraciasTan dakavSireba; maqsimalurad yvela detali unda iqnas 
gaxsnebuli: es sasargeblo iqneba Semdgomi gamoZiebisaTvis.  

2. procedurebi, romlebic unda ganxorcieldes sagzao SemTxvevisas: 
a) mniSvnelovania daSavebulebis uzrunvelyofa Sesabamisi samedicino 

daxmarebiT.  
b) SemTxvevis Sesaxeb dauyovnebliv unda ecnobos organizaciis 

administracias. Tu SesaZlebelia, moTxovnil iqnas fotokamera, raTa 
aRibeWdos realuri ziani, sanam avtomobilebs sxva adgilebze gadaiyvanen. 

g) gza gaTavisufldes namsxvrevebisgan da nagvisgan da gaxdes usafrTxo. 
d) mZRolma da mgzavrebma ar unda daamyaron verbaluri kontaqti sxva 

mZRolTan, mgzavrebTan da TviTmxilvelebTan SemTxvevis garemoebebsa da 
mizezebTan dakavSirebiT, sanam oficialuri gancxadebebi ar gakeTdeba da 
organizaciis administratori adgilze gamocxaddeba. 
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e) aravis unda mieces avtomobilis adgilidan daZvris/waRebis neba, sanam ar 
mogrovdeba formaluri cnobebi orive manqanis Sesaxeb. amitom, avtomobils 
yuradReba unda mieqces adgilze.  

v) unda Caiweros dasaxeleba da informacia avtosagzao SemTxvevaSi monawile 
avtomobilebisa da adgilis Sesaxeb, agreTve grafikulad aisaxos 
momxdari. Tu SesaZlebelia, unda dadgindes sxva mZRolebis sadazRvevo 
dokumentis nomeric. 

z) imisTvis, rom sadazRvevo kompaniebma SeZlon dazRveulis daxmareba, 
policia SemTxvevis adgilzeve avsebs oqmebs, rogorc wesi, orive 
avtomobilis Sesaxeb da rig SemTxvevebSi iRebs gadawyvetilebas erTi 
mxaris damnaSaved cnobis Sesaxeb (adgilze organizaciis 
warmodmadgenelmac unda gaakeTos sakuTari Canawerebi, radgan policielis 
gadawyvetileba SeiZleba momavalSi sadavo gaxdes). angariSis erTi asli 
midis policiis ganyofilebaSi, erTi – mZRols rCeba, sadazRvevo 
kompaniisaTvis warsadgenad.  

 

 
muxli 90. avtomobilebis gamarTuloba 

1. mZRolebze avtomobilebis ganawilebamde administratoris movaleoba  
avotomobilebis gamarTulobaze zrunvaa. 

2. mZRolebma  administrators dauyonebliv unda  Seatyobinon avtomobilis 
saWiroebebis Sesaxeb. avtomobilebis gamarTulobaze zrunva moicavs Semdeg 
saqmianobas:  
a) manqana unda iyos sufTa da  saburavebi – karg mdgomareobaSi. 
b) sawvaviTa da zeTiT uzrunvelyofa. 
g) avtomobilis xarjebis monitoringi. 
d) avtomobilis gamoyenebis Jurnalis sruli sizustiT warmoeba. 
e) yvela avtomobilis Sesabamisi dokumentaciis qona. 
v) civi amindis dros avtomobilis zamTris reJimze gadasvla: zamTris 

saburavebis dayeneba da antifrizis Casxma radiatoris gamagrilebel 
sistemaSi. 

z) sarezervo nawilebis SekveTa saswrafo da standartuli SemTxvevebisTvis. 
T) saburavebis regularuli Semowmeba da axali saburavebis droulad 

dayenebis uzrunvelyofa. 
3. avtomobilebis gamarTva unda moxdes kvalificiur, licenzirebul 

profilaqtikebSi, rac garantiaa imisa, rom avtomobili efeqturad imuSavebs 
Tavisi markis instruqciebis Sesabamisad. yvela saremonto samuSao unda 
ganxorcieldes maqsimalurad swrafad, rom manqanam male SeZlos 
funqcionirebis aRdgena. 

4. SerCeuli profilaqtika unda iZleodes qviTrebis dedanebs, sadac naTlad 
iqneba asaxuli mewarmis saxeli, misamarTi, sakontaqto informacia da 
gadaxdili Tanxa.  

5. angariSsworebamde administratori an mis mier uflebamosili piri 
valdebulia, Seamowmos, saTanadod SekeTda Tu ara manqana.  

 
 
muxli 91. sawvavis Sesyidva 

aucilebelia sawvavis SeZenis garkveuli sistemis arseboba, raTa maqsimalurad 
gakontroldes xarjebi da Tavidan iqnas acilebuli sawvavis qviTrebTan 



personalis marTva da administrireba          saqarTvelos gaeros asociacia 
Sinaganawesi 
 
 

 
 

 
33

dakavSirebuli SesaZlo manipulaciebi. am mizniT, organizacia xelSekrulebas 
aformebs mimwodebel kompaniasTan da Seisyidis 10, 20 litriani sawvavis 
kuponebs. 
 

 
muxli 92. sawvavis ganawileba 

1. administracia pasuxismgebelia sawvavis kuponebis mZRolebs Soris 
ganawilebaze. 

2. mZRoli administrators warudgens moTxovnas sawvavze konkretuli 
saWiroebisa da JurnalSi gakeTebuli Canawerebis safuZvelze. amitom 
mniSvnelovania, rom mZRolma Tvalyuri adevnos Tavis JurnalSi odometris 
Cvenebebis asaxvaze. administracia ki movalea gadaamowmos sawvavis 
danaxarjebi, JurnalSi gakeTebuli Canawerebi da TiToeuli manqanis odometri 
TveSi erTxel. 

3. sawvavis TiToeul litrze gavlili kilometrebis saSualo raodenobis 
maCvenebeli  gamoyenebuli iqneba avtomobilis efeqtianobis dasadgenad.  

 
 
muxli 93. regionul ofisebSi avtomobilebis gamoyeneba 

regionul ofisebSi satransporto saSualebebis gamoyenebis ZiriTadi wesebi 
efuZneba amave debulebebs, mxolod saavtomobilo wesebTan dakavSirebuli 
administraciuli movaleobebi da pasuxismgeblobebi daevalebaT regionuli 
ofisebis koordinatorebs. 

 

 
Tavi XIV. organizaciis atributika da usafrTxoeba 

 
muxli 94. savizito baraTebi 

1. savizito baraTebi urigdeba ZiriTad TanamSromlebs aRmasrulebeli 
direqtoris Tanxmobis safuZvelze.  

2. savizito baraTebis dizaini SemuSavebulia administraciis mier, saqarTvelos 
gaeros asociaciis standartebis gaTvaliswinebiT.  

 
 
muxli 95. piradobis damadasturebeli mowmoba da ofisis gasaRebi 

1. piradobis mowmoba da ofisis gasaRebi gadaecema organizaciis ZiriTad 
TanamSromlebs muSaobis sawyissave etapze da isini movaleni arian, ataron es 
nivTebi samsaxurebrivi saqmianobis ganxorcielebisas. piradobis mowmobis 
dizaini SemuSavebulia administraciis mier, saqarTvelos gaeros asociaciis 
standartebis gaTvaliswinebiT 

2. piradobis mowmoba xelmowerilia da beWeddasmulia aRmasrulebeli 
direqtoris an uflebamosili piris mier.  

3. samsaxuridan wasulma TanamSromelma unda daubrunos piradobis mowmoba da 
ofisis gasaRebi administracias. 
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muxli 96. ofisis usafrTxoeba 

1. organizacia sargeblobs dacvis samsaxuriT da yoveldRe ofisis daketvisas 
signalizacia unda iyos CarTuli. 

2. ofisis gasaRebis Senaxva, yoveldRe gaReba da daketva aris specialurad 
uflebamosili  TanamSromlis pasuxismgebloba. 

3. TanamSromlebma yuradReba unda miaqcion, rom samuSao saaTebis ganmavlobaSi 
Sesasvleli kari iyos sul daketili. 

4. vizitori ar unda darCes yuradRebis gareSe ofisSi, igi unda miacilon im 
TanamSromelTan, visac igi estumra. 

 
 
muxli 97. daskvniTi debulebebi 

1. winamdebare Sinaganawesi dinamiuri dokumentia. igi eqvemdebareba cvlilebebs 
da gadaisinjeba yovel 12 TveSi erTxel. 

2. administracia pasuxismgebelia SinaganawesSi nebismieri cvlilebebis 
SemTxvevaSi TanamSromelTaTvis informaciis miwodebaze.  

3. Sinaganawesis debulebebis cvlilebebis Sesaxeb informacia qveyndeba 
gancxadebebis dafaze  da xelmisawvdomia administraciaSi. 

 
 



personalis marTva da administrireba          saqarTvelos gaeros asociacia 
Sinaganawesi 
 
 

 
 

 
35

danarTi #1 
 
samuSaos aRweriloba: 
 
 
 
savaldebulo nawilebi 
 

1. samuSaos zogadi aRwera:  
 

Sesasrulebeli samuSaos zogadi mimoxilva. 
 
2. ZiriTadi pasuxismgeblobebi: 
 

ZiriTadi pasuxismgeblobebis CamonaTvali. 
 
 
 
arasavaldebulo nawili 
 
3. moTxovnili kvalifikacia  

 
moTxovnili kvalifikaciis CamonaTvali. 
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danarTi #2 
 
saaplikacio forma: 

 
 
 
 
 
 

 
saqarTvelos gaeros asociacia 

 
 

pozicia  –  
saaplikacio forma 

a. piradi informacia 

1.saxeli, gvari: 2.moqalaqeoba:  3.dabadebis TariRi: 
 
 

  
 

4. misamarTi: 
 
 
sakontaqto telefoni sakontaqto mobiluri telefoni el-fosta 
  

 
 
 

 
b. ganaTleba 

5. saSualo ganaTleba: 
 
 
 
 
6. umaRlesi ganaTleba (miuTiTeT universitetis dasaxeleba da misamarTi, swavlis periodi, miRebuli Rarisxi): 
 
 
 
 
7. sxva kvalifikacia – saswavlos kursebi da sxv.: 8. enebis codna  
 miuTiTeT codnis done 1-dan (damwyebi) 10-mde (mSobliuri ena): 
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g. samuSao gamocdileba 

9. samuSao gamocdileba Sesabamis sferoSi: 
(gTxovT miuTiTeT organizaciis dasaxeleba, poziciis dasaxeleba, muSaobis TariRebi da pasuxismgeblobebis mokle aRwera) 

 
 
 
 
 
 
 
 
10. samuSao gamocdileba: 
(organizaciis dasaxeleba, poziciis dasaxeleba, muSaobis TariRebi da pasuxismgeblobebis mokle aRwera TiToeul samuSao 
gamocdilebisTvis) 

 
 
 
 
 
 
 
 
 d. damatebiTi informacia 

11. migimarTavT Tu ara gaeros asociaciisTvis adre sxva poziciaze? 
 
diax  

pozicia: 
 

mimarTvis TariRi: 
 

statusi (mimiwvies testirebaze, gasaubrebaze, ver 
movxvdi finalistTa siaSi): 

 

ara  

12. miuTiTeT saxeli, gvari, misamarTi, samsaxurebrivi informacia, sakontaqto telefoni (maT Soris 
mobiluri) 2 rekomendatoris: 
1.  2.  

 
gTxovT SeavsoT forma da gamoagzavnoT eleqtronuli fostiT Semdeg 
misamarTze una@una.ge ara ugvianes ___(saaTi), ___(ricxvi), ___(Tve), ___(weli) 

an gamoagzavneT faqsiT: (+995 32) 33 11 67 
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danarTi #3 
 
gancxadeba Svebulebis Sesaxeb: 

gaeros asociaciis aRmasrulebel direqtors 
___ (saxeli, gvari) 

 
       TanamSromlis (saxeli, gvari, pozicia)  

   
    

 
g a n c x a d e b a 

 
  gTxovT gamiSvaT SvebulebaSi: 
 
     Svebulebis kategoria :        wliuri (kuTvnili Svebuleba) 

  
     uxelfaso Svebuleba 

 
            sxva (daakonkreteT) 
 
 
gTxovT saSvebulebo Tanxa gadmomiricxoT: 
   
  SvebulebaSi gasvlamde 3 dRiT adre 
   
  mimdinare Tvis xelfasTan erTad. 
 

 
 
SvebulebaSi gasvlis TariRi:  ricxvi, Tve, weli 
 
samsaxurSi gamocxadebis TariRi:   ricxvi, Tve, weli 

 
 

samuSao dReebis raodenoba Svebulebis dros:   _____ 
 

TanamSromlis xelmowera:             TariRi:  ricxvi, Tve, weli 
 
 
 
damtkicebulia:      uari eTqvas: 
        mizezi: 
 
 
 
saxeli, gvari      saxeli, gvari 
gaeros asociaciis      gaeros asociaciis  
aRmasrulebeli direqtori    aRmasrulebeli direqtori 



personalis marTva da administrireba          saqarTvelos gaeros asociacia 
Sinaganawesi 
 
 

 
 

 
39

 

danarTi #4 
 
gancxadeba mivlinebis Sesaxeb: 

gaeros asociaciis aRmasrulebel direqtors 
(saxeli, gvari) 

 
      (TanamSromlis saxeli,gvari,Tanamdeboba) 

 
 

g a n c x a d e b a 
(samsaxureobrivi  mivlinebis Sesaxeb) 

 
  mivlinebis statusi: 

  mivlinebis mizani: 

  mivlinebaSi wargzavnili pirebi: 

1. . 
2. . 
3. . 
 

 

  mivlinebaSi gasvlis TariRi: 

  mivlinebidan dabrunebis TariRi: 

  samivlinebo dReebis raodenoba:  

  mivlinebis punqti:         

  gWirdebaT Tu ara sastumros dajavSna: 

     diax     ara    
 
 Tu ki, 
 1.  ramdeni RamiT -    2. ramden kacze -      
 3.  sasurveli sastumros dasaxeleba -     
 4.  sasurveli sastumros misamarTi, sakontaqto tel. –  
 5.  1 kac/Ramis Rirebuleba -   
 
   

gTxovT gamogviyoT samivlinebo Tanxa: ______(lari) 
 
xelmowera:           TariRi:    
 
 
dakmayofildes:       uari eTqvas: 
 
 
 
saxeli, gvari        saxeli, gvari 
gaeros asociaciis       gaeros asociaciis 
aRmasrulebeli direqtori     aRmasrulebeli direqtori 
 



danarTi #5

samuSao drois aRricxva:

TanamSromlis samuSao drois aRricxva

Tve/ weli Tanamdeboba

saxeli, gvari

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 jami %
gamocxadeba

10
, 
0
0

10
, 
0
0

10
, 
0
0

10
, 
0
0

10
, 
0
0

X X

10
, 
10

0
9
, 
5
0

10
, 
0
0

10
, 
0
0

10
, 
0
0

11
, 
0
0

X

10
, 
0
0

10
, 
0
0

10
, 
0
0

10
, 
0
0

10
, 
0
0

X X

10
, 
10

0
9
, 
5
0

10
, 
0
0

10
, 
0
0

10
, 
0
0

11
, 
0
0

X

10
, 
0
0

10
, 
0
5

10
, 
0
0

wasvla

18
, 
0
0

18
, 
0
0

18
, 
0
0

18
, 
0
0

18
, 
0
0

X X

18
, 
0
0

18
, 
10

17
, 
5
0

18
, 
3
0

18
, 
0
0

17
, 
5
0

X

18
, 
0
0

18
, 
0
0

18
, 
0
0

18
, 
0
0

18
, 
0
0

X X

18
, 
0
0

18
, 
10

17
, 
5
0

18
, 
3
0

18
, 
0
0

17
, 
5
0

X

18
, 
5
0

2
0
, 
0
0

18
, 
3
0

saqmianobis 
CamonaTvali 

programis 

saxeli

programis 

saxeli
V V V V V V V V V V V V V V V V V V V V V V V V V V V V V V V

programis 

saxeli

programis 

saxeli

gacdenili 

samuSao saaTebis 

raodenoba

sul (namuSevari 
sT. raodenoba) 8 8 8 8 8 X X

7, 50 8, 20 7, 50 8, 30
8

6, 50
X 8 8 8 8 8 X X

7, 50 8, 20 7, 50 8, 30
8

6, 50
X

8, 30 9, 55 8, 30 202

dasvenebis dReebi

biuleteni

Svebuleba

sawyisi dagrovili dReebi gamoyenebuli dReebi naSTi

1 0 2

2 0 4

proeqtis direqtoris xelmowera TanamSromlis xelmowera

biuleteni

Svebuleba 2

1

40
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danarTi #6 
 
saregistracio Jurnali: 
 

gasuli werilebis Jurnali 
 
 

# registraciis 
TariRi 

ganyofilebis 
kodi 

adresati 
organizaciis 
dasaxeleba 

SeniSvna 

01     
02     
03     

 
 

miRebuli werilebis Jurnali 
 
 

# registraciis 
TariRi 

adresati 
ganyofilebis 

kodi 

werilis 
nomeri da 
TariRi 

gamomgzavni 
organizaciis 
dasaxeleba 
da misamarTi 

SeniSvna 

01      

02      

03      

 
 
 



danarTi #7

avtomobilis saregistracio Jurnali:

  

TariRi sawyisi 

kilometraJi

gasvlis 

adgili

daniSnulebis 

adgili

saboloo 

kilometraJi

mgzavris 

xelmowera

dRis bolos 

kilometraJi

sawvavis Casxma 

(km/lit. miTiTebiT)

mivlineba SeniSvna

gacemis TariRi b.a.

transportis saxeoba sawvavis saxeobamZRolis saxeli, gvari:

avtomobilis saxelmwifo nomeri

42




