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gamgeoba 
 

Tavmjdomare 

aRmasrulebeli 
direqtori 

damxmare samsaxuri   
სისტემ-ოპერატორი, რედაქტორი, 
მთარგმნელი, პოლიგრაფისტი, 
დაცვა, მძღოლები, დარაჯები, 

დამლაგებელი,  

administracia 
finans.direqtori,buRalteri, 
ganviT.oficeri,sainf.menejeri 
.teqdireqtori,ofis menejeri, , 

საპროექტო სამსახური 
პროექტის დირექტორები და 

კოორდინატორები  

თავი 1. ორგანიზაციის სტრუქტურა 
1.1. ინსტიტუტის სქემა 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

                
 

              

 

 

 

 

 
 

 

 

 

 

შემსრულებლები 

 institutis sabWo 
Tavmjdomare,aR.direqti.

ganviT.oficeri. 
pr.დირექტორები 
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1.2. institucionaluri uflebamosilebebi da samuSaos zogadi 
aRwerilobebi 
 
 
1.2.1.fondis dafuZneba da damfuZnebeli 
 
   fondi Seqmnilia damfuZneblis gadawyvetilebiT  

 
damfuZneblis kompetenciaa: 

• organizaciis misiis gansazRvra 
• institutis wesdebis pirveli variantis damtkiceba 

• gamgeobis pirveli Semadgenlobis SerCeva da gamgeobis erTi 
ucvleli wevris daniSvna 

• kuratoriumis wevrTa mowveva, damtkiceba da Secvla 

• iniciativis gamoCena gamgeobis Sesakrebad 
 
fondis damfuZnebels aqvs ufleba iyos fondis umaRles organos, gamgeobis wevri. 

damfuZnebeli valdebulia mudmivad daikavos es adgili TviTon, an gansazRvruli 

vadiT daniSnos damfuZneblebis interesebis gamomxatveli piri. 

 

im SemTxvevaSi, Tu damfuZnebeli misi interesebis gamomxatvel pirs niSnavs 

gamgeobaSi, mas ufleba aqvs, TviTonac daeswros gamgeobis sxdomas. 

 
damfuZneblis gardacvalebis an mis mier mis uflebamosilebaze uaris Tqmis 

SemTxvevaSi misi uflebamosileba gadaecema gamgeobas.  

 

fondis damfuZnebelia giorgi (gia) nodia, saqarTvelos moqalaqe, dabadebuli 

1954 wlis 4 seqtembers moskovSi, ruseTis federacia. profesia: filosofosi, 

politilogi, sacxovrebeli adgili: Tbilisi, wyneTis gzatkecili, 16/18. me-3 

sadarbazo, me-8 sarTuli bina  97. tel: 25 70 75.    

 
1.2.2.fondis gamgeoba 
 

   institutis umaRlesi organoa gamgeoba, romelic Sedgeba xmis 
uflebis mqone Svidi wevrisagan. 
fondis gamgeoba: 

• gansazRvravs politikas da ამტკიცებს ფონდის strategias 
• Seaqvs cvlileba institutis wesdebaSi 

• amtkicebs institutis biujets 

• ismens angariSs institutis saqmianobaze 

• axdens davalebebis da miznebis monitorings da 
organizaciis TviTSefasebas 

• axdens programebis Sefasebas 

• irCevs (ori wlis vadiT) institutis Tavmjdomares  

• Tavmjdomaris wardgeniT amtkicebs aRmasrulebel 
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direqtors da institutis sabWos Semadgenlobas, eweva maT 
instruqtirebas  

• axdens adeqvaturi adamianuri resursebis gamovlenas da 
amtkicebs saStato ganrigs 

• iRebs gadawyvetilebebs gamgeobis piradi Semadgenlobis 
cvlilebis Sesaxeb 

• qmnis institutis mudmiv da droebiT funqciur erTeulebs 

• saWiroebis SemTxvevaSi qmnis mrCevelTa sabWos 

• sakuTari rigebidan irCevs fondis gamgeobis Tavmjdomares 

• uzrunvelyofs harmoniuli urTierTobas gamgeobas, 
aRmasrulebelsa da Tavmjdomares Soris 

• ibarebs angariSs Sesrulebuli samuSaos Sesaxeb 
institutis Tavmjdomaris da aRmasrulebeli 
direqtorisagan. 

• zrunavs institutis finansur uzrunvelyofaze  

• gansazRvrvs enjio koaliciebSi TanamSromlobis sistemas  

• gansazRvras gamgeobis da Statis urTierTobis sistemas  
 

   gamgeoba ikribeba sul mcire weliwadSi erTxel; garda 
amisa, gamgeobis Sekreba xdeba saWiroebisamebr gamgeobis sami 
wevris an damfuZneblis iniciativiT. 
   gamgeobis Sexvedra uflebamosilia, Tu mis sxdomas eswreba 
gamgeobis wevrTa naxevarze meti. 
   gamgeoba gadawyvetilebas iRebs damswreTa ubralo 
umravlesobiT. Tu damswreTa xmebi romelime sakiTxis 
gadawyvetisas zustad gaiyo, Tavmjdomares eZleva ori xma. 
   gadawyvetilebis miRebas wesdebis Secvlaze, axali wesdebis 
miRebaze, institutis Tavmjdomaris daniSvnaze, gamgeobis 
Tavmjdomaris arCevaze, gamgeobis wevris ganTavisuflebaze 
misi saqmianobis miznebTan da RirebulebebTan SeuTavseblobis 
gamo, agreTve likvidaciaze sWirdeba gamgeobis wevrTa 
naxevarze metis xma. gamonaklis SemTxvevebSi, Tu gamgeobis 
wevri ver axerxebs, piradad daeswros gamgeobis sxdomas, 
dasaSvebia man werilobiT daadasturos Tavisi mxardaWera ama 
Tu im gadawyvetilebisadmi. 
   gamgeobis wevrobis vada ganisazRvreba maqsimum sami wliT. 
TiToeul pirovnebas SeuZlia gamgeobis wevri iyos araumetes 
ori vadisa. es SezRudva ar Seexeba damfuZnebels an mis mier 
gamgeobaSi warmodgenil pirs. 
   gamgeobis wevrTa rotacia xdeba Semdegi wesiT: 
   nomeri 1 da 2 gamgeobis wevris wevrobis pirveli vadaa 
erTi weli 
   nomeri 3 da 4 gamgeobis wevris wevrobis pirveli vadaa ori 
weli 
   nomeri 5 da 6 gamgeobis wevris wevrobis pirveli vadaa sami 
weli 
   nomeri 7-is daniSvna xdeba damfuZneblis mier uvadod, 
   (gamgeobis wevrTa nomeraciis wess, garda me-7 wevrisa, 
adgens gamgeoba). 
   gamgeobas SeuZlia gamgeobis wevri vadaze adre 
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gaaTavisuflos, Tu: 

• aseT survils gamoTqvams TviT gamgeobis wevri 

• Tu igi arasapatio mizeziT gaacdens gamgeobis zedized or 
Sexvedras 

• Tu misi saqmianoba SeuTavsebeli aRmoCnda miznebTan da 
RirebulebebTan 

• gamgeobis wevri gardaicvala an qmediTunarianoba dakarga 
   gamgeobis wevris vadaze adre gamoklebis SemTxvevaSi 
gamgeoba mis adgilze irCevs axal wevrs. axali wevri 
gamgeobaSia misi winamorbedis vadis gasvlamde. amis Semdeg mas 
SeuZlia, kidev orjer iyos arCeuli gamgeobis wevrad. 
   gamgeobis sxdomebs rogorc wesi eswrebian, saTaTbiro xmis 
uflebiT, institutis Tavmjdomare da aRmasrulebeli 
direqtori.  gamgeobis Tavmjdomares, damfuZnebels da 
gamgeobis nebismier sam wevrs SeuZliaT moiwvion 
administraciis calkeuli TanamSromlebi Sekrebis garkveul 
nawilze dasaswrebad instituis saqmianobis Sesaxeb 
informaciis misaRebad. 
   gamgeobis wevrebs ar SeuZliaT, granti, xelfasi an sxva 
gasamrjelo miiRon institutisagan. gamonaklisi SeiZleba 
Seadginos anazRaurebam gamgeobis sxdomebSi 
monawileobisTvis. 

 
1.2.3.fondis gamgeobis Tavmjdomare 

• warmarTavs gamgeobis sxdomebs 

• asrulebs warmomadgenlobiT funqciebs fondis saxeliT 

• gamgeobis calkeul sxdomaze verdaswrebis SemTxvevaSi, Tavis 
funqcias droebiT gadaabarebs mis mier SerCeul fondis 
gamgeobis wevrs.  

 

1.2.4.kuratoriumi 
kuratoriumis wevrebis mowveva da Secvla xdeba damfuZneblis 
gadawyvetilebiT. 
kuratoriumi Sedgeba sami wevrisgan. 
kuratoriumis daniSnulebaa: 
 gamgeobis gadawyvetilebebis meTvalyureoba;   
 gamgeobis gadawyvetilebebis da saqmianobis institutis 

wesdebasTan Sesabamisobis kontroli; 
 fondis SigniT warmoqmnil sakonfliqto situaciaTa gadawyvetaSi 

monawileoba, roca ar xerxdeba problemis mogvareba 
damfuZneblis da gamgeobis mier wesdebiT gansazRvreul 
farglebSi.  

kuratoriumi uflebamosilia  SeaCeros gamgeobis gadawyvetilebebi da 
RonisZiebebi; 
informacias gamgeobis saqmianobis da gadawyvetilebebis Sesaxeb 
kuratoriums awvdis gamgeobis Tavmjdomare; 
gamgeoba valdebulia kuratoriumis wevrebs warudginos gamgeobis 
saqmianobis amsaxveli dokumentacia da institutis gare auditis 
amsaxveli informacia kuratoriumis wevrebis mxridan misi moTxovnis 
SemTxvevaSi;  
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institutis wesdebaSi cvlilebebis Setanis SemTxvevaSic institutis 
gamgeoba valdebulia acnobos am cvlilebebis Sinaarsis Sesaxeb 
kuratoriums; 
kuratoriumis mier institutis saqmianobaSi darRvevebis armoCenis 
SemTxvevaSi kuratoriumis wevrebma werilobiT unda mimarTon 
institutis damfuZnebels da Tavmjdomares, romlic valdebulia 
moiwvios gamgeobis riggareSe sxdoma; 
konfliqti kuratoriumsa da gamgeobas Soris regulirdeba 
molaparakebiT, an sasamarTlo wesiT. 
 
 
1.2.5.fondis/institutis Tavmjdomare  
fondis umaRlesi Tanamdebobis piria fondis Tavmjdomare.  
fondis Tavmjdomare:  

• gamgeobasTan erTad gansazRvravs institutis strategias 

• zogad xelmZRvanelobas uwevs institutis aRmasrulebeli 
nawilis  saqmianobas 

• iwvevs da uZRveba institutis sabWos sxdomebs 

• dasamtkiceblad warudgens gamgeobas institutis 
aRmasrulebeli direqtoris kandidaturas 

• institutis gamgeobas dasamtkiceblad warudgens 
institutis sabWos wevrebs  

• aRmasrulebeli direqtoris xangrZlivi aryofnis 
SemTxvevaSi niSnavs am movaleobis droebiT Semsrulebels 

• zrunavs institutis finansuri Semosavlebis moZiebaze: 
kontaqts amyarebs fondebTan da sxva partnior 
organizaciebTan, awarmoebs mimoweras maTTan.  

• iRebs da samsaxuridan aTavisuflebs institutis 
TanamSromlebs  

• awyobs TanamSromlebTan monitoringis Sexvedrebs 

• gamgeobis sxdomebs Soris droebiTi Sesworebebi Seaqvs 

saStato ganrigSi და დასამტკიცებლად წარუდგენს გამგეობას 
• warmoadgens instituts sazogadoebasTan, xelisuflebasTan, 

sxva organizaciebTan da pirovnebebTan urTierTobaSi  

• finansur direqtorTan erTad awarmoebs finansur 
operaciebs; institutis saxeliT debs xelSekruelbebs 
sxvadasxva iuridiul da fizikur pirebTan 

• warmarTavs samecniero-kvleviT saqmianobas; xelmZRvanelobs 
institutis sxvadasxva kvleviT jgufs 

• uSualod xelmZRvanelobs konkretul proeqtebis 
Sesrulebas 

• waradgens angariSebs donori organizaciebis winaSe 
(proeqtebis koordinatorebTan da finansur direqtorTan 
erToblivad) 

• gascems brZanebebs da gankargulebebs 

• informacias awvdis kuratoriumis wevrebs institutis 

gamgeobis mიer miRebuli gadawyvetilebebis da gatarebuli 
RonisZiebebis Sesaxeb, kuratoriumis wevrebis moTxovnis 
Sesabamisad warudgens maT saTanado dokumentacias 
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• institutis saxeliT monawileobs NGO koaliciebis 
saqmianobebSi 

 

1.2.6. აღმასრულებელი დირექტორი 
 

• xelmZRvanelobs institutis administracias; warmarTavs mis 
yoveldRiur saqmianobas 

• exmareba institutis Tavmjdomares misi funqciebis SesrulebaSi; 
asrulebs institutis Tavmjdomaris funqciebs misi aryofnis 
dros 

• Tavis saqmianobas warmarTavs institutis gamgeobis mier 
SemuSavebuli strategiuli kursis Tanaxmad da institutis 
Tavmjdomaris davalebebis da rekomendaciebis Sesabamisad; axdens 
gamgeobis mier damtkicebuli institutis strategiuli gegmis 
operacionalizacias 

• qmnis institutis organizaciuli struqturis da reogranizebis 
modelebs da warudgens Tavmjdomares an gamgeobas 
gansaxilvelad da dasamtkiceblad 

• monawileobs mimdinare proeqtebis SesrulebaSi, axdens 
sxvadasxva proeqtis koordinirebas  

• institutis TavmjdomaresTan erTad, an mis gareSec periodulad 
awyobs TanamSromlebTan monitoringis Sexvedrebs 

• finasur direqtorTan erTad warmarTavs mimdinare safinanso 
saqmianobas  

• xelmZRvanelobs donorebis winaSe perioduli finansuri 
angariSgebis proceduras  

• axorcielebs monitorings institutis  finansur saqmianobaze 

• xelmZRvanelobs auditoruli Semowmebis proceduras 

• finansur direqtorTan erTad aregulirebs sxvadasxva proeqtis 
urTierTvaldebulebebs  

• periodulad warudgens institutis gamgeobas mimdinare 
saqmianobebis da wliuri biujetis Sesrulebis angariSebs 

• warudgens gamgeobas institutis wliur biujets dasamtkiceblad 

• debs xelSekrulebebs institutis saxeliT sxvadasxva iuridiul 
da fizikur pirebTan 

• institutis saxeliT acxadebs da atarebs konkursebs vakansiebis 
arsebobis SemTxvevaSi, atarebs aplikantebTan gasaubrebas 

• axdens Statis Sefasebas, maTi Zlieri da susti mxareebis 
gamokveTis mizniT 

• adgens TanamSromelTa pirad saqmeebs 

• amtkicebs oqmebs, gascems brZanebebs, saWiroebis SemTxvevaSi 
mimarTavs SinaganawesiT gaTvaliswinebuli formiT sxvadasxva 
saxis sanqiebs 

• iwvevs institutes sabWos sxdomebs da monawileobs masSi 

• iwvevs administraciis TanamSromlebis sxdomebs 

• atarebs RonisZiebebs Statis ganviTarebis mizniT 

• iwvevs da uZRveba institutis TanamSromelTa saerTo krebas 

• institutis saxeliT monawileobs oficialur SexvedrebSi 
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• awyobs Sexvedrebs institutis saqmianobiT dainteresebul 
stumrebTan, amyarebs kavSirebs kolegebTan  

• institutis saxeliT monawileobs NGO koaliciebis saqmianobebSi 

• axdens gaweuli saqmianobis regularuli Sefasebas 

• axorcielebs proeqtebis kontrols Taimlainis, resursebis 
gamoyenebis da xarisxis TvalsazrisiT  

• ორგანიზებას უკეთებს ინსტიტუტის თვითშეფასების პროცედურას 
 

1.2.7.institutis sabWo 
 
   Sedgeba: Tavmjdomaris, aRmasrulebeli direqtoris, finansuri 
direqtoris da saprogramo nawilis wamyvani TanamSromlebisgan. 

 

• ixilavs institutis saqmianobasTan dakavSirebul mimdinare 
problemebs 

• rCevebs aZlevs institutis Tavmjdomares da aRmasrulebel 
direqtors 

• saxavs finansuri mdgradobis uzrunvelyofis RonisZiebebs da 
rCevebis saxiT warudgens mas institutis gamgeobas 

• saxavs programebis ganxorcielebis xelSewyobis RonisZiebebs 

• axdens konceptualuri programebis strategiis SemuSavebas da 
warudgens mas institutis gamgeobas 

• saxavs da axorcielebs sazogadoebrivi prestiJis asamaRlebel 
RonisZiebebs 

• uzrunvelyofs konkretuli proeqtebis saxiT Sesrulebuli 
samuSaos Sedegebis gacnobis am proeqtebis monawileebisaTvis da 
institutis sxva TanamSromlebisTvis 

 
 
 

1.2.8.administracia 
 

ა.finansuri direqtori 
• institutis TavmjdomaresTan an aRmasrulebel direqtorTan 

EerTad warmarTavs finansur operaciebs  

• axdens institutSi mimdinare proeqtebis finansur momsaxurebas 

• uzrunvelyofs sabuRaltro gatarebas da sagadasaxado 
inspeqciis winaSe valdebulebebis Sesrulebas 

• uSualod xelmZRvanelobs institutis buRaltris saqmianobas 

• uZRveba sabanko operaciebs "banki-klientis" programis meSveobiT 

• warudgens sagadasaxado inspeqcias saWiro deklaraciebs,  
balansebs day vela savaldebulo dokumentacias 

• amzadebs donori organizaciebisaTvis saWiro finansur 
angariSebs 

• axorcielebs finansuri resursebis monitorings da 
urTierTSejerebas 

• saWiroebis SemTxvevaSi axdens Tanxebis inkasirebas 

• gascems xelfasebs da honorarebs 
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• amzadebs masalebs auditoruli SemowmebebisaTvis 

• uwyvet reJimSi TanamSromlobs auditorebTan 

• amzadebs periodul angariSebs institutis administraciisaTvis 

• axdens institutis buRaltruli msalis arqivizacias 

• SeimuSavebs finansuri angariSgebis sqemebs sxvadasxva 
saWiroebebis Tanaxmad 

 
b. buRalteri 

• aris institutis finansuri direqtoris uSualo xelqveiTi 

• monawileobs institutis finansebis buRaltruli gatarebis 
procesSi: uzrunvelyofs saTanado kompiuterul-buRaltruli 
programebSi ("orisi"; "qvik buqi" da misT.) mis warmarTvas 

• amowmebs sxvadasxva saxis dokumentaciis (xelSekrulebebis da 
brZanebebis formebis) finansur-samarTlebriv Sesabamisobas da 
iZleva saTanado rekomendaciebs 

• aucileblobis SemTxvevaSi axdens Tanxebis inkasacias 

• waradgens auditoruli SemowmebisTvis saWiro sabuRaltro 
programebSi monacemebs  

• monawileobs finansuri angariSebis momzadebaSi 

 
g. ganviTarebis oficeri 

• awesrigebs institutis Sasaxeb informacias Sida qselSi, 
institutis serverze da arqivSi. 

• eweva fondraizerul Ziebas da awarmoebs mimoweras fondebTan 

• aris institutis Tavmjdomaris asistenti 

• aRmasrulebel direqtorTan erTad amzadebs masalas institutis 
saqmianobis amsaxveli yovelwliuri angariSisaTvis 

• aris sagranto ganacxadebis avtorTa TanaSemwe konkretul 
SemTxvevebSi 

• zrunavs institutis vebgverdis saWiro siaxleebiT aRWurvaze da 
ganaxlebaze 

• gasaTavsebeli masalis damuSavebis mizniT mudmiv kontaqtSi 

imyofeba institutis administraciasTan და proeqtebis 
koordinatorebTan  

• sagamomcemlo programebis mTavar redaqtorTan SeTanxmebiT 
axdens vebgverdze institutis gamocemebis gaTavsebas 

• eweva vebgverdis dizainis modificirebis da srulyofis samuSaos 

• sazogadoebasTan urTierTobebis menejerTan TაnamSromlobiT 

axorcielebs institutis ცნობადობის დონის ამაღლების (PR) 
ღონისძიებებს 

• უძღვება სათანადო პროფილის საინსტიტუტო პროექტებს 
 

გ. sabiblioTeko-sainformacio programebis და საზოგადოებასთან 
ურთიერთობების/PR მენეჯერი 

• SeimuSavebs და ადმინისტრაციას წარუდგენს institutis საbiblioTekო 
fondis Sevsebis da teqnikuri uzrunvelyofis rekomendaciebs  

• axdens Semosuli wignebis da Jurnalebis katalogizacias da 
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registracias 

• პასუხისმგებელია წიგნების და ჟურნალ-გაზეთების დაცვა შენახვაზე 
• აარქივებს დოკუმენტაციას 
• Tavmjdomaris an aRmasrulebeli direqtoris sagangebo nebarTvis 

SemTxvevaSi, gascems wignebs institutis biblioTekidan droebiT 
sargeblobaSi 

• წიგნების და პერიოდიკის გაცვლის მიზნით ამყარებს კონტაქტს ეროვნულ 
ან სხვა ბიბლიოთეკებთან და წარმართავს მათთან ურთიერთობას 

• awvdis institutis ganyofilebebs da partnior organizaciebs 

saTanado masalebs და informacias 
• მიმდინარე პროექტების ფარგლებში უზრუნველყოფს საზოგადოებასთან 

ურთიერთობების ღონისძიებების დაგეგმვას და მოწყობას 
• შეიმუშავებს ინსტიტუტისთვის საჭირო PR ღონისძიებების გეგმას და 

უძღვება მის ჩატარებას  
 

d.  ofis-menejeri 
• asrulebs Tavmjdomaris mdivnis samuSaos 

• Tavmjdomaris da aRmasrulebeli direqtoris miTiTebiT amzadebs 

institutis oficialur dokumentebs (ბრძანებები, ხელშეკრულებები, 
მინდობილობები, წერილები) და აარქივებს მას 

• axdens gasuli da Semosuli korespodenciebis klasifikacias 

• agzavnis eleqtronul da safosto korespodenciebs 

• pasuxobs satelefono zarebs 

• awesrigebs institutis stumrebis miRebis process 

• aris ინსტიტუტის sabWos sxdomebis mudmivmoqmedi mdivani 
• aarqivebs gamgeobis da aRmasrulebeli sabWos sxdomebis oqmebs 

• asistirebas uwevs institutis saproeqto saqmianobis farglebSi 
mowyobili seminarebis da Sexvedrebis organizatorebs, axdens 
saTanado kontigentis mobilizebas 

• აკეთებს სხვადასხვა სახის საკონსუროს განაცხადებს და პასუხისმგებელია ამ 
განაცხადების შესაბამისი დოკუმენტაციის მიღება დახარისხებაზე 

• teqnikuri direqtorTan koordinaciaSi uzrunvelyofs stumrebis 
miReba-daxvedris da dabinavebis RonisZiebebs 

 
e.  teqnikuri direqtori 

• uzrunvelyofs institutis ofisis teqnikur funqcionirebas  

• akontrolebs TanamSromlebis mxridan ofisis da saofise 
teqnikuri mowyobilobebis eqsploataciis pirobebis dacvas. 
darRvevebis gamovlenis SemTxvevaSi saqmis kursSi ayenebs 
direqcias 

• aRnusxavs inventars, aparaturas, axdens maT dasawyobebas; 
pasuxismgebelia mis movla-Senaxvaze; gadascems mas institutis 
TanamSromlebs droebiT sargeblobaSi da akontrolebs 
momxmareblis mier SinaganawesiT dadgenili eqsploataciis 
wesebis dacvas.  

• zrunavs saWiro inventaris ganaxlebaze: periodulad mimarTavs 
direqcias amasTan dakavSirebuli saWiro Sesyidvebis da 
RonisZiebebis gasaxorcieleblad. amaragebs ofiss saWiro 
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masalebiT, warmarTavs axali saofise inventaris da 
aRWurvilobis SeZena-damzadebis process, saWiroebis SemTxvevaSi 
arkvevs saamiso satendero pirobebs. zedamxedvelobas 
uwevs/warmarTavs saremonto samuSaoebs 

• amyarebs sxvadasxva teqnikur samsaxurebTan (dacvis eleqtronuli 
sistemebi, saxanZro usafrTxoeba, wyalkanali, kavSirgabmulobis 
da satelekomunikacio, safosto samsaxurebi, taqsomotori da 

misT.) saWiro kontaqtebs, uZRveba maTTan saqmian ურთიერთობას 
• ganagebs institutis dacvis, saxanZro da sxva saxis 

usafrTxoebis sistemas  

• uzrunvelyofs, gaTbobis, ganaTebis, wyalmomaragebis da 
eleqtromomaragebis sistemebis gamarTul muSaobas; uSualod 
amyarebs kontaqts Sesabamis dawesebulebebTan 

• zedamxedvelobas uwevs institutis saavtomobilo parkis 
gamarTul funqcionirebas  da uzrunvelyofs institutis 
administaciis satransporto momsaxurebas 

• pasuxismgebelia institutis satelefono qselis gamarTul 
muSaobaze 

• zedamxedvelobas uwevs ადმინისტრაციის და პროგრამების damxmare 
Staტis personalis saqmianobas 

• akisria sakuriero momsaxurebis funqcia 

• ofis menerejerTan erTad uzrunvelyofs stumrebis miReba-
daxvedris da dabinavebis RonisZiebebs 

• ofis menejerTan erTad ასრულებს Sexvedrebisa da konferenciebis 
Casatareblad saWiro logistikur სამუშაოებს  

 
1.2.9. saproeqto samsaxuri 

a. proeqtis direqtori 
• monawileobs ინსტიტუტის sabWos muSaobaSi 
• pasuxismgebelia მინდობილი proeqtis droul da xarisxian 

Sesrulebaze 

• xelmZRvanelobs მოცემული proeqtebis TanamSromlebs  
• institutis TavmjdomaresTan erTad an damoukideblad 

gansazRvravs მოცემული პროექტის samecniero-kvleviT ნაწილს და 
ხელმძღვანელობს მის განხორციელებას 

• saWiroebis SemTxvevaSi axdens saproeqto samuSaos gegmis 

koreqtirebas da warudgens mas ინსტიტუტის თავმჯდომარეს ან 
aRmasrulebel direqtors  

• axdens proeqtis gegmiT gaTvaliswinebuli samuSaoebisTvis 

institutsgare Statis mozidvas, konkursis wesis gamoyenebiT  
• განსაზღვრავს xelSekrulebis pirobebs proeqtSi dasaqmebuli 

TanamSromlebisaTvis da warudgens administracias  

• აწარმოებს პროექტში დასაქმებულ თანამშრომლების შესრულებული 
სამუშაოების საათების აღრიცხვის ტაბელს (დანართი 5) 

• ამზადებს კონკრეტული პროექტის პერიოდულ ანგარიშებს და 
წარუდგენს აღმასრულებელ დირექტორს (დანართი 22. 23. 24.) 

• ახდენს მის უშუალო დაქვემდებარებაში მყოფი თანამშრომლების 
საქმიანობის შეფასებას (დანართი 8) 
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• ვიზირებისათვის წარმუდგენს aRmasrulebeli direqtors an 
Tavmjdomares Tanxebis moTxovnis baraTebs proeqtisTvis 
saWiro finansuri operaciebis sawarmoeblad  

• koordinacias uwevs mocemul proeqtSi dasaqmebuli 
TanamSromlebis saqmianobas 

• amzadebs naratiul angariSebs fondis saxelze 
 

ბ. Semsruleblebi 
institutis administracia uzrunvelyofs proeqebis 
Semsruleblebs institutis xelT arsebuli samecniero da 
sainformacio monacemiT; SesaZleblobis farglebSi instituti 

axdens maT teqnikur uzrunvelyoფas (kompiuteri, faqsi da 
eleqtronuli komunikaciebi, zogierT SemTxvevaSi adgili 
institutis ofisSi). 
Semsruleblebi proeqtis direqtorTan koordinirebiT 
xelSekrulebiT gansazRvruli pirobebis mixedviT asruleben ama 
Tu im proeqtis gegmiT gaTvaliswinebul samuSaos. Semsrulebeli 
angariSvaldebulia mocemuli proeqtis direqtoris winaSe. 

 
 

 
1.2.10.დამხმარე სამსახური 

ა. შიდასაინსტიტუტო  ქსელის სისტემ-ოპერატორი 
• uzrunvelyofs institutis Sida kompiuteruli qselis gamarTul 

muSaobas 

• regularulad amowmebs institutis servers da yvela sxva 
kompiuters, saWiroebis SemTxvevaSi uzrunvelyofs maT remonts 

da გადაიარაღებს 
• TanamSromlebs aZlevs rekomendaciebs kompiuterulი teqnikis 

გამოყენების Sesaxeb 
• zrunavs institutis Sida qselis Semdgom srulyofaze 

• uzrunvelyofs dazianebuli kompiuteruli teqnikis remontisTvis 
saWiro RonisZiebebis gatarebas 

• წარმართავს უწევს კომპიუტერების ვირუსებისაგან დაცვის ღონისძიებებს 
 

ბ. sagamomcemlo programebis mTavari redaqtori 
• xelmZRvanelobs institutis gamocemebis saredaqcio 

saqmianobas 

• ახდენს stilistur redaqtirebas da koreqtirebas 

• ახდენს ინსტიტუტის ვებგვერდზე გასათავსებელი მასალის სტილისტურ 
და შინაარსობრივ რედაქტირებას 

• amzadebs rekomendaciebs da saxelSekrulebo pirobebs 
specialuri redaqtoris an sxva aucilebeli TanamSromlis 
dasaqiraveblad 

• ხელმძღვანელობს mxatvruli gaformebis process 

• axorcielebs gamosacemi masalis mTargmnelebTan da 
avtorebTan'saqmian kontaqts da koordinebas uwevs maT 
saqmianobas 
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• amzadebs ganacxadebs sagamomcemlo შინაარსის konkursebSi 
monawileobisaTvis 

• amzadebs saproeqto ganacxadebis komponentebs sagamomcemlo 
programebis mqone fondebisaTvis 

გ. mTargmneli 
• Targmnis angariSebs da sxva dokumentebs qarTulidan 

inglisurad საჭიროების შემთხვევაში rusuladაც 
• Targmnis angariSebs da sxva dokumentebs rusulidan inglisur 

enaze 

• calkeul SemTxvevaSi asrulebs Tarjimnis movaleobas 

 
დ. sastambo xelmZRvaneli 

• uzrunvelyofs ინსტიტუტის poligrafiis gamarTul muSaobas 

• marketinguli analizis safuZvelze axorcielebs 

gamocemebisaTvis saWiro masalებიs SerCevas da warudgens 

აღმასრულებელ direqtors 
• akeTebs ganacxadebs administraciis winaSe gamocemebisaTvis 

saWiro masalis SesaZenad 

• akeTebs ganacxadebs administraciis winaSe stambisTbis saWiro 
inventaris da mowyobilobis SesaZenad  

• ახორციელებს poligrafiul procesიs ციკლს (Seyvana, 
dakabadoneba, beWdva, kinZva, laminireba) 

• xelmZRvanelobs misi asistentitis saqmianobas (კინძვა, 
ლამინირება, დასაწყობება) 

 

ე.dacva 
Sedgeba sami TanamSromlisagan, romebic monacvleobiT 
morigeoben. ori maTgani aris Ramis daraji, erTi ki uqme dReebis 
morige TanamSromeli 
• dacvis muSaki darajobs ofiss Ramis saaTebSi saRamos 19.00 

dan dilis 10 saaTamde 

• მეთვალყურეობს სიგნალიზაციის სისტემის მუშაობას 
• meTvalyureobs saxanZro usafrTxoebis wesebis dacvas 

• akontrolebs eleqtro fars da sawvavis navTis/benzinis 
(gamaTboblebs, generators) moxmarebas da usafrTxoebas   

• morigeobisას asrulebs satelefono mopasuxis movaleobas  

ვ. damlagebeli 

• yoveldRe, garda kvirisa, alagebs da asufTavebs ofiss 

• asufTavebs sankvanZebs და სამზარეულოს 
• drodadro, (kvartalSi erTxel) wmends fanjrebs 

• gaaqvs instituტis ofisidan makulatura da sxva saxis narCenebi 

• periodulad recxavs Jaluzebs 

ზ. mZRoli 

• uzrunvelyofs institutis kuTvnili avtomobilებis teqnikur 
gamarTulobas 

• winaswar ayenebs saqmis kursSi aRmasrulebel direqtors 
avtomobilis eqsploataciis saWiro xarjebis Taobaze 
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• eweva institutis funqcionirebisTvis saWiro saavtomobilo 
momsaxurebas administraciis da saproeqto 
TanamSromlebisaTvis, gadayavs TanamSromlebi daniSnulebis 
adgilebze 

• asrulebs sakuriero funqcias 

• Tavmjdomaris an aRmasrulebeli direqtoris miTiTebiT moaqvs  
institutis mier SeZenili inventari da mowyobilobebi 

• xvdeba da acilebs mivlinebaSi wasul an dabrunebul 
stumrebs/institutis TanamSromlebs 

• administarciis gadawyvetilebis safuZvelზe gadahyavs 

regionebSi saproeqto TanamSromlebi an instituტიs stumrebi 
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Tavi 2. fondis strategia, samoqmedo gegma da proeqtebi  
 
2.1. fondis strategia da samoqmedo gegma  
 
mSvidobis, demokratiis da ganviTarebis kavkasiuri instituti mis wesdebaze, 

momavlis xedvaze, garemos analizsa da problemebis gaazrebaze dayrdnobiT adgens 
organizaciis 3 wlian strategias, romelic warmoadgens im saqmianobis zogad 

CamonaTvals, romlis Sesrulebis valdebulebasac igi iRebs adgilobrivi Tu 

saerTaSoriso sazogadoebis winaSe. strategias amtkicebs organizaciis gamgeoba. 
 

strategiaze dayrdnobiT iqmneba fondis samoqmedo gegma 1 wlis xangrZlivobiT, 
romelsac amtkicebs fondis gamgeoba. 

periodulad, (sam weliwadSi erTxel) fondis aRmasrulebeli direqtori 

organizebas ukeTebs institutis TviTSefasebis proceduras, ris safuZvelzec, 

Tavmjdomare awyobs samuSao Sexvedras fondis wamyvani TanamSromlebis 

monawileobiT, sadac iqmneba TviTSefasebis saboloo dokumenti, romelic 

waredgineba fondis  gamgeobas momavali samwliani strategiis gansazRvris 

safuZvlad.  

   gamgeobis mier gansazRvruli strategia da samoqmedo gegma gansazRvravs 

institutis samoqmedo priopitetebs. Sesabamisad, fondis TanamSromels ar aqvT 

ufleba wamoiwyon iseTi damatebiTi qmedebebi, romelic ar Tanxvdeba gansazRvrul 
prioritetebs da moiTxovs resursebis (maT Soris adamianuris) gadasrolas am 

damatebiTi qmedebebisaTvis rom ar moxdes ukve gansazRvruli strategiisa da 

qmedebebis Seferxeba an CaSla.  
 
2.2. fondis proeqtebis funqcia  
fondis proeqtebi warmoadgens organizaciis wesdebis da, aqedan gamomdinare, misi 
misiis, strategiisa da samoqmedo gegmis cxovrebaSi gatarebis erT-erT ZiriTad 

formas. proeqtebi xorcieldeba grantebis, da Semowirulobebis saSualebiT, rac 

qmnis organizaciis biujets. 

 

fondis proeqtebs qmnian: fondis Tavnmjdomare, aRmasrulebeli direqtori, 

wamyvani TanamSromlebi, an maTgan Semdgari sainiciativo jgufi. werilobiT 

momzadebuli iniciativa ganixileba ინსტიტუტის sabWoze da gadaecema 
Tavmjdomares dasamtkiceblad, ris Semdegac proeqti dasafinanseblad saTanado 
organizacias wardegineba.  

 

yvela proeqti unda eTanxmebodes institutis ZiriTad strategiasa da samoqmedo 

gegmas.  

 
2.3. პროექტების ციკლის მართვა 

grantis mosapoveblad warsadgeni proeqtis avtori SeiZleba iyos:  
institutis Tavmjdomare, 
aRmasrulebeli direqtori, 

ინსტიტუტის romelime წამყვანი TanamSromeli. 

• proeqtis wardgineba xdeba administraciasTan SeTanxmebiT da 
misi meSveobiT 
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• ganacxadis wardgenisTvis saWiro monacemebi xelmisawvdomia 
institutis TanamSromlebisaTvis Sidasainstituto qselis 
meSveobiT 

• dokumentaciis uzrunvleyofa (inსtitutis wesdeba, sabanko 
rekvizitebi  da sxva) xdeba administris mier: aRmasrulebeli 

direqtoris, ofis menejeris, finansuri direqtoris, განვითარების 
ოფიცერის meSveobiT 

• qselSi monacemTa ganaxlebaze pasuxismgebelia განვითარების 
ოფიცერი 

• saTanado fondTan aucilebeli Semdgomi kontaqti xorcieldeba 
proeqtis direqtoris da administraciis (Tavmjdomare, 
aRmasrulebeli direqtori, ofis menejeri) mier 

• damtkicebuli proeqtis ganxorcielebas xelmZRvanelobs 
proeqtis direqtori 

• Tanxebis moZraobis dadgenili sqemis Tanaxmad proeqtis 
direqtori avsebs Tanxebis moTxovnis furcels da warudgens mas 
aRmasrulebel direqtors  

• aRmasrulebeli direqtoris vizis Semdeg baraTi gadaecema 
finansur ganyofilebas 

• Sesasrulebeli samuSaos droSi gawerili gegmis kontrols 
axorcielebs aRmasrulebeli direqtori 

• am mxriv warmoqmnili problemebi ixileba monitoringis 
Sexvedrebze aRmasrulebel direqtorTan, TavmjdomaresTan, an 

საინსტიტუტო sabWoze 
• proeqtis direqtori amzadebs proeqtis mimdinareobis amsaxvel 

periodul da saboloo naratiul angariSebs, romelic egzavneba 
mis mier donor organizaciebs 

• igive angariSebi aris proeqtis Sesrulebis Sidakontrolis erT-
erTi safuZveli 

• finansuri direqtori amzadebs periodul da saboloo finansur 
angariSs donorebisaTvis 

• igive angariSi gamoiyeneba proeqtis mimdinareobis Sidafიnansuri 
kontrolisaTvisac 

• proeqtis SesrulebisaTvis saWiro adamianur resursebs 
institutis TanamSromlebis garda Seadgenen konkursis wesiT 
SerCeuli pirebi 

• konkursis pirobebis gansazRvra xdeba proeqtis direqtoris da 
administraciis (Tavmjdomare, aRmasrulebeli direqtori) 
erToblivi gadawyvetilebis safuZvelze 

• proeqtis SesrulebaSi monawileTa SromiTi xelSekrulebebi 
formdeba or egzemplarad institutis saerTo standartuli 
formis Sesabamisad 

• saxelSekrulebo standartis კორექტირება xdeba auditorebTan 
konsultaciis safuZvelze 

• proeqtis produqciis miwodeba dainteresebuli pirebisa da 
organizaciebisadmi xdeba proeqtiT gaTvaliswinebuli finansuri 
da adamianuri resursebis gamoyenebiT 
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• proeqtis mimdinareoba Sedegebi aisaxeba institutis vebgverdis 
saTanado ganyofilebaSi 

• vebgverdisaTvis masalis momzadeba evaleba proeqtis direqtors 
da vebredaqtors, misi ar yofnis SemTxvevaSi mTavar redaqtors 

• informaciis ganTavseba xdeba administraciaSi (Tavmjdomare, 
aRmasruelbeli direqtori) vizirebis Sedegad 

 
 
 
Tavi 3. zogadi administraciuli debulebebi  

savaldebuloa institutis administraciis yvela TanamSromlisaTvis  

 
3.1 TanamSromlebi 
3.1.1. organizaciis TanamSromeli 
 
organizaciis TanamSromeli SeiZleba iyos nebismieri srulwlovani piri 

miuxedavad sqesisa, religiuri mrwamsisa, kanis ferisa da politikuri 

Sexedulebisa.  

 

organizaciis yvela TanamSromeli unda icnobdes da aRiarebdes organizaciis 

sakadro da safinanso politikas, organizaciaSi arsebul qcevis wesebs da im 

Tanamdebobis samuSao aRwerilobas, romelzec is muSaobs. 

 
ganmarteba: 
organizaciis StatSi momuSave TanamSromlad ganixileba organizaciaSi srul an 

arasrul samuSao ganakveTze momuSave pirovneba, romlis samuSao saaTebi ar aris 

kviraSi 17 sT-ze naklebi. 
1. sruli samuSao ganakveTia kviraSi aranakleb 35 sT. 

2. naxevari ganakveTia kviraSi aranakleb 17 sT. 

3. TanamSromeli, romlis samuSao saaTebi kviraSi 17 saaTze naklebia aris 

droebiT daqiravebuli TanamSromeli. 
 
 
3.1.2. vakansiis gamocxadeba da TanamSromlad ayvana 
 
vakansiis gamocxadeba SesaZlebelia rogorc organizaciis SigniT, aseve 

organizaciis gareT, zogadi wesiT da Tavmjdomaris an aRmasrulebeli 

direqtoris  gadawyvetilebiT. 
 

(A) srul ganakveTze momuSave TanamSromlis SerCevis procesis dasawyebad, 

pirovneba, romelic kurirebs vakantur Tanamdebobas, adgens samuSaos 

aRwerilobas (ix. danarTi 1) romelic Tanxmdeba TavmjdomaresTan an 

aRmasrulebel direqtorTan. 
 

(B) organizaciaSi profesiuli vakansiis arsebobis dros SesaZloa gamocxaddes 

Sida organizaciuli konkursi. samuSaos aRweriloba urigdebaT TanamSromlebs 

3 samuSao dRiT adre. vakantur Tanamdebobaze misaRebad ganixileba mxolod im 

TanamSromelTa kandidaturebi, romelTac aqvT organizaciaSi muSaobis staJi, 
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aranakleb 9 Tvisa. Tu aRmoCnda kvalificiuri kandidati, maSin organizacia ar 

aris valdebuli, ganacxados vakansiis Sesaxeb dawesebulebis farglebs gareT. 
 

Sida kandidatebs TavianTi survilis mixedviT SeuZliaT miawodon informacia 

poziciis Secvlis survilis Sesaxeb uSualo xelmZRvanelebs. xelmZRvanelis 

Tanxmoba gancxadebaze aucilebeli ar aris. kandidaturis ganxilvisas mis 

xelmZRvanels moeTxoveba, azri gamoTqvas kandidatis muSaobis Taobaze. 
 

(C) saWiroebis SemTxvevaSi organizacia acxadebs vakansiis Sesaxeb organizaciis 
gareT. gancxadeba qveyndeba sxvadasxva sainformacio saSualebebiT 

kandidaturebis ganxilvis dRemde minimum 7 samuSao dRiT adre.  
aRmasrulebeli direqtori, vakansiis Sinaarsidan gamomdinare, gansazRvravs 
konkursSi monawileobisaTvis warmosadgeni saWiro dokumentaciis tips da 

ganmcxadebelTa mier am dokumentaciis warmodgenis vadebs. sakonkurso 

ganacxadebi da saTanado dokumentacia miiReba ofisis pasuxismgebeli piris 

mier. 
 

(D) TanamSromlis kandidaturis SerCeva xdeba Sesabamisi pasuxismgebeli piris mier 

TavmjdomaresTan an aRmasrulebel direqtorTan SeTanxmebiT. 
(E) proeqtis koordinatoris da menejeruli funqciiT aRWurvili TanamSromlis  

SerCevisas institutis Tაvmjdomare niSnavs komisias minimum 3 piris 
SemadgenlobiT. aqedan 1 mainc ar unda iyos im ganyofilebis/proeqtis 

TanamSromeli, romelic iTxovs vakansias. komisias evaleba daiyvanos 

kandidatTa ricxvi ara umetes xuTamde. komisiam SeiZleba mimarTos 

gasaubrebas, werilobiT an zepir testirebas, an romelime sxva saSualebas 

finalistebis SesarCevad. kandidatTa saboloo SerCevas axdens komisia. Tanabari 
monacemebis kandidatebs Soris upiratesoba eniWeba institutis TanamSromels. 

 
3.1.3. daqiraveba 
 
(A) Tu SeirCa Sida kandidati, misi momavali da yofili xelmZRvanelebi 

gansazRvraven grafiks misi erTi samuSaodan meoreze gadasayvanad. 
(B) kontraqtze (ix. danarTi 2) xelis moweramde kandidati unda gaecnos da 

daeTanxmos Tavis kontraqts, samuSaos aRwerilobasa da organizaciis 

Sinaganawesis politikasa da procedurebs. TanamSromlebis kontraqts xels 

awers Tavmjdomare an aRmasrulebeli direqtori. 
(C) TanamSromlis SerCevisTanave organizacia masTan aformebs Sesabamis samuSao 

kontraqts. 
(D) xelmowerili kontraqti aris is forma, romliTac ZalaSi Sedis 

organizaciaSi muSaobis dawyeba. droebiT daqiravebul pirTan SromiTi 

urTierTobis gaformeba SesaZlebelia aseve aRmasrulebeli direqtoris 

brZanebis safuZvelze.   
(E) kontraqtis ZalaSi Sesvlis TariRi aRiniSneba kontraqtSi. am TariRiT unda 

daiwyos TanamSromelma muSaoba da gamoimuSaos xelfasi. TanamSromlis an 

aRmasrulebeli direqtoris xelis moweris TariRi ar iTvleba kontraqtis 

ZalaSi Sesvlis TariRad. 
(F) axali TanamSromlis uSualo xelmZRvaneli valdebulia uzrunvelyos igi 

dasakavebel TanamdebobasTan dakavSirebuli yovelgvari informaciiT. 
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3.1.4. samsaxurSi qcevis standartebi 
privilegiebi da urTierTobebi 
 

organizaciis arc erTi TanamSromeli, miuxdavad mis mier dakavebuli 

Tanamdebobisa da organizaciaSi muSaobis staJisa, ar sargeblobs aranairi 

gansakuTrebuli privilegiiT (igulisxmeba Svebulebis xangZlivoba an 

upiratesobis micema Svebulebisa da mivlinebis grafikis Sedgenisas, samsaxurSi 

mosvla-wasvlis grafiki, ofisSi dadgenili qcevis wesebis dacva da a.S.). yvela 

valdebulia daemorCilos organizaciis politikas da pasuxs agebs organizaciaSi 

arsebuli jansaRi garemosaTvis. 
 
urTierTobebi TanamSromlebs Soris 
organizaciis yvela TanamSromeli valdebulia SeinarCunos keTilgonivruli 

urTierToba danarCen TanamSromlebTan (miuxedavad piradi simpaTiebisa). 

valdebulia gaiTvaliswinos danarCeni TanamSromlebis xasiaTis Taviseburebani da 

arc erT SemTxvevaSi ar daZabos saerTo mdgomareoba. 

 

urTierToba TanamSromelsa da momxmarebels (donori, beneficiarebi) Soris 
organizaciis yvela TanamSromeli valdebulia axsovdes, rom organizacia Seiqmna 

da arsebobs momxmareblebis (beneficiarebis) dasaxmareblad. organizaciis 

saqmianoba samarTlebrivi saxelmwifos normaluri funqcionirebis da moqalaqeebis 
mSvidobiani Tanaarsebobis pirobebis xelSewyobas gulisxmobs. aqedan gamomdinare, 

yoveli TanamSromeli valdebulia, iyos momTmeni, samarTliani da yuradRebiani 

samsaxurebrivi funqciebis ganxorcielebisas.  

akrZalulia yvirili an xmamaRali laparaki momxmareblebTan (beneficiarebTan). 

akrZalulia nebismieri saxis materialuri sargeblis moTxovna momxmareblisgan. 

akrZalulia nebismieri saxis saCuqris miReba, tkbileulis da yvavilebis garda. 

organizaciis TanamSromeli valdebulia, gauwios pirs, romelic mimarTavs 

organizacias, yovelgvari SesaZlo daxmareba, rac organizaciis principebsa da 

dadgenil wesebs ar ewinaaRmdegeba, maT Soris gadaamisamarTos saTanado 

kompetenciis mqone TanamSromelTan, daitovos da gadasces informacia da a.S. 

 
seqsualuri Zaladoba 
seqsualur Zaladobad SeiZleba CaiTvalos Tavis mobezreba an uxerxul 

mdgomareobaSi Cayeneba seqsualuri qveteqstis mqone werilobiTi Tu zepiri 

gamonaTqvamebiTa da uxamsi xumrobiT, ucenzuro sityvebiT, nabeWdi an raime 

vizualuri masaliT (maT Soris kompiuteruli TamaSebiTa da suraTebiT), uxamsi 

JestebiTa da fizikuri SexebiT. 

aseve miuRebelia samuSao garemoSi nebayoflobiTi, araZaldatanebiTi, magram 

zedmetad axlo urTierTobebis aSkara gamomJRavneba, rac araeTikuri da 

gamaRizianebeli SeiZleba iyos ofisis danarCen TanamSromelTaTvis da SeiZleba 

Seqmnas ofisSi arajansaRi garemo. aseTi SemTxveva ganixileba, rogorc 
seqsualuri Zaladoba da agreTve rogorc ofisSi saerTo situaciis daZabva, rac 

aRwerilia qveTavSi "urTierTobebi TanamSromlebs Soris". 

yvela zemoaRwerili moqmedeba, aSkara Tu faruli miT umetes, Tu igi 

dakavSirebulia raime samsaxurebriv dapirebasTan, imsaxurebs mkacr disciplinur 

zomebs, samsaxuridan daTxovnis CaTvliT. 

nebismieri gaugebrobis an davis warmoqmnisas TanamSromeli valdebulia, 

Tavdapirvelad mimarTos im TanamSromels, visac Tvlis gaugebrobis warmoSobis 
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mizezad, Semdeg uSualo ufross, aRmasrulebel direqtors da bolos 

Tavmjdomares 

 

naTesauri urTierTobebi 
organizaciaSi ar aris akrZaluli axlo naTesavebisa da ojaxis wevrebis 

(aRmavali da daRmavali Stos naTesavebi, da, Zma) muSaoba. aucilebeli piroba 

naTesavebis erTad muSaobisaTvis aris Semdegi:  

      -      maT ar unda hqondeT saSualeba, erTad ganagon organizaciis finansebi an 
qoneba (xelmowerebi bankSi). 

- nebismier SemTxvevaSi samuSaoze ayvanisas upiratesoba eniWeba ara axlo 

naTesavsa da ojaxis wevrs.  

 

 

arasamuSao saaTebSi ofisSi TanamSromelTa mosvla/wasvlisa da ucxo pirTa 
Semosvlis wesebi 
 

1. TanamSromelTa yofna ofisSi arasamuSao saaTebis ganmavlobaSi aucilebelia 

aRiricxos dacvis specialur JurnalSi. Jurnalis warmoebaze 
pasuxismgebelia dacvis morige TanamSromeli, romelic samuSao dros 

dasrulebis Semdeg axorcielebs Semovlas. ofisSi myofi TanamSromlebi 

xelmoweriT adastureben arasamuSao saaTebSi ofisSi yofnas. ofisidan 

gasvlas TanamSromeli adasturebs xelmoweriT. am proceduris darRveva 

iwvevs disciplinur pasuxismgeblobas.  

 

2. ucxo pirTa ofisSi SemoSveba xorcieldeba maspinZeli piris TanxmobiT, 

mdivnis mier. arasamuSao saaTebSi ki administraciis mxridan Sesabamisi, 

winaswari nebarTvis gareSe akrZalulia.  
 
 

3.1.5. samuSao grafiki da dResaswaulebi 
 
samuSao grafiki da daswreba 
 

a. standartul samuSao kvirad iTvleba 40 saaTiani samuSao kvira, 
orSabaTidan paraskevis CaTvliT. samuSao saaTebia 10:00–dan 19:00–mde, 

erTsaaTiani Sesvenebis gaTvaliswinebiT. aRmasrulebeli direqtori 
uflebamosilia TavmjdomaresTan SeTanxmebiT daadginos SeRavaTiani samuSao 

drois grafiki garkveuli periodiT. 
 

SeRavaTebi samuSao grafikSi daiSveba saqarTvelos Sromis kanonTa kodeqsis 

Tanaxmad, aRmasrulebel direqtorTan SeTanxmebiT da kontraqtSi Sesabamisi 

CanaweriT. 
 

b. yvela TanamSromeli unda gamocxaddes samuSao adgilze droulad da 

darCes samsaxurSi samuSao saaTebis dasrulebamde. Tu TanamSromeli ver 

axerxebs samuSaoze droulad gamocxadebas, man dilis 11.00 saaTamde unda 

acnobos Tavis uSualo xelmZRvanels. samsaxurSi argamocxadeba SeiZleba 

gamarTlebuli iyos mxolod sapatio mizezebiT: esenia – avadmyofoba an 
ukiduresi aucilebloba. Tu gamoucxadeblobis mizezi miuRebelia, 
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gamoucxadeblobas an dagvianebas aqvs ganmeorebiTi xasiaTi an TanamSromeli 

sistematurad igvianebs samsaxurSi, maSin mis mimarT gamoyenebuli iqneba 

disciplinuri pasuxismgebloba, samsaxuridan daTxovnis CaTvliT. 
 

c. organizaciis yvela TanamSromels aqvs erTsaaTiani Sesvenebis ufleba. 

Sesvenebis dro gansazRvrulia 14.00 saaTidan 15.00 saaTamde.  
 
dResaswaulebi - uqme dReebi 
 

• organizaciis TanamSromelTaTvis uqme dReebis raodenoba ganisazRvreba 

saqarTvelos Sromis kaonmdeblobiT dadgenili wesiT. es dReebi 

anazRaurdeba. 
• damatebiTi dasvenebis dReebi SesaZlebelia ganisazRvros aRmasrulebeli 

direqtoris brZanebiT. 
 
 

mivlineba  
 
TanamSromlis mivlinebaSi wasvlas iTxovs TviTon TanamSromeli an misi uSualo 

xelmZRvaneli. mivlinebis mizanSewonilobisa da vadebis Sesaxeb TanamSromeli wers 

gancxadebas uSualo xelmZRvanelis da aRmasrulebeli direqtoris saxelze. 

gancxadebaSi gasagebad aRiwereba mivlinebis mizani, xangrZlivoba da TanamSromlis 

movaleobebis delegirebis grafiki. gancxadebas xels awers TanamSromeli, uSualo 
xelmZRvaneli da amowmebs aRmasrulebeli direqtori.  
 

saqarTveloSi da mis farglebs gareT samivlinebo dRiuri Tanxis anazRaureba 

moxdeba saqarTvelos finansTa saministros mier dadgenili tarifebiT, rac inaxeba 

finansuri menejeris saTanado failSi. amasTan, gaicema finansur menejerTan 
winaswar SeTanxmebuli satransporto Tanxa da sastumros xarjebi. 

mivlinebaSi wasvlis win TanamSromeli uSualo xelmZRvanelTan SeTanxmebiT 

akeTebs savaraudo xarjebis CamonaTvals samivlinebo uwyisis saxiT (ix. danarTi 

3). finansuri menejeris vizirebiT da aRmasrulebeli direqtoris saboloo 

xelmoweriT ganmcxadebeli iRebs saTanado Tanxas avansis saxiT. 

mivlinebidan CamosvlisTanave TanamSromeli valdebulia, warmoadginos xarjebis 

dawvrilebiTi angariSi samivlinebo xarjebis angariSis saxiT (ix. danarTi 4) 

finansur menejerTan. 

sakuTari manqaniT mivlinebisas TanamSromels aunazRaurdeba sawvavis safasuri. 

magaliTad “sedanis” tipis manqanaze – 15 lari/100km, xolo “jipis” tipis 
manqanaze – 20 lari/100 km. 

zemoxsenebuli tarifebi eqvemdebareba cvlilebas, rac winaswar ganisazRvreba 

aRmasrulebeli direqtoris brZanebiT. 

am sakiTxTan dakavSirebuli nebismieri gaugebari Tu sadavo sakiTxi wydeba 

aRmasrulebeli direqtoris mier. 
 

 

samivlinebo formebi  
 
samivlinebo uwyisi (danarTi 3) – warmoadgens dokuments, romelic iZleva 

saSualebas, davinaxoT, Tu vin iqna mivlinebuli, rodis, sad, ra periodiT da ra 

mizniT. am formis aRmasrulebeli direqtorisadmi wardgenis Semdeg es 
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ukanaskneli gascems nebarTvas samivlinebo samuSaos CatarebisaTvis saWiro Tanxis 

gacemaze. 

 

samivlinebo xarjebis angariSi (danarTi 4) - warmoadgens dokuments, romelic 

iZleva saSualebas, davinaxoT, Tu vin iqna mivlinebuli, rodis, sad, ra periodiT, 

ra mizniT, ra tipis xarjebi iqna gaweuli mivlinebis dros xarjebis kategoriebis 

miTiTebiT. dasaSvebia argumentirebuli samivlinebo xarjebi, romlebSic Sedis 

transportis, sacxovreblis xarjebi da dRiuri anazRaureba. yvela saxis 

samivlinebo xarjs Tan unda axldes xarjvis damadasturebeli dokumentacia. 
 
 
3.1.6. gadasaxadebi da Sromis kodeqsi 

organizacia Tavisi saqmianobisas xelmZRvanelobs saqarTvelos Sromis, 

sagadasaxado da sxva kanonmdeblobiT.  
 
3.1.7. daswrebisa da xelfasis formebi  
 
samuSao drois aRricxvis procedura:  
organizaciis yvela TanamSromeli, romelsac xelfasi ericxeba proeqtebidan, 

movalea awarmoos Sesrulebuli samuSao saaTebis aRricxvis tabeli (ix. danarTi 

5). 
TanamSromelTa samuSao saaTebis aRricxvis tabeli unda Seesabamebodes samuSao 

periods, romlis safuZvelzec gaicema xelfasi da xelmoweril unda iqnes 

calkeuli TanamSromlebisa da aRmasrulebeli direqtoris mier. tabelSi 

miTiTebuli saaTebis saerTo raodenoba unda Seesabamebodes saxelfaso uwyiss (ix. 

danarTi 6).  
aRmasrulebeli direqtori valdebulia, Seamowmos samuSao saaTebis aRricxvis 

tabeli, misi sizuste da warudginos is finansur menejers, romelic gascems 
xelfasebs.  
samuSao saaTebis aRricxvis tabeli, romelsac yovelTviurad moewereba xeli, 

aris oficialuri dokumenti, romelic naTlad aCvenebs am Tvis ganmavlobaSi 

TanamSromlis samuSao saaaTebis raodenobas.  
 
xelfasi 
xelfasis daniSvna xdeba ori faqtoris gaTvaliswinebiT: 

 

1) wina saxelfaso istoria, teqnikuri monacemebi da gamocdileba;  

2) Sida saxelfaso struqtura, romelic dafuZnebulia rangi/safexureobriv 

sistemaze. ixileT pirobiTi sistema: 

 

 

 

 

  safexuri 

rangi  1 2 3 

A umaRlesi rangi    

B pirveli rangi    

C მეორე თანრიგ    
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organizaciis safinanso ganyofileba da piradad finansuri menejeri pasuximgebelia 

xelfasebis zust daangariSebasa da droulad gacemaze. xelfasis dagvianebis 

mizezi SeiZleba iyos fors-maJoruli garemoebebi, rac xels SeuSlis Tanxis 

droul gamotanas bankidan. donoris mier Tanxis ar gadmoricxvis an dagvianebiT 
gadmoricxvis SemTxvevaSi organizacia pasuxs ar agebs Tanxis gaucemlobisTvis. 
xelfasis gazrda warmoebs saqmianobis Sefasebis formis mixedviT da 

TanamSromlis muSaobis Sedegebs daTvaliswinebiT. 
 
xelfasis gacemis TariRi 
 
administraciis mier wina TveSi Sesrulebuli samuSaosaTvis kuTvnili xelfasis 

gacemis TariRad dadgenilia Semdegi Tvis nebismieri samuSao dRe 19-dan 23 
ricxvamde, rom iyos wina Tvis saxelmwifo biujetTan angariSsworebisa da 

xelfasis gacemis safuZvlis SefasebisaTvis sakmarisi dro. 
xelfasebi gaicema larebSi. 
 
3.1.8. piradi saqme 
 
1. organizacia awarmoebs pirad saqmes yvela amJamindel da yofil TanamSromelze. 

saqme Seicavs yvela qvemoT CamoTvlil dokuments: 
 

a. avtobiografia (CV) yvela wina Tu amJamindeli samuSaos aRweriT; 

b. yvela wina Tu amJamindeli dokumenti (diplomisa da sxva serTifikatebis 

aslebi, sarekomendacio werilebi, TanamSromlis survilis mixedviT); 

c. saqmianobis Sefaseba; 

d. bolo ori wlis Svebulebis moTxovnis forma; 

e. werilobiTi gafrTxilebebi da/an madlobis werilebi (Tu aseTi arsebobs); 

f. samsaxuridan ganTavisuflebis Txovna an samsaxuridan daTxovnis brZaneba. 

(Tu arsebobs); 

g. piradobis mowmobis an pasportis asli; 

h. Sromis wignaki. 
 
2. yvela dokumenti unda iyos dedani da ara asli (garda pasportisa da 

diplomisa). 
3. ofisSi inaxeba am ofisis TanamSromelTa sabuTebis dednebi da piradi saqmeebi. 
4. TanamSromelTa piradi saqme konfidencialuria da inaxeba aRmasrulebel 

direqtorTan ofisSi. piradi saqmis naxva SeuZlia mxolod TviTon 

TanamSromels aRmasrulebeli direqtoris TanxmobiT. 
 
 
3.1.9. შვებულება 
ZiriTad StatSi momuSave yvela TanamSromels Svebuleba eZlevaT organizaciaSi 
uwyveti muSaobis 12 Tvis gasvlis Semdeg. TanamSromlis yovelwliuri Svebuleba 

moicavs aranakleb 24 samuSao dRes, Tu Sromis xelSekrulebiT (kontraqtiT) 

sxva ram ar iqneba gaTvaliswinebuli. 
 

Tu TanamSromels sakuTari nebiT ar usargeblia kuTvnili SvebulebiT 1 wlis 

ganmavlobaSi, meore wels SeuZlia mxolod 10 samuSao dRis gamoyeneba (saWiroa 
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aRmasrulebeli direqtoris winaswari Tanxmoba). gamonakliss Seadgens mxolod 

dekretSi gasuli TanamSromeli, romelsac SeuZlia mTlianad gamoiyenos wina 

wels dagrovili Svebuleba. 
 

- Tu TanamSromeli sakuTari nebiT (gancxadebis safuZvelze) midis 

organizaciidan, mas unazRaurdeba Svebulebis dReebi. 

- Svebulebebis ganrigi SvebulebaTa saerTo cxrilis saxiT. im SemTxvevaSi, 

Tu arsebuli mdgomareoba iZleva saSualebas, Svebulebis gadatana 

SesaZlebelia aRmasrulebel direqtorisa da proeqtis koordinatoris 

TanxmobiT. moklevadiani Svebulebebis SemTxvevaSi (2-5 dRe) SvebulebaSi 
gasvlis Txovna unda daiweros sul cota 5 dRiT adre. samsaxuridan 

daTxovnis da Svebulebis forma (ix. danarTi 7) sWirdeba aRmasrulebeli 

direqtoris xelmowera.  

- Tu TanamSromeli gamoZaxebul iqneba Svebulebidan droze adre (misi 

nebarTviT), darCenili dReebi damatebiT aunazRaurdeba. gamoZaxeba SeiZleba 

moxdes mxolod gamonaklis SemTxvevaSi aRmasrulebeli direqtoris 

TanxmobiT. 

- zogierT TanamSromels, masze dakisrebuli movaleobidan gamomdinare, 

SeiZleba eTxovos uqme dReebSi muSaoba. aseTi SemTxveva winaswar Tanxmdeba 

aRmasrulebel direqtorTan da anazRaurdeba arsebuli kanonmdeblobis 
mixedviT. 

 
sxva saxis Svebulebebi: 
 

- avadmyofobis dReebi: yovel TanamSromels წლის განმავლობაში 
unazRaurdeba 3 dRe avadmyofobis SemTxvevaSi. es dReebi SeiZleba 

dagrovil iqnes, magram maTi gamoyeneba ar SeiZleba Svebulebis mizniT. 3 
samuSao dReze meti gacdenisaTvis avadmyofobis SemTxvevaSi saWiroa eqimis 

cnoba. 

- Tu TanamSromlis mier avadmyofobis mizeziT gacdenilma dReebma gadaaWarba 

mis mier dagrovil raodenobas, Sesabamisi raodenoba moakldeba Svebulebis 

dReebs. 

 
dekretuli Svebuleba: 
 

- saqarTvelos Sromis kanonmdeblobis Sesabamisad, organizaciis qal 

TanamSromlebs orsulobisa da mSobiarobis gamo eZlevaT Svebuleba 

mSobiarobamde samocdaaTi (70) kalendaruli dRis xangrZlivobiT da 

mSobiarobis Semdeg ormocdaTeqvsmeti (56) (garTulebuli mSobiarobis an 

ori an meti bavSvis Sobis SemTxvevaSi – samocdaaTi (70)) kalendaruli 

dRis xangrZlivobiT. es Svebuleba gamoiangariSeba Sejamebulad da miecema 
mTlianad. 

 
saqorwino Svebuleba: 
 
organizaciaSi dawesebulia anazRaurebadi saqorwino Svebuleba 14 samuSao dRis 

odenobiT. 
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samgloviaro Svebuleba: 
 

- uSualo ojaxis wevris gardacvalebis SemTxvevaSi TanamSromels ergeba 14-

dRiani anazRaurebadi Svebuleba (mgzavrobis drois CaTvliT). Tu es dro 

ar aRmoCnda sakmarisi, gamoiyeneba wliuri Svebuleba.  

- uSualo ojaxis wevrad iTvleba TanamSromlis meuRle, mSoblebi, bebia-

babua, Svilebi, SviliSvilebi, da-Zma da maTi meuRleebi, deida-mamida, biZa, 

ZmisSvili-disSvili. 

 

uxelfaso Svebuleba 
 
ojaxuri pirobebisa da sxva sapatio mizezebis gamo organizaciis aRmasrulebeli 

direqtoris nebarTviT mosamsaxures misi gancxadebiT SeiZleba mieces 

moklevadiani uxelfaso Svebuleba. 
Svebulebis moTxovnas TanamSromeli wers aRmasrulebeli direqtoris saxelze. 
administraciis wevrebis SvebulebaSi wasvlisas garTulebulia maT mier 

Sesrulebuli samuSaos srulad gadabareba sxva TanamSromlebze. amitom 

zemoxsenebuli TanamSromlebi pasuxismgebeli arian, SvebulebaSi wasvlamde 

maqsimalurad daasrulon Sesasrulebeli samuSao, winaswar gamoikiTxon 

daqvemdebarebul pirTa azri da mxolod amis Semdeg gavidnen SvebulebaSi. 

amasTanave, SvebulebaSi yofnisas misaRebia maTTan dakavSireba daxmarebis miRebis 
mizniT.  
 
 
3.1.10. saqmianobis Sefaseba 
 
yvela TanamSromlis saqmianobis Sefaseba xdeba weliwadSi 1-jer TanamSromlis 

ayvanis dRidan. TanamSromels afasebs misi uSualo xelmZRvaneli. Sefaseba xdeba 
dialogis saxiT Sevsebuli Sefasebis formis (ix. danarTi 8) safuZvelze. 

TanamSromels aqvs ufleba Caweros Tavisi mosazreba, uTanxmoeba, rekomendacia Tu 

pretenzia am formaSi. SemdgomSi, es Sefaseba ganixileba da mtkicdeba 

aRmasrulebeli direqtoris mier xelfasis gazrdis (Semdeg safexurze gadasvlis) 

rekomendaciis damtkicebis CaTvliT. 

 

saqmianobis Sefasebis Sevsebuli formebi inaxeba TanamSromlis piradi saqmeSi da 

misawvdomia mxolod aRmasrulebeli direqtorisa da zedamxedvelisTvis da ara 

sxva TanamSromlebisaTvis. saqmianobis Sefasebis formas xeli unda moaweros 

rogorc am aqtivobis Semfasebelma, aseve man, visi Sefasebac xdeboda.  
 

amave gziT xdeba menejmentis TanamSromelTa saqmianobis Sefaseba. am dros 

TanamSromelTa mier xdeba imave Sefasebis formebis Sevseba da menejmentis 

TanamSromelTa saqmianobis Sefaseba. 

 

3.1.11. sxva urTierToba 

 

garda amisa, organizaciis nebismieri TanamSromeli uflebamosilia survilis 

mixedviT Seafasos nebismieri TanamSromeli da/an organizaciis saqmianoba, 

administraciis srulyofa, aRmasrulebeli direqtoris kompetenturoba, eTikis 
sakiTxebi da a.S. am procedurisaTvis organizaciaSi arsebobs specialuri yuTi, 
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sadac iyreba TanamSromlebis mosazrebebi. yuTis gasaRebi aqvs mxolod 

aRmasrulebel direqtors da nebismieri Sefasebis forma an werili, romelic 

moxvdeba am yuTSi ganixileba aRmasrulebeli direqtoris mier. am yuTSi 

moxvedrili yvela Sefasebis forma da werili konfidencialuria. 

 

organizaciis xelmZRvanelobam Tavad SeiZleba Caataros anonimuri gamokiTxva ama 

Tu im sakiTxze, romlis Sedegebs gamoaqveynebs TanamSromelTa Soris da saerTo 

krebaze miiRebs Sesabamis gadawyvetilebas. 

 

3.1.12. disciplinaruli zomebi, samsaxuridan daTxovna-ganTavisufleba 

 
meTodebi 
 
A sakuTari surviliT ganTavisufleba 
 
• Tu organizaciis TanamSromeli sakuTari surviliT gadawyvets 

ganTavisuflebas, man unda mimarTos amis Sesaxeb werilobiTi formiT 

aRmasrulebel direqtors 3 TviT adre. am droisaTvis misi xelmZRvaneli 

valdebulia, Seadginos davalebaTa sia da samuSaos gadabarebis grafiki, rac 
TanamSromelma unda Seasrulos bolo Tveebis manZilze. ganTavisuflebis 

Sesaxeb winaswar ganucxadebloba an davalebebis Sesrulebaze uaris Tqma 

gamoiwvevs fuladi anazRaurebis dakargvas 1 Tvis xelfasis odenobiT. 

 

• samsaxuridan gaTavisuflebis SemTxvevaSi, samsaxuris datovebamde 

TanamSromelma unda moamzados samuSaoTa gadabarebis (hand over file) dokumenti, 
romelic aRwers yvela im samuSaos, razec TanamSromeli muSaobda 

organizaciaSi yvela saWiro detalebis miTiTebiT, raTa sxva TanamSromleba 

SesZlon saqmis efeqturad gagrZeleba. 
 

• axlad ayvanili, gamosacdel vadaze myofi TanamSromeli valdebuli ar aris 

winaswar ganacxados ganTavisuflebis Sesaxeb. 
 
B Statebis Semcireba 

 

Statebis Semcireba administraciuli, arasaproeqto TanamSromlebis 

SemTxvevaSi SeiZleba moxdes mxolod aRmasrulebeli direqtoris damowmebiT. 

TanamSromlebs, romelTac SeexebaT Statebis Semcireba, gaafrTxileben 2 TviT 
adre mainc werilobiTi formiT. msgavsi Setyobineba TanamSromelma unda 

daadasturos xelmoweriT. TanamSromels aunazRaurdeba gamouyenebeli wliuri 

Svebulebis dReebi. 
 
C disciplinuri RonisZiebebi 

 

organizaciis TanamSromlis mier Sromis disciplinis darRvevisaTvis, SeiZleba, 

saqarTvelos Sromis kanonmdeblobis Sesabamisad, gamoyenebul iqnes Semdegi 

disciplinuri RonisZiebebi (sasjelebi): 
 

a) SeniSvna; 

b) sayveduri; 

c) sastiki sayveduri; 
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d) daTxovna. 

 

disciplinuri sasjelis dadebamde Sromis disciplinis damrRvevs moeTxoveba 

werilobiTi axsna-ganmarteba.  
yvela disciplinuri sasjelis dadebas axdens aRmasrulebeli direqtori 

werilobiTi formiT, rac Cabardeba Sesabamis TanamSromels aslze xelmoweriT.  

TanamSromelma xeli unda moaweros disciplinuri sasjelis dadebis werilobiT 

formas da gaacnobieros am darRvevis seriozuloba. Tu TanamSromeli uars ambobs 

sayveduris xelmoweraze, igi saswrafod iqneba daTxovnili samsaxuridan 

(direqtoris TanxmobiT). werilobiTi sayveduri Sedis muSakis pirad saqmeSi. 

werilobiTi sayveduris SemTxvevaSi muSaks eZleva gamosacdeli vada 6 Tvis 
periodiT. 

disciplinuri sasjeli daTxovnis formiT SeiZleba gamoyenebul iqnas mxolod 

aRmasrulebeli direqtoris TanxmobiT im SemTxvevaSi, Tu TanamSromeli kvlavac 

agrZelebs Sromis Sinaganawesis (am programuli saxelmZRvanelos) an Sromis 

xelSekrulebis (kontraqtis) sistematur da seriozul darRvevas mis mimarT sxva 

ufro msubuqi disciplinuri sasjelis gamoyenebis Semdegac.  

disciplinuri darRvevebi dadasturebuli unda iyos faqtebiT. 
 
3.1.13. saCivari 
 
TanamSromlebTan konfliqtis an raime problemis warmoSobis SemTxvevaSi 

gamoiyeneba samsaxurebrivi saCivris forma. Tu es ar aRmoCnda sakmarisi, 

TanamSromeli da misi xelmZRvaneli, vis gamoc warmoiSva konfliqti, ganixilaven 

am SemTxvevas. Tu xelmZRvaneli Tvlis, rom saCivari safuZvels moklebulia, an 

saCivari exeba TviTon xelmZRvanels, maSin TanamSromeli mimarTavs aRmasrulebel 

direqtors. saCivari aris zepiri an werilobiTi. 
1. organizacia Tavisi TanamSromlebisagan moiTxovs profesionalizms. qvemoT 

moyvanilia samsaxurebrivi saCivrebis magaliTebis sia: 

(a) gamorCeuli, mikerZoebuli damokidebuleba Statis romelime wevrisadmi an 

gaormagebuli moTxovnebi; 

(b) araprofesionalizmi TanamSromelTa urTierTobaSi. pirovnuli 

upiratesobis miniWeba samsaxurebriv urTierTobaSi; 

(c) qmedeba, romelic iwvevs samuSaosTvis xelis SeSlas, Seuferebuli 

atmosferos Seqmnas, arasamsaxurebrivi vizitebi ofisSi. arasamuSao 

saaTebSi ofisSi usaqmod yofna; 

(d) arakompetenturoba, aradamakmayofilebeli samsaxurebrivi saqmianoba; 

(e) seqsualuri Zaladoba; 

(f) uzomo raodenobiT samuSaos davaleba, metad xangrZlivi droiT muSaobis 

moTxovna. 

 

2. im TanamSromlisadmi, romelzec Seva saCivari, gatardeba disciplinaruli 

zomebi an daTxovnil iqneba samsaxuridan. 

 
 

3.1.14. genderuli strategia 
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genderi warmoadgens erT-erT kriteriums, iseve rogorc rasa, erovneba, asaki, 

statusi da sxva. genderis cneba exeba qalTa da mamakacTa Tvisebebs, 

SesaZleblobebs da qalTa da mamakacTa Soris socio-kulturil urTierTobebs. 
organizacia cnobs genderis Tanasworobis princips, rac gamoixateba 

TanamSromlebis samsaxurSi miRebis da sxva privilegiebis miniWebis dros (iqneba 

es swavlebaSi monawileoba, dawinaureba an sxva wamaxalisebeli SemTxvevebi). 

organizaciis genderuli strategis dafuZnebulia TviT organizaciis interesebsa 

da kandidaTta profesiuli SesaZleblobebze. 
 

 

Tavi 4. organizaciis korespondenciis warmoebis wesebi  

 

organizaciis kuTvnili eleqtronuli fosta mowmdeba dReSi minimum orjer. 

miRebuli werilebis is nawili romelic moicavs oficialur mimarTvebs, 

amoibeWdeba da eniWeba saidentifikacio nomeri, romelic Sedis korespondenciis 

reviu (review) wignakSi. korespondenciis nawili, romelic SesaZloa Seicavdes 

fondis romelime wevrisTvis saWiro informacias, igzavneba Sesabamis personalur 

elfostis misamarTze.  
 

4.1.კორესპოდენციის დანომრვა 
• grifi  

imis mixedviT, werili Semosulia Tu gasuli, mas eniWeba grifi "I" (inglisuri 

sityva Incoming-dan) da "O" (inglisuri sityva Outgoing-dan)  
 

• kodi  

adresatis mixedviT, korespondencias miniWebuli aqvs Semdegi kodebi: 
 

01 - mimowera saqarTvelos prezidentTan da kancelariasTan;  

02 - mimowera saqarTvelos samTavrobo organizaciebTan da parlamentTan;  

03 - mimowera sxvadasxva organizaciebTan saqarTveloSi;  

04 - mimowera ucxoeTis qveynebTan da saerTaSoriso organizaciebTan, maT 

Soris fondebTan. 

 

• nomeri  

gulisxmobs saidentifikacio rigiT nomers  

 

magaliTi: saxelmwifo kancelariidan Semosulia werili.  

misi danomvra moxdeba Semdegi sistemis mixedviT: I-01/15 (Tu werili aris rigiT me-

15)  

 
4.2.რას გულისხმობს კორესპოდენციის რევიუ 
 

(a) werilis mokle Sinaarsis registrirebas;  

(b) direqtorTan SeTanxmebas, Tu vis daeweros rezolucia am werilze 

pasuxisaTvis;  

(c) werilze pasuxismgeblisaTvis werilis Cabarebasa da kontrolze ayvanas.  
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4.3. ორგანიზაციის დოკუმენტაციის წარმოების წესები  
 

organizaciuli dokumentacia iyofa Semdeg ZiriTad saxeebad:  

 

(a) Sida saofisis brZanebebi inomreba Semdegi sistemiT:  

“O” (inglisuri sityvidan Office) da brZanebis organizaciuli nomeri. 
 

(b) mivlinebebTan dakavSirebuli brZanebebi inomreba Semdegi sistemiT:  

T (inglisuri sityvidan Trip) da brZanebis organizaciuli nomeri. 
 

(c) kontraqtebi da qvekontraqtebi inomreba Semdegi sistemiT:  

- StatisTvis: S 01 (anu Staff) 01, 02 da a. S.  

- konsultantebisaTvis: C (anu Consultants) 01, 02 da a. S.  

- ofisis arendisaTvis: R (anu Rent) 01, 02 da a. S.  

- qvekontraqtisaTvis: SC (anu Sub-contract) 01, 02 da a.S. 
 

SeniSvna: Tu romelime dokumenti dakavSirebulia romelime mimdinare proeqtTan, 

brZanebas emateba donoris saxelis abreviatura.  
 

mag.: Tu ofisis rentas ixdis gaeros romelime proeqti, maSin dokumentis nomeri 

iqneba Semdegnairi: R/UN/03, 04 an 05 da a.S.  
 

 
 

Tavi 5. fondis finansuri politika da procedurebi 
 
5.1. mizani da mniSvneloba  
 
fondis finansuri politika da procedurebi moicavs wesebs, procedurebsa da 

saaRricxvo dokumentacias, rac gankuTvnilia aqtivebis dasacavad da saimedo 

finansuri aRricxvis uzrunvelsayofad. fondis finansurma politikam da 

procedurebma unda uzrunvelyon dasabuTebuli garantiebi imisaTvis: 

 

• rom organizaciis saqmianoba Seesabameba saqarTvelos kanonmdeblobasa da 
finansur politikas, aseve SesabamisobaSia moyvanili saerTaSoriso 

donorebis finansur politikasTan; 

• rom organizaciis fondebi da xarjebi Sesabamisi kontrolis qveSaa; 

• rom organizaciis mier warmoebuli finansuri angariSgeba warmoebs zustad, 
sworad da saimedod; 

• finansuri garigebebi xorcieldeba xelmZRvanelobis nebarTviT; 

• xorcieldeba aqtivebis aRricxva; 

• aqtivebze xeli miuwvdebaT mxolod amaze uflebamosil pirebs; 

© CIPDD Operational Manual - 2006 31 



programuli saxelmZRvanelo 

• saaRricxvo dokumentaciisa da realurad arsebuli aqtivebis periodulad 

Catarebuli Sedareba SesaZleblobas iZleva gamovlindes Seusabamobebi, ris 

safuZvelzec ganxorcieldeba saTanado qmedeba. 
 
 
5.2. organizaciis politika  

 
(a) organizaciis yvela fondi unda inaxebodes bankSi mSvidobis, demokratiis da 

ganviTarebis kavkasiuri institutis saxelze gaxsnil sabanko angariSze. Tu 

SesaZlebelia, Tanxa unda Senaxul iqnes procentian depozitur angariSebze. 

 

(b) savaldebuloa, organizacias hqondes ori sabanko angariSi: erTi - erovnul 

valutaSi finansuri operaciebis sawarmoeblad da meore – ucxour valutaSi.  
 
(c) roca donori iTxovs calke angariSis gaxsnas mis mier organizaciisTvis 

gacemuli TanxebisaTvis, organizaciam unda uzrunvelyos aseTi saxis sabanko 

angariSis gaxsna. Tu es SeuZlebelia garkveuli mizezis gamo, amis Sesaxeb unda 

ecnobos organizaciis gamgeobasa da Sesabamis donors 
 
(d) gamotana sabanko angariSidan unda xdebodes CekebiT an bankis saxelze 

Sedgenili weriliT, romelic xelmowerilia ori pasuxismgebeli piris mier da 

romelsac aqvs organizaciis baWedi.  
 
(e) nebismieri Tanxa, romelic gamotanil iqneba bankidan, unda inaxebodes 

organizaciis seifSi, sanam moxdeba am Tanxebis gacema.  
 
(f) Tanxebis kargi marTvisa da kontrolisaTvis seifSi unda inaxebodes 

minimaluri Tanxa, romelic Seesabameba am momentisaTvis ofisis moTxovnebs. 

sasurvelia, bankSi arsebul angariSebze adgilobriv valutaSi mcire Tanxebis 

Senaxva, raTa ar moxdes organizaciis fondebis Semcireba valutis 

konvertaciis kursis cvlilebis SemTxvevaSi. 
 
(g) valutis gadacvlis nebismieri operacia unda ganxorcieldes bankSi an 

valutis gadamcvlel oficialur dawesebulebebSi. Savi bazari ar unda 

gamoiyenebodes organizaciis mier aseTi saxis transaqciebis Casatareblad.  
 
(h) organizaciis fondebis gamoyeneba sxvadasxva saxis gadaxdebisaTvis unda 

xdebodes oficialuri organizaciis mier damtkicebuli sagadasaxado formebis 

saSualebiT.  
aqtivebis dacva: organizacia valdebulia saimedod daicvas aqtivebi, romlebic 

moicavs grantebs, qonebasa da aRWurvilobas, sabuRaltro angariSebsa da Tanmxleb 
dokumentacias (angariSfaqturebi, qviTrebi da a.S.). Tu aris imis saWiroeba, rom 

gansazRvruli Tanxa Senaxul iqnes angariSgareT, maSin igi unda inaxebodes ofisis 

seifSi. Tanxaze xeli miuwvdeba mxolod finansur menejers, aRmasrulebel 

direqtors da Tavmjdomares. 
 
 
5.3.organizaciuli biujeti da misi gansxvaveba proeqtuli 

biujetisagan  

 

5.3.1. organizaciuli biujetis Sedgenisa da damtkicebis procedurebi 
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organizaciuli biujeti faqtobrivad warmoadgens proeqtebis biujetis da 

Semowirulobebis konsolidirebul formas.  
organizaciis finansuri weli emTxveva kalendarul wels. 
yoveli wlis bolos aRmasrulebeli direqtori finansur menejerTan erTad 

adgens organizaciis momavali wlis biujetis samuSao variants. am dros isini 

xelmZRvaneloben wina wlidan morCenili Tanxebis, ukve gadmoricxuli 

Semowirulobebisa da axlad dafinansebuli proeqtebis biujetebiT, romelTa 

damtkicebis Sesaxeb informacia mosulia donorisagan.  
biujetis samuSao varianti ganixileba da mtkicdeba gamgeobis sxdomaze.  

 
5.3.2.biujetis cvlileba  

organizaciis biujetis cvlileba xdeba im SemTxvevaSi Tu:  

 

- organizaciis angariSze finansuri wlis ganmavlobaSi Semodis damatebiTi 

Tanxebi (es SesaZloa gamowveuli iyos wlis ganmavlobaSi axali proeqtebis 
dafinansebiT an SemowirulobebiT);  

 

- proeqtebis mimdinareobam wlis ganmavlobaSi moiTxova damtkicebuli 

biujetis gadanawileba.  

axali Tanxis SemosvlisTanave igi unda aisaxos organizaciis biujetSi; anu iseve 

iqmneba ukve axali biujetis samuSao varianti (sxva sityvebiT, igi ganicdis 
revizias).  

 

axali biujetis damtkicebisTanave wina biujeti avtomaturad uqmdeba.  

 

biujetis reviziaTa raodenoba wlis ganmavlobaSi SezRuduli ar aris. 
 
 
5.4. naRdi fulis procedurebi  
 
(A) naRdi fulis usafrTxoeba  
 

organizaciam unda gaataros Sesabamisi zomebi, raTaA daicvas naRdi fuli da 

qoneba. finansur menejers xeli unda miuwvdebodes naRd fulze.  

 

(B) Sesyidva/naRdi fulis moTxovna da damtkiceba  
 

Sesyidva/naRdi fulis moTxovna (ix. danarTi 11) SeiZleba waradginos: 10 aSS 

dolaris odenobis da masze naklebi danaxarjebi ofisis menejerma. im sagnebis 

SeZena, romelTa Rirebuleba meryeobs 10 aSS dolaridan 100 aSS dolaramde 

proeqtis menejerma. xolo, romelTa Rirebuleba meryeobs 100 aSS dolaridan 

da zeviT, maTi SeZena unda damtkicdes aRmasrulebeli direqtoris mier. am 

ukanaskneli kategoriis sagnebis SeZena mxardaWeril unda iqnes Sesyidvis 

blankiT (ix. danarTi 11), analiziTa da dasturiT.  

 

(C) gacvlis formebi 
 

rodesac ucxour valutas (aSS dolars, evros da a.S.) vcvliT qarTul 

larebze, gadaricxva unda ganxorcieldes Sesabamisi dawesebulebis mier, 

© CIPDD Operational Manual - 2006 33 



programuli saxelmZRvanelo 

romelic amas ganaxorcielebs qviTriT (Tu Sesalebelia aseTi qviTriT 

uzrunvelyofa), sadac aRniSnuli iqneba TariRi, odenoba da gadacvlis kursi. 
 
(D) aucilebeli dokumentacia  
 

qviTari sasurvelia yvela danaxarjze. Tu qviTari ar iqneba warmodgenili, am 

SemTxvevaSi dasturi Sesyidvaze unda movipovoT aRmasrulebeli 

direqtorisagan. 
TiToeuli qviTari (invoisi) Tan erTvis winaswar danomril Sesyidva/naRdi 
fulis moTxovnis formas (ix. danarTi 11).  
im SemTxvevaSi, Tu Sesyidvisas SeuZlebelia angariS-faqturis mopoveba, 

gadaxdis damadasturebeli forma (ix. danarTi 13) unda Seivsos TanamSromlis 

mier, sadac miTiTebuli iqneba danaxarjis mizani, raodenoba da TariRi am 

garigebisa.  
 
 
5.5. sabuRaltro aRricxvebisa da Canawerebis warmoeba 
 
buRaltruli aRricxvis warmoeba: buRaltruli aRricxvis warmoeba mimdinareobs 

saqarTvelos kanonmdeblobis Sesabamisad da buRaltruli aRricxvis saerTaSoriso 

standartebis mixedviT.  
 
5.5.1. politika da procedurebi: 
 
zemoT aRwerili Canawerebis warmoebasTan erTad unda xdebodes Semdegi ZiriTadi 
saxis sabuRaltro aRicxva, romelTaA saSualebiTac moxdeba naRdi fulis brunvis 

aRricxva ZiriTadi Canawerebidan: 
 
(A) mTavari sabuRaltro wigni 
 

mTavari sabuRaltro wigni gamoiyeneba imisaTvis, raTa moxdes yvela saxis 

safinanso transaqciis aRricxva ZiriTad safinanso Canawerebze dayrdnobiT; mag. 

gadaxdis damadasturebeli formebi da a.S. Sesabamisi proeqtisa da angariSebis 

aRricxvis Sesabamisad. yoveli Tvis dasawyisSi mTavari sabuRaltro wigni 
iwyeba imiT, rom masSi aRicxulia organizaciis aqtivebi da valdebulebebi 

Tvis dasawyisisaTvis; mag.: banki, naRdi fuli seifSi da avansebis angariSis 

balansi (aqtivebis balansi). mTavari sabuRaltro wignis ganaxleba unda 

xdebodes regularulad. TiToeul garigebas Tan unda axldes qviTari.  
 
(B) mZRolis Jurnali (ix. danarTi 14) 
 

institutis balansze ricxuli da ama Tu im proeqtis farglebSi gamoyenebuli 
TiToeuli avtomanqanis mier gavlili kilometraJi unda Caiweros mZRolis 

JurnalSi. sawvavis xarjva unda kontroldebodes mZRolis JurnalSi arsebul 

CanawerebTan SedarebiT.  
 
(C) telefoni/faqsis saregistracio Jurnali (ix. danarTi 15) 
 

telefonis/faqsis xarjebi Setanil unda iqnes saregistracio JurnalSi da 

Semowmdes finansuri menejeris an administraciuli asistentis mier.  
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(D) sainventaro Jurnali (ix. danarTi 16) 
 

organizaciis inventari eqvemdebareba inventarizacias erTeulebze Sesabamisi 

sainventaro kodebis miniWebiT (ix. danarTi 17). Sesabamisad, Seqmnilia 

specialuri kompiuteruli nusxa (ix. danarTi 16).  
 
5.5.2. Canawerebis Senaxva  
 
donoris Sida saauditoro jgufi an gare auditori axdens organizaciis audits. 

organizacia valdebulia registracia moaxdinos da Seinaxos yvela finansuri 

Canaweri da Seinaxos isini minimum sami wlis ganmavlobaSi.   

 

5.6. sanqcirebis politika  

 
(a) sanam moxdeba esa Tu is finansuri transaqcia bankidan, seifidan an avansiis 

saxiT, es transaqcia unda damtkicdes avtoritetuli piris mier. sxva 

SemTxvevaSi dauSvebelia Tanxis gamotana bankidan an seifidan da raime 

transaqciis Catareba.  

(b) gadaxdis Ceks xeli unda moeweros avtoritetuli piris mier da mxolod am 

SemTaxvevaSi CaiTvleba es transaqcia ganxorcielebulad.  

(c) yvela saxis mniSvnelovani Tanxis gadaxdaze saWiroa am transaqciis sanqcireba 

pasuxismgebeli piris mier..  

(d) nebismieri saxis gadaxdas, CekiT iqneba es Tu naRdi fuliT, an Tanxis 

gamotanas bankidan esaWiroeba ori piris xelmowera.  
 
5.7.damatebiTi dokumentacia da masTan dakavSirebuli 

politika  
 

(a) nebismier transaqcias, warmoebuls banks gareT, Tan unda daerTos Sesabamisi 

dokumentacia, mag.: Ceki, angariSfaqtura, kontraqti da a.S.  
(b) Sesabamisi dokumentacia gulisxmobs dokuments, romelzec aRniSnulia 

momwodeblis saxeli, misamarTi, beWedi. gulisxmobs agreTve produqtis an 

servisis aRwerasa da mis Rirebulebas.  
(c) dauSvebelia raime saxis gadaxdis warmoeba Sesabamisi aucilebeli dokumentaciis arsebobis 

gareSe.  
(d) Sesabamisi aucilebeli dokumentacia unda iyos originali, dauSvebelia 

gadaxdis warmoeba qseroaslebiT.  

(e) organizaciis finansurma menejerma ar unda miiRos Ceki, Tu masze ar aris 
momwodeblis beWedi an salaros amonabeWdi.  

 
 

5.8.mcire Tanxis transaqciis politika da procedurebi  
 

 
(a) ganisazRvros mcire Tanaxis gadaxdis da avansis raodenoba  100 aSS dolariT. 

(b) mcire Tanxebis gadaxda warmoebs avansis sistemis saxiT, risi saSualebiTac 

gansazRvruli raodenobis Tanxa gamoiyfa seifidan da gadaecema finansur 

menejers. mcire transaqciebisaTvis gaTvaliswinebuli Tanxis Sevseba xdeba an 

periodulad an mas Semdeg, rac igi daixarjeba da gatarebul iqneba 

sabuRaltro JurnalSi. 
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(c) sanam damTavrdeba avansi, finansuri menejeri amzadebs mcire Tanxis moTxovnis 
formas, raTa moxdes kompensireba im Tanxisa, romelic gadaxdilia mcire 

Tanxebidan. finansurma menejerma aseve unda moamzados angariSi im gadaxdebisa, 

romlebic warmoebulia mcire Tanxebis CekebiT, maTi sruli raodenoba, raTa es 

informacia Setanil iqnes sabuRaltro JurnalSi.  

(d) Tanxis kompensireba unda moxdes gadaxdis Cekis wardgenis SemTxvevaSi. 
 

 

5.9.proeqtebis kodebis politika  

 

imisaTvis, raTa gaadvildes xarjebze Tvalyuris devnebisa da aRricxvianobis 

procesi, SemoRebulia kodebis sistema yvela proeqtisa da grantisaTvis.  

 

(a) proeqtebs miniWebuli aqvT kodebi saerTaSoriso sabuRaltro standartebis 

Sesabamisad, proeqtebi agreTve danomrilia proeqtebis danomvris Sida sistemis 

mixedviT, rac moicavs donoris saxels da mis mier miniWebul proeqtis kods 

(mag.: EURASIA-C02-4029).  
 
 
5.10.sabuRaltro kodebis sistema 
 
organizacia, eqvemdebareba ra qarTul kanonmdeblobas, misi sabuRaltro sistema 

SesabamisobaSia moyvanili saqarTvelos sabuRaltro kodebis sistemasTan. 
 
 
5.11.valdebulebebisa da pasuxismgeblobebis ganawilebis 

sistema  
 
organizaciaSi, rogorc finansur, ise sxva ganyofilebaSi, valdebulebebi da 

pasuxismgeblobebi ise unda ganawildes, rom ar moxdes erTi garkveuli saxis 

saqmianobis imdagvarad warmarTva, rom masSi CarTuli iyos mxolod erTi 

TanamSromeli da mxolod is axdendes am saqmianobis menejments Tavidan bolomde.  

 
magaliTad, dauSvebelia, rom erTi da igive TanamSromeli axdendes Tanxis 

Senaxvas, Cekebis momzadebas, nebarTvis gacemas Tanxis gacemaze da igive piri 

axdendes am transaqciis aRricxvas sabuRaltro wignSi. organizaciaSi saqmianobebi 

ise unda iyos ganawilebuli, rom erTi TanamSromlis saqmianoba avtomaturad 

mowmdebodes meore TanamSromlis mier.  
 
 
5.12.avansebi  
 
politika: 
organizaciis politika krZalavs pirovnuli saxis avansebisa da sesxebis gacemas 

organizaciis fondebidan. organizaciis politikisa da proceduris mixedviT, 

nebadarTulia mxolod Semdegi saxis avansebi:  

 

(a) samivlinebo avansi  
 

organizaciis politikisa da proceduris mixedviT nebadarTulia samivlinebo 

avansebis gacema im mgzavrobebze, romlebic damtkicebulia da dasabuTebulia 
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organizaciis interesebidan da miznebidan gamomdinare. aseTi saxis avansebi 

SesabamisobaSi unda iyos mosuli organizaciis samivlinebo politikasa da 

procedurasTan da mivlinebidan dabrunebidan 3 dRis ganmavlobaSi finansur 

menejers unda Cabardes damtkicebuli mivlinebis xarjebis anagariSi (ix. 

danarTi 4), romelsac Tan erTvis Sesabamisi Cekebi.  

 

(b) organizaciis saqmianobasTan dakavSirebuli avansebi 
 

roca organizaciis xelmZRvaneloba, organizaciis miznebidan gamomdinare 

miiCnevs, rom saWiroa avansis gacema ama Tu im servisisa Tu teqnikis SesaZenad 

TanamSromelze gacemuli iqneba avansi. rogorc ki moxdeba Tanxis gadaxda 

finansur menejers unda Cabardes xarjebis anagariSi, romelsac Tan erTvis 

Sesabamisi Cekebi. 
 
5.13. auditi 

 

biujetis Sedgenisas gaTvaliswinebuli unda iyos Tanxa wlis ganmavlobaSi (an mis 

bolos) organizaciis finansuri nawilis auditisaTvis.  
5.10.1 auditis angariSi  
(a) organizacias SeiZleba gaaCndes saxsrebi, romelsac Cautardeba auditi 

damoukidebeli saxelmwifo auditoris mier, rogorc saxelmwifo, aseve 

saerTaSoriso saauditoro standartebis Sesabamisad. 

• ინსტიტუტის buRaltruli saqmianoba gadis rogorc periodul, 
ise wliur auditorul Semowmebas; 

• auditorul kontrols axorcielebs რომელიმე სერთიპიცირებული 
აუდიტორული კომპანია,  

• აუდიკომპანია amowmebs sabuRaltro aRricxvas, yofelTviur, 
yovelkvartalur da wliur sagadasaxado dekleraciebs; 

• iZleva rekomendaciebs samuSao procesSi gamovlenili 
naklovanebebis aRmosafxvrelad;  

• eweva konsultaciebs sagadasaxado kodeqsTan dakavSirebiT;  

• iZleva informacias institutis saqmianobasTan dakavSirebul 
sagadasaxado kanonmdeblobaSi momxdari cvlilebebis Sesaxeb;  

• icavs institutis interesebs sagadasaxado organoebis winaSe; 

• instituis administraciis mier gamoyofilia xelmZRvaneli da 
pasuxismgebeli pirebi, romlesac gaeweva auditoruli 
konsultacia: finansuri direqtori, aRmasrulebeli direqtori, 
buRalteri; 

• institutis administracia valdebulia konsultantebi 
uzrunvelyos samuSaod aucilebeli pirobebiT; 

• finansuri direqtori warudgens yvela saWiro dokuments 
konsultantebs/auditorebs 

• auditorebis rekomendaciis Sesrulebas uzrunvelyofs finansuri 
direqtori da aRmasrulebeli direqtori; 

(b) dawerili saauditoro angariSi dasrulebisTanave unda waredginos 

aRmasrulebel direqtors. organizaciam eqvsi Tvis ganmavlobaSi unda 
uzrunvelyos Sesabamisi Sesworebebis Catareba saauditoro moxsenebis 

rekomendaciebze dayrdnobiT.  
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(c) organizacia xelmisawvdoms xdis Canawerebsa da safinanso gancxadebebs, Tu 

aris amis aucilebloba. 

(d) organizacia Tanaxmaa, donorebma Caataron iseTi safinanso mimoxilvebi, 

romelic saWiroebs audits, an uzrunvelyos Sesabamisi proeqtebis xarjis 

gasavlebis angariSgebianoba, saauditoro moTxovnebis miuxedavad. 

5.10.2 safinanso Canawerebis inspeqtireba  
(a) organizacia Tavis ofisSi inaxavs srul safinanso da sabuRaltro Canawerebs 

da sabuRaltro Jurnalebs, romlebic SesabamisobaSia saerTaSoriso 
sabuRaltro principebTan. aseve dokumentebs, romlebic exeba Sesyidvebsa da 

kontraqtebs.  

(b) yvela Canaweri, inaxeba organizaciis dasturiT da SesaZleblobas iZleva, raTa 

moxdes organizaciis valdebulebebisa da garantiebis inspeqtireba da auditi.  

 

5.14.finansuri ganyofilebis funqcionirebis da Tanxebis moZraobis 
procedura 

• bankSi angariSze fulis Caricxvas akontrolebs buRalteri an 
finansuri direqtori 

• proeqtebis Sesrulebis mizniT Tanxebis xarjva xdeba proeqtis 
biujetis Tanaxmad  

• fulis xarjvis paralelurad yvela sagadasaxado valdebulebis 
Sesrulebas uzrunvelyofas finansuri direqtori da buRalteri 

• proeqtis direqtori/koordinatori avsebs Tanxebis moTxovnis 
standartul baraTs 

• baraTi waredgineba aRmasrulebel direqtors an Tavmjdomares 
vizirebisaTvis 

• buRalteria axorcielebs Tanxis gamotanas an gadaricxvas 
vizirebuli baraTis Tanaxmad 

• xelfasi da honorari gaicema an gadaricxviT an xelze saTanado 
uwyisebis Tanaxmad, romelic inaxeba buRalteriaSi 

• angariSvaldebul piri pasuxismgebelia gacemuli Tanxis xarjvis 
damadasturebeli sabuTebis wardgenaze (sasaqonlo zednadebi, 
angariS-faqtura, sahororaro da saxelfaseo uwyisebi) 

• garda zemoaRniSnulisa Tanxebis gaxarjva SeiZleba moxdes 
warmodgenili inviosebis Tanaxmad da institutis Tavmjdomaris 
an aRmasrulebeli direqtoris gankargulebis safuZvelze 

• winaswar SeTanxmebuli sqemis mixedviT finansuri direqtori 
periodul angariSs abarebs aRmasrulebel direqtors an 
Tavmjdomares, rogorc calkeuli proeqtis xarjebis, ise saerTo-
sainstituto fnansuri mdgomareobis Sesaxeb  

 

 
 
Tavi 6. ZiriTad saSualebaTa Sesyidva da momxmareba  

 

6.1. organizaciis pasuxismgebloba  

organizaciam ar unda SeiZinos nivTebi an produqti, romlebic warmoebulia 

Semdeg qveynebSi: kamboja, kuba, laosi, libia, CrdiloeT korea, siria, vietnami. 
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organizacias ara aqvs ufleba SeiZinos qvemoT CamoTvlili produqtebi donorebis 

TanxebiT donorTan winaswari konsultaciisa da misgan nebarTvis gareSe: 
(i) sasoflo-sameurneo teqnika 

(ii) avtomobilebi 

(iii) farmacevtuli produqtebi 

(iv) pesticidebi 

(v) rezini da plastifikatorebi, romlebic qimiur SenaerTebs Seicavs  

(vi) naxmari teqnika  

(vii) sasuqi 

(viii) saCuqrebi, alkoholuri sasmelebi da Tambaqos produqcia 
organizaciis fondebi ar unda iyos gamoyenebuli Semdegi saqmianobebisaTvis: 

(i) religiuri saqmianobisaTvis 

(ii) im saqmianobebisaTvis, romlebic iwveven an xels uwyoben kanonis 

darRvevas  

 

6.2. organizaciis ZiriTad saSualebaTa saqarTveloSi 

Sesyidvis wesebi  
 
fonds aqvs ZiriTadi saSualebebis Sesyidvis sami ZiriTadi forma: 

(I) pirdapiri Sesyidva – im saSualebebisaTvis, romelTa Rirebuleba ar 

aRemateba 300 aSS dolars, ar aris aucilebeli Rirebulebis analizis 

warmoeba.  

(II) bidingi - im saSualebebisaTvis, romelTa Rirebuleba meryeobs 300 aSS 

dolarsa da 10 000 aSS dolars Soris, saWiroa fasebis SedarebTi 

analizis damadasturebeli damatebiTi dokumentacia.  

(III) tenderi - im saSualebebisaTvis, romelTa Rirebuleba aRemateba 10 000 

aSS dolars, aucilebelia gvqondes fasebis SedarebiTi analizi, unda 

arsebobdes minimum sami SemoTavazeba da dasabuTeba imisa, Tu ratom iqna 

arCeuli esa Tu is kandiditi.  

bidingi: unda arsebobdes minimum sami sxvadasxva oficialuri SemoTavazeba, 

registrirebuli individualuri mewarmis an organizaciis mier, romlebic 

damowmebuli iqneba momwodebeli organizaciis beWdiT. produqciis SerCeva unda 

moxdes organizaciis aRmasrulebeli direqtoris mier specialuri brZanebis 
Tanaxmad, sadac aRwerili unda iyos ama Tu im pirisadmi upiratesobis miniWebis 

konkretuli mizezebi (fasi, sagarantio momsaxureba, produqciis xarisxi, 

mowodebisa da gadaxdis pirobebi da misT.). es maxasiaTeblebi Setanil unda iqnes 

specialur formaSi “Sesyidvis blanki” (ix. danarTi 20). saqonlisa da 

aRWurvilobis TiToeuli tipisaTvis, mag.: kompiuteris, printeris, skanerisaTvis 

ivseba calkeuli blankebi. blankis Sevsebisas aucilebelia aRWurvilobis 

identurobis dacva, raTa SesaZlebel iqnes saTanado Sefaseba. 

 

tenderi: Sedgeba 2 erTdrouli procedurisagan:  
procedura 1: saqonlis Sesyidvis Sesaxeb informacia unda gamoqveyndes 
adgilobriv yvelaze metad kiTxvad gazeTSi Semdegi standartuli teqstis 

gamoyenebiT:  
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mSvidobis, demokratiis da ganviTarebis kavkasiur instituts aqvs pativi gamoacxados 
tenderi Semdegi saqonlis SesaZenad:  

dasaxeleba:  

raodenoba:  

gTxovT, faqsis saSualebiT mogvawodoT Tqveni SemoTavazebani ara ugvianes [TariRi]  

specialuri pirobebi (Tu aseTi arsebobs)  

sakontaqto informacia: . . . . . . 

 
procedura 2: pirveli proceduris paralelurad unda moxdes bazris Seswavla, 

ris safuZvelzec unda Seiqmnas potenciur gamyidvelTa sia da maTac unda 

gaegzavnos igive teqsti.  
 
pirveli proceduris arsi mdgomareobs procesis gamWvirvalobaSi, xolo meore 

procedura gvicavs maRalxarisxovani produqciis SemomTavazeblebis tenderis 

procesidan SemTxveviT amovardnisagan.  

 
organizaciis ZiriTad saSualebaTa sazRvargareT Sesyidvis wesebi  
procesi igivea, rac saqarTveloSi, mxolod gazeTSi gamocxadebis proceduris 

gareSe.  

 
 

Tavi 7. organizaciis inventaris menejmenti  

 
organizaciis inventari iyofa or ZiriTad nawilad:  

 

- cveTadi: avtomanqanebi, kompiuteruli aRWurviloba da generatorebi;  

- mcirefasiani inventari.  

 

7.1. cveTadi inventaris Senaxvis wesebi  

 

aRWurvilobis SeZenisTanave organizacia movalea, rom igi dasvas organizaciis 

balansze da Seitanos sainventaro uwyisSi (ix. danarTi 21). sainventaro uwyisSi 

Setanil unda iqnes yvela is nivTi, romlis sasargeblo samuSao dro aRemateba 1 

wels. sainventaro uwyisi unda moicavdes Semdeg grafebs: 

 

• saqonlis dasaxeleba 

• kodi 

• modelis nomeri 

• seriuli nomeri 

• Sesyidvis TariRi 

• fasi 

• im saxsrebis wyaro, romelTa safuZvelzec saqoneli iqna SeZenili (grantis 

nomeri) 

• pasuximgebeli piri 

• informacia saqonlis adgilmdebareobis Sesaxeb 
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sainventaro uwyisis mixedviT, organizaciis administraciis Sesabamisi piri 

uzrunvelyofs inventaris samuSao mdgomareobaSi SenarCunebas. sainventaro uwyiss 

Tan unda erTodes Tanmxlebi dokumentacia. saaRricxvo dokumentacia, romelic 

ganekuTvneba aRWurvilobis Sesyidvas, unda inaxebodes ofisSi misi SeZenidan, sul 

mcire, sami wlis ganmavlobaSi. 
sainventaro uwyisi unda dasruldes sabolood finansuri menejeris mier da 

xelmoweril iqnes aRmasrulebeli direqtoris mier.  
 

 

7.2. mcirefasiani inventaris Senaxvis wesebi  

 

mcirefasiani inventaris daZvelebis gamo mwyobridan gamosvlis SemTxvevaSi mis 

SekeTebas/gamocvlas axorcielebs organizacia; winaaRmdeg SemTxvevaSi 

SekeTeba/gamocvlis Tanxebs gaiRebs piri, viszedac gapirovnebulia inventari.  
 

xelsawyo-iaraRebis gamotana da gamoyeneba xdeba administraciis Sesabamisi 

TanamSromlis saSualebiT. xelsawyo-iaraRebisaTvis Seqmnilia specialuri cxrili 

(ix. danarTi 25), romelic moicavs Semdeg grafebs: 

• xelsawyo-iaraRis dasaxeleba 

• TanamSromlis saxeli, gvari 

• aRebis miznobrioba 

• aRebis dro 

• dabrunebis SeTanxmebuli TariRi 

• dabrunebis TariRi 
• xelsawyo-iaraRis mdgomareoba dabrunebisas 

 

7.3. organizaciis ZiriTad saSualebaTa gapirovnebisa da 

moxmarebis wesebi  

gapirovneba gulisxmobs organizaciis kuTvnili ZiriTadi saSualebebis garkveuli 

droiT mimagrebas gansazRvrul pirze. gapirovnebas eqvemdebareba organizaciis 
qvemoT CamoTvlili kuTvnili saSualebebi:  

- avtomanqanebi  

- kompiuterebi  

- fototeqnika  

- samivlinebo da saeqspedicio aRWurviloba  

- samuSao magidebi da skamebi 

• avtomanqanis gapirovnebis SemTxvevaSi pirovneba, viszec gapirovndeba 
avtomanqana, valdebulia eqvs TveSi erTxel (mivlinebebisa da 

eqspediciebisagan damoukideblad) Cautaros teqnikuri daTvaliereba (anu 

Seafasos manqanis mdgomareoba) Sesabamis teqmomsaxurebis centrSi. 

teqdaTvalierebis xarjebs anazRaurebs organizacia.  

• organizaciis mier mowyobili teqnikuri daTvalierebis Sedegad 

teqmomsaxurebis werilobiTi daskvnis safuZvelze gamovlenili 

gaumarTavobebis remonts, Tu igi ar aris gamowveuli momxmareblis mier, 
anazRaurebs organizacia.  

• avtomanqanebis Senaxvisa da sawvavisaTvis gamoyofili iqneba yovelTviuri 

Tanxa, romlis dadgena xdeba direqtoris brZanebiT. am Tanxis gadaWarbebis 

SemTxvevaSi Tanxas avtomanqanis Senaxvisa da sawvavisaTvis ixdis is 

pirovneba, vizec gapirovnebulia manqana.  
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• organizacia uzrunvelyofs Tanxas avtomanqanaSi zeTis gamocvlisaTvis.  

• avtomanqanebis yovelwliur saxelmwifo teqdaTvalierebis safasurs 

anazRaurebs organizacia.  

• erTjeradi mindobiloba fiqsirebuli TariRebiT sxva pirze gaicema mxolod 
gansakuTrebul SemTxvevaSi direqtoris gankargulebiT.  

• mindobiloba samivlinebo manqanaze mivlinebis dros daiwereba fiqsirebuli 

TariRebiT.  

• fototeqnikisa da samivlinebo aRWurvilobis gapirovneba gulisxmobs 
organizaciis kuTvnili fototeqnikisa da samivlinebo aRWurvilobis 

garkveuli droiT mimagrebas gansazRvrul pirze.  

• fototeqnikisa da samivlinebo aRWurvilobis meqanikuri dazianebis 

SemTxvevaSi aRdgenis Tanxas ixdis momxmarebeli.  

• dazianebuli fototeqnikisa da samivlinebo aRWurvilobis remonti xdeba 
gansazRvrul vadaSi. Tu pirovneba am gansazRvrul vadas gadaaWarbebs, 

fotoaparati an samivlinebo aRWurviloba CamoerTmeva da mas aremontebs 

organizacia momxmareblis xelfasidan daqviTvis xarjze. fototeqnikis 

imave pirovnebisadmi dabrunebis sakiTxs wyvets gamgeoba.  

• momxmarebeli miiRebs garkveuli raodenobis firebs, romlis gamJRavnebisa 

da dabeWdvis xarjebs ixdis organizacia.  

• kompiuterebis SemTxvevaSi, gapirovnebuli kompiuteris Semowmebis Semdeg 

pasuxismgebloba am kompiuteris mwyobridan gamosvlis gamo ekisreba 

momxmarebels, Tu dazianeba aris gamowveuli araswori mopyrobiT an 

kompiuterze gacemuli dazRvevisa da garantiis pirobebis darRveviT.  

• organizacia krZalavs yovelgvari cvlilebebis Setanas kompiuteris 
programul uzrunvelyofasa da konfiguraciaSi direqciasTan werilobiTi 

SeTanxmebis gareSe.  

• nebarTvas feradi printeris gamoyenebaze aseve gascems direqcia.  

• rac Seexeba samuSao magidebsa da skamebs, gapirovneba xdeba zemoaRniSnulis 

msgavsi pirobebis safuZvelze.  
 
Tavi 8. kompiuterebisa da programuli uzrunvelyofis 

marTva 

 
organizaciaSi programuli uzrunvelyofis (Software), kompiuterebisa (Hardware) da 
sxva teqnikis gamarTulad muSaobaze pasuxismgebelia teqnikuri direqtori da 

sistemis operatori. 
 
 

8.1. informaciis dacva-Senaxva - Back-up 
• yoveli Tvis pirvel orSabaTs TanamSromlebi valdebuli arian, mTeli 

Tvis ganmavlobaSi maTi namuSevari masala Caweron serverze konkretuli 

momxmareblis saxelis Sesabamis folderSi. 

• sistem operatori valdebulia es informacia gadaitanos CD-ze. 

• CD inaxeba specialurad gamoyofil adgilas, ofisis gareT. 

 
8.2 virusebis sawinaaRmdegod miRebuli zomebi - Virus 
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• organizaciis yvela kompiuterze instalirebulia antivirusuli programa. 

• yoveldRiurad xdeba antivirusuli bazis ganaxleba internetidan. 

• antivirusuli programa muSaobs sistemis mudmivi skanirebis reJimSi. 

• TanamSromlebi valdebuli arian, saeWvo werilebis miRebis SemTxvevaSi  

ar gasxnan Semosuli werili da dauyovnebliv mimarTon qselis 

administrators. 

• TanamSromlebi valdebuli arian kviraSi erTxel (paraskevs) TavianT 
kompiuterebze gauSvan antivirusuli programa sistemis Semowmebis 

mizniT. 

 

8.3. kompiuteris / teqnikis moxmarebis zogadi wesebi 

 

• TanamSromlebi valdebuli arian, samuSaos damTavrebis Semdeg gamorTon 

TavianTi kompiuterebi Semdegi TanamimdevrobiT:  

1. procesori 

2. monitori 

3. UPS 
 

• kompiuteris CarTva xdeba Semdegi TanamimdevrobiT: 3, 2, 1. 

• TanamSromlebi valdebuli arian TveSi erTxel Caataron TavianTi 

kompiuterebis defragmentacia. 

• Tu maT kompiuterebze wamoWrili problema scildeba maT kompetencias, 
unda mimarTon sistemis administrators. TanamSromlebma araviTar 

SemTxvevaSi ar unda awarmoon TviTneburi operaciebi (es punqti exeba 

rogorc kompiuterebs, printerebs, aseve sxva teqnikas). 

• organizaciaSi arsebuli teqnika gamoyenebul unda iqnes mxolod 

samsaxurebrivi miznebisaTvis. 

• organizacia krZalavs yovelgvari cvlilebebis Setanas kompiuteris 
programul uzrunvelyofasa da konfiguraciaSi direqciasTan werilobiTi 

SeTanxmebis gareSe. 

• ikrZaleba kompiuterebSi TamaSebisa da arasaofise programebis 

instalireba. 

• ikrZaleba kompiuterebis daSla. 

 

 

Tavi 9 monitoringi, Sefaseba da angariSgeba  
 
9.1. organizaciis monitoringisa da Sefasebis procesi da 

procedurebi  
 

gamgeoba TavmjdomaresTan erTad axdens organizaciis saqmianobis dagegmarebas 

(strategia da samoqmedo gegma). samoqmedo gegma gadaecema administracias, 

romelsac igi cxovrebaSi atarebs winamdebare dokumentis mixedviT.  
wlis samoqmedo gegmis safuZvelze isazRvreba Sefasebis kriteriumebi.  
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gamgeoba wlis bolos axdens administraciis muSaobis Sefasebas samoqmedo gegmis 

da TanamSromelTa ufleba-valdebulebebis mixedviT. 

 

9.2. angariSgebis sistema  
 

finansuri menejeri periodulad abarebs direqtors xarjTaRricxvis angariSs. 

xarjTaRricxvis angariSi unda iyos warmodgenili organizaciuli formiTac da 

proeqtebis mixedviTac.  
direqtori gamgeobas abarebs periodul angariSs proeqtebis administraciuli 
(proeqtebSi gansazRvruli administraciuli Sefasebis kriteriumebis mixedviT) da 

finansuri msvlelobis Sesaxeb. 
imave Sexvedraze aRmasrulebeli direqtori gamgeobas abarebs angariSs samoqmedo 

gegmis Sesaxeb. 
dagegmili saqmianobis xarisxobriv/raodenobrivi angariSgeba da, Sesabamisad, 

Tanxebis gacemis mkacri regulireba xdeba organizaciaSi arsebuli specialuri 

formebis saSualebiT; dauSvebelia Tanxebis gacema, Tu ar aris dakmayofilebuli 

qvemoT moyvanil formebSi arwerili pirobebi. 
 
9.2.1 proeqtebis formebi  
konkretuli proeqtis perioduli angariSis forma (ix. danarTi 22)  
am dokuments adgens proeqtis koordinatori da gadascems aRmasrulebel 

direqtors, raTa am ukanasknelma Seafasos (Tu saWiroa gamgeobasTan erTadac) 

mimdinare samuSao Semdegi saqmianobebisaTvis, an miiRos Sesabamisi 

gadawyvetilebebi. es formebi gansakuTrebiT mniSvnelovania imisaTvis, rom 

sistematizebuli iyos da daeqvemdebaros advil monitorings is masala, romelic 

saWiroa donorisa da sazogadoebisaTvis wliuri angariSebis mosamzadeblad.  
konkretuli proeqtis wliuri angariSis forma (ix. danarTi 23) – mniSvnelovania 
konkretuli donorisaTvis, aseve, organizaciis wliuri angariSis martivi 

SeqmnisaTvis.  
konkretuli proeqtis saboloo angariSis forma (ix. danarTi 24) – sruldeba 

proeqtis srulad damTavrebisas da mniSvnelovania konkretuli donorisaTvis, 

aseve, organizaciis strategiuli angariSis (mag.: 5 wlis angariSis) iolad 

SeqmnisaTvis.  
 
9.2.2. organizaciuli formebi  
organizaciis perioduli angariSis forma (ix. danarTi 25) da organizaciis 

wliuri angariSis forma (ix. danarTi 26) – zemoT moyvanil formebSi arsebuli 

informaciis gonivrul-logikuri sinTezis Sedegad, aRmasrulebeli direqtori 

adgens am formebs gamgeobisaTvis da Semdeg farTo sazogadoebisaTvis. 

 

9.2.3. proeqtis monitoringi  
proeqtis monitoringis mizania garantireba imisa, rom saqmianobebi, romlebic 

gaTvaliswinebulia ama Tu im proeqtiT, xorcieldeba profesiulad, rom isini 

SesabamisobaSi arian moyvanili organizaciis politikasTan da rom Sesabamisi 

teqnikuri uzrunvelyofa aris garantirebuli, raTa saWiroebis SemTxvevaSi 
moxdes saqmianobis ama Tu im mxaris daxvewa. yoveli kvartalis bolos unda 

moxdes proeqtiT gaTvaliswinebuli saqmianobebis monitoringi. Tu monitoringis 

Sedegad aRmoCenili iqneba mniSvnelovani naklovanebebi, maSin aRmasrulebelma 
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direqtorma unda miiRos gadawyvetileba, rom proeqtis monitoringi Catardes 

ufro xSirad.  
proeqtze dayrdnobiT TiToeuli saqmianobisaTvis aRmasrulebeli direqtori 

adgens mizans, romelic miRweul unda iqnes am aqtivobebiT. monitoringi 

mimarTulia iqiTken, rom moxdes Semdegi punqtebis Semowmeba:  
 

• Seqmnilia menejmentis sistema, romelic uzrunvelyofs imis regularul 

Semowmebas, rom aqtivobebi mimdinareobs proeqtis Sesamabisad; 

• proeqtis aqtivobebi mimdinareobs proeqtuli winadadebis da samuSao 

sqemis mixedviT; 

• proeqti mimdinareobs im saxiT, rom uzrunvelyofili iyos maqsimaluri 
Sedegi proeqtis Sedegad; 

• Seqmnilia sistemebi, raTa moxdes Sedegebis gazomva da angariSi Sesabamis 

pirebTan. 

TiToeuli monitoringis procesis dasrulebisas Sesabamisi ganxilviTi Sexvedra 

tardeba TanamSromlebisaTvis. aRmasrulebeli direqtori sityvierad Seajamebs 
monitoringis Sedegebs da Tu am monitoringis dros identificirebul iqna is 

mxareebi, romlebic saWiroeben daxvewas, Sesabamisi rekomendaciebi CarTuli iqneba 

proeqtis monitoringis angariSSi.  

saboloo monitoringis angariSi waredgineba organizaciis gamgeobas. angariSSi 

unda iyos gamokveTili proeqtis rogorc dadebiTi, aseve uaryofiTi mxareebi. 

agreTve anagariSi unda Seicavdes rekomendaciebs, romlebic uzrunvelyofen 

angariSSi aRniSnuli sisusteebis daZlevas. angariSSi aseve miTiTebuli unda iyos 

periodi, rac saWiroa problebemis koreqtirebisaTvis.  

 
9.2.4. თანამშრომლების ფუნქციონირების მონიტორინგი და ადამიანური 
რესურესების მართვა 

• institutis Tavmjdomare da aRmasrulebeli direqtori 
periodulad awyobs TanamSromlebTan monitoringis Sexvedrebs 

• am Sexvedrebis Sedegad gamovlenili problemebi ganixileba 

ინსტიტუტის sabWos sxdomebze 
• miRweuli Sedegebi periodulad moxsendeba institutis gamgeobas 

• periodulad imarTeba saerTo-sainstituto krebebi, sadac sxva 
sakiTxebTan erTad ganixileba institutis funqcionirebis da 
sxvadasxva jgufebs Soris koordinirebuli moqmedebis sakiTxebi 

• krebebze gamovlenili problemebi gaiTvaliswineba institutis 
gamgeobisadmi Tavmjdomaris mier gakeTebul moxsenebebSi 

• gamgeobis rekomendaciebi gadaecema institutis aRmasrulebel 
direqtors, xolo saWiroebis SemTxvevaSi kuratoriums 

• kuratoriumis mier institutis saqmianobaSi SemCneuli 
darRvevebis SemTxvevaSi is erTveba institutis SigniT 
warmoqmnil sakonfliqto situaciebis mogvarebaSi da 
rekomendaciebs aZlevs gamgeobas 

• saWiroebis SemTxvevaSi kuratoriumi aCerebs gamgeobis im 
gadawyvetilebebs, romelic sakonfliqto situaciis gamomwvevia 
da ewinaaRmdegeba institutis wesdebas 
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Tavi 10. programul saxelmZRvaneloSi cvlilebebisa da 

damatebebis Setanis procedurebi  
winamdebare dokumentSi cvlilebebisa da damatebebis Setanis uflebamosileba aqvs 

mxolod organizaciis gamgeobas.  
organizaciis nebismier wevrs da administraciis nebismier muSaks aqvs ufleba, 

moiTxovos winamdebare dokumentSi cvlilebebisa da damatebebis Setana, risTvisac 

igi mimarTavs institutis Tavmjdomares, romelic sakiTxs gamoitans gamgeobis 
uaxloes sxdomaze.  
ganxilvis Semdeg, cvlilebebisa da damatebebis mowonebis SemTxvevaSi, 

administracia amzadebs saprogramo saxelmZRvanelos axal variants, romelsac 

amtkicebs fondis gamgeoba.  

axali saprogramo saxelmZRvanelo ZalaSi Sedis xelmowerisTanave, riTac wina 

dokumenti avtomaturad uqmdeba. axali saprogramo saxelmZRvanelo daurigdeba 

yvela TanamSromels da gamocxaddeba krebaze. 
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© CIPDD Operational Manual - 2006 47 



programuli saxelmZRvanelo 

Annex 1 
danarTi 1  

 
Job Description 
samuSaos aRweriloba 
 

 

 

saxeli, gvari: 

 

 

organizaciis dasaxeleba: 

 

 

adgilmdebareoba: 

 

 

proeqtis saxelwodeba: 

 

 

Tanamdeboba: 

 

 

angariSvaldebuleba: 

 

 

proeqtis zogadi aRwera:  

(mizani, mosalodneli Sedegebi, saqmianoba, xangrZlivoba, dafinansebis wyaro). 

 

 

ZiriTadi funqciebi da amocanebi:  

(SeiZleba moicavdes informacias proeqtis marTvis, ganxorcielebis, 

zedamxedvelobis, monitoringis, kadrebis marTvis, angariSgebis Sesaxeb da sxva). 

 
 

moTxovnebi:  

(CamoTvaleT moTxovnebi, romelTa dakmayofilebac aucilebeli iyo am Tanamdebobis 
dasakaveblad; mag.: kompiuteris moxmarebis codna, Sesabamis garemoSi muSaobis 

gamocdileba, umaRlesi an saSualo ganaTleba, pirovnuli Tvisebebi – moTminebis 

unari, diplomatiuroba, mosmenis unari da pativiscema kolegebis mimarT, marTvis 

unarCvevebi da a.S. 
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Annex 2 
danarTi 2 

 
DxelSekruleba  

 
Sromis xelSekruleba 

 
q. Tbilisi                            7 marti 2005 w. 
 
 
xelSekrulebis mxareebi 
 
erTis mxriv, mSvidobis, demokratiis da ganviTarebis kavkasiuri instituti 
(SemdgomSi ~instituti~), warmodgenili misi aRmasrulebeli direqtoris _ avTandil 
joxaZis saxiT (SemdgomSi ~administracia~) 
 

da, 
 
meores mxriv, moqalaqe qeTevan yavelaSvuli (SemdgomSi ~muSaki~),  
 

vdebT winamdebare xelSekrulebas Semdegze: 
 

muxli 1. xelSekrulebis sagani 
 
administracia valdebulebas iRebs uzrunvelyos muSaki Sromis saTanado pirobebiT, 
gadauxados xelfasi; 
xolo muSaki valdebulebas iRebs Seasrulos winamdebare xelSekrulebis me-4 
muxlSi gansazRvruli samuSao, daemorCilos Sromis Sinaganawess. 
 

muxli 2. xelSekrulebis vada 
 
winamdebare xelSekruleba dadebulia ganusazRvreli vadiT. 
 

muxli 3. samuSaoze miRebis procedura 
 
3.1 administraciis mier muSakis samuSaoze miReba unda gaformdes brZanebiT 

winamdebare xelSekrulebis dadebidan sami dRis vadaSi. 
3.2 brZanebis gamocxadebis Sesaxeb administraciam muSaks unda CamoarTvas 

xelwerili. 
 

muxli 4. Sesasrulebeli samuSaoebi 
 
4.1 muSaki valdebulia Seasrulos Semdegi samuSaoebi: 

a) administraciis davalebiT ofis-menejeris movaleoba; 
b) Seasrulos administraciis mier misTvis davalebuli sxva samuSaoebi 

specialobis (saqmianobis) gaTvaliswinebiT. 
4.2 am muxlis pirvel nawilSi CamoTvlili valdebulebebi muSakma unda Seasrulos 

srulyofilad da maRalxarisxovnad administraciis mier dadgenil droSi. 

 
 
muxli 5. Sromis anazRaureba 
 
5.1 winamdebare xelSekrulebiT administracia valdebulia muSaks yovelTviurad 

gadauxados xelfasi 250$ eqvivalenti larebSi. 
5.2 administracia itovebs uflebas gazardos am muxlis pirveli nawiliT 

gaTvaliswinebuli xelfasis odenoba institutis Semosavlebis, an 
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Sesasrulebeli samuSaos moculobis gazrdis SemTxvevaSi. amasTan xelfasi 
SeiZleba Semcirdes institutis Semosavlebis, an Sesasrulebeli samuSaos 
moculobis SemcirebasTan dakavSirebiT. 

5.3 xelfasis garda administraciis gadawyvetilebiT muSaks SeiZleba mieces 
damatebiTi gasamrjelo (premia).  

 

muxli 6. xelfasis gacemis pirobebi 
 
6.1 administracia valdebulia xelfasi gasces TveSi erTxel.  
6.2 am muxlis pirveli nawiliT gansazRvrul vadaSi xelfasis gaucemlobis 

SemTxvevaSi, administraciis es valdebuleba gadadis momdevno TvisaTvis. 

 

muxli 7. informaciis gaumJRavnebloba 
 
muSaki valdebulia ar gaamJRavnos institutis konfidencialuri informacia. 

 

muxli 8. qonebisa da dokumentebis gafrTxileba 
 
muSaki valdebulia gaufrTxildes mis xelT arsebul dokumentacias da institutis 
qonebas. 
 

muxli 9. samuSao dro 
 
9.1 muSakis samuSao dro orSabaTs, samSabaTs, oTxSabaTs, xuTSabaTsa da paraskevs 

ganisazRvreba 10 sT-dan 14 sT-mde da 15 sT-dan 19 sT-mde. 
9.2  muSaki valdebulia gamocxaddes samuSao adgilze am muxlis pirveli nawiliT 

dadgenil droSi. 
 

muxli 10. dasvenebis dro. Svebuleba 
 
10.1 dasvenebis dReebia: kvira da SabaTi, agreTve, Sromis kanonmdeblobiT 

gaTvaliswinebuli uqme dReebi. administraciis gadawyvetilebiT SeiZleba 
SemoRebul iqnes dasvenebis sxva dReebi. 

10.2 winamdebare xelSekrulebiT muSaks samuSao dRis ganmavlobaSi eZleva Sesveneba 
14 sT-dan 15 sT-mde, 

10.3 administracia valdebulia muSaks misces yovelwliuri Svebuleba samuSao 
adgilis da xelfasis SenarCunebiT. 

10.4 muSakis Svebuleba moicavs 24 samuSao dRes. Svebulebis periods mxareebi wyveten 
urTierTSeTanxmebiT saqarTvelos moqmedi kanonmdeblobiT dadgenili wesebis 
Sesabamisad. 

 

muxli 11. muSakis disciplinaruli pasuxismgebloba 
 
11.1 muSakis mier samuSaos arasapatio mizeziT erTxel gacdenis SemTxvevaSi igi 

iqneba gafrTxilebuli. gafrTxilebis Semdeg, morigi arasapatio mizeziT 
samuSaos gacdenis SemTxvevaSi, mas gamoecxadeba sayveduri. gafrTxileba da 
sayveduri formdeba brZanebiT, romelic gamoecxadeba muSaks da dadasturdeba 
misi xelmoweriT. 

11.2 ori Tvis ganmavlobaSi 3-jer arasapatio mizeziT samuSaos gacdenis SemTxvevaSi 
administracias aqvs ufleba calmxrivi nebis gamovlinebiT Sewyvitos 
winamdebare xelSekruleba. 

11.3 gacdenad winamdebare xelSekrulebiT CaiTvleba muSakis mier samuSaoze 
gamocxadeba nasvam mdgomareobaSi. 

 

muxli 12. mxareTa pasuxismgebloba 
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12.1 mxareebi winamdebare xelSekrulebiT gaTvaliswinebuli valdebulebebis 
Seusruleblobis an arajerovnad Sesrulebis SemTxvevaSi pasuxs ageben 
saqarTvelos moqmedi kanonmdeblobis Sesabamisad. 

12.2 muSaki pasuxs agebs mindobili dokumentis an sxva nivTis braleuli dakargvis an 
ganadgurebis gamo warmoSobili zianisaTvis. 

12.3 institutis qonebisaTvis zianis miyenebis SemTxvevaSi muSaks daekisreba 
materialuri pasuxismgebloba moqmedi kanonmdeblobis mixedviT. 

 

muxli 13. xelSekrulebis Sewyvetis safuZvlebi da wesi 
 
13.1 winamdebare xelSekrulebis Sewyvetis safuZvlebia: 

a) mxareTa SeTanxmeba; 
b) muSakis samxedro samsaxurSi gawveva; 
g) xelSekrulebis moSla muSakis iniciativiT nebismier dros; 
d) Sromis kanonmdeblobiT dadgenili garemoebebis arsebobisas xelSekrulebis 

moSla administraciis iniciativiT; 
e) institutis gauqmeba; 
v) Sromis kanonmdeblobiT dadgenili sxva safuZvlebi. 

13.2 winamdebare xelSekrulebis Sewyvetis Taobaze muSaki valdebulia administracia 
gaafrTxilos Sewyvetamde 14 dRiT adre werilobiTi SetyobinebiT. sapatio 
mizeziT xelSekrulebis Sewyvetisas muSaki valdebulia administracia 
gaafrTxilos werilobiTi SetyobinebiT Sewyvetamde 3 dRiT adre. am vadis 
gasvlis Semdeg muSaks ufleba aqvs Sewyvitos muSaoba da winamdebare 
xelSekruleba Zaladakarguld CaiTvleba. am SemTxvevaSi administracia 
valdebulia gausworos muSaks saboloo angariSi da daubrunos mas Sromis 
wignaki. 

13.3 winamdebare xelSekrulebis Sewyvetis Taobaze administracia valdebulia 
piradad acnobos muSaks Sewyvetamde 60 dRiT adre mainc. ESetyobineba muSakma 
unda daadasturos xelmoweriT. 

 

muxli 14. davebis gadawyveta 
 
14.1 mxareTa Soris wamoWrili nebismieri dava gadawydeba urTierTSeTanxmebiT. 
14.2 Tu mxareebma SeTanxmebas ver miaRwies, dava gadawydeba sasamarTlos mier. 
 

muxli 15. daskvniTi debulebebi 
 
15.1 winamdebare xelSekrulebaSi SeiZleba Setanil iqnas cvlilebebi da damatebebi 

mxareTa werilobiTi urTierTSeTanxmebis safuZvelze. 
15.2 winamdebare xelSekruleba dadebulia qarTul enaze or egzemplarad. erTi 

inaxeba administraciasTan, meore _ muSakTan. orive egzemplars Tanabari 
iuridiuli Zala aqvs. 

15.3 winamdebare xelSekruleba ZalaSi Sedis mxareTa mier misi xelmoweris dRidan. 
 

mxareTa xelmowerebi da rekvizitebi 
 
 
  administracia         ------------------------------------------------------------------- 
                         Tbilisi 380008, m. aleqsiZis,1  tel. 334081 
 
 
 
  muSaki                 -------------------------------------------------------------------- 
                          ------------------------------------------------------------------- 
                          ------------------------------------------------------------------- 
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ULEBA 
Annex 3 
danarTi 3 

 
TRAVEL AUTHORIZATION REQUEST (TAR) 
samivlinebo uwyisi 

მშვიდობის, დემოკრატიის და განვითარების კავკასიური ინსტიტუტი 
CIPDD – Caucasus Institut of Peace, Democracy and Development 
 
 
სახელი:      თარიღი:     
Name                                                                                            Data  
თანამდებობა:       
Department 
სხვა   
Other 
 
მივლინების მიზანი და ადგილი: 
Destination and Purpose of Travel 
_________________________________________________________________________________________________________________
_________________________________________________________________________________________________________________
_________________________________________________________________________________________________________________
_________________________________________________________________________________________________________________ 
 
გამგზავრების თარიღი:      დაბრუნების თარიღი: ___________ 
Departure Date                                                                                 Return Date 
ოჯახის წევრი ან მეგობარი განსაკუთრებული საჭიროებისას დასაკონტაქტებლად (ვინაობა, 
ტელფონი, ფაქსი, ელ.მისამართი)  
Famili/Friend to contact in case of an emergency (Name/Phone/Fax) 
_______________________________________________________________________ 
---------------------------------------------------------------------------------------------------------------- 
----------------------------------------------------------------------------------------------------------------- 
 

მივლინების ადგილი 
 Location to Be Visited 

დღეების 
რაოდენა 
# of Days 

მგზავრობ
ისსაფასუ
რი 
Estimate
dFares 

ბინადრობი
ს  საფასური 
Estimated 
Lodging 

საკვების 
ხარჯი 
Estimated 
Meal 

სხვა ხარჯი 
Estimated 
Other 

ჯამი 
Total 
Costs 

       
       
       
       
       
ჯამი                               ლარი 
Total ___________GEL 
 
პროექტი დაა ბიუჯეტის პუნქტი, საიდანაც გაიწევა ხარჯი: 
Budget Code(s) to be charged:          
მოთხოვნილი სამივლინებო თანხის ჯამი                                                       ლარი  
Amount of Travel Advance requested (if any)     GEL 
მთხოვნელი 
Requested:            
ვამტკიცებ 
Approvals:            
    აღმასრულებელი დირექტორი                                     თარიღი/Date 
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Annex 4 
danarTi 4 
 

 
TRAVEL EXPENSE REPORT 
samivlinebo xarjebis angariSi 
 
Name:               Date:       
saxeli              TariRi 
 
Purpose of Travel:                    
gamgzavrebis mizani 

 
 Location 

mimarTuleba 
Personal Auto 
sakuTari manqana 

Living Expenses 
sacxovrebeli xarjebi Other 

Expenses 
sxva xarjebi 

Notes 
SeniSvna 

Daily 
Total 
dRiuri jami 

Budget line to be 
charged 
sabiujeto 

ganakveTis kodi 
Date 
TariRi 

From 
saidan 

To 
sad 

Mileage 
kilometraJi 

Amount 
Rirebuleba 

Lodging 
sastumro 

Meals 
kveba 

           
           
           
           
           

Total /jami           
       Advance / avansi   

       Balance due / naSTi   

 

 
Checked by      Reported by:       Approved by:      
Semowmebulia      momzadebulia      damtkicebulia  
 
Address / misamarTi                   
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Annex 5 
danarTi 5 
 

EMPLOYEE ATTENDANCE SHEET 
TanamSromlis daswrebis aRricxva  
 

   _______________________________________________________ 
           Position Title / Tanamdeboba 
 
 
     Month / Tve      Year / weli      _______________________________________________________ 
           Employee name / saxeli, gvari 

 
Project 
proeqti 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 Total 

sul 

 
                                

 
                                

                                 

Holidays 
dasvenebis dReebi 

                                

Sick 
biuleteni 

                                

Annual leave 
Svebuleba 

                                

                              
Total 

 

 

 
Beginning balance 
sawyisi 

Accrued days 
dagrovili dReebi 

Used days 
gamoyenebuli dReebi 

Balance 
naSTi 

Sick 
biuleteni 6 

   

Annual leave 
Svebuleba 24 

   

 
_____________________________________         __________________________________________ 
Ex. Director's Signature            Employee's Signature 
aRm. direqtoris xelmowera           TanamSromlis xelmowera
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Annex 6 
danarTi 6 
 

PAYROLL 
saxelfaso uwyisi 
 
Name of Organization:          Grant No:       
organizaciis saxeli:          grantis nomeri: 

 
Salaries for Month, Year:          Date of salaries paid:      
xelfasis daricxvis Tve, weli:          xelfasis gacemis TariRi: 
 

Invoice No:       
          invoisis nomeri: 

 

N 
 ვინაობა (გვარ-სახელი) 
Name                                                                                           

თანამდებობა 
ჵოსიტიონ 

საათები 
Hourees 

დარიცხულია 
Gross  

საშემოსავლო 
გადასახადი 
Income Taxes 

სადაზღვევო 
გადასახადი 
Insuarance 

ხელზე აღებული 
თანხა 
Net Salary GEL 

მიმღების ხელმოწერაSi 
gnature of recipient 

1.          

2.          

3.          

4.          

 Total 
sul/jami 

      

 

 

 

Ex. Director:          Financial Manager:      
aRm. direqtori:         finansuri menejeri: 
 
Association’s stamp 
fondis beWedi 
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Annex 7 
danarTi 7 

 

Request Form for Leave 
samsaxuridan daTxovnis da Svebulebis forma 

 

 
გვარ-სახელი/Name:           
 
 
მოთხოვნა/Request: 
 

 
 წლიური შვებულება/Annual leave: დან/From:    

 მდე/To:     
      

დღეთა რაოდენობა/Number of days:     
 
 
ხელრთვა/Signature:        
 
თარიღი/Date:         
 
 
 
 
ვამტკიცებ/Approved:  
 
აღ. დირექტორი/Ex. Director:        
 
თარიღი/Date:         
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Annex 8 
danarTi 8 
 

Employee Performance Evaluation 
TanamSromlis Sefasebis forma 
 
piradi monacemebi 

 
saxeli, gvari da Tanamdeboba:         

 

ayvanis TariRi:                                             

 

Sefasebis periodi:                  

 

 

 
Sefasebis niSnebi:  

gamoiyeneT Semdegi niSnebi III, IV da V seqciebisaTvis 
 

5 samagaliTo 

movaleobebis Sesruleba 

movaleobebis Sesruleba yovelTvis Seesabameba da yovelTvis 
aRemateba moTxovnebsa da molodins (iSviaTi SemTxveva)  

4 aRemateba moTxovnebs 
movaleobebis Sesruleba yovelTvis Seesabameba da Cveulebriv  
aRemateba moTxovnebsa da molodins  

3 Seesabameba moTxovnebs 
movaleobebis Sesruleba yovelTvis Seesabameba da zogjer  

aRemateba moTxovnebs da molodins (saSualo Sefaseba)  

2 ar Seesabameba 

moTxovnebs 

movaleobebis Sesruleba Cveulebriv, magram ara yovelTvis 
Seesabameba moTxovnebsa da molodins. saWiroa gaumjobeseba.  

1 aradamakmayofilebeli movaleobebis Sesruleba iSviaTad Seesabameba moTxovnebs.   

 

 
samuSao movaleobebi:  

TanamSromlis samuSaos aRwerilobidan aarCieT 4-5 ZiriTadi movaleoba da SeafaseT maTi 

Sesrulebis done da xarisxi.  

 

1.   
2.   
3.   
4.  
5.  
niSnebis jami   

saSualo niSani (jami gayofili movaleobebis raodenobaze)  

 

 
profesiuli qceva:  

TanamSromlis movaleobebis Sesruleba SeafaseT profesiuli qcevis TvalsazrisiT. gaiTvaliswineT 

rom 1-5 Sesafasebelia yvela TanamSromlisTvis, xolo 6 – menejerisa da/an ufro maRali 

TanamdebobesTvis.  

 

1 samuSaos xarisxi: skurpulozoba, detalebis gaTvaliswineba, saRi azrovneba   

2 

urTierTobis Cvevebi:  kolegebTan da gare pirebTan profesionaluri 

urTierToba. weriTi da zepiri komunikaciis xarisxi. ideebis, winadadebebis da 

rekomendaciebis gamoTqmis xarisxi. pativiscema kolegebis mimarT da gunduri 

midgomis SesaZleblobis done.  

 

3 iniciativa:  TanamSromlis survili damatebiTi davalebebis Sesrulebis da 

sxvebisTvis daxmarebis SeTavazebis/aRmoCenis mimarT 
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4 liderobis unari: moralis, gunduri muSaobisadmi damokidebulebis, xarisxiani 

muSaobis da ndobis faqtorebis mxardaCera da ganviTareba misi kolegebis Soris.  
 

5 kadrebis ganviTareba: sakuTari da misi kolegebis profesiuli ganviTarebis da 

zrdis done.  
 

6 
marTvis unar-Cvevebi: dagegmarebis, organizebisa da davalebebis efeqturi 

gadabareba. ganyofilebis muSaobis obieqturi Sefasebis  da saWiro 

gadawyvetilebis/aRsrulebis unari.   

 

 niSnebis jami   

 saSualo niSani (jami gayofili movaleobebis raodenobaze)  

 

 

wina periodis amocanebis Sefaseba (Tu es aris TanamSromlis pirveli Sefaseba ar SeavsoT 
es seqcia da pirdapir gadadiT VI seqciaze):  

SeafaseT wina periodis yvela amocana, rogorc es iyo gansazrvruli wina SefasebaSi.  

 

1.   
2.   
3.   
niSnebis jami   

saSualo niSani (jami gayofili movaleobebis raodenobaze)  

 

 
Semdegi periodis amocanebi:  

miuTiTeT is konkretuli samuSaos areali, romelic gamosasworebelia Sefasebis momdevno 

periodis droisaTvis.  

 

1.  
2.  
3.  
4.  
 

 
Sefasebis saSualo niSani  
 
seqcia III:       

 

seqcia IV:       

 

seqcia V:        

 

saSualo niSani (niSnebis jami gayofili seqciebis raodenobaze)      

 

 

 

TanamSromlis SeniSvnebi:  

TanamSromels aqvs ufleba Caweros Tavisi SeniSvnebi da/an winadadebebi 

             

             

             

             

             

        

 

 

saWiroa samuSaos aRweris Secvla?    diax     ara 
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damtkiceba 

 

TanamSromlis xelmowera:       TariRi:    

uSualo xelmZRvanelis xelmowera:      TariRi:    

uSualo xelmZRvanelis ufrosis xelmowera:     TariRi:    
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Annex 11 
danarTi 11 

 
PURCHASE REQUEST 
sagnebis SeZenis moTxovna  
 
 

Project Name:            
proeqtis dasaxeleba: 
 
 
I request approval to purchase the following: 
daadastureT moTxovna qvemoTdasaxelebuli sagnebis SesaZenad  

 
 
# 
 

Description 
aRweriloba 

Unit Cost 
erTeulis fasi 

Quantity 
raodenoba 

Estimated Total 
savaraudo jami 

Remarks 
SeniSvnebi 

      

      

      

      

      

      

      

      

      

      

 Total: 
jami 

    

 
 

Post Approval > $100             
saWiroebs dadasturebas, Tuki Rirebuleba $100 aRemateba 
 
 
 
Requested by:       Name:      Date:    
moTxovnilia   xelmowera  saxeli        TariRi 

 
 
Approved by:       Name:      Date:    
damtkicebulia   xelmowera   saxeli          TariRi 
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Annex 12 
danarTi 12 

 
Request for Funds  
Tanxebis moTxovnis forma  

 
 

T a n x e b i s  m o T x o v n a   

 

kavkasiuri institutis aRmasrulebel direqtors, avTandil joxaZes: 

gTxovT, gamogviyoT ______________________________________________________                                                           
                                              (p r o e q t i s    d a s a x e l e b a) 

proeqtis biujetiT gaTvaliswinebuli Semdegi Tanxa: 

1. saWiro Tanxis saerTo raodenoba _____________________________________ 

2. gadasaricxi Tanxis saerTo raodenoba _______________________________ 

3. naRdi fulis saerTo raodenoba ______________________________________ 

4.  dawvrilebiTi xarjTaRricxva biujetis muxlebis miTiTebiT _______ 

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

__________________________________________________________________________________ 

 
 
 

Project Director:       Date:      
proeqtis direqtori:      TariRi:    

 

 
 
Financial Manager:      
buRalteri:  
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Annex 13 
danarTi 13 

 
Certificate for Non-Availability of Receipt 
gadaxdis qviTris ararsebobis forma 
 

                      

 
                      
             

  
გვარ-სახელი 
Name:                  

             

  
საპასპორტო მონაცემი 
Passport data:           

             
  მისამართიAddress:                  
             
  ტელეფონიPhone:                  
             
             

  
ხელმოწერით ვადასტურებ, რომ მივიღე აღნიშნული თანხა 
My signature certifies that I have received the amount of:     

             

  
 __________________
_  __________________________  _________  ლარი/GEL    

            
         
  რისთვის/For             
                      
                      
                      
             
  თანხის მიღების თარიღი     _______       
             
  გახარჯვის თარიღი                
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Annex 14 
danarTi 14 

 
DRIVER’s LOG-BOOK 
mZRolis Jurnali 
 
 
Month       Year     
Tve      weli 
 
Name of the Driver:         
mZRolis saxeli da gvari 
 
Vehicle #     Type of Vehicle      Fuel Used:   Diesel   Petrol 
manqanis #    transportis saxeoba    sawvavi:    dizeli   benzini 

 
 
Date 
TariRi 

From 
saidan 

To 
sadamde 

Opening km. 
sawyisi km 

Closing km. 
saboloo km 

Total Kilometers 
mTliani km 

Fuel Bought 
SeZenili 

sawvavi 

Passenger Signature 
mgzavris xelmowera 
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Annex 15 
danarTi 5 

 
TELEPHONE / FAX LEDGER 
telefonisa da faqsis Jurnali 
 
 

Date 
TariRi 

Time 
dro 

Telephone / Fax # 
telefonis / faqsis # 

Signature 
xelmowera 
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Annex 16 
danarTi 16 
 

sainventaro uwyisi  

Capital Assets Ledger 
 

# 
kodi 
Code 

saqonlis dasaxeleba 
Item Description 
 

modelis 

nomeri 
Model # 

seriuli 

nomeri 
Serial # 

Sesyidvis 

TariRi 
Date Acquired 

Rirebuleba 
Acquisition Cost 

finansuri 

wyaro / 

grantis 

nomeri 
Source of 
Financing / Grant # 

pasuxismgebeli 

piri 
Responsible Person 

adgilmdebareoba 
Location 

1          
2          
3          
4          
5          
8          
10          
 
Signature:    Ex. Director:        Financial Manager:      
xelmowera:       aRm. direqtori:       finansuri menejeri:  
 
 
 
Association’s stamp 
fondis beWedi 
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Annex 17 
danarTi 17 
 

Capital Assets Codes 
sainventaro kodebis sistema 
 

 

Code 
kodi 

Name 
dasaxeleba 

2160 Office Equipment 
saofise aRWurviloba 

1.01. procesori 
Processor 

1.02. monitori 
Monitor 

1.03.  klaviatura 

Key-board 

1.04.  uwyveti eleqtroenergiis momaragebis sistema 
UPS 

1.05. laptopi 
Laptop 

1.06.  akumulatori 
Accumulator 

1.07.  modemi 
Modem 

1.08.  gadamrTveli 

Switch 

1.09.  printeri 
Printer 

1.10.  aslebis gadamRebi manqana 

Copy machine 

1.11.  proeqtori 
Projector 

1.12.  faqsi 
Fax 

1.13.  skaneri 

Scanner 
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1.14.  ZIP-Drive 

1.15.  CD Writer 

1.16.  generatori 

Generator 

1.17.  televizori 
TV 

1.18.  foto aparati 

Photo camera 

1.19.  geografiuli saidentifikacio sistema 
GPS 

1.20.  telefoni 
Telephone 

1.21.  mobiluri telefoni 

Cell phone 

1.22.  diqtafoni 
Dictaphone 

1.23.  amkinZveli 
Binder 

1.24.  signalizaciis aRWurviloba 
Alarming system 

1.25.  Flash memory 

1.26.  xmis gamaZlierebeli 
Voice amplifier 

1.27.  elqtroenergiis Zabvis stabilizatori 

Power tension stabilizator 

1.28.  antena 
Antenna 

1.29.  gamaTbobeli 

Heater 

1.30. ventilatori 
Fan 

1.31. kondicioneri 
Air Conditioner 

1.32 giliotina 
Guillotine 
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2170 
Furniture and Other Inventory 
aveji da sxva inventari 
(2) 

2.01.  samuSao magidebi  
Writing-table 

2.02. samuSao skami gorgolaWiani  

Rolling chair 

2.03. sakonferencio magida 

Conference table 

2.04. skami  

Chair 

2.05. divani da savarZlebi 
Sofa and armchairs  

2.06. Taro 
Book shelves 

2.07. karada 
Bookcase 

2.08. seifi 

Safe 

2.09. tumbo 

Office drawers 

2.10 eleqtro Caidani 
Electric kettle 

2.11 dafa 

Desk 
2.12 ekrani 

Screen 
 

 

 

 

2180 
Transport facilities 
satransporto saSualeba  
(3) 

3.01 manqana 

Automobile 
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Annex 18 
danarTi 18 
 
Financial Report Form 
finansuri angariSis forma 
 
 
Expense Report for the month of        
finansuri angariSi   Tvis    

       
Project title:         
proeqtis dasaxeleba:     

       
Project Duration:         
proeqtis xangrZlivoba      

         
Cost 
Center Description Month 

Expenses 
YTD 
Expense
s 

Approved  
Budget Balance %  of 

expended 

kodi aRweriloba 
Tviuri 

xarjebi 
xarjebi 

damtkicebuli 

biujeti 
balansi 

% 

daxarjuli 

              
001 Personnel         
  xelfasi           

              
002 Travel         
  sagzao xarjebi           

            
003 Supplies          
  aRWurviloba          

              
004 Contractual - STTA           
  kontraqtorebi           
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005 Other Direct Costs           
  sxva pirdapiri xarjebi           

              
  TOTAL           
  jami           

       
       
Project Director:   Date:     
proeqtis direqtori:   TariRi:   

       
Accountant:   Date:     
buRalteri:   TariRi:   
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Procurement Form 
Sesyidvis blanki 
 

Grant No:              Date:     
grantis nomeri:                     TariRi:  
 

Donor:      
donori: 
 

 

Equipment / Service 
(Description and specification) 
saqoneli / servisi 

(dasaxeleba da misi specifikacia) 

Name of provider of 
equipment / service 
saqonlis / servisis 

momwodeblis 

dasaxeleba 

Legal address of 
provider 
momwodeblis iuridiuli 

misamarTi 

Telephone 
telefoni 

Responsible person 
pasuxismgebeli piri 

Amount 
(GEL) 
Tanxa 

(ლარებში) 

1       
3       
4       
  
Justification of Selection of provider: 
momwodeblis SerCevis dasabuTeba: 
 

 
 
 
 
 
 
Signature:    Ex. Director:        Financial Manager:      
xelmowera:       aRm. direqtori:       finansuri menejeri:  
 
Association’s stamp 
fondis beWedi 
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Annex 21 
danarTi 21 

 

Stored Equipment Log 
xelsawyo-iaraRebis miReba-dabrunebis cxrili 
 

 

Equipment 
xelsawyo-iaraRis 

dasaxeleba 

 
Name of employee 
TanamSromlis 

saxeli, gvari 

Purpose 
aRebis miznobrioba 

Date of receipt 
aRebis dro 

 
Agreed date of return 
dabrunebis 

SeTanxmebuli TariRi 

Date of return 
dabrunebis 

TariRi 

State of returned item 
xelsawyo-iaraRis 

mdgomareoba 

dabrunebisas 
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Annex 22 
danarTi 22 
 

 Report Form 
perioduli angariSis forma 
 

(proeqtuli forma – avsebs proeqtis koordinatori)  
 

 

teqnikuri informacia 

 

proeqtis saTauri:            
 

semestris #    ,  weli:       

 

angariSis momzadebis TariRi:          

 

proeqtis mier mimdinare periodisTvis dasaxuli qmedebebis CamonaTvali:  

•  

•  

•  

 

periodisTvis gamoyofili biujeti:  USD  GEL  

aTvisebuli biujeti:  USD  GEL  

gadasuli naSTi:  USD  GEL  

proeqtuli balansi:  USD  GEL  

 

angariSi 

 

1. aRwereT Catarebuli samuSaoebi da miusadageT isini proeqtiT dagegmil 

qmedebebs; gaakeTeT ara marto aRweriTi, aramed xarisxobriv/analizuri 

korelacia proeqtis amocanebsa da Catarebul samuSaoebs Soris. 

2. daasaxeleT proeqtis mTavari miRwevebi mosalodnel SedegebTan mimarTebaSi 

mimdinare semestris ganmavlobaSi.  

3. Tu aris aseTi, daasaxeleT problemebi, romlebic moqmedeben proeqtis 

Sedegebis miRwevaze. 

3.1 rogor unda gadawydes es sakiTxebi an problemebi? gTxovT, detalurad 
aRweroT rekomendebuli qmedebebi. miuTiTeT, vin iRebs pasuxismgeblobas am 

qmedebebze. aseve winaswar gansazRvreT saWiro dro da resursebi.  

4. romelma axalma garemoebebma (Tu arsebobs) SesaZloa imoqmedon proeqtis 

Sedegebis miRwevaze? ras movimoqmedebdiT am garemoebebis sapasuxod?  

 

 

proeqtis koordinatoris xelmowera:        
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Annex 23 
danarTi 23 
 

Annual Report Form 

wliuri angariSis forma 
 

(proeqtuli forma – avsebs proeqtis koordinatori)  
 

teqnikuri informacia 

 

proeqtis saTauri:           
 

weli:             

 

angariSis momzadebis TariRi:         
 

 

proeqtis mier mimdinare wlisaTvis dasaxuli qmedebebis CamonaTvali:  

•  

•  

•  

 

wlisaTvis gamoyofili biujeti:  USD  GEL  

aTvisebuli biujeti:  USD  GEL  

gadasuli naSTi:  USD  GEL  

proeqtuli balansi:  USD  GEL  

 

angariSi 

 

1. aRwereT Catarebuli samuSaoebi da miusadageT isini proeqtiT dagegmil 

qmedebebs; gaakeTeT ara marto aRweriTi, aramed xarisxobriv/analizuri 

korelacia proeqtis amocanebsa da Catarebul samuSaoebs Soris. 

2. daasaxeleT proeqtis mTavari miRwevebi mosalodnel SedegebTan mimarTebaSi 

mimdinare wlis ganmavlobaSi.  

3. Tu aris aseTi, daasaxeleT problemebi, romlebic moqmedeben proeqtis 

Sedegebis miRwevaze. 

3.1 rogor unda gadawydes es sakiTxebi an problemebi? gTxovT, detalurad 

aRweroT rekomendebuli qmedebebi. miuTiTeT, vin iRebs pasuxismgeblobas am 

qmedebebze. aseve winaswar gansazRvreT saWiro dro da resursebi.  

4. romelma axalma garemoebebma (Tu arsebobs) SesaZloa imoqmedon proeqtis 

Sedegebis miRwevaze? am garemoebebis sapasuxod ras movimoqmedebdiT?  

 

proeqtis koordinatoris xelmowera:        
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Annex 24 
danarTi 24 
 

Final Report Form 
saboloo angariSis forma 
 

(proeqtuli forma – avsebs proeqtis koordinatori)  
 

 

teqnikuri informacia 

 

proeqtis saTauri:           

 

weli:             

 

angariSis momzadebis TariRi:         
 

 

proeqtis reziume 
 

1. proeqtis mier identificirebuli problemebis CamonaTvali  

2. proeqtis mier problemebis dasaZlevad dasaxuli qmedebebis CamonaTvali  

3. proeqtis mier gansazRvruli mosalodneli Sedegebis CamonaTvali  
 

proeqtisaTvis gamoyofili biujeti:  USD  GEL  

aTvisebuli biujeti:  USD  GEL  

balansi:  USD  GEL  

 

angariSi 

 

1. aRwereT Catarebuli samuSaoebi da miusadageT isini proeqtiT dagegmil 

qmedebebs; gaakeTeT ara marto aRweriTi, aramed xarisxobriv/analizuri 

korelacia proeqtis amocanebsa da Catarebul samuSaoebs Soris. 

2. daasaxeleT proeqtis mTavari miRwevebi mosalodnel SedegebTan mimarTebaSi; 

gamoiyeneT dasaxuli indikatorebi da aCveneT maTi Sesrulebis xarisxi.  

3. daasabuTeT, rom proeqtis mier identificirebuli problemebi daZleulia.  

4. ra axal qmedebebs misca dasabami proeqtma da ra gakeTda (an SemoTavazebulia) 

maT Sesasruleblad?  

5. ra axali garemoebebi warmoiSva proeqtis mimdinareobisas (dadebiTi Tu 

uaryofiTi), romlis gaTvaliswineba Rirs Semdgomi muSaobisas?  

 

proeqtis koordinatoris xelmowera:        
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