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Sesaval is magier

boBlo wlebSi CvenSi intensiurad viTardeba sagar-
eo-ekonomikuri urTierTobani. sagarTvelo cdillobs
demokratiulli Taseu B obebis dankvidrebas. saxe Bmwi-
Toebriobis gaZzlierebis, misi mosaxBeobis cxovrebis
donis anaR Bebis erT-erTi saSualeba Tananedrove nsot-
BiosTan erTian ekonomikur sivrcesa da globalur
garemoSi agtiuri CarTvaa. es ki civilizebull sanyaros-
Tan im FormebiTa da meTodebiT TananSrom B obas gvava lebs,
rome B ic saerTaSoriso pragtikiTaa miRebulli da apro-
birebuli.

Tanamedrove adamians, saxe Inwifo Tu kerZo kompani-
aTa muSakebs mudmivi swavBa, TviTganaT Beba sWirdebaT,
raTa cxovrebis moTxovnebs ar CamorCnen. dRes gan-
sakuTrebu Bi mniSvne Boba aqvs informaciis swor mar-
Tvas da mis konceptualur gagebas. dRevande B i muSaki
aucileblad unda fBobdes sainformacio kull turas,
rome B ic misi sagnianobisaTvis sasicocx 8o mniSvne I o-
bisaa. igulisxmeba ara marto cifrebis, fagqtebisa da
mov Benebis codna da gageba (amisTvis kompiuteri da
sxva orgteqnika arsebobs), aramed is, Tu ras gvaZlevs
an uzarmazar informaciasTan urTierToba da rogor
efeqturad gamoviyenebT mas.

**k*

Tanamedrove dawesebu BebaSi1 erT-erTi wamyvani ro ki
mdivans, referents akisria. gazrdilia misi, rogorc
organizatoris, dispetCeris, konsu I tantis roli. bune-
brivia, gaizarda moTxovnebi mdivan-referentis pirovnu-
B1 da profesiulli Tvisebebisadmi. gaCnda am Tanamdebho-
bis dasaxe BebaTa variantebi: asistenti, TanaSenwe Saer-
To sakiTxebSi, diregciis warmomadgene b1, ofis-nenejerti.
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mdivan-referents nihyavs dawesebu Bebis sagmiswar-
moeba, xe BmZRvane Bis sagniani mimowera. is uSuallod
organizaciis pirvell pirs emorCi Beba. Tavis sagnianobaSi
xe ImZRvane B obs sakanonmdeb B o agqtebiTa da dawesebu  eb-
IS wesdebiT.

mdivan-referentma unda icodes organizaciis (Fir-
mis) perspeqtivebi, misi safinanso-saneurneo sagmianoba,
SeeZBos sammarTve Bo muSaobis organizeba, dokument-
ebTan muSaoba da maTi Sedgena, dawesebu Bebis orgteqgni-
kis efeqturi gamoyeneba.

**k*

sagmiani urTierTobis nebisnieri forma informaciis
mudmiv gacv Bas i1Txovs. mdivans, referents, TanaSemwes,
saerTod, ofisis muSaks, mudmivad uxdeba sagmis
gaRal debTan urTierToba, sxvadasxvagvari dokumentis
Sedgena, rac garkveull codnasa da Zal isxmevas moiTx-
ovs.

dRevande I viTarehaSi, rodesac ase farToa kavSirebi
sxvadasxva sazRvargareTull organizaciebTan, qarTullis
garda, auciBebelia ucxo enis codnac (maT Soris in-
ghisuris, radganac is miCneu B 1ia sagniani urTierTobis
sayove 1 Taod miRebu I enad). anitomac, nebismieri Tanan-
Srombis, biznesmenisa Tu CveuBebrivi mogalagis gan-
sakuTrebull interess iwvevs sagniani werilis inghi-
sur enaze Sedgena, misi strugtura da sayovell Taod
miRebu B'i normebi, vinaidan, momava B 1 partnioris Sesax-
eb pirveli STabeWdiBeba adresats swored am wer-
i BiT egmneba. sworad da marTebuBad Camoyal ibebull -
gaformebu B 1 weriBi ki, biznesSi warmatebis erT-erTi
sawindaria.

nawi B1 pirveli

mdivani-referenti
(uT l eba-mova l eobani)

garTulli enis ganmartebiT MBegsikonSi mdivanisa da
referentis Sesaxeb naTqvamia: mdivani: 1. vinc awarmoebs
an ganagebs dawesebu Bebis an kerZo piris sagnian mimow-
eras. 2. piri, romelic wers sxdonmis, krebis ogms. 3.
partiulli an komkavSiru i1 organizaciis xe ImZRvane i,
rome B sac irCevs kreba an pBenuni. 4. dawesebu Bebis an
raine organos sagmeTa pasuxismgebe @i xeEmZRvaneli
(institutis swavBulli ndivani..) (tV, gv.136);

referenti: 1. referatis wankiTxveli. 2. oficial-
uri Tanandebobis piri, momxsenebeBi, konsull tanti
garkveu b1 sakiTxebis Sesaxeb (€t.VI, gv.418).

an Begsikonis (garTulli enis ganmartebiTi Begsiko-
ni, rvatomeu li (1950-1964 w.w.) ganosv B is Sendeg bevri
ram Seicvalla, kerZod, ndivnis mesane ganmarteba, im did
gveyanasTan erTad, istorias Cabarda. Tumca ZiriTadi
darCa da man axali datvirTva SeiZina

mdivan-referenti
(nova B eobant)

mdivani-referenti aris:

1. muSaki, romelsac dawesebu Bebis, organizaciis,
Tirmis sagniswarmoeba, agreTve, callkeull pirebTan sagmi-



ani mimowera mihyavs. mdivnis mova BeobaSi Sedis sate le-
Tono zarebis miReba da aRricxva, kavSiri organizaciis
mmarTve B obasa da mis ganyoFi Bebebs Soris.

2. 1s, visac mihyavs sxdomis, TaThiris oqni, agreTve,
Tvalls adevnebs regBamentis dacvas.

3. organizaciis arCeviTi xe ImZRvane i, anda rorme-
Bime arCeviTi organos erT-erTi wevri, romelsac mi-
hyavs sagmiswarmoeba da saorganizacio-aRmasruBebell i
xasiaTis mindinare samuSao.

4. xel@mZRvaneli, romelic dawesebu Bebis an rome-
I ine organos mindinare muSaobis pasuxismgebe l ia.

referenti romelime dawesebulebis Tanandebobis
piria, romelic amzadebs moxsenebebs an garkveu i sak-
iTxebis konsu ll tantia.

mdivan-referenti asrullebs mdivnisa da referent-
is kombinirebul movalleobas.

mdivan-referentma unda icodes:
- @ kompiuterze akrefa;

- @ Sagmiswarmoeba;

- @ tegstis danuSaveba;

-@ ofisis marTva;

-@ Sakadro samsaxuri;

- @ narketingi.

P.S. arastandartull viTarebaSti swori da swrafi
mogmedeba yve Ba rangis muSakis auci Bebe Bi Tviseba unda
1yos.

da kidev, nebismier sansaxurSi, ise rogorc biznesSi,
Tasdeba mxo Bod Sedegi da aravin kiTxu B obs, ra saSu-
alebebi dasWirda mis miRwevas.

mdivani-referenti organizaciis
struqturasSi

Tanamedrove dawesebu BebaSi mdivan-referents gan-
sakuTrebuBi adgi Bi uWiravs. masze didad aris damok-
idebu Bi jansaRi, sagniani atmosferos Segmna organiza-
ciaSi, TananSromBebs Soris, xe ImZRvane Bsa da Tanan-
SromBebs Soris. erToblivi (SeTanxmebuB1) gadaw-
yveti Bebani amcirebs dawesebu BebaSi stresull situa-
ciebs, amaR Bebs TanamSrome B Ta inovaciur potencials.

kargi mdivani unda gamoirCeodes pirovnu l'i Tvisebe-
biT, kargad 1codes Tavisi statusi, movalleoba da ufle-
bani:

-v' SeeZBlos samuSao drois organizacia, samuSao
dRis sworad dagegnva.

-v icavdes profesiull inijs (Cacmis stili, gareg-
noba da sxv.), sagmian samyaroSi sayove I Taod miRebu B i
ku B turis normnebs.

-v" icavdes sagnian etikets, subordinacias da Tan-
anSromBebTan keTiBganwyobi B urTierTobas.

-v' icavdes Tavazianobis Formebs, iyos koregqtulli,
delikaturi, tagtiani, pungtualuri.

-v' daicvas misalmebis, wardgenis, gacnobis, zogadad,
adamianur urTierTobaTa wesebi.

-v" SeeZBos stumrebisa da TananSromlebisaTvis
yvavi Bebis, suvenirebis, saerTod, saCugrebis SerCeva (es
yuradRebis da pativiscenis ganoxatvis erT-erTi for-
maa).

-v" auci Bebe Bia sxvadasxva RonisZiebebSi mogcevis
wesebis codna (banketi, furSeti, korporaciulli saRano
da sxv.).

-v' icavdes saubris etikets (xma, intonacia, tembri,
artikulacia).



-v' Flobdes sagmian HBegsikas.

-v" unda SeeZ B os xe ImZRvane B Tan urTierToba, 1 ob-
des mosmenis xe B ovnebas, ar unda hgondes gagebis, mo-
gnedebisa da TviTgamoxatvis prob lemebi.

v" konFidencialuri sakiTxebisadmi gamoiCinos si-
TrTxile da windaxedu Beba.

**k*

mdivani-referentis cneba dRes sakmaod datvirTu-
113, mrava Bwaxnagiani da gradaciiT gamoirCeva: xe ImZR-
vane B is mdivani — TanaSemwe, mdivani-referenti, swavlu-
B1 ndivani, struqturull i qvedanayofis mdivani... tegni-
kuri ndivniT danTavrebu B i. agedan ganomdinareobs maTi
mova Beobebisa da uf Bebebis mravall ferovneba. sxvadasx-
vagvaria moTxovnac maTi ganaT Bebisa da profesiuli
Cvevebisadmi (umaR Besi ganaT Bebisa da samecniero xarisx-
is mgone special istidan, saSuallo ganaT Bebis tegnikur
TananSrom Bande, rome Bsac mdivnis kursebi aqvs damTavre-
bulli).

boBlo wlebSi ndivan-referentis profesian arsebi-
Ti cvlileba ganicada. xSirad ndivanzea damokidebu i
dawesebu Bebis Sida da gare kavSirebi. swored mdivan-
referenti unda iyos utyuari da saimedo rgoli xe-
I nZRvane B obasa da TananSrom B ebs, agreTve xe BmZRvane I sa
da sagnian partniorebs Soris urTierTobisa pasuxobs
ra satelefono zarebs, monawi Beobs TaThirebis, momsv-
BelebTan Sexvedrebis, prezentaciebis mowyobis orga-
nizebaSi, partniorebTan sagmiani gaRal debis urTierT-
gacvlaSi, is mudan mov BenaTa Suagu BSi imyofeba.

karg mdivans SeuZ B 1a Tavisi xe ImZRvane Bis muSaobis
Sedegianoba orjer gazardos.

mdivnis profesiull doneze didad aris damokidebu-
1 Firmis prestiJi. misi iseTi Tvisebebi, rogoricaa
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SemsrulebBoba, iniciativa da maRall 1 profesionall izni,
daexmareba dawesebu Bebis xe BnZRvane B's gadall axos san-
saxurebrivi siZneleebi da gadaWras problemebi. mkac-
ri konkurenciis pirobebSi bevr xel@nZRvanel's rodi
Seuzlia Tavs ufBeba misces mdivani mxo Bod garegnu-
B1 monacemebiT SearCios, magall iTad, simaR B is, asakis an
“wuTSi dabeWdi B niSnebis raodenobis” mixedviT. dRes
sull ufro metad fasobs ganaT Beba, inte Beqti, komuni-
kabe Buroba, sanuSao staJi da gamocdi leba.

ganviTarebu B qveynebSi mdivnebis momzadebisas, pro-
Tesiul1 codnis SeZenasTan erTad, gansakuTrebull1 yura-
dReba eqceva zogadi Tvalsawieris gafarToebas, sxva-
dasxva sagmiani amocanis swrafad da zustad gadaWris
unaris gamomuSavebas.

mdivnis ZiriTadi Funqciebi

mdivan-referentis ZiriTadi funqciaa:

-0 dawesebu Bebis (Firmis) direqciis dokumenteb-
IS warmoeba.

-0 xel@nZRvane Bis sanuSao dRis formireba.

- sagnian partniorebTan, kB ientebTan, SemkveTebTan,
kontragentebTan mimdinare sagmianobis organizacia da
koordinireba.

-0 xel@nZRvaneBisaTvis aucilebeli informaciis
moZieba.

-3 xeImZRvane B is davalebaTa da dokumentebis Ses-
rullebis kontroli.

-0 ucxouri delegaciebis miReba.

- [ sastunros dajavSna, aviabi BeTebis, vizebis gaforme-
ba da sxv.

- Sexvedrebisa da mo BaparakebaTa organizeba da
monawi I eoba.



-3 momsvlel Ta miReba.

- TaTbirebis, krebebis, prezentaciebis momzadebaSi
monawi l eoba.

- Tavisi kompetenciis farglebSi adninistraciu-
B1 sakiTxebis gadaWra.

-0 orgtegnikasTan muSaoba.

mdivnis yve Ba fungcia, uf Beba, movaleoba da pasux-
ismgeb B oba, garkveuli formiT unda iyos Camowerili
mis Tanamdebobriv instruqciaSi, romelic SeTanxmebu-
B1a 1uriskonsul Tan da dantkicebu B ia xe InZRvane b is
mier. yvelBa mniSvne Bovani cvlileba an Tanamdebobriv
instrugciaSt Sedis xeImZRvane B is brZanebiT.

mdivan-referentis Tvisebebi

Tanamedrove moTxovnebs rom Seesabamebodes, mdivni-
saTvis auci Bebelia

-@ hgondes profesiulli imiji

-@ SeeZb os sasiamovno saubari da gamarTulad wera
(sasurvelia ucxo enazec).

-@ hgondes kargi mexsiereba (maT Soris, SeeZBos sax-
is damaxsovreba).

-@ dokumentacia mudam wesrigSi hgondes da saWiro
masala swrafad ipovos.

-@ SeeZ B os dokumentebis sworad gaformeba, gauZRves
xe InZRvane B 1S sagnian mimoweras.

-@ Icodes saofise tegnikis kval ificiuri gamoyene-
ba.

-@ aiTvisos axal1 kompiuteruli progranebi.

-o 1yos energiulli da iniciativiani.

-@ SeeZblos kargi urTierToba xelmZRvanel Tan,
ko BegebTan da kB ientebTan.
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- xe InZRvane Bis aryofnis SemTxvevaSi xeli Seuw-
yos ofisis Cveull ritnSi nuSaobas.

mdivnis sanuSao adgi 1 i

Tsigo B ogebi amtkiceben — Sromis unarianobis
daqveiTebis erTi mTavari mizezi — arasworad organi-
zebu 1 sanuSao adgi B1ia. is, rogorc wesi, xe BmZRvane I -
is kabinetis momi gnaved mdebareobs da mas xSirad “mis-
aRebs” uwodeben. saukeTeso variantia, rodesac ofiss
misaRebis garda mosasvenebeBi oTaxi an oTaxi-samza-
reullo da callke kuTxe, an oTaxi agvs tegnikuri saSu-
alebebisaTvis (gasamravBebeli aparatura, gaRaldis
gasanadgurebe 1 mangana da a.S.).

**k*

mdivnis samuSao adgiBi SeiZBeba 3 zonad daiyos:
ZiriTadi, sadac aris misadgme B iani magida da saTanado
orgteqnika; meore, momsv el Ta momsaxurebis da mesane,
damxmare zona, sadac karadebia, gasamravBebeli aparati
da aS.

Sugi da naTuris feri, xmauri ofisSi, skamis simaR Be
da yve Baferi sxva, riTac garemocu ll ia ndivani, SeiZleba
gaxdes yove FdRiuri stresulli ndgomareobis, Sinagani
aforiagebis mizezi, romelic mognedebs adamianis qvec-
nobierze da mis Sromisunarianobaze. aseT viTarebaSi
Zne b 1a sapasuxisngebh Bo davalebis Sesrulleba.

Terebs, romBebic gars akravs muSaks, SeuZll ia masze
didi emociuri zemogmedeba moaxdinon. ofisis ferTa
SerCevisas, mTavaria rbili, arakontrastulli Sexameba,
mkveTri, “myvirala” ferebis gareSe.

ergononikis (samecniero disciplina, romelic ko-
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mp Begsurad swav B obs adamians da mis sagmianobas) spe-
cialistebi gvirCeven, ar daviviwyoT ogros wesi, rom-
Bis dacvac agvacilebs bevr usiamovnebas. Sugi unda
ecemodes zevidan, marcxena mxares. sxva SemTxvevaSi, muSao-
bisas, 1rRveva Tavis swori mdgomareoba (Sedegad vi-
Tardeba osteoxondrozi da ax B omxedve 1 oba).

sinaT Bis an xmauris yove i vibracia — gaRizianebis
wyaroa, romellic adamians aRagznebs, anerviu B ebs, es ki
bunebrivia, uaryofiTad mogmedebs ara mxo Bod adani-
anis janmrTe B obaze, araned Sromis xarisxzec.

sansaxurSi misvlisTanave, ganwyobis asamaR Beblad,
televizoris an radios CarTva kidev erTi “saSuale-
baa” daR N iBobis dasaCgareblad.

specialistebi Tvlian, rom ofisSi muSaobisas xmau-
ris zRvari 50-60 decibels ar unda aRematebodes
(SedarebisaTvis — xmamaRali saubari 70 decibelia).
amgvarad, nebismieri ZRieri xmauri uaryofiT zemognedebas
iwvevs. anitomac, gadakruli Tu ormagi karebi, sxvadasx-
va saizolacio xmaurCamxSobi mowyobi B obani, ofisSi
zedmeti nandvi Bad ar aris, aramed auci Bebll obaa.

tegnikuri saSualebani, romeBTac xSirad iyenebs
mdivani-referenti aris: personaluri kompiuteri, telle-
Toni, telefagsi, printeri, fags-nodeni, gaRa B dis gasan-
adgurebe B'i mangana da gasanrav B ebe i aparati. mdivanma
unda icodes, SeeZBos da Tavisi sanuSaos gasaadvi le-
bBad, ra Tgma unda, operatiulobisaTvisac, es tegnika
magsimaBurad da efeqturad gamoiyenos.

oTaxi, sadac mdivnis kompiuteri dgas, farTo da
naTe B 1 unda iyos, amasTan kondicirebulic.

kompiuteri imgvarad unda idges, rom masTan muSaoba
advi b1 da mosaxerxebe Bi iyos. skami aucilBebelia sa-
zurgeTi da sasurvelia saxeBuriani (saidayveTi).

monitori dgeba muSakis Tvalis doneze, aranakleb
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40 santimetris daSorebiT. masze SeiZBeba damatebiTi,
dokumentebis dasamagrebe 11 mowyobi B obis Curtis Clig an
Copy Holder damontalJeba. is dokumentis ekranis doneze
damagrebis saSuallebas i1ZBeva da kompiuterTan momuSaves
aRar mouwevs danR Beli, Tavis zeviT-qveviT gneva (magi-
da — tegsti - monitori).

gasanravlebe Bi aparati, printerebi da monitorebi
Tavis 1rgvliv gnnian e Beqgtrostatikur vells, romelic
izidavs mtvers, allergiis mizezs, anitomac, mizanSewoni I ia
am aparatebis erTmaneTisagan randenime metriT daSore-
ba.

kompiuteri da gasanravBebe Bi aparati ar unda i1yos
erTmaneTTan axBos. Tu mdivnis tegnikuri saSua ll ebe-
biT sxva TananSromBebic sargebBoben (rac araa reko-
mendebu B 1), maSin maT imgvarad aTavseben, rom is mok lex-
niani sargeb B obisTvis moxerxebuB1 da ndivnis kontr-
olis gveSac iyos.

rodesac adamians Tavisi sanuSao adgi Bi moswons,
muSaobac sasiamovnoa da nayofieri. ar unda dagvaviwy-
des — mdivnis efeqturi muSaobis erTi mTavari pirobaa
— wesrigi sanuSao magidaze. cnobiBia — wesrigi aTa-
visuF Bebs azrs, zogavs dros. Cveu Bebriv, aseT viTare-
baSi gamartivebulia Sroma, bevri operacia avtomat-
urad keTdeba, dro ekonomiurad ixar jeba, amasTan, 1S
xels uSHis dokumentebis “dakargvas”, mouwesrigebel
muSakebs xSirad rom “gaebnevaT”. ideaBuria, Tu ndivnis
magidaze awyvia mxo B od is dokumentebi da cnobarebi,
romelic auciBebelia inm momentisaTvis.

xSirad daalageT Tqveni sanuSao adgi B i: magida, uj rebi,
karadebi, Tamamad gaaTavisufBeT isini makuBaturisa
da arasaWiro nivTebisagan.

sanuSao ganwyobaze mogmedebs sunic. dageni B1ia, ron
Bimonis suni xSir SemTxvevaSi amcirebs Sromis nay-
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ofierebas, vardisa ki, amaR Bebs. Fsiqo B ogebis Sefase-
biT, sayvareB'i sunamos sunic matonizebe lia da dadeb-
IT enociebs iwvevs, magran oFisSI aromaTerapils seanse-
bis Catarebas specialistebi ar gvirCeven, radgan is,
rac Tgven mogwonT, SeiZBeba sxvebis Tavis tkivili
gaxdes.

sasurvelia sanuSao oTaxis xSiri ganiaveba. mdivnis
sanuSao adgi Bis normaBluri kBimaturi viTareba Sei-
ZBeba kondicionerisa Tu saventiBacio saSualebebiT
Seiqnmnas.

didi mniSvne B oba agvs avejis SerCevas, IS unda 1yos
moxerxebu B'i da Tanamedrove. momsaxurebis zonaSi moms-
vBel TaTvis auci Bebe Bia ramdenime skami an savarZeli
da patara magida.

sanuSao adgi Bi xe ImZRvane B is kabinetis Sesasvlel Tan
ise unda moewyos, rom mdivani misaRebSi Semomsvlels
auci Beblad pirdapir, saxiT xvdebodes.

programu i uzrune lyofa

Tirmis, dawesebu Bebis komerciull i warmateba didad
aris gapirobebuli maTi tegnikuri aRWurvillobiTa da
avtomatizaciiT, romelic sull ufro da ufro mzardi
informaciis pirobebSi marTvis procesebis efeqtur
saSua B ebas warmoadgens.

sagmiswarmoebis avtomatizacia iTxovs — saofise
sistemebs martivi da moxerxebuli samomxmarebBo in-
terfeisi unda hqondeT, rom speciall istebma, romlebsac
dokumentebTan agvT saqme, gansakuTrebulli momzadebis
gareSe, personaluri kompiuteriT Seasrulon TavianTi
fungciebi.

sagmiswarmoebis avtomatizebull sistemebs da maTze
momuSave pirebs unda SeeZBOT:
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-v" dokumentebis Seyvana, momzadeba da redagtireba.

-v" dokumentebis Sesaxeb monacemebis damuSaveba da
Seyvana (registracia).

-v" xe ImZRvane I Tan, TananSrom B ebTan Tu partniorebT-
an dokumentebze erTobl ivi muSaoba.

-v" dokumentebis Sesrullebis kontroli.

-v"dokumentebis Senaxva da Zieba (nonacemTa bazis
Seqnna).

-v"dokumentebis miReba da gagzavna.

v"dokumentebis sistematizacia. sagneebis Fornire-
ba.

v"dokumentebis saargivod momzadeba da maTi dacva.

saofise muSaobis kargad daprogramebulli da swo-
rad gamoyenebu li avtomatizaciis sistema aadvi lebs
sagmiswarmoebis rutinull operaciebs.

samsaxurebrivi dokumentebis Sedgenisa da redagtire-
bis mraval i programa arsebobs. aseT programebs tegs-
tur redagtorebs an tegstobriv procesorebs uwode-
ben (Word da sxv.). tegstis Sedgenisas, an progranebis
gamoyenebis dros, displeis ekranze Cndeba saredagtoro
teqsti da SesaZBebeBia masSi nebismieri cvlilebis
Setana: tegstis erTi Fragmentis neore adgi Bas gada-
tana, dokumentebis gaerTianeba. ganoyofis mizniT Sxva-
dasxva nawi Bis gansxvavebu Bi SriftiT gamocalkeveba,
advi B deba muSaoba tabu Bebsa da cxriBebTan, SesaZlle-
belBia printerze tegstis mravallgzis dabeWdva da a.S.
programaSi SeiZBeba CairTos enis sinoninTa Begsikoni,
orTografiisa da gramatikuli normebi. dokumentis
Tanamedrove stiluri gaformeba, agreTve, dokumentis
randenime enaze Sedgenis SesaZlBebBoba da a.S.

tegstobriv redagtorSi dokumentis Sedgenisas Sei-
Z W eba gamoyenebu B 1gnas winaswar gamzadebuli da pro-
granaSi Setani Bi trafaretebi, romlebic gamoyenebu l'i
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igneba sxvadasxva saxis sagmiani dokumentebis Sesagn-
ne B ad.

tegsturi redaqtoris saSuallebiT Segmnil doku-
ments saWiroebis SemTxvevaSi kompiuteri imaxsovrebs,
inaxavs da gzavnis Tai Bebis saxiT, an Furcell ze anobe-
Wdavs.

mdivnis sanuSao dRe

mdivan-referentis samuSao dRe xasiaTdeba XxSiri
cvallebadobiT, romBis prognozireba an gamocnoba Zne-
I ia, magram misi TviTdinebaze miSvebac ar SeiZleba, auci-
I ebe B 1a mov Benebisadmi mudmivi, Fxizel 1 yuradReba.

mdivan-referentis warmatebu li sagnianobis mTavar
pirobad rCeba:

-eomomava B i sagmeebis dagegmva.

-o¢ Sromis optimaluri ritmis dadgena.

-¢ TandaTanobiTi CarTva sagnianobaSi da Sromisa da
dasvenebis auci Bebe B 1 monacv B eoba.

dagegmva

dagegmva SeiZBeba dRis, kviris, Tviuri, kvartaluri
an whiuri. erTi dRis dagegnvisas aucilebelia gav-
iTvaliswinoT Semdegi: rogorc gamocdili avtomobill -
isti manganis dazvramde motors gaaxurebs, aseve mdivan-
ma unda gadaxedos Tavis sanuSao dRes, noifiqros, Seadg-
INOS gegma, gamohyos saswrafo da mniSvne B ovani sagmee-
bi.

rekomendebu Bia — erTi da igive sagneebi, romBebic
yove BdRiurad meordeba, daigegnos sanuSao dRis erTsa

16

da imave monakveTisTvis, maga B i1Tad, miRebu B 1 korespon-
denciis damuSaveba, rogorc wesi, di BiT xdeba.

auci Bebelia, Tgveni sanuSao dro ise gaanawi B oT,
romn dRis ganmav B obaSi xe BmZRvane B's daexmaroT dageg-
mi B RonisZiebaTa SesruBebaSi. saWiroa misi drouli
informirebac, zogierT sakiTxze sjobs winaswar, erTi
saaTiT adre da Tu RonisZieba mniSvne Bovania, erTi
dRiT adre. es SesaZlBebe B ia mxoBod im SenTxvevaSi, Tu
mdivnis gegma koordinirebulli da SeTanxmebuBia Xxe-
EInZRvane B is gegmasTan. ZiriTadi informacia, rogorc
wesi, mas dilidanve gadaecema, dRis ganmav B obaSi ki
mxo Bod gansakuTrebu Il i.

muSaobis optimaluri ritnmi

sanuSao dRis dagegmvis dros mdivan-referents unda
axsovdes rom SemogmedebiTi, an mZime davaBebis Sesas-
rulleblad yvelBaze kargi dro dilis 10-dan 13 saaTa-
mdea. Semdeg agtiuroba ik Bebs, dRis meore naxevarSi Ki
SedarebiT maRalia 14 saaTidan 17 saaTande. anis Semdeg
is TandaTan ecenma.

sanuSao kvirasac aqvs Tavisi cikBi. orSabaTi 1Tv-
Beba sanuSao rienmSi Sesvlis dRed. sanSabaTi, oTxSa-
baTi da xuTSabaTi kviris yveBaze nayofieri dReebia,
paraskevs ki ukve igrZnoba garkveuli daREiloba

ideallurad iTvleba — yoveli1 ormocdaxuTi wuTi
muSaobis Semdeg 15 wuTi Sesveneba. amasTan, kompiuter-
Tan yove BdRiuri muSaoba 4 saaTs ar unda aWarhbebdes.

mdivani-referentis profesia zeganakveTur muSaobasac
gu B isxmobs. menegmentis specialistebi Tvlian — Tu
Tqven xSirad gWirdebaT damatebiTi dro, e.i. sworad
ver axerxebT samuSaos organizebas, an Zall ian didi moc-
ulobis sanuSaos asrullebT.
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magram zogjer isec xdeba, rom mdivans sagme nak le-
bad aqvs. amgvar viTarebaSi ubralod ise moigeciT, viT-
om dakavebu 1 xarT. mTavaria sagnianad gamoyurebodeT
da ara ise, rom ar iciT ra gaakeToT.

mdivan-referentis sanuSao
dRis gegma (nimuSt)

1. samsaxurSi 15 wuTiT adre misvla, sanuSao adgi-
I is mowesrigeba, dRis ganrigis Sedgena an dazusteba.

2. dRis gegmiT gaTval iswinebu B i dokumentebisa da
sagmeebis Tavmoyra.

3. korespondenciis miReba, gacnoba da registracia-
Si gatareba. im dokumentebis gadadeba, romBebSic aRZru-
Bi1 sakiTxebi xel@mZRvanelis saswrafo gadawyvetas
iTxoven.

4. danarCeni dokumentebisaTvis pasuxebis SesaZlo
variantebis momzadeba an Semsrulebe B TaTvis maTi ga-
nawi Beba (ganocdi Bi ndivani xe EmZRvane Bs magidaze
daumuSavebe I korespondencias arasodes ar daudebs).

xe ImZRvane B isaTvis korespondenciis gacnobis gasaad-
villebBad rekomendebu Bia nTavari azris fHomasteriT
an markeriT ganoyofa. garda amisa, mdivanma an korespon-
dencias unda daurTos masalla, romelic ag motanil
sakiTxebs exeba. es auci Bebe B ia imisaTvis, rom xe InZR-
vanelma SeZBos sakiTxis Rrmad Seswavla da swori
gadawyvetti Bebis miReba.

5. gadaxedos Semosu I mimoxi Bvas, angariSebs, sauw-
yeho gamocenmebs, mosawvevehs, agreTve, cnobebs konferen-
ciebis, Sexvedrebis, saiubi Beo zeimebisa da sxva RonisZie-
bebis Sesaxeb. maTi monacemebi: TariRi da dro Caiweros
Tavis kalendar-organizatorSi.
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6. miRebulli korespondencia Sesrulebis vadebis
mixedviT daalBagos, depeSebi, saswrafo Tagsebi dauy-
oneb B iv gadasces xe BnZRvanell's.

7. daitovos is dokumentebi, romBebic auci lebe-
I 1a mindinare sainformacio-sacnobaro samuSaosaTvis.

8. nmiRebuli korespondenciis Sesaxeb moaxsenos
xe ImZRvane I s.

9. xelmZRvane I Tan daazustos mindinare da momdevno
dRis dasaxul RonisZiebaTa Sinaarsi. cvlilebis SenTx-
vevaSi mdivanma is Tavis CanawerebSi unda Seitanos. auci-
Bebelia dazustdes da Sedardes xelmZRvaneBisa da
mdivnis Canawerebi dasaxull RonisZiebaTa Sesaxeb. gansx-
vaveba mxoBod droSi igneba. magaliTad, Tu xe BmZRv-
anel's aRniSnuli agvs: “15% TaTbiri”, maSin mdivanTan
Canaweri amgvari unda iyos: “14?° Sevaxseno TaTbiris
Sesaxeb”.

10. telBefoniT (an piradad) acnobos saTanado Sem-
srullebBebs xel@mZRvanelBis brZaneba davalebebisa da
misi vadebis Sesaxeb.

11. momsv B e lebTan muSaoba da sate Befono saubrebi
(nTeli1 dRis ganmav @ obaSt).

12. Sesrullebuli dokumentebis sagmeebSi Cakereba.

13. davallebaTa kompiuterze Sesrulleba.

14. xeW@mZRvane Bis miTiTebis Tanaxmad dokumentebis
as Bebis momzadeba.

dRis meore naxevari

15. momsvBelebTan muSaobis gagrZeBeba da telle-
fonze saubari.

16. Sesrullebuli dokumentebis Segroveba da momza-
deba xe Bmosawerad.

17. Sesrullebull davallebaTa Sesaxeb xe BmZRvaneli-
saTvis moxseneba. misgan xe@mowerili dokumentebis
wamnoReba.
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18. dawesebu Bebidan gamava B i dokumentebis damuSaveba
da adresatebisaTvis maTi gagzavna.

19. momdevno dRis RonisZiebaTa moniSvna.

sanuSao dRis bollo

20. CanawerebSi Caxedva, saTanado ganyofi Bebebis
gafrTxileba aucilebel RonisZiebaTa mosamzadeblad
(de BegaciaTa miReba, momzadeba TaThirisaTvis, sastum-
ros SekveTa da aS.).

21. xel@nZRvaneB'i Tu samuSao saaTebis Semdeg rCeba,
auci Bebel1a misi saTanado informaciiTa da saWiro
masa B ebiT uzrunve lyofa

22. auci Bebe lia sanuSao adgi Bis moawesrigeba, do-
kumentebis Senaxva, seifebis, karadebis Caketva, sadac
dawesebu Bebis masaBebi inaxeba. wasvlis win unda gan-
orTos yvela saofise aparatura.

samuSao dRis dasagegmavad
kompiuteris gamoyeneba

mdivan-referentis sanuSao dRis dasagegmavad saukeTeso
saSua B ebaa personalluri kompiuteri da progranulli
produgtebis bazaric momxmarebels FarTo arCevans
sTavazobs.

erT-erTi yve laze popularulli sainformcio sistenaa:
Microsoft Outlook. es programa mdivan-referentisa da
misi xeImZRvanelis samuSao drois efeqturi orga-
nizaciis bevr saSuallebas i1ZHBeva.

Microsoft Outlook informaciis didi wyaroa, aadvi Bebs
sakontagto pirebTan urTierTobas, SesaZBebelia er-
TobRivi dokumentebis naxva da aS. is agreTve saSu-
allebas gvaz Bevs davgegnoT Sexvedrebi, mogzaurobebi, Tval i
mivadevnoT sakuTar Tu TanamSrome B Ta sagmianobas.
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Outlook-i1s ZiriTadi panelBi Sedgeba Semdegi ganyo-
T1 Bebebisagan: Semomavall i, kaBendari, anocanebi, dRiurt,
SeniSvnebi da sxv.

daskvna

mdivani-referentis profesia, albaT, yve Baze axBos
aris msaxiobis profesiasTan. mdivnis muSaobis speci-
Tika da sirTulle dakavSirebu B 1a imasTan, rom is mudan
xe InZRvane Bis, TananSrom Bebis, dawesebu BebaSi momsv-
BelTa Tvalwinaa, yuradRebis centrSi. sakuTari ganw-
yobis miuxedavad, nudam Rimi B iani, Tavaziani unda 1yos.
misi sasianovno xma, mtkice, damagerebe b1 Jestebi, keTi ll-
ganwyoba, gansakuTrebull atmosferos gmnis oFfisSi. ma-
Ral1 profesional izni da ganorCeulli pirovnulli Tvise-
bebi mas saSuallebas aZBevs yvelBasTvis saWiro da sa-
sianovno adamiani 1yos.
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tegstis referireba

mdivan-referentis sagmianobis auci Bebell elements
warmoadgens Semosu Bi korespondenciis damuSaveba, gac-
noba-daxarisxeba. xSirad maTSi arsebull i1 masalla sayura-
dRebo dokunmentia, romell Ta Sesaxebac xe BmZRvane I obas
auci BebBad unda ecnobos. gonieri da Tavisi profesi-
is pativisncene i mdivani zemdgom pirs daumuSavebe
korespondencias ar Seutans. ag referentis codna da
erudicia gansakuTrebulad vBindeba. is unda gaecnos
dokuments, iq mocenull ZiriTad momentebs da yove B ive
gadmosces Bakonurad, ise rom ar daikargos mTavari
azri da erTiani suraTic SenarCundes. anitomac, referi-
reba, romelic erTi SexedviT advi B Cans, sakmaod rTu-
B1ia da garkveull profesiull codnasa da meTodo B ogi-
is THobas iTxovs.

mzardi informaciis pirobebSi referireban gan-
sakuTrebu Bi mniSvne Boba da mizanmimarTu Beba SeiZina.
Tanamedrove organizaciis xe BmZRvane b1, biznesmeni mud-
mivad unda grZnobdes drois majiscemas, icnobdes mec-
nierebisa da tegnikis uaxBoes miRwevebs, raSic mas
did daxmarebas referenti da referirebulli masalla
gauwevs.

ra Tgma unda, referatisa da referirebis Sesaxeb
sakmao Biteratura arsebobs rusull, ingBisur Tu sxva
enaze, maT Soris garTullzec. Cvens sinandvi BeSi ki pirve-
B garTulenovani saxe InZRvane Bo sagarTve Bos teqni-
kur universitetSi Seignna — rusudan TabukaSvi b1, te-
gstis referireba da anotireba, Th. 2004 w., romelic
humanitaru I-tegnikuri faku I tetis Tar jiman-referen-
tis specialobis studentebisaTvis aris gankuTvnili.
vFigqrobT, is ganoadgeba ara mxo B od maT, araned refer-
irebiT dainteresebull yvela nkiTxvels.
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referatis ramdenime gansazRvreba arsebobs. gavec-
noT zogierTs: “referati pirveladi dokumentis Sinaar-
sis mok Be gadmocemaa ZiriTadi cnobebiTa da daskvnebiT”.

“referati — es aris Sinaarsis yvela ZiriTadi momentis
Sekveci Bi, naTel1 da dasrulBebulli gadmocema, romelic
randenadac es SesaZlBebelBia, avtoriseuli eniT gad-
moicema da amasTan ar irRveva pirveladi dokumentis
Tanmimdevroba”.

referati unda aigos informaciis azrobrivi kom-
presiis (Sekvecis) safuZvell ze. referents moeTxoveba
informaciis mkafiod gadmocema. igi ar unda iyos “Tu-
TiyuSi” romelic gmnis originalis asls. man kompag-
turad unda gadmosces avtoriseu b1 informacia, daafig-
siros misi pozicia, oRond mokBed. referati unda
iyos Bakonuri da amave dros magsimaBlurad informaci-
ulli. referatSi gaxsnilia sakiTxTa arsi, CanoTvlilia
umniSvne B ovanesi daskvnebi da maTi damadasturebeli
argumentebi da fagtebi.

referati meoradi dokumentia, ronlis mizania adresa-
tis orientacia informaciis nakadSi (SemecnebiTi Fun-
gcia). amis garda, mas aqvs damatebiTi Fungciebi:

1. saZiebo Funqcia — adresatma zogadad icis pirvel -
wyaros arsebobis Sesaxeb.. magram mas ar agvs cnobebi
misi adgi Bmdebareobis Sesaxeb. saZiebho funqciis saSu-
allebiT xdeba originalisa da Sinaarsis moZieba..

2. komunikaciuri — adresats miewodos cnobebi uc-
nobi dokumentis arsebiTi, ZiriTadi Sinaarsis Sesaxeb,
romelic mas ainteresebs.

3. SefasebiTi — misi mizania mocemul1 dokumentis
rekomendacia ama Tu im mkiTxve BisaTvis. rekomendacia
eyrdnoba dokumentis daxasiaTebas, kargia Tu ara igi.

4. substituciuri (erTis meoriT Senacvleba) refe-
rati ara marto iZBeva informacias ama Tu iIm pub-
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Bikaciis Sesaxeb, aramed garkveuBwilad igi ucvlis
mkiTxve I's originalls, e.i. referats agvs substituciu-
ri fungciac.

teqstTa tipebi nairgvaria da maT kWBasifikacias
safuzvlad udevs tegstis struqtura martivi Tu rTulli
da amis mixedviT ganasxvaveben:

1. erTgvarovani rTulli strugturis mgone mxatvrul
teqstebs. mxatvrull teqstSi SeiZlBeba 1yos ramdenime
Tema, queTema da ormagi azri. strigonebs Soris mkiTx-
velma SeiZBeba anoikiTxos qveteqstebi.

mxatvrull (poetur) teqstebSi individualuri sawyisi
mZBavrobs, TviTgamoxatvis formebi Tavisufalia, rac
interpretaciebis simravles warmoSobs. es ki imas niS-
navs, rom yovel callkeull SemTxvevaSi gageba SeiZleba
iyos miax B oebiTi da ara absoRuturi.

2. rTullil strugtura aquT agreTve pubBicistur
sagazeTo tegstebs, romBebic mkiTxve Bma SeiZBeba ornai-
rad waikiTxos — an srulad, Tavidan bo B onde, an swrafad
da gakvriT — mxo B od saTaurebi, qvesaTaurebi, abzacebi,
ronBebic muqi SriftiTaa dabeWdilli. pubBicisturi
tegsti (popularull-sanecniero, sayofacxovrebo, re-
Bigiuri, istoriulli da mravali sxva) eqvemdebareba
kompresias, romlis Sedegadac miviRebT mok e informa-
cias.

3. rTulli strugtura ags agreTve zogadad samecniero
tegsts. samecniero teqstebi tipuri tegstebia da maT
kompoziciuri simwyobre aqvT. maTi monoTematuroba xell's
uwyohs teqstSi Temis Tanmimdevrull ganviTarebas da
Bogikuri mimarTu Bebebis mkaFiod gamoxatvas. nebis-
mieri dargis samecniero teqsti daax B oehiT erT stan-
dartzea agebuli. igi Sedgeba saTauris, pirveli mikro-
tegstis (sakiTxis dasma, Sesavalli), ZiriTadi mikroteg-
stis (Temis gaSHa, dasabuTeba) da bo B o makrotegsti-
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sagan (daskvna). xSirad samecniero tegsts axBavs kidec
anotacia saTauris Semdeg an statiis boBos (Cveu leb-
riv ucxo enaze, es mikrotegsti fakull taturia). teqni-
kuri dargis samecniero tegsti xSir SemTxvevaSi “Zir-
iTadi tegstisa” da “damxmare tegstisagan” Sedgeba.
ZiriTad tegsts uwodeben samecniero-tegnikuri dar-
gis statias, publikacias, xol o danxmare tegstad miiC-
neva SeniSvnebi an ganmartebebi, romBebic mosdevs Ziri-
Tad tegsts.

mzardi informaciis pirobebSi gansakuTrebull mniS-
vne Bobas iZens mimoxiBviTi naSromebis fungcia da
daniSnu Beba, romBebic mravall aspeqts Seicaven. samec-
niero informacia, romelsac niBionobiT mecnieri Tu
specialisti nravall enaze gmnis, usistemodaa gabneull i
sxvadasxva samecniero dokumentebSi. am informaciis
gamoyenebis optimizaciisaTvis saWiroa misi kondensa-
cia, kBasiTikacia, sistenatizacia, analizi, Sefaseba.

mimoxi BviTia iseTi informacia, romelic warmoad-
gens SetyobinebaTa, cnobaTa erTobl 1obas, maT Senajers
saSinao, saerTaSoriso da kullturulli cxovrebis aqtua-
Buri ambebis Sesaxeb. mimoxiBviTi informacia Ziri-
Tadad vrce B deba masobrivi komunikaciuri saSuall ebe-
biT.

informaciis mimoxiBva da misi analizi konceptua-
Buri momsaxurebis erT-erTi saxeobaa da igi mimoxill-
viT referatSi gansxeu I deba.

tegstis pirvelwyaros analizisa da gansazRvris
sxvadasxva meTodi arsebobs. anjerad, Cven mxo B od aspeg-
tur da anketur meTods SevexebiT.

pirvel1 meTodi gvTavazobs Sinaarsis gansazRvras
misi azrobrivi aspeqtebis mixedviT da erTmaneTisgan
ganasxvavebs tegnikur da sazogadoebriv mecnierebebSi
referatis Sedgenis meTodebs.
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gamoyofi Bia is azrobrivi aspeqtebi, romBebic unda
aisaxos referatSi.

tegnikuri mecnierebis sfero

kvBevis probBema, misi sagani da Tematika.
. Catarebu Bi ganokvBevis sanecniero-tegnikuri sfero.
kvBevis mizani.

. masalla, romelzec Catarda kv leva.

. sakv B evi obieqtis Seswavlis avtoriseulli Sefaseba.

. sakvlevi obieqtis daniSnu ll eba.

. kvlevis saxeoba.

kvBevis meTodi.

. gamoyenebu B'i xe I sawyoebi.

10. pirobebi, romelBSic nimdinareobda kv leva.

11. konkretulli rezull tatebi.

12. tegnikuri efeqti.

13. ekonomiuri efeqti.

14. sakvBevi obieqtis Rirebuleba da mniSvne l oba.
cxadia, ukBebriv yvela pirve Bwyaro ar Seicavs CanoTv-

D11 aspeqtebs. aseT SemTxvevaSi referenti Semogmedeb-

iTad udgeba dasaxe BebuB1 sakiTxebis interpretacias.
aspeqtebi anketuri tipisaa da igi SeiZBeba CaiTva-

Bos universallurad, radgan dasaxe Bebull1 aspeqtebi

TiTgnis yvela samecniero dokuments agvs. am sgemas

SeiZ B eba hqondes Semok Bebul1 variantic, radgan misi

14 aspeqti xSirad ufro msxvill ygufebad erTiandeba.

©oO~NOUONWNE

sazogadoebrivi mecnierebebis sfero
sazogadoebriv mecnierebebis dargSi referati ga-

TarToebu i saxiT iwereba, radgan:
a) sareferato pirveBwyaro didi moculobisaa da
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agqvs Sinaarsis gadmocemis Taviseburi, humanitarulli
dargebisaTvis damaxasiaTebeB1 meTodi.

b) referatSi Sedis pirve Bwyarodan informacia avto-
ris Sesaxeb.

g) an referats nkiTxveBlTa farTo wre hyavs da
amdenad, 1gi bevri mkiTxve BisaTvis pirve Bwyaros suro-
gatia.

sazogadoebrivi mecnierebebis dargSi referatis
Sedgenisas referentma neorad dokumentSi unda Seita-
nos sakvlev obieqtze avtoriseuli Sexedulebebi da
ganmartos avtoris pozicia. referatis enobrivi strug-
tura da misi stilli ganicdis originalis enisa da
stilis gavlenas, rac nawi Bobriv xel's uwyobs refera-
tis Sinaarsis adekvaturobas pirvelBad dokumentTan.
referatSi originalidan SeiZBeba gadavides mTeli
Tragmentebi, winadadebebi, gansakuTrebiT ki 1iseTebi,
rome I tac didi azrobrivi datvirTva aqvT da sadac
kvBevis Sedegebia gadmocemu B 1.

dResdReobiT didi yuradReba eTmoba tegstis refe-
rirebis am meTods, aspeqturi meTodiT dRes muSaoben
specialistTa rigi jgutfebi, magram mainc unda aRiniS-
nos, rom amn meTodiT tegstis damuSaveba xdeba winaswar
mocenu 01 SekiTxvebis mixedviT, da andenad, referirebis
procesi daiyvaneba informacis mxo Bl od eqstrahireban-
de, rome Imac nT B ianad unda upasuxos mocenu B SekiTx-
vebs.

anketuri meTodi
mecnierTa sxva nawilma special istebs SesTavaza
analogiuri sgematuri gegma, romBis mixedviTac, maTi

azriT, unda Sedges referati. avtorTa es Jgufi Temat-
urad ufro dawvriBebiT ganixiBavs samecniero-teqni-
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kur teqstebs da TiToeulisaTvis gvawvdis anketuri
Tipis Sesabamis gegmas.

gTavazobT anketuri tipis gegmas, rombis mixedvi-
Tac SeiZBeba SevadginoT mecnierebis sxvadasxva dargebSi
referati.

gegma, rombis mixedviTac iwereba referati mecniere-
bis nebismier dargSi:

a) mecnierebisa da misi SemswavBeli obieqtis gan-
marteba.

b) mecnierebis strugtura.

g) mecnierebis ganviTarebis istoria.

d) misi warmoSobis winapirobebi.

e) im mecnierTa Sromebi, romBebmac Seitanes wlili
am mecnierebis ganviTarebaSi.

v) mecnierebis ganviTarebis Tananedrove etapi.

z) mecnierebis kvBevis meTodebi.

T) sxva mecnierebebTan kavSiri.

1) mecnierebis an dargis mniSvne I oba.

aspeqturi da anketuri meTodebi pirve Bwyaros Si-
naarsis gansazRvris analogiuri meTodebia. orive me-
Todis avtorebi adekvaturi xerxebiT axdenen tegs-
tidan ZiriTadi Sinaarsis egstrahirebas (anokrefas).

warmodgeni Bi aspeqturi da anketuri meTodebi Sei-
Zleba daggufdes Semdeg nawi Bebad: Sesavali nawili,
ZiriTadi nawi B, daskvniTi nawi Bi.

tegstis informaciul 1 strugtura

tegsti informaciull strugturis TvalsazrisiT
Sedgeba Semdegi komponentebisagan: ZiriTadi informacia,
nacnobi informacia, danatebiTi informacia, dublirebu-
b1 informacia, periferiulli informacia, “gaugebari in-
formacia”.
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ZiriTadi (igive axal'i informacia, anu rema) informa-
cia — es is informaciaa, romBisTvisac iwereba sazoga-
dod nebismieri tegsti. ZiriTadma informaciam unda
Seitanos siax Beebi da moaxdinos cvlilebebi rogorc
callkeul1 individis, aseve zogadad sazogadoebriobis
kompetenciaSi. ZiriTadi informacia — es tegstis Sinaar-
sia. ZiriTadi informacia efuZneba ukve nacnob, igive
Zvel informacias, anu Temas da warmoadgens mis zednaS-
ens. nacnob informacias sasargebl o informaciasac uwo-
deben, radgan igia safuzveli ZiriTadi informaciisa.
ZiriTadi informacia individisaTvis aris is, rac misT-
vis, misi codnisaTvis, misi kompetenciisaTvis siaxles
warmoadgens.

specialistTa yuradRebas ipyrobs pirve Bwyarodan
ZiriTadi informaciis egstrahirebis (amokrefis) sakiT-
Xi. es, erTi SexedviT martivi ram mraval sirTulles
Seicavs. jer erTi, ron pirve BwyaroSi ZiriTadi, nacno-
bi Tu damatebiTi informaciebi erTmaneTSia gadajaWvu-
B1, radgan nacnobi axWBis bazisia, damatebiTi ki misi
damazustebeBi. swored maTi monacvBeoba gmnis tegs-
tis informaciulobas, mis Sinaarss. garda amisa, Tuki
teqstSi mocemuli igneba mxoBod axali informacia
nacnobi da damatebiTi informaciebis gareSe, amgvari
tegsti, erTi mxriv, gaugebari igneba nebismieri rangis
adresatisaTvis, da meore mxriv, an €ipis tegsts mxo-
Bod xeBlovnurad Tu Segmnis adresanti.

avtorTa erTi jgufi Tvlhis, rom samecniero tegs-
tebSi ZiriTadi informaciis gansazRvrisaTvis sakmari-
sia originalidan Tezisebisa da daskvnebis egstra-
hireba (amokrefa). xoBlo TezisTa argumentaciasa da
msyelBobaTa Bogikur Tanmimdevrobas isini damatebiT
informacias miakuTvneben.

damatebiTi infFormacia iseTi informaciaa, rome-
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Bic akonkretebs da ganaviTarebs teqstis ZiriTad in-
formacias. damatebiTi informacia ganoixateba in sity-
vaTa ganmeorebebiT, romBebic azusteben in cnebebs, rom-
Bebic tegstis Temas warmoadgenen.

samecniero teqstSi damatebiTi informacia gad-
mocenu I 1a:

1. magaBiTebiT;

2. cifrulli nonacenebiT;

3. TezisTa argumentaciiTa da msjeBobaTa Tanmim-
devrobiT,

4. dasabuTebiT,

5. makonkretebe Bi, damazustebeBi enobrivi elemen-
tebiT.

dubBirebulli, anu ganmeorebiTi infFormaciac dam-
atebiT informacias miekuTvneba. informaciis dublire-
ba — ukve gadmocenuli informaciis gameorebaa sxva
enobrivi saSualebebiT. dubBirebulli informacia War-
bia mT Bianad teqstisaTvis, TumcaRa Bokalurad igi
sasargeb 1 ocaa.

dubBirebull 1 informacia originall Si gadnoicena ara
erTi, aramed randenime winadadebiT, anda winadadebaTa
JouFiT, romelic vrclad da dawvrilebiT, detallurad
gvawvdis cnobebs ZiriTadi informaciis Sesaxeb. refe-
rentis amocanaa teqstis kompresia moaxdinos dub-
Birebulli informaciis kvecis xarjze.

periferiuli informacia araa kavSirSi tegstis
ZiriTad SinaarsTan. periferiull informacias teqstSi
gunis yove Bgvari Sedareba: istoriidan maga B iTebis moyvana,
ana B ogiebi, Frixi BebSi Casmull'i yve Ba winadadeba.

gaugebar informaciaSi igulisxmeba 1Bustracie-
bi, sgemebi, cxri Bebi, sagnobrivi sia da sxva damatebiTi
masa Wl ebi.

referatSi, rogorc wesi, unda iyos mxo lod ZiriTa-
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di (axal 1) informacia, Sesabanisad, referirebis proce-
si SeiZlBeba warmovidginoT rogorc originall idan axa-
BI1 informaciis ganoyofa da referatSi an siaxlis
gadmotana originalSi mocemul1 Temis impHikaciiT
(qvetegstiT). referatSi mxolod ZiriTadi informaci-
is gadmocemis aucillebBobas referatis TvisebebiTa
da misi informaciuli da komunikaciuri Fungciebidan
ganomdinare ganmartaven.

referatze muSaobis meTodika

referatze muSaoba sakmaod rTulli procesia da igi
etapobrivad xorcieldeba. mkvBevarTa umravlesoba
pirve lwyaros referirebisas aRiarebs procesis ran-
denime etapad dayofis aucilebBobas. esenia

1. originalis zogadi Seswavla, misi mimoxi Bva, gac-
noba. tegstis Tematikis gansazRvra, risi Sedegicaa zog-
adi STabeWdi Bebis Seqmna sareferato tegstze.

2. originalis srullyofili Seswavla, misi gageba-
gaazreba da aRgma.

3. originalis wakiTxva, romeBSic Tavs iCens refer-
entis individuaBuri Tvisebebi, misi kvaBlificiuroba
da mzadyofna — swored aRigvas pirve Bwyaro.

a) kursoruli kiTxva, ronlis mizanicaa referenti
zogadad gaecnos teqstis Sinaarss.

b) totaluri kiTxva, romelic gullisxnobs origina-
Bis intensiur kiTxvas, totaluri kiTxvisas refe-
rents mexsierebaSi rCeba teqstis Sinaarsi da is enob-
rivi erTeullebi, romBiTac igi ganoxatulia

g) referatulli kiTxva, romBis mizanicaa referentma
ganazogados wakiTxu i da tegstidan ganoitanos Ziri-
Tadi informacia

4. originalis damuSaveba — ZiriTadi informaciis
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markireba (moniSvna), anonawerebis gakeTeba.

5. ZiriTadi informaciis ganijvna damatebiTi infor-
maciisagan.

6. kodi-sityvebis gansazRvra.

7. bazisuri winadedebebis Sedgena.

8. referatis gegnis Sedgena da misi Bogikuri dakonm-
p Beqteba.

9. referatis Sedgena da misi gaformeba.

referatSi originalis Sinaarsis gadmocemis Tanmim-
devrobis dacvis sakiTxi erT-erTi sakvanZo sakiTxia.
arsebobs mosazreba, rom umjobesia mivyveT ara origina-
Bis avtors, aramed informacia davawyoT im rigiT,
romelic ufro upriani da mosaxerxebelia meoradi
teqstis nkiTxve BisaTvis.

referatSi xSiria originalis Tanmindevrobis rRve-
va, rac imiTaa ganpirobebuli, rom referenti cdilobs
erT TragnentSi asaxos originalis Tematurad erT-
maneT Tan dakavSirebu Bi Fragnentebi Seajeros erT abzac-
Si Tematurad msgavsi bl okebi da ganallagos gamonaTg-
vani ise, rom ganzogadoebu Bi informacia pirvel rigSi
iyos warmodgeni Bi.

referatis dasawyisSi warmodgeni B1 unda 1yos yve-
Baze nniSvne B ovani cnobebi. kargad Sedgenil referat-
Si dasawyisi aris saTauris “damateba”, “Sevseba” da
amasTan 1gi gamoxatavs originalis ZiriTad Tenmas.
sagu Bisxmoa isic, ron referatis dasawyiss, mis pirv-
el winadadebas erTi winadadebisagan Sedgenil referatsac
uwodeben.

referirebis meTodikaSi gvTavazoben gamoviyenoT Se-
darebiT mniSvne Bovani informaciis grafikull i ganoyo-
Tis saSuallebebi: daxrili Srifti, xazgasma da sSxva.
mkiTxve BisaTvis adviBlad aRsagneBia referati, roca
mis dasawyisSi mkafiod aris fornulirebulli origina-
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Bis Tema, probBema, anocana da Tu tegstis ganzogade-
bis xarisxi maRalia

samecniero Janris tegstis referati unda daviwyoT
axali informaciiT, xolo pubRicisturi Janris tegs-
tis referati — problenis siaxBis dasaxe BebiT.

Tu pirve BwyaroSi mocenmu B ia produgciis, tegnikuri
procesebis, kvlevis meTodebis da aS. aRwera, maSin refe-
ratis dasawyisSi gadmocenuBi unda iyos aRsaweri
sagnis daniSnulleba da Fungciebi.

referatisTvis tipuria iseTi dasawyisi, sadac origi-
nall 1s Sinaarsi ganzogadebu B adaa dasaxe Bebu B an miniS-
nebuBia originallis ZiriTad informaciaze.

referatis Ringvisturi struqtura Begsikur-
sintagsuri TaviseburebebiT gamoirCeva. ZiriTadi kri-
teriunebia: referatis gaJRenTva termino BogiiT, mar-
tivi winadadebebis siWarbe (informaciulli referati-
sas), danokidebu B winadadebaTa ob B igatoru B oba (savall -
debu B0), vrce i CamonaTvall ebi, enis Bakonurobis xer-
xebis gamoyeneba: abreviatura, arasrulli winadadebebi.
referatis Bingvisturi strugturisaTvis niSandob I ivia
B akonuroba, mkafiooba da Sinaarsis gamoxatvis cxad-
yotfa.

ternino Bogiuri Begsikis safuzve Bia cnebebi, ron-
Bebic originalidan referatSi gadaitaneba. randena-
dac calkeuli saxeobiTi cnebebi referirebis proces-
Si SeiZleba Seicvallos erTi zogadi cnebiT, referatsSi
SeiZ B eba Segvxvdes terminebi, romBebic ar aris origi-
nalis teqstSi.

terninoBogiuri Begsika magsimaBluri sizustiT
gadmoscens pirveladi dokumentis Sinaarss. terminTa
gamoyenebis sixSire referatSi marTebullad iTvHeba,
radgan i1gi tevadia da mkafiod gadmoscens cnebis arss.

terninoBogiuri Begsikis Secvla sxva misi sino-
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nimuri terminebiT dauSvebe I ia. winaaRmdeg SemTxvevaSi
Tavidan ver avicillebT originalis Sinaarsis serio-
zull azrobriv uzustobebs.

abreviatura referatSi xSirad gamoiyeneba, TumcaRa
unda aRvniSnoT, rom terminis pirveladi dasaxe Bebisas
igi saxelBdeba srullad da mas gverdiT miewereba misi
abreviatura, Semdeg ki teqstSi mudnivad abreviaturas
1yeneben.

citata informaciull referatSi Sedis iribi metyve-
BebiT, TumcaRa SesaZ Bebe l 1a citatebis gaformeba pirda-
piri metyve Bebis saxiTac. arsebobs tendencia citatad
gaformdes originalis ufro metad mniSvne B ovani frag-
mentebi (terminTa axsna, daskvnebi da aS.). citireba
sazogadoebriv-pubBicisturi Janris tegstebisaTvisaa
damaxasiaTebeBi. originallidan citirebisaTvis saWiro
winadadebebi da fragmentebi subieqturad unda SeirCes
referentis mier.

referatis sintagsic imis mixedviT ganisazRvreba,
Tu ra tipis referatTan gvaqvs sagne. indikatur refe-
ratSi damokidebu 01 winadadebebis gamoyenebis sixSire
sakmaod maRall 1a. magsimaBurad didia kB 1Seebis gamoye-
nebis sixSirec, riTac referenti referatis winadade-
bebs akavSirebs erTmaneTTan.

zogadad samecniero stilisaTvis da konkretul
SemTxvevaSi samecniero tegstis indikaturi referati-
saTvis damaxasiaTebeBia rTull1 sintagsi, romnlis dax-
marebiTac gadmoscems referenti ganzogadebull rTul
B ogikur nsjel obebs, argumentebsa da maT motivaciebs.
samecniero tegstis referatis rTulli sintagsi gulisx-
mobs mTe i rigi damokidebu 1 winadadebebisa da aseve,
CarTu B'i winadadebebis, CarTull1 sityvebis, mimReobebis
gamoyenehas. xSirad vxvdebiT referatSi uzarmazar sin-
tagsur konstrugciebs, romlebic erTmaneTTan Sida kav-
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SirebiTaa dakavSirebuli, gansazRvrebiT danokidebu ll
winadadebebsa da gavrcobi B gansazRvrebas. damokidebu i
winadadeba komunikaciuri TvalsazrisiT yve Baze Faseul ig,
radgan masSia gadnocemu B rema, axal 1 informacia, xollo
mTavari winadadeba warmoadgens Temas, anu cnobi s da
amdenad, 1gi araa Rirebul .

infFormaciu ll referatze muSaobis meTodika

samecniero tegsti, publ icisturi tegsti

1. yuradRebiT waikiTxeT teqsti, Canoayall ibeT misi Tema.

2. danonreT tegstis abzacebi.

3. moaxdineT TiToeull abzacSi sintagsuri, semantikuri,
informaciu b'i, konunikaciuri kompresia.

4. ganazogadeT callkeuli winadadebebi deskriptori
sityvebiT.

5. SearCieT winadadebaTa gadabmis saSualebebi — HBeg-
sikuri erTeulebi.

6. citirebisas gamoiyeneT iribi metyve I eba.

7. SeadgineT referatis tegsti.

8. daasaxeleT referentis gvari.

mimoxi BviT referatze muSaobis meTodika
publl icisturi tegsti

1. yuradRebiT waikiTxeT tegstebi, romlebic gaerTiane-
bullia erTi rubrkis qveS.

2. CamoayalibeT yvela tegstisaTvis saerTo, maTi
gamaerTianebe B1 Tenma.

3. TiToeul teqstSi gamoyaviT saerTo bazisuri wina-
dadebebi.

4. gansazRvreT, romel i maTgani Seva saerTo gegmis

CamonaTvall Si.
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5. gansazRvreT, am tegstebidan romel1 iqgneba saba-
ziso, romels SeiZleba daeyrdnoT, romeli ufro in-
formaciulia

6. daadgineT, romeli tegstis ZiriTadi informaciiT
SeiZ D eba sabaziso tegstis Sevseba (es procedura SeavseT
mesame, meoTxe, mexuTe da aS. teqstebiT).

7. daadgineT, romel1i ZiriTadi informacia meordeba
yve Ba tegstSi.

8. moaxdineT tegstTa sintagsur-senantikuri da infor-
maciu B -komunikaciuri kompresia.

9. ganazogadeT teqstebi deskriptori sityvebiT.

10. gansazRvreT koheziis (tegstis e lementebis bmu-
Boba) saSuallebebi — kB iSeebi.

11. SeadgineT referatis tegsti, referati daiwyeT
probBenis dasaxeBebiT.

12. SegiZMiaT sakuTari azris ganoTqmac, Sefasebac.

13. daasaxeBeT referentis gvari.

referatis Targmis Taviseburebani

pirve Badi dokumentis anall izur-sinTezuri danuSavebis
sxvadasxva saxeobebs Soris yvelaze rTulli ucxouri
pirve Bwyaros referirebaa, miT ufro, rom dRes-dReo-
biT ucxouri dokumentebis danuSavebis mniSvne I oba
izrdeba dokumentaciis zrdasTan erTad. amas ganapirobebs
isic, rom masiur nkiTxvels ar miuwvdeba xelBi yvela
ucxour pirvelwyaroze. ucxoenovani publikaciebis
srullyofi i wakiTxva Zalian Znel1a da yove B Tvis arcaa
saWiro. amitom ufro efeqturia ucxouri samecniero
pub B ikaciebis referireba. amdenad, Targmni Bi refera-
ti enobrivi barieris gadalaxvis saSuallebaa, romelic
xel's uwyobs samecniero komunikacias saerTaSoriso
masStabiT, amdenad, amgvari Targmani asrulebs komuni-
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kaciur Funqgcias da Sesabamisad, am procesSi referenti
mTargmne Badac gvev B ineba...

ucxoenovani pub B ikaciebis referirebis mniSvnell o-
bis zrdasTan erTad 1izrdeba moTxovnebi, romellsac
uyeneben referents — enis Rrma codna, profesional-
izmi, Targnnis Cvevebis daufBeba da pragtikull sagni-
anobaSi maT1 swori gamoyeneba.
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cota ram karieris Sesaxeb

**k*

ganaT Bebisa da profesiulli momzadebis gareSe san-
saxurebriv karieraze saubari zedmetia. dRevande I oba,
mZaFri konkurencia yve Ba sferoSi, gansakuTrebull Zall-
isxmevas moiTxovs ara mxo Bod sakuTar speciall obaSi,
aramed zogadi Tvalsawieris gafarToebas, momijnave
dargebis garkveul codnasac iTxovs. kerzZod, momaval i
mosamsaxure unda erkveodes eTikasa da fsigo B ogiaSi,
mzad unda iyos nairgvari testebisa da kastingebi-
saTvis, mosalodneli Tu moulodneli kiTxvebisaTvis.
sxvagvarad gaWirdeba sasurvell samsaxurSi Cadgoma.

yve Ba Firma, dawesebu Beba cdi Bobs niWieri, ganaT Be-
bull1 da Tavisi sagnis mcodne muSaki miiRos. amisTvis
tardeba sxvadasxvagvari testireba Tu gasaubreba.

Tavis mxriv kandidati cdi B obs gaecnos dawesebu Il ebas,
mis sagmianobis specifikas. warmatebis misaRwevad
saWiroa gaviTvaliswinoT zogierTi niuansi, mizanSewoni I -
ia kandidatma icodes mosaubris saxeli da gvari, Seec-
ados SesaZBo kiTxvebis formuBirebas da maTze dama-
rwmunebe B'i pasuxebi hgondes.

gasaubrebisas, sxvasTan erTad, Cveu Bebriv, usvamen amg-
var kiTxvebs:

- ratom dagainteresaT mainca da mainc am Firmam?

- ratom airCieT es specialoba (swavBisas)? an
es samsaxuri?

- rogoria Tqgveni mokBevadiani an grZeBvadiani
sakariero mizani?

- Tagveni kvalifikacilis, agtiurobisa da sxva Sesa-
ZBebBobebis TvalsazrisiT, rogor warnogidgeniaT
Tqveni realluri adgili da wwlil1 sansaxurSi, sadac
unda 1TananSromBoT?
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- ras noeliT am samuSaosgan? da a.S.

rogorc 1Tgva, rekomendebu lia amgvar, mosalodnel
kiTxvebze mkafio, danagerebe B 1 pasuxebis winaswar dawera,
rom saubari advilad warimarTos.

saubris damTavrebisTanave auci BebeBia metad mniS-
vne B ovan momentebze Canaweris gakeTeba.

didi yuradReba unda daeTmos sakuTar garegnobas,
Cacnu B obas.

gasaubrebaze ar SeiZleba dagvianeba, umgobesia Tu 8-
10 wuTiT adre mixvalT.

Tirmis kadrebis ganyofiBebaSi warsadgenad, an Xe-
B nZRvane B obasTan gasaubrebisas, Tan unda ggondeT:

avtobiografia (CV), romelSic mocenulia piradi
informacia: gvari, saxe l1, dabadebis TariRi, misamarTi,
xasiaTis Tvisebebi, ojaxuri mdgomareoba, samxedro
statusli, interesebi (sporti, Teatri, hobi).

ganaT Bebis damadasturebeli sabuTi, im saswav-
Bebel Ta CanonaTvall i, rome l Siac swavBobdiT da kidev,
aRniSvna niSnebisa, romelic miRebuli gagvT im disci-
plinebSi, ronBebic auci Bebell ia nomava B i muSaobisaTvis.

piradi kvaBlifikacia: saWiroa im Tanandebobebis
CanoTvla, romelmac SesaZBebBoba mogcaT migeROT
mmarTve BobiTi samuSaos gamocdi Beba da gagefarToebi-
naT warmodgena am sferoSi.

muSaobis gamocdiBeba. mTavari yuradReba dauT-
meT muSaobis gamocdi Bebas, romelic SeiZBeba gamoy-
enebu l ignes momaval samsaxursSi.

karieris uaxBesi da Soreuli nmiznebi (erT-
erTi varianti). uax B oes mizans warmoadgens Cemi cod-
nisa da gamocdi Bebis gamoyeneba ... Is sferoSi.
Soreull mizans ki, an FirmaSi dagrovi B gamocdi Bebis
gamoyeneba amave, an sxva dawesebu BebaSi Tanamdebobis
misaRebad.
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rekomendaciebi. im pirTa CamonaTvali, romellTac
SeuzbiaT rekomendacia mogceT Taqveni profesiuli
codnis Sesaxeb (Cveu Bebriv sami, oTxi kacit). isini Sei-
ZWeba iyvnen maswavBebBebi, xel@mnZRvane Bebi uwindel
sanuSao adgilze da aS.

saubris momzadebisas da saerTod, karieris Sesagn-
nelad, SeiZBeba gamogadgeT cnobi B1 amerikelB i mecni-
eris deil karnegis rCevebi:

1. gamoiCineT gulwrfeli interesi adamianebisadni.

2. gaiRineT.

3. gaxsovdeT, rom adamianisaTvis misi saxe B is xseneba
warmoadgens yve Baze mniSvne B ovan xmas adamianur mettyve le-
baSi.

4. 1yaviT yuradRebiani msmene B, waaxa B 1seT mosaubre,
rom mogiyveT sakuTar Tavze.

5. saubari warmarTeT mosaubrisaTvis saintereso
Temis 1rgvliv.

6. adamianebs mieciT saSualleba sakuTari mniSvne B obis
SegZnebisa da es gaakeTeT guBwrfelad.

**k*

Tirmasa Tu savaWro dawesebu BebaSi xSirad gaigonebT:
vis eZebT? ras eZebT? riT SemiZlia dagexmaroT?am uka-
naskne Bis tipuri pasuxia ara gnad BobT, ubrallod vaTva-
Biereb. kardinalurad icvleba danokidebu Beba Firmis
TananSrom B isa da momxmarebed's, momsvlels Soris, Tu
amgvar Frazas gamoviyenebT: gamar jobaT, gnad B obT rom
SemoiareT CvenTan...

Rimi 01, mad Boba is 1araRia, romBiTac keTi Bganwyo-
bis mopovebas SeZBebT, rogorc xelnZRvane Bobisa, ise
TananSrom Bebsa da kB ientebSic.

Tqven SesaZBlebBoba gagvT imisaTvis, rom mad loba
uTxraT momsv Be Bebs, TananSrom B ebs, kl ientebs da saer-
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Tod, yvelas, visTanac gaqvT urTierToba. ai, mokle
CanonaTval i, risTvisac SeiZleba “mad B obis” Tagma:
* werilisaTvis
satelefono zarisaTvis
sasiamovno SexvedrisaTvis
problenis gadaWrisaTvis
megobruli daxmarebisaTvis
nayidi sagonlisaTvis
inisaTvis, rom Tgven Cveni momxmarebe i xarT da

* ok % ok *

a.S.

**k*

Tanamedrove samyaroSi gansakuTrebuli adgili
uWiravs sagmian urTierTobebs, pirad kontagtebs: dip-
Bomatiur, sansaxurebriv da a.S. maT Sesabanisi etiketi
aregulirebs, romlBis dacvasac uaRresad didi mniS-
vne B oba agvs.

etiketi _ sxvadasxva sazogadoebaSi adamianTa gce-
visa da urTierTobis miRebuli wesebis krebulia igi
istoriulli kategoriaa. adamianTa qcevis wesebi maTi
cxovrebis pirobaTa kvall obaze, konkretulli social-
uri garemos Sesabamisad icvleboda.

ganasxvaveben etiketis Sendeg saxeebs: dip B omatiuri,
maRall i sazogadoebis (samefos karis), sagniani urTier-
Tobis, sansaxurebrivi, sanxedro, sportuli, sufris, sanec-
niero, sanedicino, sanogalago da sxva.

etiketis CamoTvHill saxeebs rogorc saerTo, ise
specifikuri niSnebi agvT. maTTvis saerToa is, rom yovel i
maTgani Tavazianobisa da zneobrivi qcevis sazogadod
miRebu B da sayove 8 Taod aRiarebulli sferos Tavise-
burebebSi realurad vl indeba.

ingliselma FiBlosofosma Frensis bekonma (1561-1626)
etikets sindidre uwoda da amiT xazi gausva misi
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gonieri gamoyenebis SesaZ Beb B obas. vinc iyenebs gcevis
karg, daxvewi B manerebs, aris Tavaziani, agvs potenciuri
SesaZlebBoba Tavisi pozicia ganamtkicos da Semdeg
didi sargebBobac miiRos. es ki adamianTa urTierTo-
baSt bevrs niSnavs. Tanamedrove biznesmenebi ¥ oben ra
uaRresad rafinirebuli (daxvewil1) da zeTavaziani
urTierTobebis xelBovnebas, isini partniorebs maT
sasargebBod da keTilBi survillebiT ganawyoben, prag-
tikulad mosaubres mraval finansur Tu komerciul
xafangs ugeben, maTze FsiqoBogiur zewo Bas axdenen,
magram yove B ive amas SeumCnevBad, SeniRbulad da Tava-
ziani urTierTobiT akeTeben.

sagmiani urTierTobis pragtikaSi miRebuli etike-
tis dacva sagareo-ekonomikuri poBitikis ganxor-
ciellebis erT-erTi saSuallebaa. biznesurTierTobis Ses-
rullebis xel ovneba, saerTaSoriso TananSromBobis gaR-
rmavebiTa da gafarToebiT urTierTnisaReb da sasarge-
bl o gadawyvetiBebas rom miaRwion. sagareo biznesSi
misi mizania sakuTari qveynisa da Firmis amocanebis
ganxorcie l eba.

ucxoelebTan sagmiani urTierTobis dros saxeln-
wifo da kerZo struqturebis warmomadgen Bebi garkveull -
wiBlad dipBomatebis rolsac asrulleben. amitom maTi
moRvaweoba pragtiku Bad dipBomatiuri etiketis dacviT
war imarTeba.

diplomatiuri anu saerTaSoriso etiketi,
etiketis iseTi saxeobaa, romelic erTi romel ime qvey-
nis farglebs scildeba da mocenull istoriull momen-
€Si raime niSnis ganurCevlad (mag. erovnebis, rasis,
ganviTarebis donis, religiis da aS.) zogad miRebulli
wesebis, Cvevebisa da tradiciebis erTobl iobaa. am etike-
tis konkretulli formebi adamianTa urTierTobaSi or
mxares _ moralur-eTikursa da esTetikurs migvaniS-
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nebs. pirve b niSnavs zneobrivi nornebis (pativiscenis,
yuradRebis, Tavazianobis da a.S) dacvas, xolo meore
mis esTetikurobas anu gcevis formebis BazaTianobasa
da silamazes asaxavs.

gcevis rome 1 wesebi unda icodes Tanamedrove dip-
B omatma, biznesmenma an ubrallod yovelma adamianma?
upirve Besad aucillebelia gvaxsovdes, rom etiketi
gulisxnobs qcevis kulturis dacvas. qcevis safuZv-
Bad ki zneobrivi Sefaseba unda ignes miCneu B i: yove i
partniori kargi adamiania, Tu ra Tqma unda, man Tavisi
mognedebiT sawinaaRmdego ar daantkica.

arsebobs Tu ara iseTi zogadsakacobrio principi,
rome Bic yve Ba queynis, eris, adanianTa socialuri ggufisa
da asakisaTvis igneba zneobrivi gcevisa da urTierTo-
bis kriteriumad miCneuB1? aseTi erTiani, zogadsaka-
cobrio wesi ar arsebobs, magram civilizebuli kaco-
briobis istoriis manZi B ze cnobiBia zneobrivi urT-
ierTobebis “ogros wesi~: “yve BaferSi, rogorc gindaT,
rom Tqven mogeqcnen adamianebi, Tqvenc iseve moegeciT
maT~;

(Cyoveli romeli gindes Tquen, raiTa giyon kacTa,
egreca Tquen hyviT maTa~..) (maTe 7,12).

sanmogaBago etiketi sazogadobriv adgi BebSi yove-
B 1 adamianisagan moiTxovs sazogadoebaSi miRebu B i qcevis
in normebis dacvas, romeBic gaTvall iswinebu I ia quCaSit,
transportSi, maRaziaSi, restoranSi, kinoTeatrsSi,
gamofenaze, bibB10TekaSi da aS. Cveni krebulis daniS-
nu Bebidan gamomdinare, etiketTa an nairgvarobidan yura-
dRebas sagnian da samsaxurebriv etiketze SevaCerebT.

saqniani etiketi _ biznesmenTa etiketia igi sagmi-
ani urTierTobebis specifikuri kullturaa da Tavis
mxriv, gulisxmobs ritualebsa da subordinaciebs, san-
saxurebriv etikets, qcevis manerebs, werilisa da satelle-
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fono saubris stills, sagnis gaRaldebis gaformebas,
mo Baparakebis warmarTvis xe Bovnebasa da manerebs, produ-
gciis prezentaciisa da rek Banis ku I turas, konkurenciis
eTikasa da sxva. maSasadame igi kompBegsuria, radgan
moicavs zogierT zemoxsenebull specifikur etiketTa
erToblBiobas da biznesSi qcevis wesebis iseTi nakre-
bia, rome Bic sagniani urTierTobis sagareo sagres asaxavs.

sagmiani etiketi biznesis Taviseburi safuzvelia da
Tu adanianma sruByofilad ver aiTvisa misi sagne, rogorc
wesi, sulleBur instiqtebs (notyuebas, chierebas, Tvall T-
magcobas da a.S.) efuZneba.

dipBlomatiuri anu saerTaSoriso etiketi aris
oficialuri ceremnoniebisa da dipBomatiuri viziteb-
is dros sazogadoebaSi miRebul1 Tavis daWeris, Tava-
ziani mopyrobis, Cacmu B obisa da sxva wesebi.

samsaxureobrivi etiketi _ sanuSaoze adamianTa
gcevis wesia. vinaidan yove I muSaks konkretu 1 Tanamde-
bobis Sesabamisi uf Beba-novaBeobebi gaaCnia. maTi qcevis
specifikuri normebic amis mixedviT dgindeba. samsax-
urebrivi etiketi moicavs xelmZRvane BobasTan, Xxe-
BqveiTebTan, ko BegebTan da partniorebTan urTierTo-
bas. samsaxurebrivi etiketis zogierTi rCeva aseTia

* samsaxureobrivi urTierTobis safuzve B unda 1yos
TananSrome B Ta mimarT keTiBi1 survilebi, maTdani pa-
tiviscena da yuradReba.

* seriozu i sakiTxis gadaWris dros wvri Bmanebze
nu idavebT.

* sxvisi azris, Sexedu Bebebis, kritikisa da winadade-
bebis mimarT iyaviT yuradRebiani. maT efeqturobas dro
giCvenebT.

* Tu Tgveni azri an Sexedulleba mcdari gamodga,
aRiareT Secdoma.

* gaakritikeT Sexeduleba an azri da ara misi av-
tori.
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* xeBgveiTs an koBegas SeniSvnas nu miscemT mesame
piris TandaswrebiT.
* nu SeuSindebiT egsperiments.

sagmiani saubrisa da mo N aparakebebis
momzadeba da Catareba

sagmiani Sexvedrebi saubrebisa da mo Baparakebis mizniT
tardeba.

rogorc wesi, Isini winaswar igegmeba. mizanSeuwone-
I 1a winaswari moumzadeb B oba da am procesSi mxolod
inprovizaciaze dayrdnoba. aseT situaciaSi iIniciativa
partniorze gadava da mas Tqvenze arakompetenturobis
STabeWdi Beba Seegmneba. amitom, sasurvelia momavali
saubrisa da mo Baparakebis Taobaze mxoBod ZiriTadi,
sakvanZi momentis gansazRvra da SesaZzBebBobis far-
g B ebSi momzadebaSi.

mo B aparakebis dawyebamde saWiroa potenciuri part-
nioris Sesaxeb magsimaBurad SesaZlBebeli informaciis
miReba, romelic sagmiani Sexvedrebisas “marketingul
gamokv Bevad~ aris cnobi k1.

sagmian mo BaparakebaTa dawyebamde auci BebelBia xel T
ggondeT iseTi sacnobaro informacia, rogoricaa:

* savaluto kursis uaxBesi done;

* sabaJo da satransporto tarifebi, safraxto ga-
nakveTebi;

* partnioris gveyanaSi mognedi zoma-wonis erTeulle-
bi da aS.

aseve, sasurvelia gaecnoT gaeros konvenciis (venis
konvencia, 1980w) _ “sagonlis saerTaSoriso yidva-
gayidvis xe B SekruBlebis Sesaxeb~ _ ZiriTad princi-
pebs. igl umTavresad gu B isxmobs:
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Tqveni Formisa da garigebis sagnis (sagonlis, monm-
saxurebis) Sesaxeb partniorisTvis srullyofilli da
sarwnuno informaciis gadacemas;

* garigebis sagnis Tavisufal miwodebas;

* sagniani eTikis dacvas;

* saxe B Sekrullebo valldebu Bebebis Sesrullebas da
SXva.

mo Baparakebis dawyebande mizanSewoniBia momaval
partniors dokumenturad (da ara sityvierad) gaacnoT
sakuTari Firmis Sesaxeb arsebuli masalebi, saxe 1 do-
br, wesdeba, misi registracia, sakuTrebis forma, audi-
turi daskvna da sxva. es saSual ebas mogcenT analBogiuri
dokumentebi mosTxovoT partniors, rac momavall Si mraval
gaugebrobas agaci BebT.

sagmiani saubris Catareba ramdenime etaps moicavs:

a) problenis gacnoba da misi gadmocen;

b) gadawyvetilBebis miRebaze mogmedi Taqtorebis
dazusteba,

g) gadawyvetilebis miReba da mosaubrebande misi
dayvana.

saubris toni unda iyos nSvidi, neitralluri, part-
niors saubari ar unda SeawyvetinoT.

arasasurve lia gamoiyenoT mSrali Formu B irebebi,
maRa l fardovani frazebi, monagoni, yurmokru i ambebi,
saidum B o monacenebi.

argumentacia unda 1yos ara marto arsebiTad marTa-
B1, araned SeZlebisdagvarad zusti.

saerTod, ubrall oeba sagnian saubarSi warmatebas saw-
indaria.

sagmiani saubris efeqturad warmarTvisaTvis mizanSe-
woni B1a Sendegi wesebis gaTval iswineba:
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* konkretuli miznis Camoya Nl ibeba;

* saubris gegnis Sedgena;

* saubris drois, adgilBisa da xangrZlivobis gan-
sazRvra;

* saubrisaTvis misaRebi adgiBis SerCeva;

* saubris amocanis dadgena; yuradRebis gamaxvi leba;
urTierTndobis atmosferos miRweva;

* taqtikis SerCeva;

* umetesad partniorisaTvis saubris saSuallebis
micema;

* saubris warmarTvis miRebu i etiketis SenarCuneba;

* miRebul 1 informaciis dafigsireba;

* dasaxu B'i miznis miRwevisas saubris Sewveta;

sagmian adamianebTan satelefono saubari. im
SemTxvevaSi, roca mo Baparakeba da Sexvedra operatiu-
Bad ar xerxdeba, SeTanxmeba sagmian adamianebs Soris
SeiZleba satelefono saubriT ignes miRweu B i. igi maT
pirad Sexvedras utoldeba. Tu satelefono saubriT
miRweu D1 igna SeTanxmeba, saWiroa meore mxares dauy-
ovneb Biv gaegzavnos werili, romelsac igi werilobiT
daadasturebs an ganxi Bull sakiTxze Tavis azrs dan-
atebiT gamoTqvans.

sateBefono saubris warmarTvis xe B ovneba is aris,
ron partniors mokBed da mkafiod SeatyobinoT auci-
Bebeli informacia da garkveviT miiROT pasuxi.

warmatebu B i sate BefFono saubris safuzvel ia

* kompetenturoba,

* tagtianoba,

* keTi Bganwyoba,

* saubris warmarTvis efeqturi meTodebis T oba,

probBenis operatiullad da xelsayrelad gadawyve-
tis ncde B oba

47



satelefono saubris dawyebande auciBebelia zus-
tad gansazRvroT saubris mizani da misi warmarTvis
taqtika, saubris gegnis Sedgena, gadasawyveti sakiTxeb-
isa da misaRebi informaciis Cawera.

sate B efono saubrisaTvis momzadeba gu B isxnobs yve la
Sesaz 1 0 masa B isa da dokumentis winaswar moZiebas, kerzod,
saweri kalnis, gaRaldis, kalendris, satelefono bl o-
knotisa da aS.

satelefono saubrisas unda vecadoT, pirvel1 frazidan
davainteresoT mosaubre, movenzadoT mosallodne B SekiTx-
vebze pasuxis gasacemad. roca ramdenime sakiTxi gagqvT
gansaxi Bve b1, Jer unda daanTavroT erTi da Sendeg gada-
xvideT meoreze. sakiTxis dasasrulls standartulli fra-
ZebiT SeecadeT erTi sakiTxi ganoyoT meorisgan. mag: maSas-
adlane, am Temaze Cven movi BaparakeT!~ da aS. yovel sakiTxze
saubari unda daanTavroT iseTi SekiTxviT, romelic part-
niorisagan erTmniSvne B ovan pasuxs moiTxovs.

satelefono saubris dasrullebis Semdeg gaanalizeT
misi Sinaarsi, CainiSneT mniSvne B ovani momentebi da Seadg-
ineT mok Be Canawerti.

dipBomatiuri da sagniani mimowera

yvela saxis oficialuri korespondencia Zir-
iTadad orgvaria:

pirve i _ sxvadasxva gveynis saxe Imwifo organiza-
ciebs, sazRvargareTis warmomadgen I obebsa da maT Tan-
amdebobriv pirebs Soris arsebuli oficialuri nmi-
mowera (nota, memorandumi, sanaxsovro Canaweri). angvari
korespondenciebi umetesad dipBomatiur pragtikaSi
gamoiyeneba.

meore _ sagmiani (komerciuli) weriBebi, romleb-
sac nawi Bobriv oficialuri xasiaTi aqvs da farTod
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gamoiyeneba Firmebs Soris sagniani kontagtebis dros.

oficialuri mimoweris stilli sxvadasxva qveynis
tradiciebsa da enis Sesabamisad gansxvavebu lia, Tumca
zogadad, saerTaSoriso pragtikiTa da pirobebiT gan-
sazRvrull wesebs emorCi leba.

nebismieri dokumenti, Tundac verbaBuri (metyve Bebi-
Ti1) nota an komerciuli weri B, randenime saval debu-
B0 pozicias Seicavs, saxeldrobr:

mimarTva oficialur da sapatio titulls miuTiTebs.
mag: ~pativcenu B o~, “hatono~, “Tqveno umaR Besobav~ da aS.

komp Bimenti _ zrdiBobis ganoxatvis formaa, ronm-
BiTac nTavrdeba weriBi. dokumentis tegstis mixed-
viT komp Bimenti SeiZBeba gansxvavebu Bi 1yos.

xe Imowera mocenu @i dokumentis reallobas adas-
turebs. ufBebanosi b1 piris gvari dokumentis bolos
iwereha.

TariRi miuTiTebs ricxvs, Tves, wells da werilis
Sedgenis adgi B's. es monacemnebi yove B Tvis srullad (Se-
umok BebBad) iwereba.

misamarTi. dokumentis gamgzavni da mimRebi piris
(organizaciis) misamarTi nT Bianad werilis pirvel
gverdze aRiniSneba.

garda amisa, oficialuri da sagniani korespondenci-
is gaformebsas sasurve B ia Semdegi zogadi wesebis dacva:

saerTaSoriso wesebiT miRebulia mokBetegstiani
weri Bebis gagzavna.

yove bi gverdi, pirvelis garda, arabulli cifrebiT
inomreba.

teqstSi dauSvebe Bia Casworebebi.

oficialuri xasiaTis gasagzavni informacia ar unda
Seicavdes raime damatebiT aRniSvnebs, mbeWdavis inicial ebs,
telefonis nomrebs da sxva.

yve Ba saxis Semosull korespondenciaze rezolucia
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keTdeba FanqriT, an callke furcell ze, rome B ic miemagre-
ba dokunments.

dokumentebis am da sxva rekvizitebis Sesaxeb ufro
vrclad igneba saubari winandebare krebullis momdevno
nawi BSi _ “sagnis gaRalBdebi da sagmiswarmoeba-~.
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nawi I I meore

mdivani-reFferenti da saqmis gaRal debi

saqmniswarmoeba dawesebu Bebis administraciulli (san-
marTve B0) sagnianobis gansakuTrebuli dargia, romel-
ic dakavSirebu B 1a dokumentebsa da maT damuSavebasTan.

dawesebu B ebaTa yove FdRiur sagmianobaSi didi yura-
dReba eTmoba sxvadasxva sakiTxze dokumentebis Segmnas,
maT registracias, klasifikacias, moZraobas, aRricxvas
da Senaxvas. aseTi samuSaoebis erTobl iobas sagmiswar-
moeba ewodeba.

sagnes ki uwodeben dokuments an dokumentTa erTo-
bas, romelic erTsa da imave sakiTxs exeba.

“sagniswarmoebis~ wesebi gadmocemuli iyo petre |
generalur regBlamentSi, romelic 1720 w. gamoica da
mognedebda carizmis damxobamde (maT Soris sagarTve-
1 oSic).

1801 wl idan CvenSi mogmedebda meFis ruseTis, Semdgon
ki, sabWoTa kavSiris “sagmiswarmoebis erTiani saxe In-
wifo sistenis ZiriTadi debu leba~.

termini “sagniswarmoeba~ Cvens droSi axalli Sinaar-
SiT daitvirTa mis safuZvel's warmoadgenen discipll inebi,
romlebic farTod da pragtikulad gvacnoben sabuTeb-
iIs Sedgenisa da gaformebis wesebs.

“sagmiswarmoebaSi~ gu Bisxmoben administraciulli
sagniswarmoebis dokumentebis sistenas, romelic saWiroa
da saerTo yve Ba warmoeba-dawesebu BebisaTvis.

yove I'i dawesebuBebis administracia dokumentebis
sworad, anasTan martivad da operatiullad SesrullebiT
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unda iyos dainteresebuli. amas emsaxureba ~dokument-
aciis unificirebu B sistenebi, sainformacio-gankargu B ebi-
Ti1 dokumentaciis sistema, moTxovnebi dokumentebis
gaformebisadmi~ (1993 w.), “sagarTveBos respublikis
saxe Inwifo standarti~ (sst _ 94), “sagniswarmoebis
erTiani wesebi” (1999 w.) da sxv. romelTa mizania
Seignnas kanonebisa da saxe lmwifo standartebis srulli
paketi, xe 1 Seuwyos sagniswarmoebis erTiani sistenis
mTel respublikaSi danergvas, saerTo normis donende
alyvanos sansaxureobrivi informaciis damuSavebis apro-
birebuli da pragtikiT gamarTHBebuli racionalluri
Tornmebi da meTodebi.

* sagmiswarmoebis erTiani wesebi normatiulli xasi-
aTis dokumentia da saval debu B oa saxe Inwifo xe B isu-
T Hebisa da adgi Bobrivi TviTnmarTve B obis organoeb-
i1saTvis, organizaciebisa da sawarmoebisaTvis, miuxeda-
vad maTi daqvendebarebisa da sakuTrebis formisa. es
dokumenti warmoadgens im principebisa da normativeb-
is erTobliobas, romBebic adgenen erTian moTxovnehs
dawesebu BebebSi nmarTve BobiTi sagmianobis dokument-
ebsa da dokumentebze muSaobis organizaciisadni...

* sagniswarmoebis erTiani wesebis ZiriTadi mizania
dokumentbrunvis mowesrigeba; dokumentebis raodeno-
bis Semcireba, maTi Sedgenisa da gaformebis xarisxis
amaR Beba; Tanamedrove tegnikuri saSualebebiT doku-
menturi informaciis dasamuSavebBad saWiro pirobeb-
is Seqmna; mmarTve BobiTi aparatis muSaobis efegtiano-
bis amaR Beba...

* dawesebu BebaSi sagmiswarmoebas axorciellebs spe-
cialuri samsaxuri, romelic uSualod eqvemdebareba
dawesebu Bebis xe InZRvane B's, an mis erT-erT moadgi Bes..

* sagniswarmoebis samsaxurebs evallebaT uzrunvely-
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on sagniswarmoebis organizacia dawesebu BebaSi, mis stru-
qturull qvedanayofebSi. winamdebare wesebis moTxovna-
Ta Sesabamisad SemuSavebu B1 normatiuli da meToduri
dokumentebis Sesrulebaze kontroli, dokumentebze
muSaobis meTodikuri xel@nZRvane Boba, dawesebu Bebis
muSakTa mier sagniswarmoebis safuZvBebis Seswavla..

*. mmarTve BobiTi sagmianobis dokumentireba moicavs
mmarTve BobiTi mogmedebebis gansaxorcielebBad saWiro
informaciis Caweras (Figsacias gaRaldze an sxva ma-
tareb Bebze dadgeni B wesebis mixedviT, anu mmarTve I o-
biTi dokumentebis Segnnis process).

dokumentireba xorcieldeba bunebriv (xelnawerti,
manganaze dabeWdi B'i dokumentebi, maT Soris telegrane-
bi, te Befonogranebi, mangananogranebi) da xe Bovnur enebze
axal 1 matarebBebis (perfobaraTebi, perfo lentebi, mag-
nituri Bentebi, baraTebi, diskoebi da sxv.) gamoyenebiT...

*. es wesebi vrce Bdeba dawesebu Bebis dokumentaci-
is yvela sistemaze. maT Soris kompiuterull (avtoma-
tizirebull) tegnikisa da mikrografiis saSuallebebiT
Segqnni B dokunmentebze...

/amonaweri kanonidan: ~sagmiswarmoebis erTiani wesebi~/

cota ram dokumentis Sesaxeb

respub B ikis yve Ba dawesebu BebaSi _ saxeBnwifo Tu
kerZo FirmaSi iqmneba sxvadasxva saxis dokumentebi.

saerTo (zogadi) sagmiswarmoeba erTnairia saxeln-
wifo da arasaxe Imwifo organizaciebSi, gansxvaveba mx-
ol od dokumentbrunvis mocu I obaSia.

dokumentis saSuallebiT myardeba sagmiani urTier-
Tobani saxe Bnwifo organoebas, dawesebu Bebebsa Tu
callkeul moqalageebs Soris.

saerTod, dokumenti, adanians mudmivad Tan ax Bavs,
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daibada bavSvi _ ivseba dabadebis mowmoba, daamTavra
saSuallo skola, Seigmna atestati, niiRo umaR Besi ga-
naT Beba _ eZBeva saTanado dipBomi, daiwyo muSaoba-
daiwera brZaneba da Seuvses Sromis wignaki da a.S.

“dokumenti~ (xSirad mis nacvBad ixmareba sityva
“sabuTi~) MBaTinuri warmoSobis sityvaa da ewodeba
risane damamtkicebel sagnian gaRalds, risane uflebis
damadasturebel weriBobiT sabuTs, visime vinaobis
damadasturebe I mowmobas, saerTod sabuTs.

damwer Bobis SemoRebam gamoiwvia weri BobiTi agteb-
is _ dokumentebis Seqnna, romBebic fagtebisa da mov le-
nebis dafigsirebis saSuallebad igcnen. isini Tanamedrove
sazogadoebisTvis metad auci Bebelia, radgan maTi saSu-
allebiT xdeba urTierTdakavSireba da informaciis gacv-
Ba amasTan, dokumenti warmoadgens istoriull wyarosac.

dokumentebi, rome B Tac mecnieruli da pragtikuli
mniSvne B oba aqvT, warmogmnian erTian saxe Bnwifo saar-
givo fonds.

dokumentebi Sinaarsis mixedviT arsebobs: piradi da
samsaxurebrivi, martivi da rTulli, individualuri da
tipobrivi.

piradia dokumenti, romelic calkeuli piris mier-
aa daweriBi sxvadasxva sakiTxze. aseTia magaliTad:
gancxadeba, avtobiografia, daxasiaTeba da sxva.

samsaxurebrivi ewodeba im dokumentebs, romlebic war-
moeba-dawesebu BebebSi igmeba da samsaxurebriv sakiTxebs
exeba. sxvanairad maT “oFficialur~ dokumentebs uwodeben.

martivia dokumenti Tu igi erT sakiTxs exeba. rTu-
Bia, rodesac is ramdenime sakiTxzea Seqmni Hi.

dawesebu BebaTa xeBmZRvane B oba muSaobis procesSi
iyenebs administraciulli sagnianobis amsaxvel dokunmen-
tebs da mas administraciull dokumentebs uwodeben.

dokumentebi arsebobs agreTve individualuri da
tipobrivi.
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individualuria dokumenti, ronlis Sinaarss saku-
Tari Taviseburebebi moepoveba, magal 1Tad, sansaxurebrivi
weri Bebi, ronBebic dawesebu BebebSi yve Baze metad aris
gavrcelebuli.

tipobrivi dokumentebis Sinaarsi, individualuris-
agan gansxvavebiT, exeba yve Ba dawesebu Bebis sagnianobas.
teqstSi Caismis mxoBod is specifikuri Sinaarsi,
romelic ama Tu im konkretulli dawesebu Bebis sagni-
anohas axasiaTebs, aseT1 dokumentebia: xe B Sekru Beba, cnoba,
debu B eba, wesdeba.

dokumenti arsebobs Sidasamsaxurebrivi da gare daniS-
nu B ebis.

Sidasamsaxurebrivia dokumenti, roca is rCeba
dawesebu BebaSi da gare daniSnu Bebisaa, roca iIs sxva-
gan igzavneba.

Tu dokumenti (mag. xe B Sekruleba) randenine origina-
Bis saxiT formdeba (TiToeull maTgans agvs xe Bmowera
da beWedi) maT erTnairi turidiuli Zala agvT. aseT
originallebs gamravlBebull originallebs uwodeben.

warmoeba-dawesebu BebebSi Semosul yve Ba dokumentze
daismis Stampi. rekomendebu B ia _ miRebis Stampi dais-
vas bolo furclis meore mxares, qveda mar yvena kuTx-
eS1, magram muSaobis gasaadvi BebBad, bevr organizaciaSi,
an Stamps svamen miRebuli1 dokumentis pirveli
furclis marjvena mxareze. danarTebze Stampi ar
daisnis.

Stanpze aRniSnu B 1a dawesebu B ebis saxe Bwodeba, miRe-
bis TariRi, dokumentis Semosvlis nomeri an indegsi.
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dokumentTa kBasiFfikacia

warmoeha-dawesebu BebaTa Tu callkeul FirmaTa sagni-
anobis swori organizacia Zall zed gaZne B deba dokumen-
tis swori kBasifikaciis gareSe.

saqmiswarmoebaSi k Basifikacia dakavSirebulia do-
kumentebis xasiaTTan. maT anawi Beben jgufebad, garkveu-
B1 niSnis mixedviT da inaxaven call-calke sagaRa I deSi:
erTSi brZanebebs, meoreSi weri Bebs, mesameSi sabuRal -
tro dokumentebs da a.S. Senaxvis aseTi1 wesi aadvi Bebs
muSaobas.

daniSnu Bebis nmixedviT arsebobs Semdegi saxis
dokumentebi:

1. saganmkargu Bebl o;

2. sawesdebo;

3. saaRmsrulleblo;

4. sainformacio;

5. specialuri daniSnulebis.

saganmkargu BebBoa dokumenti, romelSic aisaxeba
dawesebu Bebis administraciis ganmkargu BebiTi sagni-
anoba, aseTebia: gadawyveti Beba, gankargu Beba, brZaneba, ogni
da sxva, romlebsac ganoscemen ganmkargu Bebe B 1 organoe-
bi. 1sini warmoadgenen saxe BmZRvane 1 0 dokumentebs, maTi
saSua B ebiT warmoeba-dawesebu B ebebs an maT muSakebs ezl -
evaT davalebebi garkveull RonisZiebaTa gasatareblad.

saganmkargu B eb 1 o dokumentebis
Sedgena da gaFformeba

ganmkargu Bebe B'i dokumentebi sagnis gaRa B debSi erT-
erTi yvelBaze gavrcelebuli da xSirad gamoyenebulli
Joufia an dokumentaciiT Formdeba erTmmarTve B obisa
da ko Begiuri organoebis ganmkargu Bebe B 1 sagnianoba.
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amasTan erTad, isini daqvendebarebu i dawesebu B ebebi-
sa da callkeuli pirebisadmi weriBobiTi miTiTebebis
micenis saSualebas warmoadgenen.

sanmar Tve B o sagmianobaSi gamosayenebe B 1 dokumente-
bis saxeobaTa nusxa da maTi auciBebelBi rekvizitebi
amgvarad gamoiyureba:

brZaneba aris dagvemdebarebulli organizaciebisa da
pirebisadmi gacemu i, SesasrullebBad auci Bebe B wer-
iBobiTi miTiTeba. brZaneba farTod gavrcelebuli
dokumentia, romBis Sedgena aucilebelia pirovnebis
sanuSaoze miRebis, erTi adgi Bidan meoreze gadayvanis,
ganTavisut Bebis, daji Bdovebisa da mravall sxva SemTx-
vevaSi.

brZaneba warmoadgens warmoeba-dawesebu BebaTa mar-
Tvis maorganizebeld erT-erT ZiriTad dokuments. Si-
naarsis mixedviT brZanebebi or jgufad iyofa: brZanebe-
bi piradi SemadgenBobis Sesaxeb da brZanebebi saerTo
sakiTxebze.

piradi Semadgen Bobisadmi gacemu Bi brZaneba exeba
daniSvnas, gaTavisuf Bebas, miv l inebebs, mad B obebsa da a.S.

brZanebebi saerTo sakiTxebis Sesaxeb asaxaven Xe-
B nZRvane B is gadawyveti Bebebs, romBebic exeba sawar-
mos Sromis organizacias, warmoebis process, ekononiis
reJins da sxva. samsaxurebrivi brZanebebi qronlogiuri
TanmimdevrobiT inomreba da inaxeba mudmivad.

brzanebis Semadgene B i e 1 ementebia:

1. dokumentis saxeBwodeba da rigiTi nomeri:

2. gamomcemi organos dasaxe leba:

3. Sedgenis adgili da TariRi;

4. brZanebis mok Be Sinaarsi (ra sakiTxs exeba);

5. brZanebis tegqsti paragrafebSi, Tu igi randenime
sakiTxis Sesrulebas moiTxovs;
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6. brZanebis safuzveli;

7. dawesebu Bebis an sawarmos xeBmZRvaneBis xell-
mowera.

saerTo sakiTxebze brZanebis teqsti Sedgeba ori
nawi B isagan. pirveBSi niTiTebuli1 unda iyos Taqtebi
da garemoebani, romBebic warmoadgenen brZanebis safuz-
vells, xolo neore nawi B'i ki gadmoicema kategoriulli
toniT da moiTxovs garkveu B sakiTxebis Sesru lebas.

rogorc wesi, brZanebis teqsti Sedgeba sakonstata-
cio da gankargu BebiTi nawi Bebisagan. sakonstatacio
nawi BSi gadnoicema mmarTve BobiT mogmedebaTa miznebi
da amocanebi. Tu brZanebis gamomcemis safuZvels war-
moadgens sakanonmdebB o, sxva samarT Bebrivi agti an
zendgomi dawesebu Bebis, dava leba, sakonstatacio naw-
i BSi mieTiTeba misi saxeoba, TariR1i, nomeri, saTauri da
gadmoicema im nawi Bis Sinaarsi, romelic uSuall od ex-
eba mocenu  dawesebu B ebas.

gankargu BebiTi nawiBi iwyeba SityviT: “vbrZaneb~.
brZanebis gankargu BebiTi nawi Bis punqtebSi mieTiTeba
Semsru BebBebi, konkretul'i mognedebebi da Sesru leb-
Is vadebi.

gankargu BebiTi nawiBis boBo punqtSi mieTiTeba
Tanandebobis piri, rome Bsac evalleba brZanebis Sesru Bebis
kontroli.

brZanebas xel's awers dawesebu Bebis xeBnZRvaneli
an misi davallebiT moadgi le.

brZanebebi inomreba rigiTi nomrebiT, kaBendarulli
whis farghlebSi.

gadawyveti Beba aris samarT Bebrivi agti, romelic
miRebu B 1a ganmkargu Bebe B 1 organoebis mier, ko Begiuri
wesiT maTi kompetenciis yve Baze mniSvne Bovani sakiTx-
ebis gadawyvetis mizniT.
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gadawyveti Beba miekuTvneba saganmkargu lebo doku-
mentebis Jgufs da garkveull rolls asrullebs sakiTxe-
bis pragtikulad gadawyvetaSi.

gadawyveti Beba ewodeba agreTve erTobliv agtebs,
romBebic ganocemu B ia ramdenine araerTgvari organos
mier (koBegiaBlurobisa da erTmmarTveBobis safuZ-
vel ze mognedi organos mier, saxe Imwifo organoebisa
da sazogadoebrivi organizaciebis nier da aS.).

gadawyveti Bebis rekvizitebia:

1. dokumentis saxelnwifo da rigiTi nomeri;

2. im organos dasaxelBeba, romelBic iRebs gadaw-
yveti B ebas;

3. mok Be Sinaarsi;

4. Sedgenis adgili da TariRi;

5. tegsti,;

6. saTanado pirTa xe Imowera.

gankargu Beba ewodeba samarT Bebriv aqts, romelic
ganocenu B ia erTpirovnu Bad xe ImZRvane Bis, umTavresad
saxe Inwifto marTvis ko Begiuri organos xe ImZRvanell -
is mier operatiulli sakiTxebis gadawyvetis mizniT.
rogorc wesi, mas agvs mogmedebis SezRudull'i vada da
exeba organizaciebis, Tanandebobrivi pirebisa da mo-
galageTa viwro wres.

gankargu Bebis SemadgeneB 1 nawi Bebia:

1. saTaurti;

2. gankargu Bebis nomert,

3. Im Tanamdebobis piris dasaxeBeba, romelic gan-
kargu Bebas 1ZBeva;

4. gankargu Bebis gacemis TariRi (ricxvi, Tve, well,
iwereba gverdis marcxena mxares).

5. gacemis adgi Bi (iwereba mar jvena mxares);
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6. gankargu Bebis tegsti;

7. Tanamdebobis piris xe Imowera.

instrugcia aris samarTHlebrivi aqti, romelic
gamocenu Bia saxeBmwifo mmarTvis organos mier (an
damtkicebu B ia nisi xe ImZRvane B is mier). dawesebu I eb-
IS, organizaciebis, sawarmoebis (maTi qvedanayofebisa da
samsaxurebis), Tanandebobrivi pirebisa da mogalageTa
sagmianobis saorganizacio, sanecniero-tegnikuri, Finan-
suri da sxva specialuri mxareebis maregulirebeli
wesebis dadgenis mizniT. instruqcia aris dokumenti,
romelic gansazRvravs sxvadasxva RonisZiebis Catareb-
IS xerxebs, meTodebsa da wesebs. im mizniT, rom ufro
mosaxerxebe B 1 1yos instruqciis Sinaarsis gacnoba, igi
iyofa ganyofilebebad da paragrafebad. amasTan, para-
grafebis numeracia mT Biania, rac gamoricxavs dabneu-
B obasa da gaugebrobas ama Tu im paragrafis damownme-
bisas.

instrugciis teqstSi gamoiyeneba sityvebi: “vall de-
bulli arian~, “saWiroa~, “akrZalulia~ “ar daiSveba~ da
asS.

instrugciuli xasiaTisaa agreTve praqtikaSi far-
Tod gamoyenebu Bi iseTi aqtebi, rogoricaa “wesebi-~,
“rekomendaciebi~, “meToduri rekomendaciebi~, “meToduri
miTiTebani~ da sxva dokumentebi, romelBTac erTnairi
iuridiullt Zalla aqvT.

instruqcias xel's awers Tanandebobis piri da auci-
BebBad antkicebs dawesebu Bebis xe ImZRvane b i. instru-
gcia ZalaSi Sedis zemdgomi organos mier misi damtki-
cebis Semdeg.

instruqciis elementebia:
v' damtkicebis grifi;
v" dokumentis saxe Bwodebg;
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v saTauri (ris Sesaxebaa gamocenu li);

v' Sinaarsi

v" Sendgene ki piris Tanamdeboba da xe Emowera;

v TariRi

miTiTeba _ dawesebu Bebis mier gamocenuBi gankar-
gu BebiTi dokumentia, rome Bic upiratesad Seexeba sain-
Tormacio-neTodikuri xasiaTis sakiTxebs, agreTve dawese-
bu Bebis brZanebebis, instrugciebis da sxva normatiu-
B1 xasiaTis aqtebis Sesrullebis organizaciasTan dakav-
Sirebull sakiTxebs. miTiTebebs xels aweren dawese-
bulebis xeBnZRvane Bi an misi davalebiT _ moadgile,
strugturul i gvedanayofebebis xe BnZRvane Bebi Tavian-
Ti1 kompentenciis FarglebSi.

miTiTebis momzadeba da gaformeba xorciel deba br-
Zanebebis momzadebisa da gaformebis dadgeni Bi wesis
Sesabamisad.

miTiTebis gankarguBebiTi nawi Bi i1wyeba SityviT:
“gavalebT~ ("gTavazobT~). miTiTebebi inomreba rigiTi
nomrebiT kalendrulli whis farglebSi.

ogni aris dokumenti, romell Siac kolegiuri orga-
noebis krebebis, TaThirebis, konferenciebis, sxdomebis
sakiTxebis ganxiBvisa da gadawyvetiBebaTa miRebis
Tigsacia xdeba. ognSi aRniSnu Bia an RonisZiebaTa Catare-
bis adgili, dro da mizani, danswreTa Semadgen il oba,
asaxavs mosmeni I moxsenebaTa da gamosvBaTa Sinaarsa
da maT safuZvelze miRebull gadawyveti ebebs.

ogns wers krebis mdivani pirvel an mesame pirsSi,
specialuri ognis an standartulli formis sakanceBario
wignSi. ogmis dRis wesrigSi unda iyos CamoTvEili
konkretuli sakiTxebi (da ara “sxvadasxva~). amasTan
yove Bi sakiTxi iwyeba sgemiT: “moismines~, ~gamovidnen~
("kamaTSi gamovidnen~, “azri ganoTqves~), ~daadgines~. ogni
SeiZ B eba daiweros mok e an vrcel'i angariSis formiT.
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mok e ogms, rogorc wesi Tan erTvis krebaze gamomsv-
BelTa tegstebi (an srulli stenograma). dawvriBebi-
Ti Canawerebi keTdeba ogm-angariSSi, romelic vrclad
asaxavs sxdomis mimdinareobas. igi dgeba im SemTxveva-
Si, rodesac krebaze (sxdomaze) wydeba rTuli, kamaTis
gamomwvevi sakiTxebi da saWiroa kamaTSi gamomsviel
sxvadasxva pirTa Sexedu Bebebis dafFigsireba.

ogmi numeracias whlis dasawyisidan 1Rebs, rac amave
dros aRniSnavs Catarebull krebaTa raodenobas. garda

aseTi tipis ogmebisa, arsebobs sxva saxis ogmebic. mag.

policiis muSakebi ogmebs udgenen kanonierebis danr-
Rvev pirebs, gamonZieb Bebi ogmebs adgenen mowmeTa dak-
iTxvis dros da asS.

ogmis ZiriTadi nawi Bebia:

v~ dokumentis saxe Bwodeba da rigiTi nomeri;

v~ krebis (sxdomis, TaTbiris) Cantarebeli orga-
nizaciis dasaxe leba.

v" krebis mowvevis adgili da TariRi;

v" krebis monawi BeTa Semadgen B oba (gvarebis mixed-
viT an uTiTeben danswreTa raodenobas);

v" krebis xe InZRvane 1 Ta gvarebi da iniciallebi;

v" dRis wesrigi (sakiTxTa nusxa momxsnebe I Ta gvarebis
dasaxe BebiT);

v" oqnis tegsti;

v" “moismines~ _ miuTiTeben gamomsvBelTa gvarebs
da gamosvlis mokBe Sinaarss.

v" “daadgines~ _ aRiniSneba (an daerTvis ogns) dasax-
ulli RonisZieba

v" SesaZ B o danarTebis nusxa Furcel Ta raodenobis
MITITiTebiT.

v" krebis Tavmjdomarisa da mdivnis xe Imowera.

ogmis ZiriTadi nawi B 1 Sedgeba ganayofebisagan, rom-
Bebic Seesabameba dRis wesrigis pungtebs. TiToeulli
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ganayofis tegsti aigeba Semdegi sgemis mixedviT: mo-
ismines, azri gamoTqves, daadgines (gadawyvites). mox-
senebebisa da gamosvlebis ZiriTadi Sinaarsi Seitaneba
ogmis teqstSi. Tu moxsenebebisa da gamosvlebis te-
gstebi erTvis ogns, am SemTxvevaSi gamoiyeneba oqnis
mok Be Forma.

dadgeni Beba (gadawyveti Beba) ibeWdeba mT Hianad. dad-
geni Bebis tegsti aigeba brZanebis tegstis anall ogiurad.
ko Begiuri organos mier dantkicebull 1 dokumenti erTvis
ogns. gansakuTrebuli azris Sinaarsi oqgnSi Caiwereba
Sesabamisi saogno gadawyveti Bebis Semdeg.

Tu sxdomis mimdinareoba stenografirdeba, steno-
granis teqsti amoiSifreba, 1heWdeba, mowndeba da inaxe-
ba ognTan erTad. gansakuTrebull SemTxvevaSi gamomsv-
Blellma viziT unda daadasturos Tavisi gamosvlis
stenograma.

v" oqnebi inomreba rigiTi nomrebiT kalendaruli
whis fargBebSi. erToblivi sxdomebis ogmebs unda
hqondes SemadgeneBi nomrebi, romBebic moicaven
ko Begiuri organos muSaobis monawi Be dawesebu B ebeb-
IS ognebis rigiT nomrebs.

uwyeba _ ewodeba oficialur weriBobiT Setyobin-
ebas da gvTavazobs masSi monawi Beobas (miwvevas, ganocx-
adebas...)

uwyeba Sedgeba Semdegi e lementebisagan:

1. mimarTva adresatisadmi gvaris da iniciallebis
aRniSWNI T:

2. Sinaarsi, rome BSic aRiniSneba:

a) romeli organizacia atarebs RonisZiehas;

b) ra sakiTxebi igneba ganxiBult;

3. sad da rodis Sedgeba RonisZieba;

4. uwyebis gagzavnis TariRi,

5. pasuxisngebe b1 piris xelImowera.
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zeviT CamoTvli B dokumentTa garda saganmkargu B eb-
B o dokumentaciis nusxaSi Sedis:

mimoxi Bva: _ dokumenti, romelic Sedgeni lia garkveul
periodSi ama Tu im dargSi sanuSaoebis an dawesebu Hle-
baTa JguFis moRvaweobis Sesaxeb dagvemdebarebulli da
sxva organizaciebis informirebis mizniT.

krebsi _ dokumenti, romelic warmoadgens erTi Sa-
kiTxis irgvliv ganzogadebu I monacemebs (winadadebeb-
IS, SeniSvnebis, moTxovnebis krebsi da sxva).

werili _ SinaarsiT sxvadasxva dokumentebis gan-
zogadebu 01 dasaxe Bebaa, romelic gamoiyofa tegstis
gadmocenis gansakuTrebu Bi wesis gamo.

piradi baraTi _ dokumenti, romelic emsaxureba
kadrebis Semadgen B obis anall izsa da moZraobis aRricxvas.

stenograma _ ko Begiuri organoebis krebebze, TaT-
birebsa da sxdomebze moxsenebebis, sityvebisa da ganos-
vilebis dawvriBebiTi Canaweria, romelic stenografiis
meTodiT aris Sesrullebuli.

moxseneba _ dokumenti, rome B Sic gadnocenu B ia garkveu-
D1 sakiTxebi, daskvnebi, winadadebebi da gankuTvnilia
wasaki Txad.

winadadeba _ moxsenebiTi baraTis nairsaxeobaa, romel -
ic Seicavs garkveul sakiTxze konkretull winadadebebs.

gegma _ dokumenti, romelic zustad adgens Sesas-
rulleblad dasaxull samuSaoebs an RonisZiebebs, maT
Tanmimdevrobas, mocu Bobas (ama Tu in FormiT), xe InZR-
vane Bebsa da konkretull Semsrulleblebs.

sia _ dokumenti, romeBic Seicavs pirTa an sagnebs
CanoTvlas garkveu 1 TanmindevrobiT.

nusxa _ dokumentebis an sxva sagnebis, proeqtebis
an sanuSaoebis sistematizebuli CanoTvla, romelic Sedge-
nilia maTze gansazRvruli normebis an moTxovnebis
gavrce lebis mizniT.
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dakveTa dokumentebis gamravBebaze _ Txovna raime
saSualebiT dokumentebis ganravBebis Sesaxeb.

sawesdebo dokumentebi

sawesdeho ewodeba 1seT dokuments, romBiTac unda
xe InZRvane B obdes warmoeba-dawesebu Beba Tavis sagni-
anobaSi. mag: wesdeba, debu Beba da sxva.

wesdeba ewodeba samsaxurebriv dokuments, romli-
Tac ganisazRvreba ama Tu Im organizaciis wesebi. ma-
galiTad: umaR Besi saswavleblis da sxva sazogadoe-
brivi organizaciebisa da warmoeba-dawesebu ll ebebis
muSaobis wesebi, dawesebu BebaTa struqtura, funqciebi
da uf Bebebi.

wesdebis Semadgene Bi nawi Bebia:

1. organizaciis dasaxe leba,

2. dokumentis dasaxe leba,

3. Sinaarsi,

4. Sedgenis TariRi.

wesdeba saWiroebs damtkicebas zemdgomi organoebis
mier, anitom mis pirvel gverdze unda gaformdes damt-
kicebis grifi.

dadgeni Beba _ samarT Bebrivi agtia, romelic miRe-
bullia ko Begiuri mmarTveBobis umaR Besi da zogier-
Ti centraluri organos mier maT winaSe dasaxulli
yve Baze mniSvne Bovani da principull i anocanebis gada-
wyvetis mizniT.

debu leba aris saxel@mnZRvaneBo dokumenti, romell-
Sic aisaxeba warmoeba-dawesebu BebaTa an maTi strug-
turulli nawi Bebis normebi, ZiriTadi anocanebi da Tan-
anSrome B Ta uft B eba-mova I eobani.

debu Beba dgeba axal i dawesebu B ebebis Segmnis dros,
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rogorc TviT dawesebu Bebebis, agreTve misi struqgtu-
rulli nawi BebisaTvis. debulleba did rolls asrullebs
muSaobis organizaciull warmarTvaSi, 1gi gansazRvravs
warmoeba-dawesebu B ebebis sagmianobis yovel sakiTxs.
misi Sinaarsis Seusabanoba an saerTod debu Bebis gareSe
muSaoba gamoiwvevs gaugebrobas dawesebu BebaTa sanuSao
processSi.

debu Beba unda damtkicdes zemdgom organoTa mier,
amitom dokumentis pirvel gverdze, zeviT, mar jvena mx-
ares, winaswar formdeba e.w. dasamtkicebe Bi nawi B, anu
dantkicebis grifi.

debu Bebis Semadgeneli nawi Bebia:

1. Tanamdebobis piris an im organos dasaxe B eba, vinc
daamtkica debu leba,

2. damtkicebis TariRi,

3. saxe Bwodebha,

4. debu Bebis mizani da daniSnu B eba,

5. tegsti, romneBSic gamoiyofa: a) zogadi debule-
bani; b) ZiriTadi amocanebi; g) struqturulli wyoba;
d) uf Beba-movall eobani;

6. Tanamdebobis piris xe Bmowera.

saaRmsru 1 eb 1 o dokumentebi

saaRmsru Beb B o dokumentebia: ganmartebiTi baraTe-
bi, agtebi, moxsenebiT1 baraTebi, angariSebi da sxva. maTi
saSua B ebiT ecnobeba sxvadasxva davalebis Sesrulebis
Sesaxeb dawesebu Bebis xe BnZRvanel's, an zemdgom orga-
noebs.

ganmartebiTi baraTi iseTi werilobiTi dokumen-
tia, rome B sac dagvendebarebuli piri an uwyeba zemdgon
organos an xe InZRvane B's aZBevs samsaxurebrivi xasia-
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Tis sakiTxebze saTanado axsna-ganmartebas. daniSnu l eb-
iIs mixedviT ganmartebiTi baraTi ZiriTadad ori saxis
SeiZleha iyos:

1. ganmartebiTi baraTi, rogorc wesi, savaldebullo
xasiaTisaa da daerTvis zemdgom organoSi warsadgen
dokumentebs.

2. ganmartebiTi baraTi iwereba callkeuli uwyebis
xe InZRvane Bis an zemdgomi organos miTiTeba-nmoTxov-
nis safuZvel ze. agreTve sakuTari neba-survi BiT, saku-
Tari iniciativiT an saganonZieb o organoebis miTiTe-
ba-moTxovniT, rome B ime piris mogmedebis callkeul SemTx-
vevaSi.

ganmartebiT baraTSi unda iyos aRniSnulli Sen-
degi:

1. srulli dasaxeleba in organosi, rombBis saxell ze-
dac iwereba ganmartebiTi baraTi;

2. mondevno strigonze mar jvena mxares damweris gvari,
saxe b1, mamis saxe 01, Tanandeboba. Tu ganmartebiTi bara-
Ti oficialuria, muSakis xe Imowera saTanado titulis
aRniSvniT igneba gverdiT, baraTis bo B 0s, marcxena mxares,
daesnis dawesebu Bebis Stanpi!

3. saTaurt,

4. baraTis Sinaarsi,

5. danarTi,

6. TariRi,

7. xe Imowera.

aqti ewodeba ramdenime piris mier Sedgenil doku-
ments, romeBSic maT mier dadgeni Bi fagqtebis dadas-
turebaa. agti daniSnuBebis mixedviT mravalnairia: ma-
galiTad aqti dgeba dawesebu Beba-organizaciis xe InZR-
vane Bis mier TananSromBis Secvlisas (ew. "Cabareba-
miRebis~ aqti), safinanso reviziisa da Sxva saxis Semow-
mebis dros, inventaris Canowerisas da sxva. aqtiT aRin-

67



i1Sneba sacxovrebeB1 saxBis avariul1 mdgomareoba, xan-
Zris, wyaldidobis, miwisZvris Tu sxva saxis stiqiuri
ubedurebis Sedegad miRebuli zarali. agreTve binis
gaqurdvis, nkvBelobis, sagzao avariis da a.S. rome Isac
adgenen sagamoZiebo organoebi.

agti oficialuri (iuridiuli Zalis mgone) doku-
mentia da andenad masSi reaBuri nmdgomareoba, momxdari
fagti unda iyos warmodgeni Bi obieqturad, arsebuli
viTarebis zusti CvenebiT.

agqti, rogorc wesi, dgeba oficialuri, zemodgomi
organos mier gamoyofill pirTa monawi BeobiT, magram
callkeul SemTxvevaSi aqti SeiZBeba Seadginos momx-
dari faqtis piradad momswre-mnaxve I pirTa jgufmac.

agtis gaformeba SeiZleba organizaciis saerTo blankze
an specialluri (aqtis) blankze.

aqti Sedgeba Semdegi nawi Bebisagan:

1. dokumentis saTauri;

2. aqtis Sedgenis adgi i da TariRi;

3. aqtis Sendgene B pirTa gvari saxeli, mamis saxel'i
(agtil Tu kerZo iniciativiTaa Sedgeni b1, maSin agreTve
saWiroa aRiniSnos aqtze xelismomwerTa zusti misa-
marTi da piradobis mownobis an pasportis nomert);

4. agqtis Sedgenis safuzveli (zemdgomi organos mi-
TiTebiTaa Sedgenili Tu kerZo iniciativiT);

5. agtis Sinaarsi (Fagqtebis an movBenebis aRwera);

6. danarTebis nusxa (Tu aris);

7. agtis Sendegene B Ta xe B is mowera.

angariSi. warmoeba-dawesebu BebaTa xe BmZRvane B 1 pire-
bi da maTi muSakebi zemdgom organoTa an xe BmZRvanel
pirTa saxel ze periodulad waradgenen TavianTi muSao-
bis angariSs. misi mizania Seagjamos da weriBobiT war-
moadginos ama Tu im organizaciisa Tu pirebis mier
Catarebu B1 nuSaoba. angariSi unda eyrdnobodes cifrebsa
da faqtebs.
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misi SemadgeneBi nawi Bebia:

1. im organos dasaxeleba an im piris Tanamdebobis,
gvarisa da iniciallebis aRniSvna, visac unda warudginon
angariSi (e.i. adresatis misanarTisa da vinaobis aRniS-
vna);

2. angariSis SemdgeneBi Tanamdebobis piris gvari,
saxe bi da mamis saxeli,

3. dokumentis saTaurt,

4. tegsti,

5. danarTi, (Furclebis raodenobis miTiTeba),

6. Semdgene i piris xe Imowera.

7. Sedgenis TariRi.

moxsenebiTi baraTi warmoadgens warmoeba-dawese-
bu BebaTa muSakebis mier xeB@mZRvaneBis saxel ze daw-
erill cnobas, romelBSic CanoTvHilia samsaxurebriv
sagnesTan dakavSirebu 1 garkveu B1 faqtebi da winadade-
bebi. 1gi SeiZBeba dawesebu Bebis xe BmZRvane Bma warudg-
inos zemdgom organos, sadac aRwerili igneba fagto-
briviTi mdgomareoba da amave dros dasaxulli igneba
pragtikul1 winadadebebi Semdgom RonisZiebaTa gasa-
tareblad.

moxsenebiTi baraTi daniSnu Bebis mixedviT SeiZlleba
1yos: saangariSo, sainiciativo an informaciulli xasia-
Tis. saangariSo xasiaTis moxsenebiTi baraTi warmoad-
gens sansaxurebrivi davalebis da movaleobis Sesrulebis
angariSs (gegnis Sesrulebis, Semownmebis, Sedegebis, saniv-
B inebo davalebebis Sesrullebis Sesaxeb da sxva).

sainiciativo xasiaTis moxsenebiTi baraTi waredg-
ineba dawesebu Bebis ufross muSakis piradi wamowyeb-
IS Sesaxebh.

sainformacio xasiaTis moxsenebiTi baraTi warmoad-
gens samsaxurebrivi davallebisa da movalleobis Sesru Bebis
angariss.
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moxsenebiTi baraTis Sinaarsi mok Be unda iyos, masSi
motani I1 Tagtebi swori da namdviBi, winadadebebi
zustad Camoyall ibebu .

moxsenebiTi baraTis tipobrivi formulari Sem-
degi elementebisagan Sedgeba:

1. pirvel striqonze (abzaciT) iwereba srulll dasax-
eleba in organosi, rombis xe InZRvane B is saxe I zedac
igzavneba moxsenebiTi baraTi.

2. momdevno strigonze, mar yvniv, msgavsad gancxadebi-
sa, aRiniSneba moxsenehiTi baraTis damweris gvari, saxe-
Bi, mamis saxe 1, Tanandeboba,

3. dokumentis saxe Bwodeba (SuaSt),

4. Sinaarsi,

5. danarTis CamoTvla (Tu aseTi axBavs),

6. Semdgene B 1 piris Tanamdeboba da xe B is mowera,

7. Sedgenis TariRi.

sainformacio dokumentebi

sainformacio dokumentebia: depeSebi, te lefonogranebi,
daskvnebi da sxva. maT1 saSualebiT adresatebs ecnobe-
baT sxvadasxva Faqtebi, SemTxvevebi, mov B enebi ama Tu iIm
RonisZiebaTa gatarebis Sesaxeb.

depeSa _ administraciulli dokumentaciis erT-erT,
satelegrafo mimoweris saxeobas miekuTvneba. mas upi-
ratesad sagalagTaSoriso mimowerisaTvis, saswrafod
gadasaWre Bi sakiTxebis mosagvarebBad iyeneben. (aR-
saniSnavia _ depeSa sagmian urTierTobebSi sull ufro
nak B ebad gamoiyeneba).

depeSa Funqgciis mixedviT igive weri B ia, magram mis-
gan gansxvavdeba formisa da Sinaarsis mixedviT. depe-
Sis ganmasxvavebe 1 niSani siswrafea. depeSis Sedgeni-
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sas 1caven im moTxovnebs da wesebs, romlebic waeyeneba
samsaxurebriv dokumentebs, magram maT Sedgenis zogi
Taviseburebac axasiaTebs. depeSis tegsti rac SeiZleba
mok Be unda iyos, kavSirebs, nacvall saxe Bebs da sasven
niSnebs Tu azri ar maxingdeba, ganotoveben xo Bne. auci-
BebBobis SemTxvevaSi mis nacvBad abreviaturebs iy-
eneben: wert (wertili), mz (mZime), briwy (brWyalebi) da
a.S. TariRs sityvierad weren. depeSis tegstis dasawy-
isi da xe Imowera iwereba abzaciT (axalli strigonidan).
danarCeni tegsti iwereba abzacebis gareSe. sityvis ga-
datana depeSaSi akrZzalulia

depeSa sxvadasxva saxisaa, mag: ofFicialuri (samsax-
urebrivi) da kerZo (piradulli). siswrafis Tvallsazrisi-
Tac orgvaria ubrallo (Cveulebrivi) da saswrafo. agreTve
arsebobs: mTavrobis SetyobinebiT moTxovnande, sasurv-
el vadaSi CabarebiT, fotodepeSa.

sansaxurebrivi depeSebi 1gzavneba metad mniSvne B ovan
da saswrafo sakiTxebze. Tu depeSa sapasuxoa, maSin
tegsti unda iwyebodes im depeSis an dokumentis non-
riT, ronlis pasuxsac iIs warmoadgens.

kerZo depeSebi igzavneba gamgzavni piris Sexedu leb-
isamebr, Tumca mas igive moTxovnebi waeyeneba gaformeb-
isa da siswrafis TvalsazrisiT.

depeSa Torndeba Semdegnairad:

1. bRankis margvena mxares, zeviT aRiniSneba depeSis
kategoria (siswrafis TvalsazrisiT);

2. adresatis zusti nisamarTi (gvari, saxeli, mamis
saxe 1 an uwyebis srulli dasaxe leha);

3. depeSis tegsti;

4. depeSis gamgzavnis vinaoba;

5. depeSis gamgzavnis misamarTi (es xazs qveviT iw-
ereba da safasurSi ar Sedis);

6. samsaxurebrivi depeSis boBos daismis gamgzavni
uwyebis mrgvalli beWedi.
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telefonograma. depeSasTan erTad dawesebu lebebi
muSaobisas xSirad iyeneben telefonogranmas.

telefonograna ewodeba te BefoniT gadacenu l cnobas.
mas Cveu Bebriv iyeneben saswrafo gankargu Bebebis, uwye-
bebisa da sxva saxis cnobebis gadasacemad.

telefonogranis tegsti iseTive mokBe unda iyos,
rogoric depeSis.

telefonogramis savalldebulo rekvizitebia:
saTaurti;
. telefonogranis nomeri;
gadacenis TariRi;
. gangzavnisa dasaxe lebg;
mimRebis dasaxe I eba;
. tegsti;
. telefonogramis xe Imomweri Tanamdebobis piris
aRniSvna;

8. telefonogranis gadamcemi Tanamdebobis piris
aRniSvna (agve aRiniSneba am piris telefonis nomert);

9. telefonogranis minRebi Tanandebobis piris aRniSvna
(aqve aRiniSneba am piris telefonis nomeri);

10. telefonogranis miReba-gadacemis dro (saaTi da
wuTr).

telefonogramebis aRricxva warmoebs specialur
Jurnal Si.

daskvna ewodeba dokuments romelic Seicavs dawese-
bu Bebis, komisiis, specialistis azrs romel ine doku-
mentis an sakiTxis an kidev gansaxi Bve Bad warnmodgeni-
B1 naSromis Sesaxeb. daskvnaSi gadmocenu lia garkveu-
D1 sakiTxis mokBe Sinaarsi da mis Sesaxeb miRebul i
saTanado gadawyveti leba.

misi SemadgeneBi1 nawi Bebia:

1. im pirTa vinaoba, visac egzavneba dokumenti;

2. dokumentis saxe Bwodeba;

~NouhwNne
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3. tegsti,;

4. Tanandebobis piris xel@mowera, romelic iZleva
xe Imoweras;

5. gagzavnis TariRi da saregistracio nomeri;

daskvnis da misi msgavsi dokumentis Senaxva war-
moebs centrallizebuli wesiT, callke sagneSi, rac uzrun-
velyofs aucilebeli cnobis swrafad moZebnas.

cnoba. arsebobs ori saxis cnoba, romBebic arsebi-
Tad gansxvavdebian erTmaneTisagan.

a) sainformacio mizniT gacenuli aRweriTi an ci-
frobrivi xasiaTis dokumenti _ cnoba waredgineba
dawesebu Bebis xe ImZRvanels an zemdgom organizacias
raime Fagtis, movlenis dasadastureblad.

samsaxurebrivi xasiaTis cnobis tipobrivi for-
muBiaris Semadgen BobaSi Sedis:

1. dokumentis saxe Bwodeba da saTaurti;

2. Sinaarsi;

3. im piris an pirTa Tanandeboba da gvarebi, rom-
Bebic xells aweren cnobas;

4. xeImoweris TariRi, mrgval i beWedi.

cnobis momzadebisas gansakuTrebu B 1 yuradReba egceva
sxvadasxva monacemebis siswores. masSi moyvani 11 Fagqtebi
guBdasmiT unda ignes Semowmebu B1, radgan maT safuZ-
ve I ze xdeba sxvadasxva gadawyveti BebaTa miReba.

b) cnoba, rogorc raime Tagtis damadasturebeli
dokumenti, SeiZBeba mieces callkeull pirebsac. aseTi
cnobis rekvizitebia:
cnobis gamcemi dawesebu Bebis dasaxe I eba;
cnobis nomeri da gacemis TariRi;
saTaurti;

. Im piris dasaxe Beba, visac cnoba eZlleva;
tegsti,;
cnobis daniSnu B eba;

Do A wN e
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7. Tanandebobis piris xe Imowera;

8. beWedi;

Tu cnoba erT sakiTxs exeba, mas SeiZBeba xel's awer-
des erTi piri, Tu ramdenime sakiTxs exeba, ramdenime
xe Imowera esaWiroeba.

cnoba Cveu Bebriv trafaretull blankze iwereba.

safosto nmisamarTi warweraa konvertze, paketze,
amanaTze da a.S. igi aRniSnavs im piris (dawesebu Bebis,
Tirmis) adgi Bsanyofel's, romell sac egzavneba weri ki,
depeSa da sxva.

CvenTan miRebu Bia misamarTis daweris iseTi Tanmim-
devroba, rodesac jer aRiniSneba yve laze didi adminis-
traciul-teritoriulli erTeulli, Sendeg ufro patara
respub B ika, avtonomiuri respubl ika, gallagi, raioni, sofe-
B1i da aS. dasaxeBebulli pungtis Semdeg iwereba safos-
to indegsi, quCa, sax Bis nomeri, dawesebu Bebis dasaxe Be-
ba, adresatis vinaoba. gvari da iniciallebi da aS.

organizaciis saxeBwodeba (an kerZo piris gvari)
da misamarTi iwereba weriBis bBankis mar gvena mxares
saxe BobiT, an micemiT brunvaSi.

sagarTve B os standartisagan gansxvavebiT, inglisur
enaze (ucxour gzavni Bebze) misamarTi iwereba marcxena
mxares, abzacebisa da rogorc wesi sasveni niSnebis
gamoyenebis gareSe. aris sxva Taviseburebanic: kerZod
misamarTSi auciBebeBia Statebis (aSS) da sagrafos
(did britaneTSi) miTiTeba

specialuri daniSnu l ebis dokumentebi

specialuri daniSnulebis dokumentebia: sabuRall tro,
statistikuri, aRricxvis, sagegno, safinanso, samxedro,
dipRlomatiuri urTierTobis, nuSa-nosansaxureTa pira-
di Semadgen B obis dokumentebi, romell Tac specialluri
urTierTobisTvis 1yeneben.
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dokumentis danarTi _ zogierT dokuments Sei-
ZBeba hgondes danarTi. igi Cveulebriv adasturebs
teqstSi dasaxelebull calkeull fagtebs, agreTve gan-
martavs, akonkretebs ZiriTadi dokumentebis zogierT
sakiTxs.

miTiTeba imis Sesaxeb, rom dokuments danarTi ax-
Bavs, keTdeba tegstis qvemoT, marcxena kuTxeSi. sityva
“danarTis~ Semdeg aRiniSneba darTulli dokumentebis
saxe Bwodeba da furcelTa raodenoba.

dokumentis Tformulari da rekvizitebi _ yove-
B1 dokumenti randenime e Bementisagan Sedgeba. saWiroa
an e Bementebis codna, raTa dokumentebi gavaanallizoT,
ganvsazRvroT maTi xarisxi da sworad SevadginoT.

dokumetebis SemadgeneBi e Bementebis erTobliobas
formulari ewodeba. yve Ba dokumetsa da fornu BarsSi
callkeul1 ellementebis Setana savall debu ll oa

formularis auci Bebell elementebs dokumentis re-
kvizits uwodeben.

rekviziti ewodeba sworad SedgeniBi dokumentis
auci Bebel elements (saxe Bwodeha, gacenis adgi B1i, TariRi,
xe Imowera da sxva) uromBisodac igi kargavs iurid-
iull Zallas.

pasportis, skolis atestatis, Sromis wignakis da
msgavsi dokumentebis rekvizitebi kanonmdebBobiT an
sauwyebo aqtebiT aris dadgeni 1.

dokumentis rekvizitebia
1. saxe Bwodeba;
2. saTauri;
3. Sinaarsi;
4. TariRi;
5. xe Imowera.
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dokumentis iuridiuli mniSvne Boba. dokumenteb-
is mniSvne Boba warmoeba-dawesebu BebaTa, Tu callkeul
moga BageTaTvis, saerTod, Tananedrove sazogadoebisaTvis,
metad didia

TiToeul samsaxurebriv dokuments garkveulli iu-
ridiuli nniSvne Boba agvs, radgan igi warmoadgens ama
Tu in anbis, Fagtis, movlenis dadasturebas, mtkice-
bu Bebas. magal iTad, dawesebu Bebis xe BnZRvanelis br-
Zaneba ama Tu im piris Tanandebobaze daniSvnis Sesaxeb
iuridiull 1 safuzve lia imisa, rom moga B ages mieces Xxe-
I fasi, an kidev cnoba, romelic umaR Besi saswavleblis
mier romelime studentis saxell zea gacenu Bi inis Sesaxeb,
rom igi studentia an saswavBeblisa, adasturebs misi
swavlis fagts.

zogi dokumenti adasturebs dawesebu Bebis Tanam-
Srombis samsaxurebriv ufBebebs (mivl inebis mownoba),
zogi Sronmis stalis damantkicebe i sabuTia (Sronis
wignaki), zogic pirovnebis, asakis (pasporti, dabadebis
mowmoba), ojaxuri mdgomareobisa (qorwinebis mowmoba)
da aS.

dokumentebi garkveu i mizniT dgeba, magal iTad umaR-
Besi saswavleblis reqtoris brZaneba, saganocdo sesi-
is periodSi bibBioTekis sanuSao saTebis gaxangrZ Hive-
bis Sesaxeb, miznad isaxavs studentebis ukeT momzade-
bisTvis xelis Sewyobas.

dokuments garda iuridiuli nniSvne B obisa, gaaCnia
pragtikuli daniSnullebac. bevr dokuments iyeneben
rogorc istoriull wyaros. magal iTad, rodesac vecno-
biT mexuTe saukunis Biteraturull Zegls i1akob xuce-
sis "SuSanikis wamebas~, Beonti mrovelis istoriul
Txzullebas “qarTHhis cxovreba~, vaxtang VI “kanonTa
krebu Bs~ Tu sxvas, sagne gvaqvs istoriull wyaroebTan,
romlBebic adastureben ana Tu in istoriull fagts.
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dokunmentebis gaformebisas salWiroa wesebis
dacva, romlebic uzrunve Byofen maT iuridiull Zalas.
esenia. dokumentebis operatiulli da xarisxiani Ses-
rulleba da moZieha, dokumentebis kompiuteruli tegni-
kiT damuSavebis SesaZlebBoba; dokumentebis, rogorc
saistorio wyaroebis, xarisxi.

1. yve Ba sistenis dokumentebis auci Bebe b ia rekviz-
itebia: dokumentis avtori-dawesebu Bebis dasaxe lebg;
dokumentis avtori-dawesebu Bebis kodi; dokumentis
saxeobis an dokumentis unificirebuli formis (maT
Soris saTauris) saxeBwodeba, tegstis saTauri; do-
kumentis saxeobis kodi; dokumentis TariRi; indegsi;
vizebi; xe Imowera; aRvniSvna dokumentis Sesrulebisa
da misi sagneSi moTavsebis Sesaxeb.

2. dokumentis avtori-dawesebu Bebis dasaxeleba da
misi kodi aRiniSneba dawesebu Bebis debu Bebis (wesde-
bis) da Sesabamisi sawarmoebisa da dawesebu Bebebis
kBasifikaciis Tanaxmad.

3. dokumentis saxeBwodeba unda Seesabamebodes
dawesebu B ebis kompentecias, nmarTve BobiT mognedebaTa
dokumentirebis Sinaars, agreTve dokumentebis tabels,
rome B ic gamoiyeneba am dawesebu N ebaSi.

4. saTauri warmoadgens dokumentis Sinaarsis mok-
Be gadmocemas. 1s unda iyos magsimaBurad mokle da
tevadi, zustad gadmoscendes teqstis azrs. magalliTad:
1. 2. 96 Temis Sesrulebis Sesaxeb; baton g. ivaniZis
saswavBebBad gagzavnis Sesaxeb. saTauri gramatiku-
Bad unda uTanxmdebodes dokumentis saxeBwodebas.
magaBi1Tad: brZaneba (ris Sesaxeb?) sawarmos Seqmnis
Sesaxeb; baraTi (risi?) ZiriTad saSuallebaTa moZrao-
bis aRricxvisa. A5 formatis dokumentebze dasaSvebia
teqstis saTauris ugonBoba. unificirebuli fornmis
safuZve B ze dokumentis Sedgenis dros formis saxel-
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wodebaSt Semaval'i saTauris mudmivi nawi Bi Seivseba
cvallebadi informaciiT, romelic akonkretebs mis Si-
naarss. magaliTad: brZaneba b-n v. giorgaZis samuSaoze
miRebis Sesaxeb. manganogramebis teqstis saTaurebi
forndeba imave wesiT.

5. dokumentis saxe Bwodeba da unificirebulli for-
mis kodi rogorc wesi, unda daibeWdos bBankze misi
stanbaSi momzadebis dros da Seesabanebodes mnarTve I o-
biTi dokumentaciis kBasifikatorebSi mocenul dasax-
el ebasa da kods.

6. a). xeImoweris, damtkicebis, SeTanxmebisa da te-
gstSi mocemuli TariRebi formdeba cifrobrivi wes-
iT. TariRis elenentebi aRiniSneba erT strigonSi ar-
abulli cifrebiT Semdegi TanamimdevrobiT: Tvis ricxvi,
Tve, well'i. magaBiTad: 2000 wlis 29 ianvari unda gaform-
des 29.01.2000.

b). dasaSvebia TariRis gaformebisas jer mieTiTos
we Bi, Sendeg Tve da Tvis ricxvi. magall iTad: 2000.01.29.

g). dokumentebis teqstebSi, romBebic Seicaven Fin-
ansuri an sxva analogiuri xasiaTis cnobebs, dasaSvebia
TariRs gaformebis sityvier-cifrobrivi wesis ganoy-
eneba: 29 ianvari, 2000 weli an 2000 wlis 29 ianvari.

7. a). Sesagqmne @1 da misaRebi dokumentebis indegsi
Sedgeba rigiTi nomrisagan dokumentebis saregistra-
cio masivis FargBebSi, romelsac emateba indeqsi sagme-
Ta nomenk Baturis mixedviT, mogmedi kBasifikatoris
indegsi (korespondentebis, sagmianobis sakiTxebis da
SXV.);

b). ramdenime dawesebu Bebis mier erTobBivad Seqn-
nil dokumentebze avtorTa saregistracio nomrebi
daismeba avtorTa miTiTebis rigis mixedviT (marcx-
nidan mar gvniv) da gaiyofa iribi xaziT.

g). miTiTeba Semosuli dokumentis TariRsa da ind-
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egsze Seicavs im dokumentis TariRsa da indegss,
rome I zec gaicema pasuxi.

d). dokumentis proeqtis SeTanxmeba Formdeba viziT,
rome Bic Seicavs vizis mincenis pirad xel@moweras da
vizirebis TariRs.

saWiroebis SemTxvevaSi SeiZBeba mieTiTos vizis min-
cemis Tanamdeboba. misi xe Bmoweris gaSifvra saval de-
bu I oa.

maga B iTad:

iuridiulli ganyofilebis ufrosi

xe Inowera g. ivaniZe

24.07.2006

/amonawer i kanonidan: ~sagmiswarmoebis erTiani wesebi~/

piradi Semadgen I obis dokumentebi
damaTi gaFormeba

zeviT ukve aRniSnull1 i1yo _ dokumentebi daniSnu Bebis
mixedviT xuTi saxisaa: saganmkargulebBo, sawesdebo,
saaRnsrullebB o, sainformacio da specialuri daniS-
nu Bebisa. maT garda calke jgufs gmnis dawesebu Bebis
TanamSrome B Ta piradi dokumentebi, romBebsac piradi
Semadgen B obis dokumentebi ewodeba. esaa masalla, rome B T-
anac yove I TananSromel's uSuallod da yve Baze xSirad
uxdeba Sexeha: gancxadeba, avtobiografia, daxasiaTeba da
SXva.

piradi Semadgen B obis sagmiswarmoeba moicavs muSa-
mosansaxureTa samuSaoze miRebis, erTi adgi lidan meo-
reze gadayvanis, gaTavisuf Bebis, Svebu B ebis micemisa da
sxva dokumentebis gaformebas, rasac administracia ant-
kicebs brZanebiT.
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brzanebis yovel1 paragrafi unda iwyebodes im mo-
gnedebis dasaxe BebiT, rac brZanebiT unda Sesruldes.
naCvenebi unda iyos pirovnebis gvari, saxe b1, manis sax-
el'i, Tanandeboba. brZaneba ZaBaSi Sedis brZanebaze Tan-
amdebobis piris xe ImowerisTanave. mis callkeull para-
grafs SeiZleba hgondes ZaBaSi Sesvlis Tavisi vadebi.

muSaki samuSaoze miRebis Txovnas aformebs gancxa-
debiT, rome B Sic misi anketuri monacemebia aRniSnu Rl i.

muSa-mosansaxureebs, romBebic iricxebian dawesebu B eb-
is StatSi, pasportis (piradobis mowmobis) Sromis
wignakis, samxedro bilBeTis safuZvel ze uvseben pirad
baraTs.

gancxadeba. yveBaze ufro gavrceBebuli sagmiani
gaRal dia. i1gi warmoadgens callkeull pirTa werilobiT
samsaxurebriv an piradi xasiaTis mimarTvas dawese-
bu Bebis, warmoebis an organizaciisadmi (mag. umaR Bes
saswav B ebe BSi Caricxvis, sanuSaoze miRebis, Svebu Bebis
Sesaxeb da aS.).

gancxadeba Sedgeba Semdegi ZiriTadi nawi Bebi-
sagan:

1. dawesebu Bebis an Tanamdebobis piris dasaxe leba,
rone B sac mimarTaven TxowniT (iwereba nTell strigonze).

2. gancxadebis damweris mT Biani dasaxe Beba, Tanamde-
boba, gvari, saxe b1, mamis saxe Bi, misamarTi.

3. SuaSi iwereba saTauri (gancxadeba).

4. dabla abzaciT iwereba gancxadebis tegsti, romel-
Sic mokBed aris gadmocemu @1 Txovnis Sinaarsi.

5. Tu gancxadebas erTvis sabuTebi, maTi nusxa Fur-
clebis raodenobis aRniSvniT motani Bi unda 1yos si-
tyva “danarTis~ Sendeg, romeBic iwereba axall strigonze,
marcxena mxares.

6. gancxadebis bo B os, mar gvena mxares aRiniSneba gan-
mcxadeb B is xe Bmowera da mis qveS ki, TariRi.
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gancxadeba. arsebobs gancxadebis sxva saxec, romelic
weri BobiT iuwyeba imis Sesaxeb, rasac gancxadebis danm-
werisaTvis didi nmniSvneBoba agqvs (mag. disertaciis
dacvis, krebis, sacxovrebe 1 FarTis gacvlis, Senobis
gayidvis da a.S. Sesaxeb).

gancxadebebi winaswar unda gaikras TvalBsaCino adg-
ilas (an gamocxaddes presaSi), rom yvelas hgondes
maTi1 gacnobis saSualleba.

gancxadebis Forma mis Sinaarszea damokidebu B 1. mag.
gancxadeba krebis mowvevis Sesaxeb Semdegi nawi Bebisa-
gan Sedgeba:

1. saTaurt;

2. krebis mowvevis TariRi (weli, Tve, ricxvi da
saaTi);

3. krebis adgili;

4. krebis xasiaTi (angariSgeba-arCevnebi, daxuruli,
saerTo da aS);

5. im organizaciis dasaxe Beba, romlis wevrebic mi-
wveu Ini ignebian krebaze;

6. dRis wesrigi.

a) moxsenebaTa dasaxe Bebg;

b) momxseneb Bisa da Tanamomxsenebe B Ta gvarebi;

7. in organizaciis dasaxe Beba, romelic iwvevs kre-
bas.

reziume da avtobiografia (Resume & Curricu-
lum Vitae (CV) CvenSi TandaTan mkvidrdeba ax Beburi
gaformeba dokumentisa, sadac avtori Tanmimdevrulad
gadmogvcems Tavisi cxovrebis ZiriTad faqtebs.

xSirad samsaxuris Zebna da Semdeg ki dawinaureba,
didad aris damokidebu i imaze, Tu rogor aris Sedge-
nilil reziume da avtobiografia.

maTi Sedgenisas unda gvaxsovdes umTavresi _ poten-
ciuri xe ImZRvane Bis yuradRebis migceva da misi keTi -
ganwyobis damsaxureba.
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reziume Tqveni ganaT Bebisa da profesiuli
ganocdi Bebis monacenTa mok Be gadnocemaa, rome Bic mokle
biografiull fagtebsac Seicavs, mocullobiT is erTi
gverds ar unda aRematebodes.

avtobiografia reziumesagan gansxvavdeba da iwere-
ba maRall Tanamdebobaze dasaniSni kandidatebis mier. aqg
auci Bebe b 1a neti informacia pirovnebis, misi ganaT Bebisa
da kvalifikaciis Sesaxeb.

rogorc wesi, reziume da avtobiografia Semdeg in-
formacias Seicavs:

L. piradi monacenebi: (gvari, saxe B, mamis saxe Bi) sacx-
ovrebe i adgi Bis zusti misanarTi, sakontagto tele-
Toni (binis, mobi Buri) dabadebis TariRi da asaki, ojax-
uri ndgomareoba (meuR Be, Svi Bebi, cnobebi maT Sesaxeb),
erovneba, imigraciul1 statusi (ucxoel TaTvis).

2. sanuSaos Zebnis mizani (nok Bed)

3. cnobebi ganaT Bebis Sesaxeb (qronoBogiuri Tann-
mdevrobiT) dasaxeBeba da misamarTi saswav BebBebisa
(saSuallo skola, kolBeji, umaR Besi saswavBebe B 1) swav-
Bis wlebi, miRebuli kval ifikacia da asS.

4. cnobebi damatebiTi ganaT Bebis Sesaxeb (gro-
noBogiuri TanmimdevrobiT) kursebisa da treningebis
dasaxe Beba, maTi1 xangrZBivoba da iq miRebuli1 kvalli-
Tikacia

5. informacia Tqveni unar-Cvevebis Sesaxeb: ucxo eneb-
is THoba, avtomanganis marTva, kompiuteruli tegnikis
codna da aS.

6. monacemebi muSaobis gamocdi Bebis Sesaxeb (qro-
noBogiuri TanmimdevrobiT): TiToeul Tanandebobaze
muSaobis TariRi da an dawesebu BebaTa dasaxe Beba, maTi
misamar Tebi, dakavebu Bi Tanamdeboba, mok Bed Tqveni mov-
alleobis Sesaxeb, xeBqveiTTa raodenoba, an Tanandeboba-
ze yofnisas miRweu b1 warmatebani, sansaxuridan wasv-
Bis mizezi da aS.
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7. informacia piradi interesebis Sesaxeb: nebayof-
BobiT sawyisebze muSaoba, musikaBur instrumentebze
dakvra, mxatvrulli Biteraturis siyvarulli, sportis
konkretu i1 saxeobiT gataceba, xelovnebis sxvadasxva
dargis siyvarulli da aS.

8. sarekomendacio weri Bebi: im adanianTa srull1 sax-
elebi da misamarTebi, romBebic sarekomendacio wer-
i Bebis mocemas Segpirdnen.

kadrebis aRricxvis piradi furceli. xelnZRv-
anel1 da am kategoriasTan gaTanabrebuli muSakebis
sanuSaoze miRebis gaformebisas saWiroa zogierTi dan-
atebiTi dokumentis wardgena. magall iTad, gancxadebas
Tan unda erTvodes avtobiografia, kadrebis aRricxvis
piradi furceli, ganaT Bebis dokumentis piri, daxasi-
aTeba.

kadrebis aRricxvis piradi furceli warmoadgens
dadgeni 1 Formis mravaBkiTxvian anketas; kiTxvebs
auci Beblad unda gaeces pasuxi (ZiriTadi biografiu-
B1 monacemebi: dabadebis TariRi, adgi B, erovneba, cnoba
socialuri warmoSobis, ganaT Bebis, sanecniero wodebis,
naSromebisa da gamogonebebis Sesaxeb, partiulobis,
saarCevno organoebSi monawi Beobisa da sxvaTa Sesax-
eb).

ganaT Bebis dokuments notariu Bad danowmebu Bi piri
adasturebs muSaobis damwyebi mogaBaqgis ganaT Hebas.

kadrebis aRricxvis furcel Si agreTve unda aRiniS-
nos samxedro samsaxurisadmi damokidebu Beba, ogaxuri
mdgomareoba piradi furclis Sevsebis momentSi, binis
misamarTi, Sevsebis TariRi da avtoris xe Imowera.

anketa aris dokumenti, romlis gamoyenebis are sxva
saxis sagmian gaRa B debTan SedarebiT SezRudulia igi
ori mniSvne BobiT ixmareba.

1. roca saWiroa ama Tu im piris Sesaxeb 1iseTi
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anketuri monacemebis miReba, rogoricaa: gvari, saxel i,
mamis saxe Bi, w B ovaneba, erovneba, dabadebis adgi Bi, ga-
naT Bebis cenzi da aS.

2. roca salWiroa garkveu I monacemebze saTanado cnobe-
bis Segroveba.

meore saxis anketa masobrivi araa. 1gi ivseba 1SviaT-
ad da gansakuTrebull SemTxvevaSi.

anketis Sevsebisas aucilBebelia:

a). anketa Sevsebull 1ignes avtoris nier garkveulli
xel1T da zustad,;

b). yovel callkeull kiTxvaze pasuxi unda 1yos konkre-
tuli;

g). ar SeiZleba dawerilis waSHa an gadasworeby;

d). ar SeiZlBeba anketaSi mocemuli romelime kiTx-
vis upasuxod datoveba (Tu iseTi kiTxvaa, romelic
mocenu B1 anketis Sevsebas ar exeba, maSin am kiTxvis
gaswvriv xazi unda gavusvaT an davweroT ara).

Sronis wignaki is ZiriTadi dokumentia, romelSic
aisaxeba misi mFBobelBis SromiTi sagmianoba.

miuxedavad imisa, nuSaki miRebu Bia mudmiv Tu droe-
biT sanuSaoze, muSaobis dawyebidan xuTi dRis gasvlis
Semdeg administracia valdebulia mas Sromis wignaki
Seuvsos, rome B Siac Seitanen cnobebs SromiTi sagniano-
bis, agreTve waxalisebisa Tu daji B doebis Sesaxeb.

wignakebs bo B oSi daerTvis Sromis wignakis Sevseb-
isa da warmoebis wesebi.

SromiTi xeBSekruleba ewodeba iseTi werilobiT
SeTanxmebas, romel ic ideba mogaBagesa da dawesebu B ebas
Soris da romBis mixedviTac orive mxare garkveul
vall debu Bebebs kisru B obs. kerZod, moga B age vall debu Bebas
iRebs Seasru B os sanuSao garkveu B i speciall obis, Tanan-
debobis, xarisxisa da odenobis mixedviT da daemorCill-
os dawesebu Bebis Sinaganawess, xol o meore mxare _
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dawesebu Beba va B debu B 1a Seuqnnas muSaks Sromis gakon-
mdeb BobiT gaTval iswinebu Bi pirobebi da aunazRauros
mas Sesrullebuli sanuSao xel fasis saxiT.

mogalage organizaciis an warmoeba-dawesebu Bebis
xe ImZRvane B is saxe B ze wers gancxadebas garkveull Tan-
amdebobaze misi miRebis Sesaxeb, xo B 0 warmoeba-dawese-
bu Bebis xe ImZRvane Bi muSakis daniSvnas aformebs ad-
ministraciis brZanebiT. muSakma unda warmoadginos
pasporti, Sronis wignaki, cnoba sacxovrebeli adgil-
idan, ori fotosuraTi. SeiaraRebulli Zalebis rige-
bidan demobi Bizebulma pirma _ samxedro bilBeTi. Tan-
amdebobis pirs ki aucilBebBad dasWirdeba ganaT Bebis
cenzis damadasturebeli sabuTi.

SromiTi xelBSekrulebis rekvizitebia:
dokumentis saxe Bwodeba Tavis rigiTi nonriT,;

. xe B Sekru B ebis gaFormebis dro da adgili;
mxareTa srull1 dasaxe leba;

. zusti misamarTi;

. xe B Sekru B ebis Sinaarsi, romeBSic garkveviT unda

1yos naCvenebi mxareTa vall debu B ebani, sanuSaos xasiaTl,

mocu B oba, Rirebu Beba, nakisri vall debu Bebis Sesrullebis

vada da aS.

6. val debu BebaTa SeusrulebBobis SemTxvevaSi dan-
naSave mxaris sasjelis mxare;

7. danarTis dasaxe leba;

8. mxareTa xelis mowera;

9. mrgvalli beWedi, Tu xe B Sekrulleba oficialuria,
xolo kerZo pirTa Soris dadebull xellSekrullebas
adastureben pirebi (nowme an notariust).

daxasiaTeba aris dokumenti, rome B Sic dawesebu Bebis
xe ImZRvane Boba da sazogadoebrivi organizaciebi Se-
Tasebas aZBeven konkretu 1 muSakis moralur, sagnian
Tvisebebs. daxasiaTeba SeiZBeba gaices rogorc TviT
muSakis, ise sxva sawarmos moTxovniT.
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daxasiaTebaSi naCvenebi unda iyos dabadebis wel,
ganaT Beba, dakavebu Bi Tanandeboba, ra dRidan muSaobs an
dawesebu BebaSi, Semdeg aRiniSneba sanuSaosadmi misi danok-
idebu Beba, waxa B isebani (mad B oba, Fasiani saCuqrebi da
sxv). mTavrobis ji B doebi, unda aRiniSnos agreTve misi
monawi Beoba sazogadoebriv sagnianobaSi. daxasiaTebis
boBos iwereba, Tu romell dawesebu BebaSia warsadgeni
igi. gacemul daxasiaTebas xels awers dawesebu Bebis
xe ImZRvane B 1. daxasiaTeba iwereba or egzempBarad, ashi
rCeba dawesebu BebaSi, xo B o dedani eZBeva dainterese-
bull pirs an igzavneba im dawesebu BebaSi, romeBmac igi
moiTxova.

miuxedavad imisa, rom misi Sedgena nebismieria,
is unda Seicavdes Semdeg e lementebs:

1. saTaurs;

2. pirovnebis gvars, saxel's, manis saxel's, dabadebis
wel's da sxva anketur monacenmebs;

3. damaxasiaTebis teqsts;

4. Tanandebobis pirTa xe Imoweras;

5. mrgvall beWeds;

6. Sedgenis TariRs.

rekomendacia aris marwmunebe Bi xasiaTis dokumen-
ti, romelic gaicema ufBebamosiBi warmoeba-dawese-
bu Bebis an organizaciis mier da masSi mocenu I ia ko B eg-
tivis azri Tavisive muSakis Sesaxeb ama Tu im sagmi-
anobasTan dakavSirebiT.

ISeve rogorc sxva samsaxurebriv dokuments, reko-
mendaciasac esaWiroeba registracia. igi Sedgeba Semdeg
nawi B ebisagan:

1. dokumentis dasaxe leba

2. Sinaarsi

3. Tanandebobis piris xe Imowera

samsaxuris dasawyebad dRes bevrgan “tradiciull-
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Tan~ (dabadebis, ganaT Bebis...) erTad gansxvavebull do-
kuments 1Txoven. maT Soris sarekomendacio werills da
daxasiaTebas.

unda gvaxsovdes:

* sasurve Bia gyavdeT pirovneba, romelic saWiroebis
SemTxvevaSi1 Tavdebad dagidgebaT da sarekomendacio
weri s mogcenT.

* aseTi werillebi rogorc wesi, iwereba winaswar,
samsaxuris Zebnis dawyebamde an samuSaos potenciuri
xe ImZRvane B is moTxovnis pasuxad.

* daxasiaTeba sarekomendacio werill's hgavs, magram
is iwereba ara yoveli konkretulli SemTxvevis gamo,
aramed Tavisufali, Ria werilis formiT. anitomac, 1S
ufro standartullia da Seicavs zogadi xasiaTis ko-
mentarebs, magaliTad, gadmocemulia werilis avtoris
Sexedu B ebani kandidatis Sesaxeb, an adanianis pirovnul
TvisebaTa da samuSaosadmi misi damokidebu Bebis zog-
adi daxasiaTeba.

* ar mieTiTeba weriBis mimRebis misamarTI.

mownoba aris dokumenti, romellic adasturebs muSakis
vinaobas da mis Tanamdebobas. CveuBebriv igi iwereba
specialuri, stamburi wesiT dabeWdill bBankze. magall -
iTad, mivl inebis mownoba, piradobisa Tu dabadebis mow-
moba.

mowmobis Semadgene @i nawi Bebia:

1 dawesebu Bebis kuTxis Stampi, rome I zedac aRniSnu-
Ba saregistracio nomeri da mowmobis gacemis TariRI.

2 warwera.

3 vis mieca mowmoba: gvari, saxeli, mamis saxeli.

4 ras adasturebs igi.

5 Tu auciBebelia, unda aRiniSnos, ra dokumentis
safuZve l zea gacenu I i mownoba (dokumentis nomeri, Tar-
iR1 da dasaxe Beba).
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6 ra vadiTaa gacemu i mowmnoba.

7 pasuxismgebe B pirTa xeBlmowera da beWedi.

dipBoni ewodeba piradi SemadgenBobiT dokuments,
romlis gacemis ufleba aqvs saTanado organos da mis-
Tvis arsebobs kanoniT dadgeniBi Forma.

diplomis rekvizitebia:

O dokumentis saxelwodeba da rigiTi nomeri;

O dipBomis nFhobelis gvari, saxe b1, manis saxel i;

O umaR Bes saswav Bebe BSi Sesvlisa da misi danTavre-
bis weli;

O miRebul1 speciall oba;

O saganocdo komisiis wevrTa SemadgenBobis xell-
mowera;

O bewdis adgilT;

O registraciis adgili da TariRi;

O saregistracio nomris aRniSvna;

dipBomis asBis gadaRebisas dipBonidan gadadis
mT B 1ani teqsti, zenoT mar jvena mxares ukeTdeba warwe-
ra ashi-~

tegstis boBos, xeImoweris Semdeg, keTdeba warwera
“sworia~, romlis danowmebis ufBeba agqvs mdivans, kan-
celariis ufross an sxva pasuxismgebe B pirs (garkveul
SemTxvevaSi), notariuss.

dabadebis mowmoba ewodeba piradi SemadgenBobis
dokuments, rombBis forma da Sinaarsi kanoniT zustad
aris gansazRvrulli da tipuria, ed. saerToa yvela da-
badebis mowmobisaTvis.

dabadebis mowmoba iwereba winaswar gamzadebul
bBankze _ mmaCSi (moga Bageobrivi mdgomareobis, dabade-
bis, qorwinebis, gardacvallebis aqtebis Caweris ganyo-
TilebaSi). rogorc wesi, dabadebis mowmobis bBanki
warmoadgens ra gaSHill gverds, pirvell gverdze iwereba
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moga Baqis dabadebis wel'i, Tve da ricxvi, registraciis
adgi b1, misi adgiBsanyofeli. xolo meore gverdze
iwereba mSob Bebis gvari, saxe b1, mamis saxe b1, erovneba,
Tanandebobis piris xe Imowera da beWedi.

dabadebis mowmoba Semdegi eBementebisagan
Sedgeba:

* dokumentis saxe Bwodeba

* Sinaarsi

* registraciis adgili;

* gacemis TariRi

* mowmobis nomeri

* Tanamdebobis piris xe Imowera

* peWedi.

dabadebis mowmobis mTe Bi Sinaarsi bBankze winaswaraa
gaTval iswinebu Bi. masSi raimes waSBa an gadasworeba
an misi arasworad Sevseba, dabadebis mowmobas Zalas
ukargavs. im SemTxvevaSi Tu es auci Bebel ia, mas ukeTde-
ba specialuri aRniSvna sityvebiT: “endeT Sesworebas~
da daesmis heWedi.

mindobi B oba aris iseTi dokumenti, romBiTac or-
ganizacia an callkeulli piri aZlevs uflebas sxva pirs
misi saxe HiT imognedos an miiRos materialuri faseu-
B oba imis mixedviT, Tu rogor forndeba rwmunebu Il eba,
mindobi Bobebi SeiZBeba iyos piradi da oficialuri.

piradi mindobi B oba dgeba Cveu Bebriv im SemTxvevaSi,
roca callkeuli piri gadascens meore pirs misi kuTv-
nili xelfasis an faseulBobis aRebis ufBebas.

oficialluri mindobi Boba gaicema turidiulll piris
mier (warmoebis, dawesebu Bebis, organizaciis xe ImZRv-
ane B is mier) sxvadasxva mogmedebis SesasrullebBad (sa-
banko operaciebis, fulladi da materialur-sabanko saxs-
rebis miReba, satransporto operaciebis marTva da asS.)
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samsaxurebrivi mindobi Boba gaicema Tanamde-
bobis romelime pirze da Seicavs garkveul Tfor-
mas. misi rekvizitebia

v" mogmedebis vada

v" momxmareb B is da gadamxde B is dasaxe Heba

v" mindobi B obis nonmeri

v’ gacemis nomeri

v gvari, saxe b1, Tanandeboba im pirisa, romell zedac
gaica mindobi Boba (piradobis mowmobis an pasportis
nomeri, gacenis adgi Bisa da TariRis aRniSvniT);

v" momwodebe Bi organizaciis saxe Bwodebg;

v sagonlis materialur faseulobaTa misaRebad
saWiro angariSi an fagtura TariRis aRniSvniT.

piradi mindobi BobisaTvis dadgeniBi forma ar ar-
sebobs, oRond aseT dokumentis gacemisas saval debu-
I 0a aRiniSnos dokumentis Semdgenl is vinaoba, im orga-
nizaciis dasaxe Beba,. sadac unda ignes wardgeni B1 min-
dobi Boba, mindobi Bobis Sinaarsi, dokumentis holos
aRiniSneba gacemis TariRi da mindobi Bobis gamceni piris
xe Imowera, romelic unda damowmdes mrgvali beWdiT.

mivl inebis baraTi aris samsaxurebrivi dokumenti,
ronlis saSualebiTac warnoeba-dawesebu BebaTa muSake-
bs ufleba eZBevaT gaemgzavron mivlinebis adgi BebSi
samsaxurebrivi sakiTxebis Sesasrulleblad.

muSakis miv B inebiT gagzavna SeiZ Beba moxdes winaswar
Sedgeni b1 mivlinebis gegmis an saswrafod gadasaWre-
B sakiTxis mogvarebis mizniT, gacemu B1 brZanebis safuZ-
vel ze.

respub B 1kaS1 dawesebu B 1a miv B inebis baraTis €tipuri
b Banki. mivlinebis xarjebis (transporti, kveba, Ramis
Teva da sxva). anazRaureba xdeba gamgzavni organoebis
mier. miv B inebis Semdeg, muSaki dawesebu B ebis buRall te-
rias ubrunebs Sevsebul mivHinebis baraTs da xe ImZR-
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vane I's warudgens weriBobiT moxsenebiT baraTs Caz-
tarebu B1 nuSaobis Sesaxeb.

mivBinebis baraTi Sedgeba Semdegi eBementebi-
sagan:

v" dokumentis saxe Bwodebg;

v" gasamgzavrebe Bi piris Tanandeboba, gvari, saxeli,
mamis saxel1;"

v" mivlinebis vada;

v" mivlinebis punqtis dasaxe lebg;

v" muSakis piradobis mownobis (pasportis) nomeri;

v xeImZRvane b1 piris xelis mowera.

miv  inebaSi yofnisas, daniSnu Bebis punqtSi Casvlis,
iqidan gamomgzavrebisa da adgi B ze dabrunebis dadas-
tureba pasuxismgebe B pirTa xe InZRvane 1 Ta da mrgval i
beWdiT.

miv D inebis baraTs, ise rogorc yve Ba sagnian gaRall ds
esaWiroeba registraciis Stampi, rome lic daismis baraT-
is blankis zemo, marcxena mxares, romell zedac aRniS-
nulia misi rigiTi nomeri da TariRi.

miv B inebaSt mimavall pirs Tan unda hgondes pasporti
(piradobis mowmoba), samivl inebo mowmoba da brZanebis
ashi.

xe Bweri B ewodeba dokuments, romelic adasturebs
Tulis, sagonlis, dokumentebis da a.S. miRebas da ezl -
eva mimRebis mier mas, vinc abarebs faseu l obas. xe Bwer-
i B1 adasturebs mimRebis pasuxismgeb B obas miRebul i
dokumentebis an Faseu B obis Senaxvaze.

xeBwerili Sedgeba Semdeg nawi Bebisagan:

v" dokumentis dasaxe leba

v xeBweriBis ninRebis (Faseu B obaTa an dokumente-
bis mimRebis) Tanamdeboba, gvari, saxe B'i da manis saxel i.

v im piris Tanamdeboba, gvari, saxe Bi da manis saxe 1,
rome Bsac eZBeva xeBwerili.
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v" konkretullad risTvis aris gacenulli xeBwerili
(unda aRiniSnos materialuri faseu B obis, sagnebis, in-
strumentebis da aS. zusti dasaxeBeba; fulladi Tanxa
iwereba sityvebiT, FrixilebSi _ cifrebi).

v" salliro SemTxvevaSi aRiniSneba, rome i sabuTis an
gankargu Bebis safuzve I ze gaica xeBwerili.

v TariRi da minRebis xe Imowera.

v Tu xeBwerilli gacenulia didi Tanxis misaRebad,
masSi aRiniSneba mimRebis misamarTi, pasportis nomeri
da seria.

administraciull i dokumentebis
Sedgena da gaFformeba

sansaxurebrivi dokumentaciis mniSvne Bovan nawill's
Seadgens weri Bebi, romell Tac sxvadasxva dawesebu Heba,
miuxedavad dagvemdebarebisa, xSirad iyenebs.

weriBebis Sedgenas igive moTxovnebl waeyeneba, rac
sxva dokumentebs. weriBis Sinaarsi Cveullebriv indi-
vidualuria. samsaxurebrivi werilli, rogorc wesi unda
eZRvnebodes erT sakiTxs.

weriBebs, romBebic saqveuwyebo dawesebu B ebebs eg-
zavneba cirkuBlarulli weriBebi ewodeba. daniSnulebis
mixedviT werilBebi sxvadasxva Sinaarsisaa. werilis
teqsti Cveulebriv am sgemiT igeba: Sesavali, Sinaarsi,
daskvna.

werilis tipobrivi formularis Semadgenllo-
ba amgvaria:

v avtoris dasaxe Beba (bhBankzea asaxul).

v" adresatis dasaxe leba.

v' saTauri.

v wina weri Bis nomris dasaxeBeba, Tu werili sapa-
suxoa.
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v werillis tegsti.

v" TariRi da nomeri, romBebic bBankze daisnis.

v" xe Imowera.

weriBi iwereba dawesebu Bebis bBankze, saTauri iw-
ereba marcxniv, an teqstis zeviT.

im SemTxvevaSi, roca weri B sapasuxoa, tegstis win,
saTauris gveS, dasaxeBdeba im dokumentis TariRi da
nomeri, rombBis pasuxsac es werili warnoadgens.

rogorc wesi, dokumenti unda gaformdes blankze,
rome Bic Seesabameba saxe Imwifo standarts. mas unda
hgondes auciBebeli rekvizitebis kompHBegsi da maTi
gan Bagebis stabi Buri wesi.

dadgeni Bia b Bankebis ori saxeoba: weri Bebis b Banki
mimowerisaTvis da saerTo bBanki _ sxva da sxva saxis
saorganizacio-gankargu BebiTi dokumentebisaTvis.

werilebis blankebze garTull enasTan erTad dasaSve-
bia rekvizitebi ibeWdebodes romelime saerTaSoriso
enaze (Jer qarTull _ Semdeg _ sxva enaze).

b Banki. ewodeba gaRalldis sufTa furcels, ronlis
zemo areze an zemo marcxena kuTxeSi dabeWdi Bia dawese-
bu Bebis saxe Bwodeba da rekvizitebi.

bBanki ramdenime aucilebel elements Seicavs,
esenia:

1. saxeBlmnwifo gerbi (saxe@nwifo organizaciebi-
saTvis);

2. saxe Inwifos dasaxe lebg;

3. umaR Besi sauwyebo organos dasaxe Beba, romell sac
es dawesebu Beba eqvemdebareba;

4. dawesebu Bebis srulli saxe Bwodeba (FrCxiBebSi
Semok Bebu b1 saxe Bwodeba);

5. dawesebu B ebis misamarTi, teBefonis nomert;

6. safosto indegsi, safosto misamarTl...
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7. dawesebu Bebis rekvizitebi (bankis dasaxe leba,
rome B ic mas emsaxureba, angariSis nomeri;

8. blanks aqvs adgi Bi dokumentis gagzavnis TariR-
isa da rigiTi nomris misaTiTebBad.

Cveu Bebrivi bBankisagan gansxvavebiT arsebobs e.w.
trafaretulli blankebi, romel Tac aqvT standartulli
tegsti. an bBankebSi datovebulia Tavisufali xazebi,
romBebic garkveu li wesis mixedviT unda Seivsos. tra-
faretuli bRankebi 1ixmareba cnobebis, mowmobebis,
pasportebisa da sxva dokumentebisaTvis.

sagniani werilli ewodeba erTi dawesebulebis an
callkeuli piris oficialuri xasiaTis weriBobiT mi-
marTvas meore dawesebu Bebis an pirisadni.

sagniani weriBi oficialuri dokumentia, romelic
iwereba dadgeni i FormiT organizaciis standartul
(weriBis, mimarTvis) bBankze. misTvis damaxasiaTebe lia
SezRudul'i Tematika da Begsika .

sagmiani werilBi sami mTavari saxisa SeiZleba
1yos:

o werill1 _ SekiTxva

e werilli _ Txovna

e weri i _ pasuxi.

sagmiani mimarTva Semdegi nawi Bebisagan Sedgeba:

@ kuTxis Stampi;

@ nimRebi organizaciis dasaxe Beba da misamarTi;

e werillis tegsti;

e organizaciis xel@mZRvaneBis an gamgzavni piris
xe Imowera.

weriBebSi SeizBeba iyos cnoba zemdgomi organoebis
gankargu BebaTa, miTiTebaTa an davall ebaTa Sesru B ebis Sesax-
eh. aseT werilebs “sainformacio werilebi~ ewodeba

warmoadgens mimarTvas gansazRvruli adresatisadnmi
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in mizniT, rom miRebul ignes saWiro cnobebi, ganmarte-
bebi, miTiTebebi an dokumentebi.

weri B-SekiTxvaSi damatebiT aRiniSneba, risTvisaa
saWiro es cnobebi an dokumentebi.

weri Bi-SekiTxva Semdegi nawi Bebisagan Sedgeba:

@ kuTxis Stampi, romell zedac aRniSnu l1a gamgzavni
organizaciis dasaxeleba da misamarTi (noTavsebullia
weriBis marcxena zemo kuTxeSt);

o werilis nomeri da TariRi (iwereba kuTxis Stanp-
Si);

@ ninRebi organizaciis da Tanandebobis piris dasax-
eleba da misamarTi;

e werillis tegsti;

@ organizaciis xe InZRvane Bis an misi gangzavni piris
xe Inowera.

weri Bi-pasuxi. rogorc saTauridan Cans, warmoad-
gens pasuxs organizacebis, sawarmoTa da callkeull pir-
Ta moTxovnebsa da SekiTxvebze. masSi mocemu lia Sesa-
tyvisi cnobebi, ganmartebebi, miTiTebebi, zogger ki gada-
wyveti Bebebi im sakiTxebis Sesaxeb, romBebic SekiTx-
vebsa da TxovnasTanaa dakavSirebuli.

imisaTvis, rom weri B i-pasuxis mimRebma advi Bad daadg-
inos, rasTanaa dakavSirebu 1 miRebuBi weri B i-pasuxi,
masSi aRniSnu B ia weriBi-Txovnis (weriBi-SekiTxvis)
nomeri, TariRi da arsi.

weri B i-pasuxis SemadgeneBi nawi Bebia:

e In organizaciis dasaxeleba da misamarTi, romel-
mac gamogzavna werili;

@ NinReri organizaciisa da Tanandebobis piris dasax-
eleba da misamarTi;

e nomeri (indegsi) da TariRi weriBi-SekiTxvisa,
rome B zedac gacemu Bia pasuxi anm werilSi.

o werillis tegsti.
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@ danarTebis CamoTvla (Tu aseTebi aris) furcel Ta
raodenobis aRniSvnIT;

@ Tanandebobis pirTa xe Bmowera.

weri Bi-Txovna warmoadgens mimarTvas dawesebu leb-
is an sawarmos mimarT. es werilli Seicavs Txovnas
daxmarebis Sesaxeb raime sakiTxSi, romBis damoukide-
bBad gadawyveta sawarmos an callkeull pirs ar Seu-
Zlia.

aseTi werili SeiZleba Seicavdes saxsrebis gadace-
mas, dokumentebis dadasturebas, kadrebis dakomp Beqte-
bis, brZanebis Sesrulebis, vadis gagrZe Bebisa da sxva
Txovnas.

weri Bi-Txovnis SemadgeneBi nawiBebi 1igivea, rac
weriBi SekiTxvisa.

weriBi-ganacxadi. werills, romelic Seicavs raine
dakveTas an ganacxads, ewodeba weri B i-ganacxadi. misi
rekvizitebia

o dokumentis saxe Bwodeba

@ dokumentis Sinaarsi

o xelmowera.

weri Bi-Sexseneba. weri B-SexsenebaSi dawesebu I eba
an callkeul1 piri Seaxsenebs an aFrTxiBebs visme raimnes
Sesaxeb.

TandarTulli werili warmoadgens mokBe cnobars
im dokumentebis Sesaxeb, romBebic gasagzavn sabuTebs
agvs darTulli (maTi dakargvisas am werilis ashiT
SeiZ M eba masze informaciis (TariRi, nomeri, dawesebu I eba)
aRdgena.

Tu warmogzavni Bi dokumentebi naxsenebia werilis
tegstSi, maSin danarTSi maTi CanoTvla aRar aris saWiro,
unda aRiniSnos mxo lod furcell Ta saerTo raodenoba.

TandarTulli werilis mTavari nawi Bebia:

@ kuTxis Stampi gamgzavni organizaciis dasaxe lebi-
Ta da misamarTiT.
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o werilis nomeri da TariRi (iwereba kuTxis Stamp-
Si);

@ NinRebi organizaciis an Tanamdebobis piris dasax-
eleba da misamarTi;

e werillis tegsti;

o danarTebis CanoTvla Ffurcell Ta raodenobis aRniS-
vniT;

@ organizaciis xelnZRvanelis an misi moadgilis
xe Inowera.

as 1 isa da amonaweris gaformeba

dokumentis Tavdapirve B ninuSs, rome l'sac pasuxisnge-
belBi piris xelmowera, Stampi da beWedi aqvs, dedani
ewodeba.

zogjer dainteresebull organoebs Tu callkeull pirebs
esaWiroebaT ara uSuallod dedani, aramed maTi as Bebi
an amonawerebi. zustad gadaRebull dedans as b1 ewode-
ba. asBis gaformebisaTvis dedans iweren (an bewWdaven)
dawesebu Bebis bBankze yoveBgvari cvlilebis gareSe.
pirveli furclis marjvena zeda kuTxeSi weren sity-
vas “piri~ an "asbi~ (CasBis aslBi~) romelic das-
turdeba sityvebiT: “dedanTan sworia~. igi iwereba
dasamowmebe B1  dokumentis teqstis bolos, dedanSi
arsebul'i xe Imowerebis qvemoT da dasturdeba Tanam-
debobis piris xeBmoweriT da gerbiani beWdiT. doku-
mentis asBis damowmeba xorcieldeba misTvis iuridi-
ulli Zalis nisacenad. asl ze keTdeba SeniSvna, rom dedani
inaxeba mocenu I organizaciasSi.

agve unda aRiniSnos, rom yveBla dokumentis aslis
gadaReba ar SeiZleba. mag. pasportis, piradobis mowmno-
bis, sanxedro bi BeTis da sxv. maTi dakargvis SemTxveva-
Si gaicema dublikati.
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zogjer organizaciebsa Tu callkeull pirebs sWird-
ebaT ara mT Bianad esa Tu is dokumenti, aramed mxo lod
misi garkveu B1 nawi Bi. aseT gadmoRebu l nawi B's anonaweri
ewodeba. 1gi Cveullebriv, asbis msgavsad formdeba da
mas iseTive turidiulli Zala agvs, rogorc TviT im
sabuTs, romBidanac es amonaweri keTdeba.

amonaweri amgvarad formdeba:

@ zeviTa Sua adgillas iwereba saTauri (amonaw-
eri~);

e srulli dasaxeleba im dokumentisa, romlidanac
amoRebu B ia es ~“amonaweri-~;

o welli, Tve da ricxvi dokumentisa, saidanac anoRe-
bullia “amonaweri-~;

@ anonaweris~ Sinaarsi, ronelic zustad unda enTx-
veodes dedans;

@ ninaweri qvemoT: “dedanTan sworia~;

@ anonaweris ganceni piris Tanandeboba, gvari, saxe b1
da xe Bmowersg;

@ Tu anonaweri oficialur uwyebas egzavneba, xe Imow-
era mrgvalli beWdiT dasturdeba

sagnidan rome I ime dokumentis amoReba rogorc wesi,
ar aris nebadarTulli. mxoBod gansakuTrebull SemTx-
vevebSi xe BmZRvane B is sityvieri an weriBobiTi nebar-
TviT SeiZleba dokumentis anoReba. aseT dros garkveu-
Bi1 formiT adgenen dokumentis droebiT sargebl ohaSi
gacemis aqts, rome Bsac deben anoRebu B sabuTis adgi-
Bas da inaxaven mis dabrunebande.

dokumentis dabrunebis Semdeg agts spoben.
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dokumentebis saarqgivod momzadeba

arqivi BaTinuri sityvaa da igi niSnavs adgill's, sa-
dac inaxeba saxe@nwifo agtebi da dokumentebi.

arqivebis gaCena dakavSirebulia weri BobiTi Zegleb-
is gaCenasTan da maT dacvasTan. Zve l saberZneTSi arqive-
bi Zv. w. aR. VI saukunidan arsebobda.

Tanamedrove arqivi damoukidebe Bi dawesebuBeba an
dawesebu Bebis ganyofilebaa, rombis ZiriTadi daniS-
nu Bebaa dokumentur masa BaTa miReba-aRricxva, dacva-Senaxva,
danuSaveba da maTi gamoyenebis organizacia mecnierull -
pragtikuli da kulturuli miznebisaTvis.

Senaxvis mixedviT asxvaveben dokumentebis or
Joufs:

1. mimdinare wlis sagmiswarmoebis dokumentebi;

2. sauwyebo argqivis masallebi.

Senaxvis TvalsazrisiT, sagmeebi arsebobs droebiTi,
xangrZBivi (10 we B ze meti) da mudmivad Sesanaxi.

mudmivad da xangrZ B ivad Sesanaxi dasrulebul1 saqgnee-
bi (maT Soris sabuRaltro aRricxvis dokumentebi)
sani whlis ganmavBobaSi rCeba strugturull gvedanay-
ofebSi sacnobaro muSaobisaTvis, xolo Semdeg bardeba
an dawesebu Bebis, organizaciis (dagvemdebarebisa da
sakiTxebis Formis miuxedavad) saarqivo samsaxurs (sau-
wyeho arqivs).

dokumentebi, romell Tac dakarges pragtiku 1 da mec-
nierulli Rirebuleba, saTanado aqtiT nadgurdeba.

is dokumentebi, romBebsac istoriulli an samecnie-
ro Rirebulleba agvT saxe Bmwifo arqivSi nudnivad in-
axeha.

Sesanaxi erTeulis yvela furceli, garda sufTa fur-
clebisa, inomreba Savi grafitis fanqriT mar jvena zeda
kuTxeSi, i Bustraciebis, fotosuraTebis, naxazebis non-
rebi aRiniSneba ukana mxares, marcxena zeda kuTxeSi.
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saqmeebi, romBebic gankuTvni Bia dawesebu Bebis ar-
qivSi mudniv Sesanaxad, raionu B da sagalago dagvende-
barebis dawesebu BebebSi inaxeba 5 wlis ganmav I obaSt,
saolgqo da samxareo respubBikuri dagvendebarebis
dawesebu BebebSi _ 15 wlis ganmav I obaSi.

masala piradi Semadgen B obis Sesaxeb inaxeba 40 whis
ganmav B obaSi.

CanoTvHili vadebis gasvlis Semdeg mudmivad Sesan-
axi dokumentebi dawesebu Bebis arqividan gadaecema sax-
elmwifto arqivs an misi miTiTebiT nadgurdeba.

dokumentis Sedgenisa da gaformebis
zogadi wesi

yovel1 dokumenti unda gaformdes Sinaarsobrivad
da tegnikurad sworad. amisaTvis saWiroa dokumenteb-
iIs Sedgenis zogadi wesebis codna. upirvelles yovlisa,
unda gvaxsovdes, rom TiToeu li dokumenti callke elle-
mentebisagan Sedgeba, romBebic erTi meorisagan gamonm-
dinareoben da erTmaneTTan Bogikurad arian dakavSire-
bu I ni.

sansaxurebrivi dokumentebis Segmnande saWiroa geg-
mis Sedgena, romelSiac igulisxmeba azrTa gamoTqgnis
Tanmimdevroba.

gegmis e lBementebia:

& Sesavali

& Sinaarsi (mtkiceba)

& winadadeba

& daskvna

1. Sesaval nawi B Si asaxulia dokumentis Sedgenis
mizezebi, sakiTxis an fagtis istoria.

2. Sinaarsi dokumentis ZiriTadi nawiBia, romelSic
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motani 1 unda iyos is TFaqtebi, romBebic damtkicebas
saWiroeben.

3. mesame nawi BSi daiwereba avtoris piradi azrebi
da winadadebebi.

4. daskvnaSi unda moxdes im mognedebis Formu B ireba,
rome B ic momaval Si unda aisaxos am dokumentSi.

dokumentSi azrebi unda gamoiTqvas rac SeiZleba
mok Bed, martivad, gasagebi eniT, gramatikulli, stilis-
turi da tegnikuri moTxovnebis dacviT. misi Sinaarsi
unda Seeferebodes mogned kanonmdeb B obas, gantvirTu-
B1 unda iyos zedmeti winadadebebisa da sityvebisagan.
toni unda iyos Tavaziani da sagmiani.

dokuments unda hgondes Semdegi elementebi:

& saxe Bwodeba (saTauri)

& Sinaarsi

& TariRi

& xe Imowera.

teqsti iwereba Tavaziani FormiT “Cven~, “Tqven~ nacvall -
saxe 1 Ta ganoyenebiT.

dokumentis Sinaarsi Seicavs:

& Sesavalls

& nsjel obas

&7 daskvnas, romelic Sinaarsidan gamomdinareobs.

dokumentis Sinaarsi SeiZBeba gadmocenu B 1yos in-
dividualurad da tipobrivad (trafaretullad). dawese-
buBebisaTvis individualuri da tipobrivi dokument-
ebi Tanabari mniSvne B obisaa.

TiToeul dokuments agvs saxe Bwodeba (saTaurti),
romelic unda gadmoices erTi fraziT (“gancxadeba~,
“debu Beba~, “ogni~, da aS). da romelic Cveulebriv,
dasawyisSi iwereba.

yove I dokuments aqvs Sinaarsi (tegsti), romelic
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sworad da obieqturad unda gadmoscemdes sagnis Vvi-
Tarebas, unak B o unda iyos turidiulli TvalsazrisiT,
radgan mas fagtis mtkiceba ekisreba.

dokumenti aucilebBad daTariRebuli unda iyos,
igi migviTiTebs Sedgenis, xe Imoweris, registraciis Tu
gamoqveynebis droze. dokumenti SeiZleba warmoadgen-
des originalls an pirs (as@s). originals uwodeben
ronme B ime dokumentis erTaderT, CveuBebriv ki _ pirv-
el egzemplars.

avtoris xeliT dawerill originallebs avtografebi
ewodeba.

dokuments SeiZBeba hgondes erTi xeBmowera, roml -
iTac erTi sakiTxi wydeba da mis Sinaarsze erTi piria
pasuxismgebe B i, xol o Tu dokumenti erTdroullad ran-
denime sakiTxs exeba da masze pasuxismgebe B ia randenime
piri, maSin xe s awers ramdenime piri.

pragtikaSi dadginda aseTi wesi: Tu erTi da igive
dokumenti (erTdroulad) randenime misamarTze igzavne-
ba, Tanamdebobis piri xell's awers mxo bod pirvel egzenm-
plars, xolo aslebs xe@moweriT da beWdis dasmiT
adasturebs kance Bariis muSaki, romell ic agzavnis maT.

mownobis xasiaTis originalisadmi piris Sesabamni-
sobis mixedviT ganasxvaveben notariull da ubrallo pirebs.

notariull pirs amowmebs notariusi, oficialuri
piri, romelic Tavisi xeInoweriTa da gerbiani beWdiT
adasturebs, rom piri zustad Seesabameba originals.

ubrallo as s anowmebs Tanamdebobis piri, igu ll iSxme-
ba im dokumentebidan gadaRebul1 ashi, romel Ta orig-
inali an dawesebu BebaSi Seigmna. rasakvirvelia, SeiZlle-
ba arsebobdes daumowmebe B1 pirebic.

dokumentisaTvis iuridiulli Zalis misaniWeblad
auci BebelBia beWedi, romelic daisnis xelismoweris
gverdiT.
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dokumentSi (rogorc tegstsSi, ise cifrobriv monace-
mebSi1) dauSvebe Bia gadasworeba, Casworeba, gadaSHa da aS.
Tu oficialur dokumentSi daSvebu Bia Secdoma, misi gas-
woreba SeiZBeba Sendegnairad: araswori sityva gaixazeba,
mis nacvlad daiwereba swori forma. yove Bgvari Caswore-
ba qvemoT, amave dokumentze unda 1yos aRniSnulli da dant-
kicebuB'i dokumentis SemdgeneBi piris xeBmoweriT.

safinanso da bankebis dokumentSi araviTari Casworeba
da gadasworeba ar SeiZleba (qviTrebi, angariSebi).

Tu sagqnis qaRaBdi erTze meti gverdia, unda dainon-
ros arabulli cifriT. amasTan danomvra iwyeba meore
gverdidan. saTvalavSi Sedis pirveli gverdic.

tegstis ZiriTadi nawi B1 unda dainomros arabulli
cifrebiT, xolo aranTavari SeiZlBeba romau BT, an asoebiT.
amasTan, unda davicvaT gansazRvruli wesebi: romaulli
cifrebis Semdeg wertili iwereba, arabullis Semdeg _
wertilli an Frixibi, asos Sendeg ki Frixibi; Frixill-
is Sendeg wertili ar iwereba.

yove B 1 dokumenti unda iyos xeBmowerili im piris
mier, vinc pasuxismgebe B ia mis Sedgenaze. Tu dokuments
xeli unda moaweros randenime pirma, pirvelad xels
awers is, visac ufro maRall i Tanandeboba uWiravs.

oficialur dokuments marcxniv unda hgondes dawese-
bulebis Stampi. in dokuments, romelic raime vallde-
bu Bebebis Sesrulebas Seicavs, agreTve, Tu mas cnobis
xasiaTl agvs (cnoba, mowmoba, ogmis amonaweri da asS.)
StampTan erTad unda hgondes dawesebu Bebis heWedi da
xe InZRvane B is xe Bmowera.

samsaxurebrivi dokumentebi igmneba standartuli
formisa da zomis gaRaldze. tipuri zomis gaRaldi
ekonomiuria, Sesanaxad moxerxebu li. yve Baze gavrce le-
bulli zomis gaRaldebia (m-Si);
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a-3 (287X420)

a-4 (210X297)

a-5 (148X210)

a-6 (74X105) da sxva.

dokumenti, rogorc wesl, ibeWdeba furclis call gver-
dze ori intervaliT, Tu specialuri miTiTeba ar aris
1 an 1,5 intervaliT dabeWdvis Sesaxeb.

rogorc wesi, dokuments beWdaven ara naklBeb or
egzemp Barad, erTi rCeba dawesebu Bebis sagmeSi.

werilis saTauri Tavsdeba kuTxovani Stampis qveS 3
intervallis daSorebiT. saTauri ibeWdeba tegstis zeviT,
daax B oebiT 3 sm-is daSorebiT.

dokumentis beWdvisas Furcell ze marcxniv, zeviT da
gveviT unda darCes veli (are) 3,5sm, romel ic gamoiyene-
ba sagmeSi CasakerebBad, sxvadasxva StanpebisaTvis, aRniS-
vnebisaTvis, rezoBuciebisaTvis da sxva.

dokumentis xe Imomweri Tanamdebobis piris dasax-
el eba 1heWdeba marcxena ve Bidan 10 nabeWdi niSnis da-
SorebiT.

rTull dokumentebs, romBebSic ganxi Bullia sxvadasxva
sakiTxi, ukeTdeba sarCevi. masSi CanoiTv Beba yve Ba Tavi,
gveTavi da sxva rubrika gverdebis miTiTebiT. an sarCe-
vis moTavseba xeBsayrellia dokumentis win.

TariRi. ukve i1Tgva-1s nebisnieri dokumentisaTvis
auci Bebel1 rekvizitia

TariRi da werilis saregistracio indegsi (no-
meri) iwereba bBankis zeda marcxena mxares. Tu werili
warmoadgens pasuxs (e.i. araa sainiciativo), momdevno
strigonze iwereba Semosulli werilis TariRi da inde-
gsi. TariRis Cawera xdeba SemokBebuli FormiT, arabu-
Bi cifrebiT. TariRis boBos wertili ar iwereba
TariRis gaformebis randenime wesi arsebobs. magal 1Tad,
saerTaSoriso standartiT (ew, daRmavalli standarti)
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we b1, Tve, ricxvi. 99.12.01. (mas enTxveva iaponuri stan-
dartic). Tvis Cawera xSirad sityvebiTac xdeba (99
dekembris 1), an ew. ingBisuri wesiT, (ricxvi _ Tve _
weli _ 0112.99) asea evropaSi, mTYSoris ruseTSi, an
kidev amerikuli wesiT. sagarTvelos standartiT (62-
94) TariRis Caweris es sanive forma daSvebull ia.

viza. momzadebu i dokumenti xe Bmosawerad wardge-
nande Sinaarsobrivad unda Semowmdes da gaformebis sis-
woreSi darwmunebis Semdeg SemsrullebelBi piri vizas
aZlevs mas. e.i. quenoT xels awers da usvams TariRs.

“viza~ aris SemsruBebeli piris warwera dokumentze,
ronmBiTac igi adasturebs, rom gaecno da eTanxmeba mis
Sinaarss. anis Semdeg SeiZBeba gakeTdes im pirTa vize-
bic, romBebTanac SeiZBeba SeTanxmebu B i 1yos dokumen-
tis Sinaarsi, magaliTad turidiulli ganyofi Bebis viza

SemsrullebBis an SemTanxmebBis viza daisnis doku-
mentis dednis bolo furclis qveda marcxena kuTxeSi.

rezo Bucia ewodeba dawesebu Bebis an romell ine ganyo-
Tilebis xeImZRvane B is nier mok Bed gadmocemull azrs
dokumentis Sinaarsze da missave miTiTebas an dokumen-
tis Sesrullebis xasiaTis Sesaxeb. 1gi iwereba dokumen-
tis pirveli furclis marcxena Tavisufall adgill ze,
teqstis paraleBlurad (da ara iribad, rogorc amas
xSirad akeTeben).

rezoBucia gansazRvravs dokumentis konkretul
Semsrullebel's, davallebis Sinaarss, saWiroebis SemTx-
vevaSi Sesrullebis vadasac.

dokumentze rezolBucia keTdeba Semdegnairad:

1. adresatis dasaxe Beba, visac ekuTvnis rezolucia
Sesasrulleblad.

2. teqsti, rasac iTxovs Semsru lebisagan.

3. xe Imowera.

4. TariRi.
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xe Imowera. samsaxurebriv (sagmian) dokumentebs,
rogorc wesi, xe s awers dawesebu Bebis xe BnZRvane bi,
xo o nisi aryofnis SemTxvevaSi _ pirveli moadgile.

xe Imowera srulldeba Tanandebobis dasaxeBebis da
Sesabanisi piris gvaris gaSifvras Soris, erT xazze, mar-
Jvena mxares. vinaidan b Bankze miTiTebu Bia organizacia,
xe Imowerisas araa saWiro misi ganeoreba.

ori da meti xel@mowera dokuments maSin agvs, roca
pasuxismgeb B oba randenime pirs ekisreba magall iTad: ogns
xel's aweren Tavmjdomare da mdivani; safinanso dokument-
ebs _ dawesebu Bebis xe ImZRvane b1 da mTavari buRal tert,
umaR Besi ganaT Bebis dipBons _ saswavleblis reqtori,
saxe Inwifo komisiis Tamgdomare da wevrebi da aS.

beWdis dasma. garda xe Imowerisa dokumentebs xSir-
ad adastureben beWdis dasmiT. beWedi daismis doku-
mentis xe Imoweris Tanamdebobis aRmniSvne Bi sityvebis
gverdiT.

gerbiani beWedi daesmis dokumentebs, romlebic dakav-
Sirebullia fullisa da sxva materialluri faseullobis
miRebasTan (Cekebs, xe B Sekru Bebebs, mindobi B obebs). an
in dokumentebs, romBebic adastureben mogalageTa vi-
naobas, Sromis stals, kvalifikacias (pasports, Sromis
wignaks, dipBoms), agreTve dokumentebis pirebis Semow-
mebis dros.

ubralo beWedi daesmis iseT dokumentebs, rogori-
caa cnobebi, saSvebi da sxva.

BiTonis beWdebs iyeneben Fasiani konvertebis dallu-
gvisas, seifebis, karebis BugiT dabeWdvisas.

gansakuTrebuBi aRniSvnebi _ grifebi. bevr doku-
ments ukeTeben gansakuTrebul aRniSvnebs, romBebic gan-
sazRvraven dokumentebis saidum B oebis xarisxs, saswra-
Toobas, gadagzavnis wess da maT ewodeba grifi.

dokumentis saidumBoebis xarisxis ganmsazRvreli
grifebia
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“srulliad saidunlo~, “saidumB o~. es aRniSvnebi imaze
miuTiTeben, rom aseTi saxis dokumentebi gankuTvni Bia
mxo Bod garkveul pirTaTvis, romBebmac TavianTi samsax-
urebrivi mdgomareobis gano unda icodnen maTi Sinaarsi.

aRniSvnebs:L saswrafod~ “friad saswrafod~ doku-
mentebs ukeTeben Im mizniT, rom miuTiTon maTi saswrafod
Sesrulebis auci lebloba.

sagmiani werilis Sedgenis zogierTi sakvanZo
principi

* Tgveni werilBis pirvelive strigoni unda iyos
gadamwyveti. weri B is Sedgenis dros 80% dauTmeT Sesav-
al frazas, radganac auci Bebelia nisi ingvari formu-
Bireba, rom adresatis "guli~ Tavidanve daipyros.

* adresats (nkiTxvels) yove B Tvis konkretullad da
cxadad auxseniT _ ras miiRebs piradad, Tu imas gaa-
keTebs, rasac Tqven sTavazobT.

* unda gvaxsovdes, adamianebs mudan surT:

1. miiRon rame an

2. Tavi aaridon danakargs.

unda gaviTval iswinoT:

* weri i kiTxvisas adresati or ZiriTad impullss
iRebs. pirvel da daskvniT STabeWdi Bebas. amitomac,
daskvniTi nawi Bi weriBisa da iseTive mniSvne B ovania,
rogorc sawyisi fraza.

weri His daskvniTi nawilis ZiriTadi principebi:

B sakvanZo ideebi SeajameT.

B Tu es SesaZBebe Bia, gaakontro BeT Tqveni adresa-
tTis sapasuxo reaqcia.

& isargebBeT xeBnaweri p.s.-iT, rom werills Kidev
ufro meti Zalla danagerebBoba da guliTadoba mianiWoT.

& da bolos, madBoba gadauxadeT mkiTxvels da
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usurveT mas yove B ive sikeTe ise, rogorc masTan pirad
saubarSi moigceodiT.

zogier Ti dokumentis Sedgena
(mi B ocvebi, TanagrZnoba)

Tirmis, dawesebuBebis sagmianobis Sesaxeb infor-
maciis gacema auci Bebelia da is garkveull Sromasa da
dros moiTxovs. anis gasaadvi BebBad, upirve Besad, unda
gaviTvaliswinoT rogori saxis informacia daaintere-
sebT, rom is winaswar momzaddes da kompiutersSi, dis-
kettaze ignas gadatani B1. agreTve, dainteresebull adresats
saTanado weri B Tan erTad SeiZlBeba gavugzavnoT bro-
Sura an katalogi, romelic dawesebu Bebis sagnianobas
exeba. es did energias da dros dazogavs.

**k*

mdivan-referents dawesebu BebaSi nairgvari davall eb-
is Sesrulleba uxdeba. sagniani urTierTobis dros zogjer
ignneba 1seTi viTareba, rodesac saWiroa partniors
auxsnaT pasuxis dagvianebis mizezi:

“sasianovno 1yo Tgveni (..TariRi..) werilis miReba,
romelic sanwuxarod axBa movida..”

“mad B obas mogaxsenebT (..TariRi..) werilisaTvis,
rome Bic CvenTvis gaurkveve b1 mizezis gamo dagvianebiT
(..TariRi..) miviReT..”

zogjer auci Bebe B ia Sexseneba:

“imedi magvs, miiReT Cemi werili (.TariRi..), romell-
ic exeba Cvens savaraudo TananSroml obas...”

“Cven gwerdiT (.TariRi..) (... i1s) Sesaxeb - vgoneb
weri Bma ver miaRwia Tqvenande.. Tan vurTav aslls..”
da aS.
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**k*

sagnian gaRall debTan erTad mdivan-referents misal oci
weriBebis Sedgenac uxdeba. aucilebelia TananSrom-
BebTan, partniorebTan, megobrebTan Thili urTierTo-
bis SenarCuneba.

misaBloci weri Bebi, baraTebi sxvadasxva mizezis gano
iwereba: Firmis mier ganxorcielebuli proeqtis, jill-
dos miRebis, dawesebu Bebis saiubiBeo TariRis, da-
badebis dRis, samsaxurebrivi dawinaurebis da bevri
sxva ramis aRsaniSnavad.

rasakvirve Bia, gaci BebiT advilia ojaxis wevrebis,
megobrebisaTvis misaloci baraTis Sedgena, vidre Xxe-
InZRvaneBisa Tu sagniani partniorisadnmi.

rogor SevadginoT misaBloci? misi sgenis agebis erT-
erTi varianti (nimuSi) amgvaria

1. miuBoceT adresats is movlena, ris ganoc ugza-
vniT misalocs.

2. niuTiTeT, saidan (rogor) gaigeT am movHenis
Sesaxeb.

3. xazgasmiT aRniSneT, rom Tgven IciT - ramdeni
gaakeTa (iSroma) adresatma - an SedegisTvis rom mieR-
wia.

4. dainteresdiT misi samomavBlo gegmiT.

5. dapatiJeT TgvenTan.

“gvsurs ganovxatoT Cveni gulwrfelimilocva (.. )-
Tan dakavSirebiT da saukeTeso survillebi. gisurvebT
warmatebebs Tqvens muSaobaSi da pirad bednierebas”.

“neba miboZeT visargebBo SemTxveviT da gisurvoT
bednieri Soba-axali weli”..

pasuxi mo Bocvaze SeiZlBeba angvari iyos:

“URrmesi mad B oba baraTisa da saaxalwlo mo Bocvi-
saTvis. me da Cemi ko Begebi gisurvebT igives”.
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“Zalzed madBieri var gullwrfeli moBocvisa da
keTiBi survilebisaTvis”..

sanwuxarod cxovreba mxo lod warmateba-bednierebi-
sagan ar Sedgeba. da TanamSromeli, partniori Tu Sxva,
upirve Besad, adamiania da gaWirvebis Jams mas Tanadgo-
ma-TanagrZnoba sWirdeba. amitomac, auciBebeli xdeba
sanZimris baraTis Sedgenac. ra Tgma unda es Zall zed
Znelia aq SeiZBeba zogadi frazebiT SemovifargloT.
mTavaria, es sanwuxaro fagti uyuradRebod ar dagvrCes
da Wirisufalls vuTanagrZnoT.

amgvar weri B Si SeiZleba gamoyenebul ignas frazebi:

“miiReT Cveni uRrmesi Tanagrznoba”..

“Rrma mwuxarebiT SevityveT mou B odneli gardacvalle-
ba..” da aS.

**k*%k

sagnian mimoweraSi auci Bebe B 1a zogadi, trafaretu-
B Setyobinebebis, cnobebis, Txovnis ganomxatve b1 Fra-
zebis ganoyeneba:

“Cven ganzraxuli gvagvs..”

“neba miboZeT, giTxraT..”

“maqvs bedniereba SegatyobinoT..”

“Cven Tanaxma varT Tgqvens winadadebaze...”

“Cven yve Bafers viRonebT, raTa..”

“imedi magvs yve Baferi kargad midis..”

“me guBlwrfelad mjera, rom Tqven ZaBgiZT damexmar-
oT am sagmeSi...”

“gTxovT SegvatyobinoT...”

“Zal zed mad B ieri vignebodi, Tu Tqven SeZBebdiT..”
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ucxoeTSi gasagzavni dokumentebis
Sedgena da gaFformeba

sagarTve B os saxe Bnwiftoebriobis Camoyall ibebasa da
gaZ lierebas, sazRvargareTis qveynebTan ekonomikuri da
kulturulli urTierTobebis mkveTri zrda mohyva.
nebismieri sagniani urTierToba gull isxmobs informaciis
mudmiv gacv Bas. miuxedavad sakomunikacio saSuall ebebis
ganviTarebis da danergvisa (eBeqtronulli fosta, mobi-
Buri telefoni, Fagsi da sxv.) yve Baze xeRmisawvdon
da saimedo saSuallebad rCeba weriBi (igulisxmeba
rogorc Cveulebrivi, “tradiciull1”, ise InternetiT
(Word-iT Tu sxv. tegnikuri saSualebebiT Seqmni B1).

sagmiani weriBis aucilebBoba mudmivad arsebobs
(kontragtis, xe 1 Sekru Bebis mosanzadeb Bad, sxvadasxva
produgqciis gasayidad Tu ned Beu B is SesaZenad, sansax-
urSi mosawyobad da a.S. da aS.). anitom, Zall zed saWiroa
marTebu Bad Sedges da gaformdes weri B 1, radganac misi
saSua B ebiT egmneba adresats pirve 1 warmodgena Tqvenze
da Tqvens Firmaze, rogorc sagnian partniorze. amasTan,
gasaTva B iswinebe B ia isic, rom gamarTulad (wignierad)
Sedgeni i1 werili sagmian urTierTobebSi warmatebis
safuzvlad iTvHeba

ucxoeTSi gasagzavn dokuments gansxvavebu Bi stru-
gqtura, forma da Sedgena sWirdeba. miT umetes, ron did
britaneTsa da aSS-Si sagmiani weriBisa da sagmiani
urTierTobis gansxvavebul1 tradicia arsebobs.

gavecnoT sagniani dokumentebis auci Bebell element-
ebs:

saqniani weri i, Cveulebriv, organizaciis blankian
furcelze igmneba, romelzec aris am dawesebu Bebis
dasaxe Beba, srulli misamarTi, teBefonebis, Fagsis, teleg-
sis nomrebi. agreTve, eleqgtronuli fostis misamarTi.
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agve unda 1yos dawesebu Bebis saregistracio nomeri
da xe ImZRvane B is gvari.

adresati an pirovneba, romelsac werili egzav-
neba. Tu weri b1 kerZo pirs egzavneba, romellic konkre-
tulli organizaciis TananSromeBia, maSin misi gvaris
miTiTeba auci Bebe B ia. adresatis gvari unda aRiniSnos
rogorc konvertze, ise weri B Si. weriBSi gvari iwere-
ba misamarTis dasawyisSive, marcxena kuTxeSi, furclis
zeno kidedan daaxBoebiT xuTi xazis daSorebiT.

pirve Bad aRniSnaven titulls, Sendeg saxel's da gvars.
yuradReba unda mieqces, rom wertilli titullis Semok-
Bebuli Formis Sendeg daismis ing Bisuri enis anerikul
variantSi, britanulSi is araa saWiro.

Tu adresatis vinaobas ar uTiTebT, maSin auci I ebe-
B 1a aRniSnoT misi Tanandeboba am kompaniaSi (FirmaSi),
Semdeg ki daweroT am dawesebu Bebis srull'i misamarTi.

anrigad, adresatis misamarTi Semdegi komponentebi-
sagan Sedgeba:

1. adresatis titulli da vinaoba.

2. Tanandeboba kompaniaSi (FirmaSt) (saWiroebis SemTx-
vevaSi).

3. nomeri (an saxBis dasaxeBeba) da quCis dasaxe-
I eba.

4. galagis (dasaxBebis) an soflis dasaxeleba.

5. safosto ganyofilleba (didi asoebiT).

6. sagrafos (didi britaneTi), Statis (aSS) dasax-
elleba

7. safosto indegsi (didi asoebiT, sasveni niSnebis
gareSe).

mimRebis misamarTi daibeWdeba, an garkveviT daiwereba
konvertis marcxena qveda kuTxeSi. zeviT, mar jvena kuTxeSi
ki, safosto markis adgi B1 unda davtovoT.

werilis avtoris vinaoba da misi misamarTi unda
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daiweros furclis zeda, mar jvena mxares. gvaxsovdes!
avtoris gvari misanarTis Semdeg iwereba.

TariRi. ingBisur enaSi miRebulia TariRis org-
vari gamoxatva, romellTac komponentTa Tanmimdevroba
ganasxvavebs: Tve — ricxvi — welli, an ricxvi — Tve —
we B1. SeniSvna: whlis aRniSvnis win mZime SeiZ B eba davs-
vaT, an ganovtovoT:

March 13th 2008 13th March 2008

March 13th, 2008 13th March, 2008

dReisaTvis ufro gavrcelebullia ricxvis ganoxatva
th asoebis gareSe, amasTan, SeiZlBeba Tvis dasaxelebis
Semok B eba:

March 13, 2008 13 March, 2008

Sept. 15th 2008 15 Nov. 2008

daTariRebisas, ricxvs cifrebiTac aRniSnaven. magranm
aq erTi ram unda gvaxsovdes, aman SeiZHBeba gaugebroba
gamoiwvios. vinaidan britanu Bsa da aneriku B Si daTar-
iRebis komponentebis Tanmimdevroba gansxvavebu B ia: bri-
tanuBSi: ricxvi — Tve — weli, anerikulSi ki Tve —
ricxvi — wel'i. magalliTad, 08.03.08 ingBiselisaTvis 8
martia, anerike BisaTvis 3 agvisto. anitomac, gaugebro-
bis Tavidan asaci BebBad, aSS-Si gasagzavn weri BSi Tve
asoebiT unda davweroT.

miTiTeba. Cveu Bebriv, gagzavnande, weri Bi miRebu l'i
standartis nixedviT registraciaSi tardeba da mas
eniWeba ew. gasuli dokumentis nomeri. miTiTeba Sei-
ZBeba werilis xeBmomweri piris an ndivnis inicialleb-
isganac Sedgebodes.

sagniani gaRaBdis “gasul1 nomeri” an sxva miTiTeba,
dokumentis registraciisa da misi sistenatizaciisaTvis
gamoiyeneba.

arsebobs miTiTebis kidev erTi saxeoba ZiriTadi
tegstis win  xSirad mocemulia werillis mokle Si-
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naarsi an Tema da is ganmiznulia im TananSromBis yura-
dRebis misagcevad, romelic fostas axarisxebs. yvela
sityva an miTiTebaSi didi asoebiT iwereba (artikleb-
is, Tandebu Bebisa da kavSirebis garda).

unda gvaxsovdes! sagmiani partniorisdmi gagzavni-
Bi yoveli werilli (pirvelis garda), unda daviwyoT
misgan miRebul werillze miTiTebiT. es pativiscemisa
da yuradRebis garda, niSania imisa, rom weri i niRebu-
I 1a da Semdgomi dialogic anis safuZve I ze gagrZe I de-
ba. amasTan, partnioris keTi Bganwyobis SesanarCuneb Bad
nu daiSurebT mad Bobis sityvebs: “didi mad B oba Tqve-
ni <..TariRi..> Tavaziani da sagmiani weriBisada sxv.

mimarTva an misalmeba. werilis tegsti, rogorc
wesi, adresatisadmi am tipis mimarTviT iwyeba: Dear Sir,
Dear Mrs Jones. gamonak B isia Ria baraTi, memo, mosawvevi
baraTebi da pasuxebi miwvevebze, romBebSic mimarTva
araa.

mimarTvis FormaBluroba damokidebulia imaze, Tu
rogori urTierToba gaqvT adresatTan.

pirve Bad mimarTvis dros gansakuTrebuli yuradRe-
ba gmarTebT. zedmet FormalBurobasa da fami liarobas
Soris, ogros Sualledi unda moiZebnos.

sagmniani werilis ingBisur enaze Sesadgenad sjobs
dadgeni b1 normebi davicvaT. Tu weriBi 1wyeba mima-
rTviT: Dear Sir () an Dear Madam, maSin sgobs werili
davanTavroT fraziT: Yours faithfully.

Tu werills iwyebT gvariTa da tituliT Dear Mrs.
Jones, maSin daskvniTi Fraza syobs iyos: Yourssincerely an
nak BebFormaBuri TavazianobiT: Yours. rodesac megobars
mivnarTavT, SeiZBeba daiweros: Dear John da werili
davanTavroT See you/Love.

mimarTva Dear Sir(s) an Dear Madam ganoiyeneba im SenTx-
vevaSi, rodesac Tgven ar iciT adresatis saxeli an
werT Zalian formalur werils.
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zogjer adresatis saxeli da gvari srullad aris
miTiTebuBi, misi tituli ki ara saerTod, umjobesia
adresatis titulli mivuTiToT.

unda gvaxsovdes, rom samefo gvaris Ojaxis wevre-
bis, perebis, sasuliero wodebisa da saxe Imwifos umaR-
Besi Tanandebobebis pirebis mimarT gamoiyeneba mima-
rTvis gansakuTrebuli Fornmebi.

mimarTva iwereba marcxniv, misanarTis gveS, sull cota
ori strigoniT dabla.

did britaneTSi sagmiani mimoweris dros miRebullia
kompaniis, misi wevrebisadmi erTobBivi mimarTva Dear
Sir-is tipisa, da ara romeline erTi konkretuli piris
mimarT.

britanull variantSi mimarTvis Sendeg Cveu Bebriv nZime
daismis: Dear Sir, Tunca bo 1o wHlebSi SeiniSnebatenden-
cia sasveni niSnebis gaugmebisa.

inglisuri enis amerikull variantSi miRebu lia mima-
rTva: Gentlemen:, ronlis boBlosac ori wertilli dais-
mis.

Tavazianobis Fformulla an kompHBimentiT dabo-
B oeba. frazas, romBiTac Cveu Bebriv, werili nTavrde-
ba, Tavazianobis formulla an kompBimentarulli dasas-
rulli hqvia. arsebobs am dabo BoebaTa mTeli rigi da
yove B'i maTgani konkretu 1 situaciis dros gamoiyene-
ba.

TormaBlur weriBebSi yve Baze xSirad gvxvdeba fra-
za: Yours faithfully. damanTavirebe B frazaSi mimarTva: Yours
Sincerely gamoiyeneba im SemTxvevaSi, Tu adresats Sex-
vedrixarT da gisaubriaT.

Yours Obedient Servant ganoiyeneba gansazRvru i rang-
is pirovnebebis mimarT (sanefo ojaxis wevrebis, pereb-
is, maRall 1 Tanamdebobis saxe Bnwifo moxe Beebis...).

nak Bebad TormaBlur situaciebSi gamoiyeneba sxva
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gamoTgmebi. daskvniT FrazaSi Sincerely ganoiyeneba mego-
brisadmi gagzavni I wer BSi, xo o frazaRegards naTe-
savis, an axBo TanamSromBisadni. iseve rogorc With
love, Allmy love, Love froman Ever yours.

werilis saTauri. ingBlisur enaze Sedgenili
weri Bebis umetesoba iwyeba xazgasmu B an ganoyofili
saTauriT, romelic migvaniSnebs weri B is Temas, Sinaars
da Sedgeba ara umetes ori, sami sityvisagan. saTauris
win xSirad gamoiyeneba Semok Beba: Re (Reference, Sesaxeb,
Taobaze).

weriBis tegsti. sagmiani werilli unda iyos mok-
Be, konkretull'i da Sedgebodes sami nawi B isagan: Sesav-
ali, ZiriTadi nawi B1 da daskvna.

pirvel abzacSi adresats unda ecnobos, Tu raton
mivmar TavT weriBiT. momdevnoSi ki, rogorc wesi, Vi-
Tardeba weriBis idea. daskvniT nawi BSi ki, yovelive
es jandeba, an keTdeba daskvna.

in SemTxvevaSi, rodesac auci Bebelia romell iRac sa-
kiTxis Sesaxeb dawvriBebiTi informaciis Setyobineba,
sjobs es callke furcell ze, saTanado saTauriT gakeT-
des, rogorc danarTl.

gramatiku B1 Semok B ebani: I’m, don’t, we’ve ti pisa, sagni-
an mimoweraSi dauSvebe B 1a. es, da msgavsi sityvebi wer-
i 1Si srullad unda daiweros.

xe Imowera. rogorc wesi, did britaneTsa da aSS-Si
werills xells awers is piri, romelmac is Seadgina, an
ukarnaxa. vinaidan xe Bmowera xSirad gaurkveve I 1a, miRe-
bu B 1a xe Imomweris gvaris dabeWdva, rom adresatisaTvis
gasagebi 1yos am pirovnebis samsaxurebrivi mdgomareoba
da vinaoba. gvaris qveS iwereba Tanamdeboba:

Dr John Brown

Managing Director

zogjer werillis avtors saSualleba ara agvs wer-
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ills xeli moaweros, am SemTxvevaSi pasuxismgeb l oba
ekisreba pirs, romelmac es werili dabeWda. aseT vi-
TarebaSi xe Bmoweris win daismis aRniSvna PP (per proc-
urationem) = for and on behalf of = mindobi B obi T:

PP Jone Robinson

Dr John Brown

Managing Director

danarTi. xSirad sagnian werills gagrZeleba ax Bavs.
aseT dros werillis bolBos keTdeba aRniSvna Enc(s) —
Enclosure(s) da mieTiTeba gverdebis raodenoba.

ashi. arc Tu iSviaTad werillis avtors surs, rom
adresatis garda am informacias sSxvac gaecnos. amis-
aTvis weriBis gveda nawi BSi keTdeba aRniSvnacc: Dr B.
Brown (cc = carbon copy).

miTiTeba bc — blind copy — daismis im SemTxvevaSi, Tu
avtors surs werilis Sinaarsis Sesaxeb ecnobos
garkveull pirebsac, romBebic werilSi ar moixsenebian.
aseT SemTxvevaSi es miTiTeba auci Bebelia

poskriptumi (postscript), e.i. minaweri werilis bo-
1 os, xeImoweris Semdeg. ganoiyeneba im SemTxvevaSi, Tu
xe Imoweris Semdeg moxda i1seTi ram, romBis Sesaxebac
unda ecnobos adresats. minaweri iwyeba SemokBebiT
P.S.da bolos isev xelmoweriT mTavrdeba. Tumca, agve
unda 1Tqvas - kompiuteris ganoisobiT anis saWiroeba
dRes TiTgnis ar arsebobs.

werili, romelic erT gverdze ar eteva. Cveu-
Bebriv, weri i iwereba bBankis winapirze. Tu is ar
eteva erT gverdze, is grZeldeba meore furcellze da
aS. ra Tagma unda, an SemTxvevaSic erTi gverdi gamoiyene-
ba. sasurvelia, an Ffurcellze, zeda marcxena kuTxeSi
iyos dawesebu Bebis dasaxe Beba. gverdiT, mar jvena mx-
ares ki dabewdi i unda iyos Continuation Sheet No... (#
werilis gasagrZelebeB1 furcel ). gangzavni organizaci-
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is dasaxeBebis queS iwereba piris an organizaciis
dasaxe Beba, rome Isac egzavneba weril i, agreTve TariRi.

bevri ingBisuri Firma ar iyenebs warweras Continu-
ation Sheet No... aseT SemTxvevaSi pirveli damatebiTi
Turceli inomreba da ewereba 2, meores 3 da aS.

tegstis yove I gverdze, queda, mar gvena mxares (pirve-
Bis CaTvliT da mxoBod ara bolo furcell ze), iwere-
ba sityva Continued an Semok BebiT: Contd (an Cont’d) —
gagrZe Beba.

konverti. misanarTi konvertze iseve ibeWdeba, rogorc
weri BSi. quCis dasaxe Bebis win sax B 1s nomeri iwereba,
galagi ki quCis dasaxe Bebis Semdeg.

misanarTis zeviT, didi asoebiT, 1beWdeba sityva, romell-
ic gasagzavni werilis tips aRniSnavs, kerZod: Regis-
tered — SekveTiHi, Air Mail — avia, Express Delivery Co
(saswrafo mitana), SeiZlBebaTo be Called For an Poste
Restante — moTxovnande.

misamarTi konvertze (ninuSt)

1. REGISTERED

Messrs A. Smith & Co., Limited,

25 Leadenhall Street
London, E.C. 1.
England

2. AIR-MAIL
The Modern Machine Tool Corporation,
300 Limcoln Street,
Chicago, Illinois,
US.A.

konvertis winapirze, an mis ukana mxares, qveda nawi Il -
Si, 1beWdeba gamgzavnis misamarTi.

rogorc iTqva, sagnian mimoweraSi swori gaformeba
mniSvne Bovan roll's TamaSobs. upirvelesad, zustad daw-
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eri Bi misanarTi, romelic marTebu Bad aris ganTavsebu-
B1 konvertze, emorCi Beba manganur damuSavebas, rac sa-
Suallebas 1ZBeva werilli swrafad nivides aRniSnul
misamarTze, meore, sworad gaformebu Bi konverti pirv-
el STabeWdi Bebas axdens adresatze.

weriBis minRebis dasaxelBeba da misamarTi (Sida
misamarTi). organizaciis dasaxeleba da misamarTi, an
pirovnebis vinaoba da misamarTi visac weri i egzavneba,
iwereba furchlis (bBankis) marcxena mxares, dasmulli
TariRis xazis odnav qveviT (ix. sgema gv.) organizaci-
is dasaxe Beba an pirovnebis vinaoba, rogorc wesi, callke
Xazze iwerebha.

Tu werili romeline Firmas egzavneba, maSin miRebu-
113, saxe Bwodebis win daisvas sityva Messrs, romelic
warmoadgens franguli sityvis Messieurs (batoneho)
Semok Bebu B variants da gamoiyeneba Cveu Bebriv im SemTx-
vevaSi, rodesac Firmis dasaxe B ebaSi pirovnebaTa gvare-
bia. rogorc wesi, an sityvis holos wertili daisnmis:

Messrs. A. Robinson and Sons

Messrs. John Brown & Co., Ltd.

Tu TFirmis dasaxe BebaSi pirovnebaTa gvarebi araa,
maSin sityva Messrs ar iwerebha:

The Sheffield Engineering™

Limited

Co., The Modern Machine Tool

Corporation.

aSS-Si  korporaciebisa da saaqcio sazogadoebebis
dasaxe Bebis win sityva Messrs ar daismis.

*SeniSvna. sityva Messrs. Firmis mniSvne B obiT,
damoukideb Bad, e.i. Firmis dasaxelebis gareSe ar ga-

*savaWro-sanrewve Bo dawesebu BebaTa dasaxeBeba ar iTargmneba —
gadmoicema garTulli transkripciiT
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moiyeneba. qarTu B Si ganoyenebul sityvas “Firma”, romel -
sac ar axBavs saxe Bwodeba, ingBisur enaSi Seesabameba
sityva firm. rodesac saubaria britanull saagcio kompa-
niaze an amerikull saaqcio korporaciaze, maSin sityva
firm-asTan erTad, xSirad gamoiyeneba sityva Company da
Corporation.

rodesac werilli romelime organizacias egzavneba,
auci BebelBia am dawesebu Bebis srulli dasaxeleba im
saxiT, rogoriTac mocemu Bia is weriBebis saTaurebSi,
savaWro cnobarebSi. dauSvebe Bia Semok Bebani da sxva
saxis cvlilebani. ase magall iTad, kompaniis Robert Brown
and Co. Ltd., ar SeiZBeba Sida misamarTSi daiweros R.
Brown and Co, radgan aso R-iT SeiZleba daiwyos ara
mxo Bod es saxeli, aramed Richard, Reginald da a.S.

rodesac weri lis adresatia mamakaci, maSin misi gvaris
win daismis sityva Mr., romelic warmoadgens sityva
Mister-is Semok Bebu l variants da is srullad arasodes
ar iwereba. sityvis holBos Cveullebriv wertilli dais-
mis: Mr.

adresatis gvaris win unda miuTiToT misi saxeli an
saxe b is pirveli asoebi (bevr qveyanaSi, maT Soris bri-
taneTsa da aSS-Si, mamakacebi da gallebhi or da met
saxe s atareben).

mister (an baton) harold brauns — Mr. Harold Brown

mister (an baton) m. d. bleks — Mr. M. Black.

britaneTSi zogjer Mr. nacvlad weren ESq., romell -
ic warmoadgens sityvas Esquire (eskvairi) da romelic
srullad arasodes ar iwereba an sityvis bolos wertili
daismis: Esg. aseT SemTxvevaSi pirovnebis gvaris win
auci BebBad unda aRiniSnos misi saxeli an inicialebi:

harold brauns — Harold Brown, Esqg.

m. d. bBeks, eskvairs — M. D. Black, Esq.
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**k*

sagmiani gaRalBdis ingBisur enaze Sedgenisas unda
gvaxsovdes: britanulli da amerikuli (aSS) variantebs
Soris arsebobs stilluri sxvaoba. Tumca isic saTqne-
Bia, rom maTSi ufro metia msgavseba vidre sxvaoba:
amerikelebs ar uWirT britanulli sagmis gaRal debis
kiTxva da piriqiT. amitom, sjobs kargad vfHBobdeT
erT romelime stills da imiT visargebBoT, vidre erT-
maneTs SevurioT orive stili. maT umetes, rom sagnian
werillebs mxolod britanelebi da amerikeBebi rodi
weren. danarCeni msofBios umetesoba urTierTobisaTvis
metwi Bad inglisur enas iyenebs.

amgvarad, nebismieri sagniani weriBi Sedgeba Semdegi
auci Bebe 1 komponentebisagan:
adresati,
miTiTeba,
TariRI,
mimarTva,
tegsti,
daskvniTi fraza (komp N imenti),
. xelmowera.

zeviT motani BT sxva komponentebi ki weriBSi saWiroe-
bis mixedviT CairTveba.

sagniani weri Bi, rogorc wesi, Firnis, dawesebu Bebis
b Bankze iwereba. qveviT naCvenebia ing Bisur enaze Sedge-
nili werillis elenentebis sayovel Taod miRebuli
gan Bageba(ix. gv. 106).

No o s wne
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1) saTauri
2) werilis TariRi
3) werilis minRebis

dasaxe Beba da misamarTi
4) mimarTvis Sesavali

5) werillis teqgsti

6) Tavazianobis daskvniTi
Traza
7) xelmowera

8) miTiTeba danarTis
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Sesaxeb
inglisurenovan sagmian dokumentebSi
didi asoebis gamoyenebis wesi

sagmian gaRa B debSi (ingBisur enaze) didi asoebiT
iwereba Semdegi sityvebi:

1. saxelebi: sakuTari da zedsarTavi, ronlebic in-
ternacionalur kuTvni Bebas aRniSnaven.

2. Tirmebisa da organizaciebis dasaxeBebis yvela
sityva (Semok Bebis CaTvliT), garda kavSirebis, Tande-
bullebis da artiklebisa

artikli the didi asoehiT iwereba maSin, rodesac is
winadadebis pirveli sityvaa.

3. Semok Bebani: Mr., Mrs., Messrs., Esg. da sittyva Miss.

4. Tanandebobis an, dakavebu i mdgomareobis aRm-
niSvne Bi yve la sityva, Tandebu Bisa da artiklis gamok-
BebiT.

President — prezidenti, Tavnjdomare

Chairman of the Board of Directors— direqtorTa sabWos
Tavmjdomare.

5. organizaciis ganyofiBebaTa dasaxeBebis yvela
sityva, kavSirebis, Tandebu Bebisa da artik Bebis garda:
Accounts Department — buRa ll teria.

6. galagebis, Statebis, quCebis, gzebis, bu Bvarebis,
moednebis, raionebis, SenohaTa, sastunroebis, sarTu leb-
is, binis, oTaxis aRmniSvne i yve Ba sityva (Semok I ebeb-
is CaTvliT):

Main Street, Grand Avenue, New York, N.Y.

Bush House, London. W. C.

Hotel Savoy, Room 28.

7. Tveebis dasaxeBeba (srulli da Semok Bebulli) da
dReTa dasaxe Beba.

8. sityvebi da mimarTvebi: Dear Sirs, Gentlemen, Dear
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Sir, Dear Madam.

9. pirveli sityva daskvniTi Frazisa: Yours faithfully,
Faithfully yours, Yours truly, Truly yours, Yours sincerely.

10. yvela sityva da miTiTeba saganze, Temaze an wer-
i Bis Sinaarsze, kavSirebis, Tandebu Bebis da artikleb-
is garda.

11. SeTavazebuli, nayidi an gayiduli sagonlis
CamonaTval1 da zogierTi dokumentis dasaxe leba.

12. sityvebi in warwerebisa, romlebic safosto gza-
vni Bebis saxeobaze miuTiTeben:

Air Mail, Registered.

ing I isurenovan sagmis gaRa l debSi
gamoyenebu B 1 sasveni niSnebis
gamoyenebis zogierTi wesi

1. yvela SemokBebuli sityvis bolos wertili
daismis (Mr., Mrs., Messrs., Co., Ltd., Inc., Sept., Oct., da
as.).

2. daTariRebisas werillSi Tu pirvelad ricxvs
vwerT, Semdeg Tvesa da well's, maSin Tvis dasaxe leba
whis aRniSvnisagan mZimiT gamoiyofa:

2 th September, 2008

12 th Sept., 2008

Tu ricxvi Tvis dasaxe Bebas mosdevs, maSin is whis-
agan mZimiT gamoiyofa:

September 11, 2008

whis aRniSvnis Sendeg wertilis dasma auci Bebeli
ar aris.

3. Tirmis dasaxe Bebisas, sityvaLimited-is an Incor-
porated-is, agreTve maTi Semok Bebis dros xSirad dais-
mis mZime, Tumca es aucilebBad ar i1Tvleba

The Modern Machine Tool Company;, Ltd.
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Smith, White and Co., Inc.

4. qalagisa da Statis, an qveynis dasaxe Bebebs Soris,
agreTve, safosto raionis aRniSvnis win mZime daisnis:

Chicago, Illinois

London, UK

5. misamarTSi (konvertze Tu weriBSi) Cveullebriy,
mZime daismis organizaciis dasaxelebis, an adresatis
gvaris Semdeg, agreTve, raionis, qallagis, Statis da qvey-
nis dasaxelebis win. saxBis nomersa da quCis (moed-
nis) dasaxe Bebas Soris xSirad mZime ar daismis.

The British Engineerng Co., Ltd.

12 City Now Road.

London.E.C.1

mZime daismis agreTve Semok Beba Esq.-isa da iIm si-
tyvebis win, romBebic pirovnebis Tanandebobas da mdgo-
mareobas aRniSnaven:

A.B. Smith, Esq.,

Managing Director,

Smith & Brown, Ltd.,

12 High Street,

Manchester.

6. misalmebis: Dear Sir, Dear Madam, Dear Sirs, Gentle-
men— Semdeg britaneTSi nZime daismis:

Dear Sirs,

xo B o aSS-Si ori wertilt:

Gentlemen:

7. daskvniTi misallmebis Formulis: Yours faithfully,
Yours truly da sxv. Semdeg yove B Tvis daismis mZime, rome I -
ic misalmebas xe Bmowerisagan gamohyofs:

Yours faithfully,

Smith & Company, Ltd.

A. Brown

Chairman.
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komerciulli sagmianobis amsaxvel i
dokumentebi da maTi gaformeba

nebisnieri xe B Sekruleba Sedgeba: preambulis, Ziri-
Tadi da daskvniTi nawi Bisagan.

preanbula aris xelSekruBlebis Sesavalli. masSi
mocenu B ia xe B SekruBebis dasaxeBeba (yidva-gayidvis,
barteris da aS.); xe B Sekrulebis dadebis TariRi, xe-
I Sekru Bebis dandeb mxareTa dasaxe Beba. isini SeiZle-
ba iyvnen rogorc iuridiulli, ise Fizikuri pirebi.

xe B SekruBebis ZiriTadi nawiBi iyofa specifikur
da saerTo pirobebad.

specifikurs miekuTvneba is pirobebi, romelic konkre-
tulli garigebisaTvis aris damaxasiaTebeli. saerTo
pirobebi ki saerToa yve Ba xe B Sekru BebisaTvis, miuxe-
davad Tavisi Sinaarsisa.

xe B Sekru Bebis daskvniT nawi BSi mocemulia: 1urid-
iull mxareTa misamarTebi, yveBa danarTi, romelic xe-
I Sekru Bebis ganuyofe b1 nawi B ia, mxareTa xe Emowera,
xe B Sekru Bebis dadebis adgi Bisa da TariRis miTiTeba
(Tu es preanbu BaSi ar gakeTda).

xe B Sekru Beba weri BobiTi SeTanxmebaa, romellsac debs
ori mxare (ori dawesebu Beba, ori callkeu 1 pirovneba
an dawesebulleba da kerZo piri) raime Tagtis gamo
(gansazRvru i sanuSaos Sesruleba), ned BeudiT uzrun-
velyoTa, yidva-gayidva da a.S).

rogorc wesi, xe B Sekruleba dgeba or egzempBlarad
(yove B mxares rCeba TiTo egzempBari), xolBo mxareTa
xe Imowerebi dasturdeba beWdiT. Tu xe B Sekruleba reg-
istrirebullia sanotaro kantoraSi, is dgeba sam egzen-
plarad, erTi rCeba sanotaro kantoris sagneebSi.

xe BSekrullebis SemadgeneBi nawi Bebia:
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1. dokumentis dasaxe Heba;

2. dokumentis Sedgenis TariRi da adgili;

3. xe B Sekru BebaSi Semavall i mxareebis dasaxe I eba;

4. xe0Sekrulebis dadebis iuridiulli safuzveli;

5. xe B Sekru BebiT gaTval iswinebu B1 sanuSaos daxa-
siaTeba;

6. aRebu 1 valdebulebis Sesrullebis vadebi;

7. xeBSekruBebiT gaTval iswinebu i samuSaos Rire-
bulleba da angariSis wesi;

8. sanqciebi, romBebic gamoiyeneba erT-erTi mxaris
mier, xe 1 Sekru Bebis pirobebis darRvevis SemTxvevaSi;

9. xe B Sekru Bebis gasaCivrebis wesi (gamoiyeneba mx-
ol od xel Sekrullebis kerZo pirTan dadebis SemTxveva-
Si).

10. mxareTa turidiuli misamarTebi;

11. xe B Sekru B ebaSi monawi Be mxareTa xe Emowerebi

komerciull i winadadeba (Oferta)

xe B Sekru Bebis dadebande organizaciebi erTmaneTs
awvdian informacias momavali kontragtis Sesaxeb. es
informacia aisaxeba komerciull dokumentebSi: moTxovna,
pasuxi moTxovnaze, oferta, SekveTa, kontragti da aS.

ganyidve l1 (oferenti) (S) ugzavnis myidvels (B)
komerciul winadadebas, SeTavazehas, anu ofertas (HaT.
_ gTavazobT), rome B Sic ganyidve B i konkretull pirobebSi
garigebis survills ganoTqvans.

xe B Sekru Bebis dadebis iniciatori mxare anzadebs
meore mxarisTvis winadadebis, romelsac uwodeben xe-
I Sekrulebis proeqts anu ofertas. angvarad oferta
aris ara yve Ba xe B Sekru B ebis proeqti, araned is proeqti,
romelsac xels awers erTi mxare. Tu meore mxarem
xe l'1 moawera da ganogzavna 1S mewarmis misamarTze, es
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niSnavs, rom maT Soris daido xel Sekru Il eba.
moTxovnis teqsti ufro noklea vidre oferta
saerTaSoriso praqtikaSi, weriBobiTi formis gar-
da, miRebulia SeTavazeba teBefoniT an piradi Sex-
vedrisas. pasiuri SeTavazebis garda, ofertas gagzavna
SeiZleba gamyidve Bis iniciativiTac.

ofertas rekvizitebia:
saqgon b is (momsaxurebis) dasaxe leba;
2. raodenobg;

3. Xarisxi;

4. SefuTvis wesl;

5. fast;

6. miwodebis vada;

. gadaxdis pirobebi.

Tavisufall i ofertas SemTxvevaSi ramdenime potenci-
ur myidveBTan erTdroullad igzavneba preiskuranti,
katall ogi.

mtkice ofertas SemTxvevaSi sagmiani werili-ofer-
ta igzavneba mxo Bod erT nyidve I Tan, konkretull'i wi-
nadadebebiT da Figsirebulli vadiT. es xel Sekrulebis
dadebis pirveli stadiaa

kontragti. warmatebiT Catarebuli mo Baparakebis
Semdeg mxareebi deben kontragts. kontragti, xel Sek-
rulleba, garigeba, SeTanxmeba ori an randenine iuridiu-
Bi mxaris weriBobiTi SeTanxmebaa maT Soris sameur-
neo an sxva vall debu Bebebze. esaa sanogalago uf Nebeb-
is dadgenis xeBSekruleba sagonlis (momsaxurebis)
egqsportze, importze, saqgonlis gacvlaze da sxva oper-
aciebze.

garigeba SeiZlBeba Sesruldes ucxour, saerTaSoriso
Tu erovnull valutaSi. kontragti SeiZleba dadebuli
iyos garkveuli vadiT, xangrZBivi (3-5 da meti whiT),
erTi whiT da aS.

—

\‘
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pragtikaSi, kontragtis Sedgenisas mxareebi cdi loben
yovel'i muxBis garkveulad da detaBlurad Camoyalli-
bebas, raTa Tavidan aicilon uTanxmoeba kontragtis
dadebis Semdeg. kontragtis muxBebis raodenoba da
mimdevroba araa dadgeni b1 da damokidebu B ia garigebis
xasiaTze, saqone l ze, urTierTvall debu I ebebze.

kontragqti SeiZleba iyos erTjeradi an perioduli
miwodebi T, sagon B is fasis ganaRdebis fuladi sasagon-
o an Sereuli formT.

saTauri, kontragtis dadebis adgi b1, TariRi da mxare-
Ta saxe Bwodeba Seadgens kontragtis Sesavall nawills.

kontragtis rekvizitebia:

1. saTauri “kontragti~ da misi nomeri unda mieTi-
Tos furclis SuaSi.

2. adgili da TariRi kontragtis dadebisas unda
mieTiTos Furclis mar jvena mxares.

3. mxareTa dasaxe B eba mocenu Bia Cveu Bebriv, Semdegi
formiT: ".. saaqgcio sazogadoeban, Thbi Bisi, Semdeg wode-
bulll1 ganyidveBi da.. saaqcio sazogadoebam, moskovi
Semdeg wodebu i myidveli, dadebis winandebare kon-
tragti Semdegze..~.

terminebis: “ganyidveli~, “myidve N i~-s nacvlad xmar-
oben agreTve “mimwodebe Bi~, ~SemkveTi~, “Semsru Bebe i~
an organizaciis Semok Bebull dasaxe Bebas. SeiZBeba am
sityvebis brWyallebis gareSe xmareba, magram aucille-
bBlad gamoyofili (muqgi an mTavrulli) SriftiT.

xe B Sekru Bebis sagani, esaa saqonlis (momsaxure-
bis) dasaxe Beba, maxasiaTebBebi da asortimenti.

sagonlis raodenoba gamoixateba wonis, sigrZis,
TarTis da moculobis erTeullebSi.

sagonlis xarisxi SeiZleba Sefasdes sxvadasxva
gziT: uSuallo daTvalierebiT (bazroba, augcioni), ni-
muSebis safuzve ll ze.
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saqonlis Tasi da miwodebis Rirebulleba sagon-
I is saxeobaze, xarisxze, markaze call-call ke unda iyos
dadgeni B1. sagareo vaWrobaSi aq miTiTebuBia fasis
bazisi, valuta, Figsirebu 1 Fasi, SeniSvnebi.

miwodebis vada kontragtSi sxvadasxva formiT Sei-
Zleba Camoyall ibdes: miwodebis miTiTebiT (Taraugvianes
meore kvartBisa~) an raime mognedebis Sesrulebis momen-
tidan ("wina partiis mowodebidan erTi Tvis Semdeg~).

SefuTva da datvirTva. SefuTva uzrunvelyofs
saqgonlis dacvas dazianebisagan gadazidvis procesSi.
kargi SefuTva erTdroullad sagonlis rek Bamacaa.

gadaxdis pirobebi da wesi. kontragtSi miTiTe-
bu B 1a angariSsworebis formebic. komerciull pragtikaSi
yve Baze gavrce Bebulia inkaso dauyovnebe Bi gadaxdiT.
sabanko gadaricxva, akreditivi da CekiT angariSswore-
ba. aqvea miTiTebuli valuta da sabanko rekvizitebi.

sagonbis Cabareba da miRebis agtis xelmow-
era xdeba sagonlis xarisxis da raodenobis Semowmeb-
is Semdeg.

kontragtis damateba. ZiriTadi kontragtis gar-
da xSirad aformeben danarTs, romelic kontragtis
ganuyofe B'i nawi Bia. kontragtis damatebas cvlilebe-
bi Seaqvs SeTanxmebis pirobebSi, magalliTad raodenoba,
Tasi, xarisxi.

danarTze xells awers orive mxare. xe Imowera Sei-
ZBeba gaformdes kontragqtTan erTad, garigebis pro-
cesSi an garigebis dasrullebis Semdeg (maga B 1Tad, sagon-
Bis damatebiTi raodenobis miwodebis Sesaxeb).

kontragtis danarTSi miTiTebulia garigebis dan-
atebiTi dazustebu Bi pirobebi, magall iTad, moTxovnebi
SefuTvaze da sxv.

rek Bamacia komerciuli dokumentia, romBiTac au-
wyeben xe B Sekru Bebis, kontragtis damrRvev mxares.
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rekBamacia (pretenzia) ewodeba moTxovnas sauravis,
saupirosa da jarimis gadauxde Bobisa da xe I Sekru B ebis
(kontragtis) SeusrullebBobis Sedegad warmoSobili
danakrgebis anazRaurebis Sesaxeb, rome lic waredgineba
damnaSave mxares.

rek Bamaciebi ibeWdeba werilis saxiT oTx callad,
rome B Taganac ori SemdegSi gamoiyeneba rogorc sasar-
Celo gancxadebis danarTi.

rekBamaciis SemadgeneBi nawi Bebia:

1. rek Bamaciis gangzavni dawesebu Bebis kuTxis Stampi;

2. dokumentis nomeri da TariRi (iwereba StampSi);

3. Im organizaciisa da Tanandebobis piris dasaxe le-
ba da misamarTi, romell sac gamoecxada pretenziebi;

4. rekBamaciis Sinaarsi;

5. danarTebis CanoTvla;

6. Tanandebobis pirTa xe Bmowera.

Finansuri angariSsworebis Formebi

kontragtis dadebisas masSi gansazRvrull1 unda i1yos
angariSsworebis formebi.

komerciull pragtikaSi, yveBaze xSirad gamoiyeneba
inkaso dauyovneb B ivi gadaxdiT, akreditivi, sabanko ga-
daricxva, angariSsworebis saCeko forma.

inkaso dauyovneb Bivi gadaxdiT angariSsworebis iseTi
Tormaa, rodesac ganyidve B Tavis banks dava Bebas aZzlevs
myidve B i1sagan gadasaxde Bebis Tanxis miRebaze (saTana-
do sabuTebis safuZvel ze) sasagonBo sabuTebis garda
am SemTxvevaSi gamoiyeneba sainkaso dava ll eba.

akreditivi angariSsworebis iseTi formaa, rodesac
banki 1Rebs val debu Bebas myidve Bis miTiTebiT gadaux-
ados gamyidvels miwodebulli1 sagonBis Rirebulleba
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akreditivi ixsneba garkveul Tanxaze, dadgeni Bi vadiT.
akreditivi SeiZlBeba 1yos mowveviTi (romelic SeiZlle-
ba gaugmndes vadis gasvBamde myidvelBis miTiTebiT).
arsebobs agreTve dadasturebu b i, daudasturebeli ga-
dasagzavni da sxva saxis akreditivebi (mag. sagareo
vaWrobhaSt xSirad gamoiyeneba sasagonBo akreditivi).

sabanko gadaricxva esaa bankis davaleba, werillo-
biTi an teleqsiT gadacemu B 1) meore bankisadmi, moax-
dinos angariSsworeba an misces nebarTva fullis mimRe-
bisaTvis garkveu Bi Tanxis gadasaxde Bad. sabanko gada-
ricxva srulldeba myidve Bis moTxovniT.

angariSsworeba saCeko FormiT xdeba Cekis gamcenis
mier Tavisi bankisadmi gankargu B ebiT: gadauxados garkveu-
D1 Tanxa Cekis mFHobels naRdi FulliT an gadaricx-
viT.

Cekis rekvizitebia:

O saxe Bwodeba ("Ceki~)

O gankargu Beba Tanxis gadaxdaze

O TariRi

O gacenis da gadaxdis adgili

O mFRobelis xe Imowera.
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nawi B 1 mesame

dokumentebis ena, sti bli damarT Bwera

dawesebu BebaTa dokumentebis ena garTulli enis Begsikur
fondsa da gramatikull wesebze unda iyos damyarebulli.
sagmiani metyve Bebis ZiriTad Taviseburebas warmoadgens
sizuste, Bakonuroba, Bogikuroba, Tanmindevroba da dama-
rwnuneb Boba. rac ufro farTodaa dokumentSi ganoyeneb-
ulli Biteraturuli enis Begsikuri maragi, miT ufro
zustad iqgneba Sedgeni B dokumentl, miT ufro cxadi da
naTe B 1 igneba masSi ganoTagnu B 1 azri. winadadebebSi sity-
vaTa wyoba unda iyos bunebrivi, gramatiku lad gamarTul .
mizanSeuwone B 1a iseTi moZve Bebu B i sityvebisa da ganoTgme-
bis ganoyeneba, rogoricaa “aniT gatyobinebT rom.~, “war-
momdgeni amisa..~, mieca ese dasturad imisa, rom igi nand-
villad swavBobs (nuSaobs)..~ da sxv.

tegstis Sedgenisas yuradRebiT unda movepyroT gra-
matiku B SeTanxmebebs, magaliTad, Tu dokumenti iwyeba
mesame pirSi, 1S mesame pirSive unda damTavrdes da ara
pirvel pirSi.

dokumentis tegstis Camoyal ibebisas, unda veridoT
azris orgvarad gagebis SesaZlebl obas.

dokumentSi warmodgeni B1 unda iyos yvela auci le-
beBi monacemi, romelic dasmull sakiTxs exeba, raTa
SemdegSi saWiro ar gaxdes damatebiTi cnobebi da axs-
na-ganmarteba.

dokumentSi (rogorc tegstsSi, ise cifrobriv monace-
mebS1) dauSvebe B ia gadasworeba, Casworeba, gadaS Ba da aS.
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dokumentis ama Tu im pungtis dasazustebBad iy-
eneben SeniSvnebsa da sqo B ioebs. sqo B ioebi erTnairad
unda i1yos gaformebuli cifrebiT 1). 2). 3). da aS. an
varskv BavebiT da aS.

sqo B 1oebi iheWdeba Sesabamisi gverdis bo B 0s, xazis
guemoT, sityva ~SeniSvna~ an SeniSvnebi iwereba gansxvave-
bulli SriTtiT abzacidan da xazi gaesmeba.

dokumentisstili

@ dokumentis tegsti unda moicavdes naT Bad, dama-
jerebBad da mokBed gadmocenull utyuar da argumen-
tirebull informacias, romlis Sinaarsic unda ukavSird-
ebodes mocenmu B sakiTxze adre ganocemul dokumentebs.

@ dokumentis teqsti formdeba gamarTulli tegs-
tis, anketis, cxrilis an an Formebis SeerTebis saxiT.

@ dokumentis erTiani gamarTulli teqsti moicavs
granatikulad da Begsikurad SeTanxmebu B informacias
mmar Tve B obiTi1 mogmedebebis Sesaxeb da gamoiyeneba wesebis,
debu Bebebis, weriBebis, gankargu BebiTi dokumentebis
Sedgenis dros. erTiani gamarTulli tegsti SeiZleba
Sedges trafaretis safuzvell ze, romel ic moicavs nud-
miv informacias da Tavisufall adgiBebs cvallebadi in-
formaciis Sesatanad.

@ anketis forma gamoiyeneba cifrobrivi an sityvieri
informaciis gadmocenis dros erTi obieqtis Sesaxeb
garkveu B 1 niSnebis mixedviT, obieqtis niSnebis dasax-
eleba da maTi daxasiaTeba gadmoicema arsebiTi sax-
eliT saxeBobiT brunvaSi; maCveneb Bebi SesaZBebelia
gadmoices cifrebiT. anketis saxiT tegstis Sedgena
ganoiyeneba saorganizacio-gankargu BebiT, saFinanso, sageg-
mo da sxva dokumentebSi.
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o cxrillis Torma gamoiyeneba cifrobrivi an sityvieri
informaciis gadmocenisas randenime obieqtis Sesaxeb
rigiTi niSnebis mixedviT. cxriBiani tegsti gamoiyeneba
sagegno, statistikur, safinanso, sabuRall tro, saorga-
nizacio-gankargu BebiT da sxva dokumetebSi. grafebisa
da strigonebis saTaurebi da qvesaTaurebi unda gad-
moices arsebiTi saxe BT, saxeBobiT brunvaSi, mxo lo-
biT ricxvSi. cxrillis strigonebisa da grafebis saTau-
rebsa da qvesaTaurebSi gamoiyeneba mxo Bod sayove I Taod
miRebu Bi Semok Bebebi da pirobiTi aRniSvnebi.

o cxrillebsa da anketebSi, romBebic gankuTvnilia
kompiuteru B tegnikiT dasanuSaveb Bad, obieqtebs, niS-
nebsa da maT maCveneb Bebs, saWiroebis SemTxvevaSi tegni-
kur-ekonomikur informaciis kBasifikatorebis mixed-
viT miecema kodebi.

a) gankargu BebiT dokumentebSi, romlebic gamoicena
erTmmarTve Bobis principiT (brZaneba, miTiTeba, gankar-
gulleba) teqstis Sedgenisas gamoiyeneba mxo BobiTi
ricxvis pirveli piri (vbrZaneb, moviTxov), xolo xe-
B nZRvane B obisadmi mimarTull dokumentebSi (gancxadeba,
moxsenebiTi baraTi, axsna-ganmartebiTi baraTi) mravll o-
biTi ricxvis pirveli piri (gTavazobT, gTxovT).

@ dawesebu Bebis gankargu BebiT dokumentebSi, ron-
Bebic gamoicema ko Begiuri principiT (dadgeni Bebebi,
gadawyvetti B ebebi), tegstis Sedgenisas gamoiyeneba mx-
ol obiTi ricxvis mesame piri (adgens, gadawyvita).

o erToblivi gankargu BebiTi dokumentebis (brZaneba,
dadgeni Beba, gadawyveti Beba) teqstis Sedgenisas gam-
oiyeneba mravBobiTi ricxvis pirveli piri (vbrZanebT,
gadavwyviteT, vTavazobT).

@ Oognebis tegstis Sedgenisas gamoiyeneba mesame piris
mravBobiTi ricxvi (noismines, azri gamoTgves, gadaw-
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yvites), ganonsv e B Ta Sinaarsi gadmoicema mesane piriT
mxo BobIT ricxvSi.

@ dokumentebSi, romBebiTac dgindeba uf Bebebi da
mova B eobebi (debu Beba, wesdeba, instrugcia, wesebi da
sxv.), agreTve romBebSic aRweren adastureben Faqtebs,
mov Benebs, 1ZBevian dawesebu B ebebis sagmianobis Sefasebas
(agti, daskvna, cnoba, angariSi da sxv.), tegstis gadmoce-
misas gamoiyeneba mesame piris mxo BobiTi an mrav i obi-
Ti1 ricxvi (nTavar inJiners uf Beba agvs; komisian daad-
gina; institutma SeimuSava, komisiis Semadgen B obaSi
Sedian...).

@ ninoweris tegstis Sedgenisas gamoiyeneba pirveli
piris nravBobiTi ricxvi (mizanSewoniBad migvaCnia,
gigzavniT daskvnas).

@ dokumentis tegsti formdeba gamarTuli tegstis,
anketis, cxrillis an an Formebis SeerTebis saxiT.

@ dokumentis erTiani gamarTulli teqsti moicavs
granatikulad da Begsikurad SeTanxmebu B informacias
mmar Tve B obiTi1 mogmedebebis Sesaxeb da gamoiyeneba wesebis,
debu Bebebis, weriBebis, gankargu BebiTi dokumentebis
Sedgenis dros. erTiani gamarTulli tegsti SeiZleba
Sedges trafaretis safuzvell ze, romel ic moicavs nud-
miv informacias da Tavisufall adgiBebs cvallebadi in-
formaciis Sesatanad.

@ anketis forma gamoiyeneba cifrobrivi an sityvieri
informaciis gadmocenis dros erTi obieqtis Sesaxeb
garkveu B 1 niSnebis mixedviT. obieqtis niSnebis dasax-
elleba da maTi daxasiaTeba gadmoicema arsebiTi sax-
eliT saxeBobiT brunvaSi; maCvenebBebi SesaZBebelia
gadmoices cifrebiT. anketis saxiT tegstis Sedgena
ganoiyeneba saorganizacio-gankargu BebiT, safinanso-sageg-
mo da sxva dokumentebSi.

o cxrillis forma gamoiyeneba cifrobrivi an si-
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tyvieri informaciis gadmocemisas ramdenime obieqtis
Sesaxeb rigiTi niSnebis mixedviT. cxriliani tegsti
gamoiyeneba sagegmo, statistikur, safinanso, sabuRal -
tro, saorganizacio-gankargu BebiT da sxva dokumenteb-
Si. cxrillebs agvs tegstis danawevrebis ori done: Sveulli
(vertikaBuri) _ grafebisa da Tarazuli (horizonta-
Buri) _ strigonebisaTvis. Tu cxrilli ibeWdeba or an
met gverdze, cxrilebis grafebi inomreba; Semdeg gver-
debze iheWdeba mxo Bod grafebis nomrebi. grafebisa da
strigonebis saTaurebi da gvesaTaurebi unda gadmoic-
es arsebiTi saxeBiT saxeBobiT brunvaSi, mxoBobiT
ricxvSi. cxrillis strigonebisa da grafebis saTaureb-
sa da qvesaTaurebSi gamoiyeneba mxo Bod sayove l Taod
miRebu B Semok Bebebi da pirobiTi aRniSvnebi.

o cxrillebsa da anketebSi, romBebic gankuTvnilia
kompiuteru B tegnikiTYdasamuSaveb B ad, obieqtebs, niS-
nebsa da maT maCveneb Bebs saWiroebis SemTxvevaSi teqni-
kur-ekonomikur informaciis kBasifikatorebis mixed-
viT miecema kodebi.

a). gankargu BebiT dokumentebSi, romBebic ganoicema
erTmmarTve Bobis principiT (brZaneba, miTiTeba, gankar-
gu Beba), tegsti Sedgenisas gamoiyeneba mxo BobiTi ricx-
vis pirveli piri (vbrZaneb, moviTxov), xolo xe ImZRv-
ane Bobisadmi mimarTull dokumentebSi (gancxadeba, mox-
senebiTi baraTi, axsna-ganmartebiT baraTi) mravBlobiTi
ricxvis pirveli piri (gTavazobT, gTxovT).

dawesebu Bebis gankargu B ebiT dokumentSi, romBebic
gamoicema ko Begiuri principiT (dadgeni Bebebi, gadaw-
yveti Bebebi), tegstis Sedgenisas gamoiyeneba mxo Hobi-
Ti1 ricxvis mesame piri (adgens, gadawyvita).

o erToblivi gankargu BebiTi dokumentebis (brZaneba,
dadgeni Beba, gadawyveti Beba) teqstis Sedgenisas gan-

137



oiyeneba mravBobiTi ricxvis pirveli piri (vbrZanebT,
gadavwyviteT, gTavazobT).

@ Oognebis tegstis Sedgenisas gamoiyeneba mesame piris
mravBobiTi ricxvi (noismines, azri gamoTqgves, gadaw-
yvites). ganomsvlel Ta Sinaarsi gadmoicema mesame pir-
iT mxoBobiT ricxvSi.

@ dokumentebSi, romBebiTac dgindeba uf Bebebi da
mova B eobebi (debu Beba, wesdeba, instrugcia, wesebi da
sxv.), agreTve romBebSic aRweren, adastureben Faqtebs,
mov Benebs, 1ZBevian dawesebu B ebebis sagmianobis Sefasebas
(agtd, daskvna, cnoba, angariSi da sxv). teqstis gadmoce-
misas gamoiyeneba mesame piris mxo BobiTi an mrav i obi-
Ti1 ricxvi (nTavar inJiners uf Beba agvs; komisian daad-
gina; institutma SeimuSava, komisiis Semadgen B obaSi
Sedian...).

@ ninoweris teqstis Sedgenisas gamoiyeneba pirveli
piris nravBobiTi ricxvi (mizanSewoniBad migvaCnia,
gigzavniT daskvnas).

/amonaweri kanonidan: ~sagmiswarmoebis erTiani wesebi~/

marT Bwerisa da pungtuaci is wesebi

marT Bweris sakiTxi. umarTebuBlo Tormebis SemoW-
risa da xmarebis probBema yveBla Biteraturull enaSi
daismis, rarig ganviTarebulli da gavrcelebullic ar unda
iyos igi. maT Soris iseTi xangrZBivi istoriis mgone
Biteraturull enaSi, rogoric garTullia mizezi sadavo
sakiTxebis gaCenisa bevria: CanovTvliT randenimes: kuTxuri
ena da dialeqtebi, sityvaTa gansasxvaveb Bad paralleBuri
Tormebis gaCena da piriqiT, erTi da igive mniSvne B obis
sxvadasxva formis Serwyma da axall i formis gaCena da a S.
maT Soris gansakuTrebiT aRsaniSnavia Sxva enidan sesxeba
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Tu sxva enis zegavBena (rac bunebrivi movBenaa yvella
enisaTvis), da rome Bic marT Bwerisas gaurkvev B obas iwvevs.

sagarTveBos yove B Tvis hgonda poRitikuri da isto-
riul-kulturulli kavSiri aRmosavBeTisa da evropis qvey-
nebTan, Semdgom _ ruseTTan. an kavSiris meSveobiT, zepiri
Tu Targmis gziT Senovida bevri sityva da ganoTgma, romell Ta
nawi BIic rusullis meSveobiT darkvidrda garTull enaSi.
anitomac, bunebrivia formaTa is siWrelle (am enaTa Tavise-
burebis gano), rome Bic SeimCneva sagnis gaRa B debis (da ara
mxo Bod maTi) Sedgenisas. magall iTad, berZnu B idan Semosu-
Bi g-s Semcve bi sityvebi gadnocenu Bia xan g-Ti, xan R-Ti:
“giorgi, grigo bi~, magran “aRaTi, Rentori, traRedia~ da
sxva rusullis gziT sityvebis nawi b1 Semovida erTis nxriv
bo B0 a-s mokveTiT: not-i, gazeT-i, hi B z-1, neore nxriv a-s
moukvecavad: BoJa, afiSa, anketa da sxva.

gaugebrobisa da Secdomebis Tavidan asacileblad
dadgeni B1a ucxouri enebidan Semosull sityvaTa, ukeT,
asoebisa Tu asoTa komp Begsebis marTebu Bi gadmotanisa
da damkvidrebis wesi. gavecnoT zogierT maTgans:

ucxo enidan mondinare sityvebi romBebSic dedaenaze
h iwereba, garTullSic h asoTi gadmoicena.

sworia: abstrahireba, alkohol1i, behemoTi, haine,
ha B stuxi, herci, hidrosadguri, horizonti

Secdomaa: alkogo i, abstragireba, begenoTi, gaine,
galstuki, gerci, gidrosadguri, gorizonti

zogjer h-s arasworad enacvleba x; magaliTad ho-
Bis nacvlad amboben da weren xoli, muhajiris nacv-
Bad muxagiri, Sahis _ magivrad Saxi da asS.

magram Tu FuZe enaSi g iwereba, es sityvebi garTull-
Sic g asoTi gadmoicenma:
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ganbuzia, geonetria, gl obusi, gangsteri, gonkoki, gariba B di
Secdomaa: hambuzia, hangsterti, herceni da aS.

t Tu T

zogjer umarTebuBod unacvleben erTmaneTs t-s da
T-s. sakiTxi martivad gadawydeba Tu gaviTval iswinebT
rogor iwereba es sityva im enaSi, saidanac igi modis,
Tu sityvaSi dedaenaze T iwereba, garTullSi T daiwere-
ba. angvarad, swori Forma igneba:

aTeizmi, Termodinanika, maTematika, qrestomaTia, bibBioTe-
ka, sinTezurti, simpaTia, kaTeti, esTetika, kaTodi da sxva.

Secdomaa: anestezia, anto B ogia, antropo Hogia, ati-
patia, apatia da aS.

magran sxva enidan momdinare im sityvebSi, romlebSic
dedaenaze t iwereba, garTullSic t rCeba:

abiturienti, metastazi, etiketli, adaptacia, telesko-
pi, platforma, Baboranti, armatura, termini da aS
Secdomaa: adaftacia, adefti, armaTura, kaTall ogi, Ter-
mini da a.S.
g Tu X

berZnu - BaTinuridan mondinare sityvebi, romlebSic
dedaenaze x iwereba, garTullSi g asoTi gadmoicenma:

anarqia, inteleqti, meganizacia, diagronia, aragisi, po-
B itegnikuri, meganika, tegno B ogia, argeo B ogi, argiteg-
tori, oligargia, qroni...

Secdomaa: anarxia, anaxronizmi, arxaizmi, arxipe lagi,
arxiteqtori, texnika da a.S.
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ai Tu ei

germanu @i enidan Semosull sityvebSi, romBebic ei
difTongs Seicaven, iwereba ara ei aramed ai:

ainStaini, raini, grosmaisterti, raisfederi, Baib-gvard-
13, raixstagi, markSaideri, caitnoti, po licmaisterti, haine
da sxva.

Secdonmaa: einSteini, veimari, Beib-gvardia, Beibnici,
markSeideri, reixstagi da aS.

Ia Tu Hlia

garTullSi rusuli enis meSveobiT Semosulia ram-
denime aTeuli iseTi ucxo sityva, romelTac rusul
daweriBobaSi KZ kompBegsi moudiT, rac CvenSi zogjer
Secdomas badebs. unda gvaxsovdes _ aseTi sityvebi
garTullSi Ba-Ti gadmoicena:

akumu Batorti, asimi Bacia, egzempBari, venti Bacia, ko-
relati, manipulacia, okulari, partikularizni, regu-
Batori, cirkulacia da aS

Secdomaa: akumu B 1atori, artiku Biacia, egzenp b iari,
izoliatori, kance liaria, kapituliacia da aS.

Iu Tu liu

rusulli enis meSveobiT Semosulli ucxo sityvebi,
ronlebsac rusull daweriBobaSi K= komplegsi mou-
diT, garTullSi Bu-Ti gadmoicenma:

abso Buti, Rugsi, abso Buturi, preludia, bl umingi,
rezolucia, ibustracia FRugeri, Bustra da sxva.

Secdomaa: abso Biuturi, al iumini, bl 1umingi, pall iu-
ta, iliustracia da aS.
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gz Tu kz

rusulli enis meSveobiT ucxo enebidan momdinare si-
tyvebi, ronBebSic rusulli kz kompBegsi gvxvdeba, garTull-
Si gz kompBeqsiT gadmoicenma:

egzarqosi, egzogania, egzekutori, egzoderma, egzotika,
egzotikuri, egzenpBari da sxva.
Secdomaa: ekzarxosi, ekzekucia, ekzema, ekzempBari da aS.

kv Tu qv

BaTinuridan momdinareP qu kompBegsis Sencveli
sityvebi garTullSi gadmoicema kv komp BegsiT:

adekvati, kvartal i, akvarel 1, kvinta, ekvatori, kvoru-
mi, kvadrati, rekviziti, kval ifikacia, relikvia da sxva.

Secdomaa: adeqgvaturi, antigvari, equivallenti, reli-
gvia, aqvare i da aS.

gt Tu kt

qt kompHBegsis Semcveli ucxo sityvebi garTullSi
gadmoicema ara kt kompBeqgsiT, rogorc es zogjer xdeba,
aramed gt kompBegsiT:L

abstragtu i, vegtori, argiteqtorti, indugtort, agti
inteleqti, galagtika, Beqtori, direqtori, speqtri da aS

Secdomaa: antrakti, argitektori, arktika, akti, ak-
tiori, galaktika da aS.
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gc Tu kc

kc kompBegsis Semcveli ucxo sityvebi garTullSi
gadmoicema qc komp BegsiT:

abstragcia, Beqcia, auqcioni, ko Beqcia, produqcia, reag-
Ciga, agcioneri, reduqcia, indugcia, fungcia da sxva

Secdomaa: atrakcioni, akcenti, direkcia, dikcia, vakcina,
infekcia da a.S.

s Tu ps

ps kompBegsis Semcveli ucxo sityvebi garTullSi
gadmoicema Fs kompBeqgsiT:

apokalisfsisi, elifsi, kafsull'i, palinfsesti, raf-
sodia, fsiqiatri, Bafsusi, Fsevdonini, epi Befsia, Stef-
seli da a S

Secdomaa: el ipsi, epiBepsia, kapsuli, psevdok Basi-
cizni, psiqgika da aS.

ks Tu gs

ks kompBegsis Semcveli ucxo sityvebi garTullSi
gadmoicema gs komp BeqgsiT:

anegsia, eqstrati, agsioma, veqsi b1, eqsperimenti, inde-
gsi, eqsponati, Begsika, egsterni, reflegsi da sxva;

Secdomaa: aneksia, aksesuari, eksperti, mikstura, oks-
fordi da aS.

fc Tu pc

pc kompBegsis Semcveli ucxo sityvebi garTullSi
gadmoicema Fc komp BegsiT:
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apercefcia, Baifcigi, koncefcia, percefcia, korufcia
da sxva.

zogi rusuli sityvis garTullad gadmocenis-
aTvis

rusulli umaxvilo O garTullad gadmoicema o asoTI:

bogdanovi, gorbatovi, go lovanovi, griboedovi, horis
godunovi, ob B omovi, dostoevski, novoJilovi, tolls-
toil da sxva.

Secdomaa: bagdanovi, baris gadunovi, garbatovi, das-
taevski da aS.

rusulli enis meSveobiT sxva enebidan Semosull si-
tyvebSi, romBebSic rusullSi é iwereba, garTullSi io
unda daiweros garda im SemTxvevisa roca € mosdevs X,
w da y-s:

antrepreniori, dionini, partniori, montiori, agtio-
ri, poziori, budioni da sxva.

Secdomaa: agtori, grinevi, guvernori, dubBori da aS.

XK, w, 4y-s Semdeg é-s adgiBas iwereba o: Jol taia
(ndinaris saxel1ia), Corni (gvaria), Corni rinoki (adgi-
Bis saxelia) da sxva.

UpogaTb, -usnpoBats da -msosatb sufFigsiani
sityvebis marT Bwera

-Upoatb sufigsiT nawarmoeb sityvaTa met wills
garTu B Si gadmohyveba sufigseuli up da gvagvs aseTi

Tornebi:

AMHUCTMpOBaTL - aministireba
AHHekcnpoBaTtb - anegsireba
AnpobupoBaTb - aprobireba
Nmntuposatb - imitireba
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PeueHanpoBaTtb - recenzireba
JKcnponpuupoBaTb - eqspropireba da sxv.

-Mposatb sufigsiT nawarmoeb sityvaTa erTi naw-
i0i garTullSi Cvenive enis morfologiuri saSuall ebe-
biT gadmoicema. FuZed aRebulia arsebiTi saxeli -
sufigsis gareSe da misgan iwarmoeba nasaxe Bari zmna,
xolBo am ukanaskneBisagan - sawyisi. magaliTad,
aHanuauposaTb sityvis fuZea “anallizi”, agedan - zmna
“aana B 1zebs” da sawyisi “gaanall 1zeba”.

am wesiT aris nawarmoebi sufigsiT daboBoebuli
sityvebisagan garTullSi Semdegi Formebi:

ABaHcupoBaTtb - daavanseba (aavansebs)
KoHcepBupoBaTb - dakonserveba (akonservebs)
MpoektnpoBaTb - daproeqteba (aproeqtebs)

®opmynuposaTb - daformuleba (aFormulebs) da sxv.

-N3mposaTb sufigsiT nawarmoeb sityvebs garTull Si
gadmohyveba sufigsiseuli n3 da gvaqvs aseTi Formebi:

Hetanuanposatb - detall izeba
lNeranunsmposatb - Begalizeba
MexaHusmpoBaTb - meganizeba

MogepHusmpoBaTb - modernizeba da sxv.

-N3oBaTb sufigsiT nawarmoeb sityvebs garTullSi
gadmohyveba sufigsiseuli n3 da gvaqus aseTi Formebi:

Hemopanun3oBate - demorall izeba
JlokanusoBsaTtb - Bokalizeba
MapanunsosaTb - parall izeba
CtepunmnsoBaTtb - sterilizeba da sxv.
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sityvis gadatanis wesebi

erTi strigonidan meoreSi gadatanisas unda davic-
vaT Semdegi wesebi:

1. erTmarcvliani sityva, rac unda didi iyos, ar
gadaitaneba.

2. marcvali, romelic marto erTi xmovnisagan Sedge-
ba da Tanxmovani ar axBavs, ar SeiZleba arc wina
strigonze davtovoT da arc momdevno striqonze gada-
vitanoT. magaliTad sityva "azia~ ase daimarcvleba a-
zi-a, magram, gadatanas Tu movindonmebT, igi an mT B1anad
unda davtovoT, an nT Bianad gadavitanoT.

3. Tu sityva Ria marcvlebs Seicavs, misi gakveTa yove-
Bi Ria marcvlis bolos SeiZlBeba mag: sityva "gaakeTa~
SeiZ B eba ase gadavitanoT: ga-akeTa, gaa-keTa, gaake-Ta.

4. sityvis damarcvlisa da gadatanisas ar SeiZleba
gavT1SOoT TanxmovanTa ggufebi: Tx, cx, Cx, bR, dR, zR, 7R,
JR, py, ty, wy, magall iTad, swori igneba, Tu gadavitanT ase:
saki-Txi an sa-kiTxi (da ara sakiT-xi).

5. Tu sityvaSi Tavs 1yris ori an meti Tanxmovani,
pirve B1 miekuTvneba wina marcvalls, meore (an danarCene-
bi) _ momdevnos, an piriqiT, oRond ise rom wina mux B Si
dasaxeBebuli jgufebi ar gaiTiSos. mag. dar-hazi (an
darba-zr).

6. wina mux ISt (me-5) aRniSnull SemTxvevaSi ar Sei-
ZBeba sityvis Ziriseuli Tanxmovani gamovyoT da mi-
vakuTvnoT zmniswins an Tandebu B's. magal iTad, unda ga-
davitanoT ase: miyvana (an miyva-na) da ara miy-vana.

7. aseve ar SeiZleba Ziriseu Bi Tanxmovani prefigsTan
davtovoT da sityvis danarCeni nawili gadavitanoT.
marTebu B ia: si-nRera an sinmRe-ra da ara sin-Rera.

8. kompozitebis an maTgan nawarmoebi sityvebis gada-
tanisas ar SeiZlBeba SemadgeneBi TuZiseuli bgerebi
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erT marcvall Si movaqcioT da ise gadavitanoT. sworad
gadatani B1 igneba:
mamu B1-SviB1 an mamu-BiSvili da ara mamu BiS-vili.

pungtuacia

pungtuacia aris sasven niSanTa gamoyenebisa da das-
mis wesebis erTobBioba xeBnawersa Tu nabeWd te-
gstebSi. i1gi momdinareobs germanuli sityvidan Punk-
tuation, rome Bsac safuzvlad udevs BaTinuri punktum
(werti ).

sasveni niSnebi migviTiTeben, Tu rogor nawevrdeba
tegsti winadadebad, winadadebebi _ Semadgene B nawi He-
bad, rome l Ta sasveni niSnebiT ganoyofasac mniSvne I oba
agvs, rogorc azris naT Bad gadnocemisaTvis, ise dawer-
ilis sworad gagebisaTvis. sasven niSnebs damatebiTi
fungciac agvT. isini miuTiTeben winadadebebis saxeebze
Sinaarsis mixedviT. zogi niSani winadadebis erT naw-
i Is gamohyofs meorisgan da Tanac aRniSnavs maT Bogikur
mimarTebas da a.S.

pungtuacias nWidro kavSiri aqvs gramatikasTan, ker-
Zod sintagsTan. pungtuaciis safuzveli Bogikur-sin-
tagsuria. pungtuaciis SeqmneBad iTvHBeba alegsandri-
eli filologi aristofane bizantioneli (Zv. w. 257-
180).

garTull mwer BobaSi sasveni niSnebi uxmariaT ukve
VI saukuneSi ("saxareba~).

X s. meore naxevarSi ki efrem mcirem Seqmna pungqtu-
aciis sakuTari sistema, romelsac safuZvlad daudo
wertili.

XVIII s-is meore naxevarSi sasven niSanTa xmarebis
wesebi SeimuSava mecnierma da saek Besio moRvawem an-
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ton I. nZime ixmareboda sasven niSnad winadadebis Sig-
niT, wertili _ winadadebis bolos. anton pirvelna
ixmara kiTxvis niSanic.

dRes garTull enaSi miRebu B 1 pungtuaciuri wesebi,
saerTo-evropu bia da igi CvenSi XIX saukuneSi dankvidrda

sasven niSanTa xmarebis ZiriTadi wesebi. sasve-
ni niSnebi saSualebaa, rom naTqvami ufro naT Bad gad-
moices weriBobiT; isini exmarebian damwers, rom man
cxadad da zustad gadmosces is, ris Tqgmac mas Surs,
xolo nkiTxvels _ daweri B waikiTxos da gaigos ise,
rogorc es damwers esmis. sasven niSanTa anu pungtu-
aciis gamoyenebis ZiriTadi daniSnulleba swored esaa.
anitomaa, rom pungtuaciis wesebis codna da sasveni
niSnebis sworad ganoiyeneba ama Tu im adanianis wigniere-
bis maCvenebe Il ia.

1. wertili daisnis:

a) rogorc srull, ise usrulli TxrobiTi winadade-
bis bo B os; magaliTad: movida Suagu i1 Semodgomisa.

b). brZanebiTi winadadebis ho B os, roca es winadade-
ba ar aris gadmosacemi grZnobiT: roca gaxvall kari
gaixure.

g) magram Tu, xo B o, oRond.. kavSirebis win, Tu isini
damoukidebe I winadadebas iwyeben (da wina winadadeba
TxrobiTia): amisaTvis arc momzadeba gvagvs da arc
saWiro wyaro. xolo figrad mogvdis oriode azri.

d) sityvis Sekvecis niSnad: aw. _ ama whis, ell. _ ese
igi.

e) numeraciisaTvis gamoyenebu Bi cifrebis an asoeb-
is bolos, roca ar axBavs Frixili.

SeniSvna: wertilli ar aris saWiro Begsis, moTxro-
bis, werilisa da sxvaTa saTaurebis bholBlos (Tu es
saTaurebi winadadebaSi aris gamoyenebu B 1, mas daerTvis
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is niSani, rome Bsac moiTxovs igi, rogorc winadadebis
Wevri).

2. kiTxvis niSani daisnis:

a) kiTxviTi winadadebis boBos: CenTan mosvla ram
gagabedina?

b) eWvis gamosaxatavad an gaugebari adgiBis misa-
TiTebBad (Caismis FrCxilebSi): “bBomi (?) nawili
Tavad-aznaurebisa (??) amJamad naswavl Ta dass ekuTv-
nis~ (i lB1a).

3. ZaxiBis niSani ixmareba:

a) Zaxi Bis winadadebis bo B os: ax, ra bednieri vigne-
bi!

b) agreTve winadadebisagan ganoyofill mimarTvasTan:

B uarsabi dagviRonda, mkiTxvel O!

g). winadadebasTan gramatiku Bad daukavSirebel zog
sityvasTanac, rogoricaa, magalliTad: Sorisdebu B, mima-
rTva da migebiTi nawi Baki, roca es sityvebi gamoyeneb-
ullia ZBhieri grZnobis gamosaxatavad: val meti raRa
gindal aral ayvavdes imedi!

d) TrixilebSi CasmuBi Zaxi Bis niSani ixmareba av-
toris danokidebu Bebis (dacinvis, gakvirvebis, aRSfoTe-
bis) gamosaxatavad. avtori miseburi xeBgaSHIT gvarw-
munebs, rom asureTi arc po litikurad, arc geografiu-
Bad ar exeboda sagarTveBosao (1) i1lia).

4. kiTxvisa da ZaxiBis niSani daisnmis:

a) kiTxviT-Zaxibis winadadebis boBos: ("kacia ad-
amiani?!~)

b). kiTxvisa da ZaxiBis niSnebi daismis wyvetillad
warmoTagnu Bi iseTi arasrulli winadadebebis gamosay-
ofadac, romelnic gamoxataven rogorc kiTxvas, ise
gakvirvebas: rao?! rao?! bunebis kanonio?' sagarTve 100?!
wagezebu B 10?! (akaki)
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5. mravalwertili daisnis:

a) winadadebaSi azris daumTavreb B obis aRsanisSna-
vad:

me aq pirve Blad var da.. saubris gabma davapire, magran
ar damcallda (s. kBdiaS.).

b) winadadebebSi wyvetilad saTgnelBi an daumTavre-
beli sityvis boBos: dedi! xedav... an ange B ozs!.. (i1 B1a)

g) winadadebaSi gangeb gamotovebulli sityvis adgill-
as:

ar geyureba Se.. Svillo daiWyivBa mosema (il1ia).

6. mZime ZiriTadad or Tunqcias asrulebs:

a). erTmaneTisgan mignavs Serwymu Bis erTgvar wevrebs
(Tu naxmari ar aris “da~ da "Tu~ kavSirebi): gall i, kaci,
gogo, biWi ezideba zanTris sarCos (r. erisT.).

agreTve, rTulli Tanwyobi B1 winadadebis nawi Bebs
(Tu maT Soris gamoyenebulli ar aris “da~ kavSiri):
tyen moisxa FoToli, ager mercxall 1 Wyivis, baRSi vazi
oboli metis BxeniTa stiris (ilia).

rTull gvewyobi BSi ki erTgvarad damokidebull wi-
nadadebebs (Tu isini “da~ kavSiriT ar arian SeerTe-
bu Ini); vici, rasac amboben, rasac SemomCivian.

b) gamoyofs winadadebebSi Semaval gankerZoebul si-
tyvebs: derefnis win, erTi ociod nabijze, uSvelebeli
kakaB'i dgas.

agreTve winadadebasTan gramatiku Bad daukavSirebel
sityva-ganoTgmebs: gniri FSavlis azriT, swored aseTi
unda iyos (vaJa).

7. wertil-mZime gamoiyeneba:

erTgvar sintagsur odenobaTa (winadadebis wevrebi,
winadadebebi) gasamignavad (Tu maT Soris ukve aris
ganoyenebu B i mZime): mze dasavBeTisken gadaiwura; saRamo
ax Bovdeboda; monadireni Sin wasasvBelad gaemzadnen;
gaBebi urmebSi Calagdnen; vaJebi cxenebze amxedrdnen.
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8. orwertili daisnmis:

a) Serwymul winadadebaSi erTgvar wevrTa CamoTv-
Bis win: ag, an patara axmetaSi, yve Baferi malBanod ecx-
eba Cems grZnoba-gonebas: miwa, wyali, mTa, kB de, tye da
veli.. (akak).

b). rTull winadadebaSi, Tu misi meore nawi Bi war-
moadgens pirve Bis ganmartebas: eseni kmayofi EIni iyvnen:
vali amaT ar emarTaT da vaxSi (ilia).

g). avtoris sityvebis Sendeg, romel sac mosdevs ci-
tati:

akaki wereTeli gvaswavlis: “kaci maSin grZnobs mx-
ol od sicocxles, roca isurvebs rac enatreba-~.

9. tire daisnis:

a) winadadebis romel ime gamotovebuli wevris adgi-
Bas: rac ginaxavs _ sizmaria, daiviwye isev malle (akak).

b) tire daisnis or an met sityvas an ricxvs Soris,
roca an sityvebiT an ricxvebiT aRiniSneba manZiB'i, dro
an raodenoba da igu B isxmeba gageba: idan-ndis: gaxsni ll -
ia sahaero trasa baTumi-ThiBisi; axalgalBagis axBos
mdebareobs garTulli materialuri kulturis mravali
Zeghi, romel Tagan zogi IlI-1 aTaswBeulls ekuTvnis Cv.
we I TaRricxvande.

). CvenebiTi nacva B saxe B ebis (es, eg, eseni, aseTi..) an ai
nawi Bakis win, roca es sityvebi ganoyenebu I 1a winamava ll i
erTi an ramdenime wevris dasakavSireb Bad momdevno Semas-
mene B Tan: WurW B is recxva, qvabebis xexva, wy Bis zidva da
oTaxebis wmenda _ ai, ra Seadgenda mis movalleobas (g. quC).

d) ganmazogadebe Bi sityvebis win, Tu ganmazogadebe-
B sityva nosdevs CamoTvlas, an pirigiT, mas mosdevs
CanoTvla: kaci, gali, didi, patara, eri, nRvdel i _ mis-
Tvis sull yvella erTi iyo.. waiRebdnen xellsawyo rk-
ineulobas _ culls, najaxs... (g. wereT).

e) tireTi (da abzaciT) iwyeba diallogi (pirTa Soris
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saubris) monawi BeTa yove i naTqvami:

__gamar gveba, giorgi!

__gagimar jos, arsen!

_ geZebT da kidev Semxvdi (nix. yavaxiS).

v) avtoris sityvebis gamosayofad pirdapiri naTg-
vanisagan~ "ax, netavi Senl~ _ waiduduna (il 1ia).

10) frCxilebSi Caisnmis:

a) sityvebi, romBebic winadadebaSi CarTullia
ganoTanu b1 azris dasazusteblad, gansamartavad an Sesav-
sebad: aRmoCnda, rom mamaCema dagvitova zemoxsenebu i
goxi.. erTi dagBejili fardagi da erTi patara xal-
iCa (dediCemis mziTvi).. (K. ard).

b) danarTi FrCxiBebSi: babuaCemi (dedis mama) Tavisi
SesaxedaobiT qvemo imereli aznauris tipiuri warmo-
madgeneBi iyo (d. kid.).

g) citirebulli avtoris saxel, gvari an fsevdonimi
da wyarod miTiTebul1 nawarmoebis saxe Bwodeba: Tu
kacsa codna ara aqvs, gastanjavs wuTisofeli (d. gur).

d) stenografiull angariSebSi FrCxiBebSi Caismis
Trazebi, ronBebic miuTiTeben msmene 1 Ta damokidebu Be-
baze momxseneb B is an mokamaTis mier ganoTgnu B 1 ama Tu
in azrisadmi; magalBiTad: (taSi); (sicili).

11. brWwaBebSi Caismis:

a) citatebi: SoTa rusTave Ima Tqva: “sjobs sicocx-
Besa nazraxsa, sikvdi 1 saxe B ovani-~.

b) sityvebi, romBebic gamoyenebu i arian raime sag-
nis, organizaciis, dawesebu B ebis, gazeTebis, Jurnallebis
da sxvaTa saxe Bwodebebad: didxans gagrzZe Bda sastun-
ro "odiSSi~ tanisamosis ganocvla (k. gamns).

g) 1roniullad gamoyenebu B 1 sityvebi Tu gamoTaqmebi:
“platonis tvini wisqvillis borbaliviT mousvenrad
brunavda, rom raime xerxi moegona, “Zmurad~ ar gahyofo-
da misi “sindidre~.. (d. k1d).
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d) moZve BebuB1 da araCveu Bebrivi sityva-ganoTqme-
bi: “iamSCikma~ Tvalebi aaxilBa da me bRvera damiwyo
(i 0ia).

e) Biteraturuli nawarmoebebis, kinofi Bmebis, speqtak-
Bebis saxe Bwodehani: Teatrma myurebe B's uCvena Seqspiris
“otelo-~

v) brWyaBebSi mT Bianad Caismis dawesebu Bebis, or-
ganizaciisa Tu Firmis saxe Bwodeba. ase, magal iTad, unda
vweroT gazeTma “iverian~ da ara “iveria~-m;, Firma "sig-
mam~ da ara ~sigma~-nm.

SeniSvna: brwaBebSi ar Caismis saxe Bwodebebi, romel Ta
Semadgen B obaSi Sedis sityva ~“saxe Bwodebis~, magall i-
Tad: rusTavelis saxeBobis saxe Imwifo Teatri.

agreTve saxe Bwodebani, rome B Tac ar viyenebT piro-
biTi mniSvne BobiT: agaraki horjomi Zall ian momwons.

abreviaturebisa da Semokebu
sitpvaTamarT BIwera

garTull enaSi, ise rogorc sxva enebSi, gavrce I ebu-
B1ia sityvaTa Semok Bebani, Tumca, waramara da nebismi-
erad maTi Semok Bebani dauSvebe Bia. magaliTad: a/k (an-
ierkavkasia), momxs. (nomxsenebe B 1), sax. (saxe Bobis, sax-
e Imwifo, saxal x0), soc. (socialluri, socialisturi),
un-ti (universiteti), xe-bi (xe@nZRvanel1) da sxva.
angvarad SemokBebuli sityvebi SeiZBeba yvelBasaTvis
gasagebi ar 1yos an orazrovnebas badebdes, amitom unm-
Jobesia isini srulli saxiT vweroT.

magram garTu B Si mainc aris rigi sityvebi, romelTa
Semok BebiT wera garkveull SemTxvevebSi sayove l Taod
miRebu B 1a, maT Soris sagnis gaRal debSi.

Semok BebiT SeiZlBeba daiweros:

a) wodebis aRmniSvne Bi sityvebi Tu isini sazRvru-
B is win dganan:
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akad. _ akademikosi
prof. _ profesori
b) wona-zomis, safas-sazonisa da drois erTeu lebi:

g. _ gram kv. m. _ kvadratulli metri
dcm. _ decimetri 1. lari

mm. _ miBinetri T. _ TeTri

sn. _ santimetri w. _ weli

t. _ toma ww. _ wlebi

C. _ centneri ha _ heqtari

km. _ ki Bometri
mg. _ mi Bigrami
di. dekalitri
g) misaTiTebBad gamoyenebuli zogi sityva sqoli-
oSic da tegstSic:

gv. _ gverdi naw. _ nawi b1
Txz. _ Txzulebani t. _ tonmi
ix. ixille Sdr. _ Seadare

d) msazRvreBlad gamoyenebu 1 sityvebi:

g TbiBisi (qaBaqi Thilisi)

sof. Sxefi (sofeli Sxefi)

gaz. “kviris palitra- (gazeTi kviris palitra~) da aS.

e) ori Semok Bebu 1 FuZis SeerTebis Sedegad miRe-
bull'l sityvebi:

zahesi _ zemo avWalis hidroeBegtrosadguri

genStabi - generaluri Stabi

dramseqcia _ dramatull1 seqcia

elsadguri _ eleqtrosadguri

mmaC-i _ moga B ageobrivi mdgomareobis aqtebis Cawera

pedinstituti _ pedagogiuri instituti

pedpersonali _ pedagogiuri personali

saxbanki _ saxe Emwifo banki

specnomzadeba _ specialuri momzadeba

Tinagenti _ safinanso agenti

xramhesi _ xramis hidroeBeqtrosadguri ..

154

Cveu Bebriv, es sityvebi zepir metyveBebaSic Semok-
Bebulli saxiT ixmareba.

sagnis gaRalBdis Sedgenisas da saerTod, weriT
metyve BebaSt miRebuli (ekonomiis mizniT) sityvebis
Semok B ebu Bad weris nimuSebi:

iwereba ikiTxeba
aw. ama whis
mw. mimdinare whis
MCX. mcxovrebi
a.S. ase Semdeg
da aS. da ase Semdeg
da sxv. da sxva (da sxvebr)
Q. gverdi
el ese igi
ew. egreT wodebull'i
iX. ixileT
mag. magall 1Tad
n naxeT
nax. naxazi (naxati)
S. saukune
SS. saukuneebi
w. welli (wells, whis)
W.W. w Bebi (wBebSi, wlebis)
t toni

dauSvebe B ia teqstSi sityvebis Semdegnairi Semok B eba:
g-na _ garxana
T-ka _ fabrika
Tav_re _ Tavmgdomare da sSxv.
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sagmian mimoweraSi
Secdomebi

Ttipuri
sworia

direqtoris moadgi e
(xe I mowera)

# 123

§ 10 da 15

351 750

#1950

VI kvartali

XIX saukune
2006-2007 ww. gegma
1998 whis 10 ivhiss
2006-2007 saswavlo weli
100 whisTavi

20 toniani

4 kg

10 1.

cxrilis nomeri
tipobrivi, tipuroba
fotopiri

gegnuri

25°5

zomiT 20X25mm

50%

dedanTan sworia

gavrcellebull i

arasworia

direqtori

(noadgi Bis xe Imowera)
Hi 12,3

8§ 10 da 15

351. 750

#1 950

ne-VI kvartali
XIX-e saukune
2006-2007 ww. gegma
aw. 10 ivliss
2006-2007 saswavlo wel'i
100 _ whisTavi

20 _ toniani

oTxi kg.

aTi 1.

cxrilis #
tipiuri, tipiuroba
fotoasli

gegmiuri

25,5°

zomiT 20mmX25mm
ormocdaaTi %
dedanTan sworea

nawi i1 meoTxe

orgtegnika da sakomunikacio
saSuall ebani

Tanamedrove dawesebu Beba _ saxe Imwifo Tu kerZo,
mxoBod ofisi da maRaBkvaBificiuri specialisti
rodia. dRevandeBoba biznesisa da misi marTvisadmi
srulliad axBebur midgomas iTxovs. komerciulli da
operaciuli kavSiris aucilebBobam, dasanuSavebeli
informaciis siWarbem moiTxova dawesebulebaTa Tu
biznesiT dakavebu l kerZo pirTa Tananedrove orgtegni-
kiT aRWurva.

orgteqgnika ewodeba specialur tegnikur saSualle-
baTa kompBegss, romBis saSualebiTac wydeba kerZo
TirmaTa Tu saxe Inwifo dawesebu BebaTa sammarTvelo
sagmianobisa da sagmiswarmoebis avtomatizaciis sak-
1Txebi. an sagmes emsaxureba: kompiuterebi, sxvadasxva
saxis ganoTvliTi da gasanravBebe D1 tegnika, peijert,
mobi Buri telefoni da bevri sxva, romBebic uzrunve-
Byofen sagmianobis siswrafesa da sizustes.

sakomunikacio saSualebani. informacia dawese-
bullebaTa Tu calkeull biznesmenTa efeqturi muSaobis
ZiriTadi resursi gaxda, aniton informaciis droul
miReba-gadacemas sull ufro mniSvne Bovani ro i eniWeba
komerciull sagmianobaSi.

korespondencia, saerTod, sagniani urierTobis ansaxve-
B masalla, organizaciebsa Tu callkeul Tirma-kompaniebs
Soris tradiciull safosto kavSiris garda, SeiZleba ga-
daices telegrafiT, telegsiT, TagsiT, eleqtronuli fos-
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TiT da sxva tegnikuri saSua B ebebiT. mok Bed maT Sesaxeb.
telegrafi _ satelefono kavSiris sayovel Taod
miRebu B 1 Semok BebuBi saxe Bwodebaa.

satelegrafo kavSiri _ aso-cifrulli Setyobinebis
(telegranis) eleqgtronuli an radiosignallebiT raime
manZi B ze gadacenaa.

satelegrafo kavSiri dokumenturia. Setyobinebas
adresati Rebulobs swrafad da dabewdili tegstis
saxiT, rasac gansakuTrebiT didi nmniSvne Boba eniWeba
marTvis sferoSi, sagnian da komerciull kavSirgabnu B obaSi.

satelegrafto kavSiri eleqtrokavSirgabnu B obis uz-
ve Blesi saxeobaa.

1832 wells pavle Silingma pirveBad ganaxorciella
satelegrafo signallebis gadacema. 1837w. amerike Bma
mxatvarma samue I morzem gamoigona e leqtromeganikuri
telegrafis aparati. nondevno well's ki manve daamuSava
satelegrafo kodi, romeBic cnobilia morzes kodis
saxe BT, mis mier gaumjobesebu B1 telegrafis aparatebi
daidga amerikis komerciull satelefono xazze (vaSing-
ton-bal tinmori) 1844w.

satelegrafo kavSiris Semdgom ganviTarebaSi didi
wvBilBi Seitanes r. i1akobim, J. bordonm, g. daSkeviCna da
Sxvebma.

Setyobineba depeSiT (teletaipograniT) Cable

zogjer organizaciis mier kavSirgabmu B obis ganyo-
i Bebidan te Begranis gagzavnisas standartulli b Bankebis
nacv Bl ad gamoiyeneba sabeWd manganaze (kompiuterze) ori
intervalliT, or egzempl 1arad Sedgeni B1 teqsti (sagarTve-
Bos farglebSi _ garTull enaze), safosto indegsis
gamoyenebis gareSe. gaugebrobis Tavidan asacileblad
sasurve l1a tegstSi wertilis dasmis nacvlad daiw-
eros wrt., mZinis nacvlad _ mZ, nonris _ nr da sxv.
teqsti cifrebiT ar unda mTavrdebodes.
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telegranis qveS iwereba organizaciis misamarTi, Xxe-
InZRvane B is xe Bmowera, damowmebu B 1 beWdiT.

safosto misamarTis garda organizacias SeiZleba
hgondes satelegrafo misamarTi, magaliTad: TbilRisi
98-ellva

telegsi _  saabonento telegrafis saerTaSoriso
specializirebulli (ganoyofili) gselia is mogmedebs
100-ze met qveyanaSi. saerTaSoriso kavSirgabmu B obaSi
gamoiyeneba BaTinuri anbani, sasveni niSnebiTY(tegsts
gagzavna BaTinuri SriftiT Sedgenili qarTulli si-
tyvebiTac SeiZ Beha).

telegsiT Setyobineba sagniani werilis anall ogiurad
iwereba: misamarTi _ saTauri _ tegsti _ daskvniTi
Traza _ gamgzavnis misamarTi.

Tagsi telefonis da telegsis sinTezia. is SeiZle-
ba ganvixi BoT, rogorc aslis gadaRebis sistem, romelic
adresats aZlevs dokumentis asls. fagsimi Be (faximile

BaT. gaakeTe msgavsi) swored agedanaa termini ~fag-
si-. Tagsimi Buri dokumentebi sull ufro did rols
asru Beben sagnian mimoweraSi, mas iyeneben kontragtebis,
komerciu B 1 winadadebebis, sarekBamo Tu sxva masalis
gadasagzavnad. Tagsis tegnikuri SesaZBebBobebi ar
iZBeva dokumentis originallis gadagzavnis saSuall ebas,
amitom, gaugebrobis Tavidan asaci BebBad sjobs fagsTan
erTad, FfostiT gaigzavnos (saWiroebis SemTxvevaSi)
originali.

Setyobinebis gadacema xdeba sateBefono xazebiT,
amitom fagsis nomeri, Fagtobrivad, abonentis nomers
emTxveva.

galaqgis FargBebSi fagsis gadacema xdeba qveynis da
galagis kodis gareSe. Tagsis SemadgeneBi nawi Bebia
telefoni, skaneri (wankiTxve B'i mowyobi B oba), printe-
ri (sabeWdi mowyobi B oba), modemi (satelefono xazi-
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saTvis) dokumenti gardaigmneba cifrull formaSi da
gadaecema mimReb aparats, sadac xdeba dokumentis dub-
Bikatis _ TagsimiBes gaRaldze formireba. printeri
Settyobinebas beWdavs, rogorc wesi TermomgrzZnobiare,
aseve Cveu Bebriv, A4 formatis gaRall dzec.

TagsiT weriBebis gagzavnisaTvis organizacia stam-
buri wesiT amzadebs fagsis bBanks embBeniTa da Tavi-
Si rekvizitebiT.

dasav B eTis gveynebis pragtikaSi, fagsiT eleqtronu-
Bi xeBmowera (Fagsini Be) kontragtebisa da miSvnel o-
vani sabuTebis gagzavnisas savsebiT sakmarisia.

Tagsi progranirebadi xelsawyoa, romBis gamoyene-
bac mraval reJimSi SeiZBeba. erT-erTi redimi iZBeva
as Bebis gadacemis saSualebas. pragtikaSia agreTve
eleqtronulli fostidan fags-modemis saSuallebiT gag-
zavni B'i Setyobinebis fagsiT miReba.

Tagsis gagzavna sagarTve B odan sxva qveynebSi marti-
vad xdeba (saTanado telefonis kodebis gamoyenebiT).

eleqgtronulli fosta _ E - mail gaxda internetis
arsebobis mizezi. igi muSaobs ise, rogorc tradiciu-
B fosta, im gansxvavebiT, rom e leqtronu Bad gadacema
ufro swrafad xdeba. E - mail-is saSuallebiT gadaicena
ara marto tegnikuri informacia, aramed suraTebi, nax-
atebi, audio da videomasalebic.

E - mail _ sagmiani urTierTobebis erT-erTi yve Baze
gavrce Bebu Bi saSuallebaa. is ofisis, sxvadasxva dawese-
bulebaTa avtomatizaciis mniSvne Bovani komponentia,
ugaRaldo meTodiT informaciis miReba-gadacenis da
damuSavebis gseBuri sistenaa, sadac dokumentis formire-
ba da Senaxva kompiuteris mexsierebaSi xorciell deba,
xolo gaRaldi ki gamoiyeneba rogorc kompiuteris
mexsierebidan miRebu @1 dokumentis asli.

telefoniT Setyobinebis mniSvne B ovani nawi Bi Sxva-
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dasxva mizeziT ver gadaecema (abonenti adgill ze araa,
dazianebaa da sxv.) eleqtronulli fostiT ki, dialogSi
kompiuterebia CarTu 1, romel Ta mexsierebac wakiTxu-
B1 Setyobinebis da waukiTxavi gzavniBebis Senaxvis
saSualebas iZBeva. gangzavni programa _ redagqtoris
saSuallebiT ayal ibebs Setyobinebas adresatebis siiT.
gagzavnis Semdeg is miRebu i dokumentebis “safosto
yuTSi~ inaxeba, saidanac mimRebi Sesabamisi programiT
("moTxovnamde~ reJimiT) amoiRebs, daanuSavebs, gaagzav-
nis argivSi da sxv. kompiuterSi (serverSi) “safosto
yuTs~ miniWebu B1 aqvs saxelBi1 (nisamarTi).

informaciis gadacema xdeba sateBefono qgseliT,
monacemnTa gadacenis diskretulli arxebiT, Tanangzavru-
i (satebituri) arxebiT (erTdroullad erT an ram-
denime adresats).

aRsaniSnavia _ dokumentebis e I-FfostiT gagzavna gac-
i BebiT i1afia, vidre FagsiT, magran mis nak Bad iTvHleba
is, rom gadacenu B'i informacia nak Bebad aris daculi,
da kidev erTi, _ misanarTi el -FostiT gagzavni B wer-
ilis aucilebeli ellementia

kavSirgabmu Bobis tradiciul1 Tu sxva, Tanamedrove
orgtegnikasTan erTad, arsebobs personaluri (piradi)
saSua B ebani, romBebic awesrigeben, saTanado atmoster-
osa da imijs gmnian, aadvilBeben da efeqturs xdian
sagmian adamianTa muSaobas. maT gareSe dRevande B sax-
elImwifo moxele Tu kerZo mewarme warmoudgene I ia.

personaluri orgtegnikidan sagniani adamianebisaTvis
yve Baze auci Bebelia eBegtronuli TanaSemwe _ nout-
bugi, (Notebook), esaa msubugi, portatull i kompiuteri,
ronlis sxvadasxva model i arsebobs.

nak Bebi tegnikuri SesaZBeb B obebi agvs da Sesabam-
isad i1aficaa jibis (Palmtop) eleqtronulli biznes-
bl oknotebi (eBegtronuli ndivnebi). biznes-bl okno-

161



ti inaxavs dRis gegmas, Fasebs, dokumentis nomrebs, agvs
maRviZara, taimeri, konfidencialuri Caweris (paroliT)
reJinmi.

callke Jgufs gmnian sxvadasxva modelis e Begqtronu-
01 Tarjimnebi (8-10 enaze TargmniT), jJibis da magidis
kalku Batorebi da aS.

sagniani adamianis Tavisuf Bebis xarisxis gazrdas
ensaxureba personaluri radiogamoZaxebis sistena
peijeri.

peijeri (Page _ gamoZaxeba) _ esaa all fabeturi
cifrulli fagsi JibeSi, informaciis calmxrivi gadace-
miT. €teBefoniT peijingur ternminall Tan darekvis Sen-
deg ramdenime wuTSi pei jeris ekranze ganoCndeba saWiro
informacia.

mobi Buri telefoni. ukanasknel wHBebSi sagmiani
adamianebis auciBebeli atributi, metad saWiro elle-
menti, gaxda mobiBuri telefoni FiWuri qgselebiT,
romelic sul ufro da ufro xSirad cvlis Cveu-
Bebriv telefons. igi wamatebiT gamoiyeneba ara marto
respub B ikis SigniT kavSirisaTvis. saerTo evropulli
GSM _ 900 cifrulli standartiT, nobi Buri telefo-
nis aparatiT pirovnebas SeuZl ia sxvadasxva qveynebidan
pirdapiri daSifrulli kavSiri igonios (igive nomriT)
Tavis qveyanasTan (ew. avEomaturi riumingi). anisaTvis
gamoiyeneba sabaziso sadgurebi (gamaZlierebBebi), ron-
Bebic seqtorebad dayofili teritoriis (FiWebis)
kuTxeebSia ganBagebu I i.

Tanamedrove, civi lizebuli sanyaro warmoudgene I ia
globaluri kompiuterulli gselis _ internetis gareSe.

interneti (Internet). erTmaneTTan SeerTebull ram-
denime kompiuters, romBebic erTad iyeneben resursebs
da cvlian informacias, qseli ewodeba. maT Bokaluri
gse Bebis saxeiT icnoben (Lokal area network (Semok-
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BebiT LAN). aseTi gselBebi geografiullad ganlagebu-
Bia erT adgi B ze (SeiZBeba erT oTaxSi, dawesebu l eba-
Si, randenime korpusSi da aS). Tu BokaBuri gselebi
gaerTiandeba, maSin isini did teritoriaze gaiSHeba
aseT qgsellebs globaluri (Wide Area network) gseli
ewodeba.

interneti swored aseTi globaluri da Bokaluri
gse Blebis gaerTianebas warmoadgens msoflBio masSta-
biT. anu interneti msoflio Ria sakomunikacio in-
frastrugturaa, romelic urTierTdakavSirebulli ko-
mpiuterulli gselebisagan Sedgeba da daSorebuli in-
formaciis mopovebasa da kompiuterebs Soris infor-
maciis gacvlas uzrunvelyofs.

internetis Segmna daiwyo 1969 well's aSS-Si (pentag-
onis perspeqtul gamokv BevaTa saagentoSi). Tavidan oTxi
kompiuteri gaerTianda.. Sendeg TandaTan izrdeboda maTi
raodenoba da programu B1 uzrunve lyofis nairsaxeoba.

axal1 era internetSi 1991 wlidan daiwyo, rodesac
internetis Semadgene I nawi Bad 1gca WWW (World wide
web _ msoflio obobas gseli, Semok BebiT web). nisi
tegno B ogia eyrdnoba hipertegstur da hipermnedia in-
Tormaciis Ziebas da gacvlas. WWW qgsel1 saSuall ehas
iZBeva nebismier internetSi movZebnoT da wavikiTxoT
web-gverdi.

inisaTvis, rom sxvadasxva gselebTan (nisamarTebTan)
muSaoba gaadvi Bebuliyo, Seigmna sakvanZo kompiuterebis
domenuri sistema, romelTa misanarTi Sedgeba randenime
asosa da cifrisagan, isini erTmaneTisagan wer€i BiT ari-
an gamoyofi Ini. wertilebs Soris monakveTs domeni (ing.
are, teritoria) ewodeba. domenis mar gvena mxare aRniS-
navs globalur gsels da ewodeba pirveli donis, an ana
Tu in qveynis domeni. marcxniv gan Bagebul i ki, an gBobaBuri
gselis calkeuli ubnis dasaxeBebas warmoadgens.
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saerTaSoriso SeTanxmebiT TiToeuli qveynisaTvis
gamoyoFi B1ia garkveuli, 2-3 asosagan Semdgari koduri
aRniSvna (misamarTi). ase, magall iTad, Tu saitis misamar-
Tis dasasrullia "GE~, maSasadame saiti sagarTvelos
domenSi imyofeba, Tu "UK~ _ didi britaneTis da aS.
garda amisa, arsebobs pirveli donis randenime domeni,
romBebic geografiasTan ki ar arian dakavSirebu lni,
aramed saitis mimarTulebasTan _ magalliTad: "COM~_
komerciulli, "ORG~_ arakomerciu i, "EDU~_ saganmanaT N e-
bl o organizaciebisaTvis da aS. TiToeull maTgans Tavisi
specifika da Tvisebebi gaaCnia. mag. "COM~ zona inter-
netis ganviTarebis gariJraJze Seignna komerciulli or-
ganizaciebisaTvis da masSi moxvedra SeeZB o nebismier
Tirmas, romelic registraciis xar jebs gaiRebda. mis-
gan gansxvavebiT, "EU~ domenis abonentebi mxo 1 od evrokav-
Siris wevrebiT Semoifargleba da aS.

meore donis domenebi organizaciebsa da kerZo pirebs,
rogorc wesi, ijariT, yove Bwliuri gadasaxadiT eZleva,
an domenis saxe Bwodebac, ise rogorc nebismieri sxva
donisa, unda Sedgebodes BaTinuri anbanis asoebisa da
cifrebisagan. sakuTari saitisaTvis meore donis dome-
nis saxe Bwodebad iseTi sityvis amorCevas cdi loben,
rome lic organizaciis saqonlis dasaxe Bebas an saqgmi-
anobis mimarTuBebas Seesabameba, 1oMBad ikiTxeba da
advi Bad dasamaxsovrebel ia.

meore donis domenis mFBobels mesame da Semdgomi
doneebis ganusazRvre 1 raodenobis misamarTebis Seqn-
nis SesaZlBebBoba aqgvs.

pirvel 1 donis (saerTaSoriso) domenebis magall iTebi:

Ge _ sagarTveBosaTvis
UK _ didi britaneTisaTvis
US = aSS-saTvis
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Ru = ruseTisaTvis

fr = safrangeTisaTvis

com = komerciullisaTvis

edu _ saganmanaT Beb B o organizaciebisaTvis

Org _ arasamTavrobo da arakomerciulli organiza-
ciebisaTvis

Net _ im organizaciebisTvis gse Bebis mmarTvas rom
emsaxurebian

@ _ komerciull'i at. an niSnis marcxniv aris domeni,

romne B ic organizaciis dasaxe Bebas an konkretulli piris
saxe s aRniSnavs.
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sagmian urTierTobebsa da saqgmis
gaRal debSi1 gamoyenebu B i cnebebisa da
terminebis mokBe HBegsikoni

abzaci _ 1 tegstis nawilli, rombis pirveli striqo-
ni cotaTi Seweulia 2. TviT Seweulli strigoni.

abreviatura _ 1. pirobiTi SemokBeba sityvebisa
weraSi. 2. sityva, romellic warmoadgens ori an ramden-
ine sityvis Semok lebas.

administracia _ 1. mmarTveBobis organoebi war-
moeba-dawesebu BebaSi. 2. warmoebis mmarTvelB i pirebi.
3. aRmasrullebeli xelBisuflebis organoebi, qveynis
callkeu B 1 nawi Bebis mmarTve I oba.

adresanti _ piri, ronellic gzanis werill's, depeSas da misT.

adresati _ dawesebulleba an piri, romellsac egza-
vneba dokumenti.

avTentikuri tegsti _ TviTmyofi, sarwmuno pirvel -
wyaroze damyarebu i, xe BSekru Bebis nandvi B teqgsti,
Sesrullebulli yvela formaluri mxaris dacviT da xe-
Imoweri 01 saTanadod uf BebamosiBi pirebis nier.

avtografi _ 1. dokumenti, dawerilli avtoris Xxe-
BiT. 2. xeBnaweri niSani, Sesworeba, damateba an xel -
mowera dokumentze.

avtori piradi warmoSobis dokumentisa _ piri,
rome Imac Seadgina an xeli moawera sxva vinmes mier
momzadebu B piradi warmoSobis dokuments.

avtori samsaxurebrivi dokumentisa _ dawese-
bu Beba an Tanandebobis piri, ronlis saxeliTac Sedge-
ni B 1a dokumenti.

allbomi _ FotosuraTebis, naxatebis, Begsebis, naxa-
zebis, graviurebisa da aS. krebuB'i, moTavsebu Bi (gaer-
Tianebu i) sagaRal deSi, rveu BSi an wignSi.

anonaweri _ tegstobrivi dokumentis nawi Bis asli.

anotacia dokumentebisa: 1. saarqivo cnobari (meg-
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zurebSi, mimoxi BvebSi da aS.) da sainformacio doku-
mentebis masalebis Sinaarsisa da maT Semadgenl obaze
cnobebis mokBed gadmocema. 2. mok Be daxasiaTeba gan-
sakuTrebiT mniSvne Bovani dokumentebisa, romel Ta Si-
naarssa da Taviseburebebs ar Seicavs sagnis ydaze mo-
Tavsebu 1 saTaurti.

argumenti _ raime debuBebis dasamtkicebBad moy-
vani b1 sabuTi, mtkicebis ZiriTadi nawi I,

arqivi _ 1. dawesebu Beba an dawesebu Bebis strug-
turulli nawi ki, ronlis ZiriTad fungcias warmoad-
gens dokumenturi masall is miReba, aRricxva, Senaxva, maTze
samecniero-sacnobaro aparatis Sedgena da dokumenturi
masa l ebis gamoyenebis organizacia po B itikuri, samecni-
ero, kulturul-saganmanaT BebBo da sxva mizniT. 2.
dokumenturi masallebi, dagrovi B dawesebu Bebis, call keu-
b1 piris, ojaxis, gvareu B obis sagnianobis Sedegad.

arqivsacavi _ saargivo masallebis Sesanaxad spe-
cialurad mowyobi 1 Senoba, an oTaxl.

arqivis dakompBeqteba _ arqivis sistemuri Sevseba
dokumeturi masalebiT misi profilis Sesabamisad.

arqivis pasporti _ periodulli angariSgebis do-
kumenti, romelBic Seicavs cnobebs Senaxvis pirobebis
Sesaxeb dokumenturi masalebis mocu B obasa da arqivis
kadrebze.

asbis piri _ grafikulis, tegnikuri dokumentis
nawi Bis as b1, danowmebu Bi dadgeni b1 wesiT, agreTve
kino-Foto, an fonodokumentis nawi Bis asli.

augcioni _ sajaro vaWrobiT raime gonebis, nivTeb-
is gayidva, rodesac nivTi rCeba yve Baze meti safasuris
gadanxdell s.

aqtebi _ ganmazogadebe Bi dasaxe B eba dokumentebisa,
romBebsac aquT samarT Bebrivi nniSvne B oba da gaforme-
bull1a dadgeni B1 wesiT.
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aqcepti _ 1. Tanxmoba xe B Sekrulebis dadebaze; 2.
warwera gadasapirebe B Tamasugze, romBiTac gadamxde-
B1 adasturebs Tavis vall debu Bebas, gaanaRdos Tamasu-
qi masze miTiTebul vadaSi. agcepti formdeba agceptan-
tis mier warweriT: “agceptirebulia~ da xelis mower-
iT. 3. bankis Tanxmoba gadasapirebel Tamasugze aRniSnu-
B1 gadasaxadis garantiis Sesaxeb.

aqcia _ Tasiani gaRaldi, gamoSvebuli agcionerTa
sazogadoebis mier, ronmelic uflebas aZlevs mis nFlo-
bel's miiRos garkveuli Semosaval i1 agcionerTa sazoga-
doebis mogebidan.

aqcizi _ arapirdapiri gadasaxadi brunvis gadasax-
adis msgavsad, magram vrceldeba mxoBod zogierT
saqone B ze (sigaretebi, spirtiani sasmeBebi da asS.)

aqcioneri _ piri, romelic agcionerTa sazogadoe-
bis wevri xdeba misi agciis an aqciebis SeZenis safuZ-
ve l ze.

b

bazari _ sabazro ekonomikaSi aRwarmoebis nTe-
B1 procesis momcve b1 Fenomenia, ekonomikuri sivrce,
sadac TviRregu B irebis meganizmis safuzvelze yallib-
deba urTierToba sagonlisa da momsaxurebis, mwarmoe-
bBebsa da momxmarebBebs Soris.

banki _ sakredito-safinanso dawesebu Beba, romblis
mTavari Ffungciac aris droebiT Tavisufali saxsrebis
akumuBacia da maTi gacema kreditis saxiT droebiT
sargeb B obaSi Fizikur an iuridiull pirebze.

banknoti _ Fullis sakredito niSani, romellsac uS-
vebs centralluri saemisio banki.

baJi _ saxe Bnwifo Fulladi mosakrebe i, riTac ibe-
greba Semotani b1, gatanili da tranzituli sagoneli,
goneba da sxvadasxva faseu ll oba.

Tavisi mizandasaxu BobiT baJi ori saxisaa: Fiskaluri,
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rome Bic emsaxureba saxe Bnwifo biujetis Semosavlis
gadidebas da protegcionuri, roca sabaJo gadasaxadi
gamoyenebu lia ucxouri warmoebis 1afi da ma-
RaBkonkurentunariani saqonBisagan saSinao bazris
dasacavad.

barterulli vaWroba _ erTi sagonBis an momsax-
urebis meore sagone lsa da momsaxurebaze naturalluri
gacvlla

beWedi _ specialluri StampiT gaRaldze, Bugze, san-
Tel ze an sxva masaBaze gakeTebu i anabeWdi. warmoad-
gens dokumentebis damowmebis erT-erT saSuall ebas.

bibBiografiulli cnoba _ saargivo cnoba, romelic
Seicavs monacemebs pirovnebis (pirovnebebis) Sesaxeb.

biznesi _ nebismieri sagnianoba, pirve l yovlisa, sane-
warmeo, rome lsac mogeba moagvs.

birJa _ organizebulli bazari, sadac xdeba fasiani
gaRal debis (safondo birJa), valutis (savaluto bir-
Ja), masobrivi warmoebis, standartulli da erTsaxovani
sagon B is (sagonlis birJa), yidva-gayidva, rogorc wesi,
birJdas hyavs wevrTa Figsirebuli SemadgenBoba da ey-
rdnoba vaWrobis mkacr wesebs.

brakeraJi _ mza sagonBis xarisxis Semowmeba, gan-
sazRvra, cudi xarisxis nawarmis gadarCeva;, wundeba.

brauzeri _ informaciulli masalis vizualizaciis
(daTvalierebis saSualleba) komponenti, romelic Tan-
amedrove kompiuterebis progranulli uzrunvelyofis
SemadgenBobaSi Sedis da internetSi muSaobis mxar-
dasaWeradaa gaTvall iswinebuli. brauzeri gse lidan gada-
gzavnil1 informaciulli masalis (tegstis, grafikis,
animaciis) daTvalierebisa da xmovani Tanx Bebis mosme-
nis saSualebas iZleva.

brifingi saxe Inwifo moRvaweTa Sexvedrebi da

saubrebi masmediis warmomadgen BebTan. pres-konferen-
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ciebisagan gansxvavebiT ufro xanmokBe da nak Bebad
oficialuri.

brokeri _ Suamavali myidve lsa da ganyidvel's Soris
kontragtebis dadebisas, komerciulli, savaluto da
sadazRvevo operaciebSi. igi daspeciallebu lia gansazRvru-
B saxiT sagone B sa da momsaxurebaze, mogmedebs k I 1ent-
Ta davaBebiT da maT xarjze, maTgan iRebs anazRaurebas.

Y
gadasaxadi savaldebulo mosakrebeli, romelic

Tigsirebulad gadairicxeba saxe Inwifto (adgi Bobriv)
biugetSi mocenuli qveynis Fizikuri da iuridiuli
pirebis mier kanonmdebBobiT dadgeni Bi sagadasaxado
ganakveTis Sesabamisad.

gadaxdisunarianoba _ saxeBmwifos, turidiulli an
Tizikuri piris unari, droullad da nT Bianad Seasru-
Bos savaWro, sakredito da fuladi xasiaTis sxva
operaciebidan ganomdinare sagadasaxado vall debu B ebani.

gadasaxadis zRvrulll ganakveTi _ damatebiTi
(gadasaxadiT dasabegri) Semosavlis willi, romlis gada-
xdac auci Bebelia gadasaxadis saxiT.

gakotreba _ Finansuri kraxi, romelic dadgenilia
sasamarT Bos mier. gakotrebis oficialurad gamocxa-
debis dRidan kompania kargavs Tavisi gonebis gankargvis
ut Bebas.

ganmkargu Bebe B'i dokumentebi _ dokumentebi, rom-
BebSic Tigsirebulia dawesebuBebis gadawyveti Beba
administraciull da organizaciull sakiTxebze.

gasuli dokumenti _ dawesebu Bebidan gagzavni i
dokunmenti.

gasulli nomeri dokumentisa _ dokumentis sareg-
istracio nomeri, dasmu B1 gamgzavnis mier.

gauTvaliswinebe i inflacia _ infFlaciis done,
romelic gansazRvrulli periodisaTvis mosalodnell ze
ufro maRal i1 aRmoCnda.
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gerbis gaRaldi _ gaRaldi saxeBnwifo gerbis an
sxva romelime saxe@nwito embBemis gamosaxuBebiT.
gamoiyeneba samoga Bago-samarT Bebriv sakiTxebze doku-
mentebis Sedgenisas.

geSefti _ gamorCenis (mogebis) mizniT wamowyebu I'i
sagme, urigo sagmianoba.

globalizacia _ cneba, romelic kaciobriobis sa-
zogadoebrivi yoTierebis sxvadasxva formiT gaerT ianeb-
isa da Serwymis survills aRniSnavs.

granti _ inovaciuri xasiaTis (ix. inovacia) san-
uSaoTa miznobrivi SeRavaTiani an daubrunebe Bi dafin-
anseba. grantis miRebis pretendenti SeiZleba iyos erTi
piri an garkveuli jJgufi, romelsac damuSavebu l'i agvs
progresull i idea, magram ar gaaCnia dafinansebis saku-
Tari wyaro. granti Cveu Bebriv gaicema konkursis wes-
iT. igi eZBevaT saxelnwifo strugturebs, mewarmeebs,
kerZo firmebs garkveull valdebulebaTa dakisrebiT.

grifi dokumentze _ aRniSvna dokumentis saidum-
B oebis, mniSvne Bobis, Sesrulebis siswrafisa da aS.
Xarisxis Sesaxeb.

d

dagegmi 1 investiciebi _ Tanxebi, romeBTa in-
vestirebasac Firmebi gegmaven an varaudoben.

dazRvevadi riski _ movBena (romBis saSuallo
gameorebadoba SeiZMBeba sakmarisi sizustiT davadgi-
noT), romelsac SeuZbia zarali ganoiwvios da Tavis
mxriv, SeiZBeba avici 1OT sadazRvevo po Bisis SeZeniT.

damatebiTi Rirebulleba _ Firmis mier gayidulli
produgciis Rirebulleba minus nakeTobaTa (masalebis)
Rirebulleba, romeBic Firman SeiZina da gamoiyena mis
sawarmoeb B ad; to lia amonagebisa, romel ic moicavs xe-
I fass, giris, sargebBis da mogebis eqvivallents.

damatebiTi Rirebulebis gadasaxadi _ Firnis
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mier gayidull sagone I Ta Rirebulebasa da mis mier sxva
Tirmebisagan SeZenil sagoneBTa Rirebulebas Soris
gansxvavebis gadasaxdelli.

damcavi, proteqcionistulli baJi _ baJi, romel-
ic dawesebu B1a saqon B is saSinao mwarmoeb Bebis dacvis
mizniT ucxouri nwarmoeb Bebis konkurenciisagan.

danazogebi _ Semosavali gadasaxadebis gadaxdis
Sendeg, romelic daxar jull ia, ara sanomxmareb B o sagone ll -
Ta SeZenaze: igi gadasaxadebis gadaxdis Semdeg darCeni-
B1 Semosavlebisa da piradi moxmarebis xar jebis sx-
vaobis tolia

daskvniTi ogmi _ oficialuri dokumenti, romelic
rogorc wesi, daerTvis ZiriTad xelSekrulebas da
moicavs SeniSvnebs, dazustebas an callkeul mux @ Ta gan-
martebas.

dafraxtva _ gemis dagiraveba.

dawesebu Bebis rekvizitebi _ dokumentis bBankze
asaxu b1 monacemebi (misamarTi, telefonis, fagsis no-
meri da sxv).

daxuruli ekonomika _ qveynis ekonomika, romel-
sac ar Semoaqvs da ar gaaqvs saqone Bi da momsaxureba.

debeti _ Canawerebi buRaltrull angariSSi, romel-
ic mowmobs, rom agqtivis Rirebuleba (nagall iTad, ucx-
ouri valutis, romelic mocenul1 qveynis mogalagis
kuTvni Bebaa) Semcirda.

debitori _ davalianebis mgone Fizikuri da iu-
ridiuli piri.

devallvacia _ fullad erTeullSi (erovnull valuta-
Si) oqros SemcveBobis oficialuri Sencireba an misi
kursis dacema sxva qveynebis valutebTan SedarebiT.

dezavuireba _ visime gancxadeba, rom igi ar eTanxme-
ba Tavisi warmomadgen B is, rwmunebu Bis mognedebas (uf Be-
banosi Bebis gadaWarbebis gamo).
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dezinformacia _ informaciis erTi obieqtidan me-
orisaTvis mizanmimar Tu i gadacema in situaciaSi, rode-
sac misi realizacia mizanSewoni Bia pirvelisaTvis da
mizanSeuwone B'i meorisaTvis.

dekBaracia _ saxeBmwifos an saxeBmwifo jgufis
mier gancxadeba, rome B Sic ayall ibeben TavianTi sagmiano-
bis mimarTulebasa da principebs, ganoxataven TavianT
pozicias konkretull sakiTxTan dakavSirebiT.

dekreti _ xeBisuflebis umaRBesi organos dad-
geni B eba, gankargu B eba, rome Bsac kanonis Zalla agvs.

delBiveri _ werillobiTi gankargulleba sagonlis
gacemis Sesaxeb.

dempingi _ sagon B is eqsporti xelovnurad dagveiTe-
bullt fasiT (TviTRirebulBebaze dabBac), potenciuri
konkurentebis Seviwrovebisa da bazris dapyrobis mizniT.

depoziti _ 1 Sesanaxad Setanili fuladi saxsre-
bi an Fasiani gaRal debi safinanso-sakredito, adminis-
traciull da sabaJo organizaciebSi. 2. movalis mier
sasamarT Bo dawesebu BebaSi kreditorisadmi gasacemad
Setanil1 fulladi Tanxa an fasiani gaRal debi.

depozituri dawesebulleba _ Firma, romelic
anabrebs Rebu Bobs sawarmoebisa da calkeuli pirebi-
sagan; komerciu B banki, Semnaxve I -gansesxebu li asoci-
acia, urTierTSemnaxve Bi banki da sakredito kavSiri.

dilleri _ fizikuri an turidiulli piri, romelic
safondo birJis wevria da profesiull doneze vaWrobs
Tasiani qaRaBdebiT. brokerisagan gansxvavebiT, romel -
ic Suamavalia, dileri operaciebs sakuTari xar gebiT
awarmoebs. mas ara agvs ufBeba, uSuallod kB ientebTan
dados SeTanxmeba. igi garigebas awarmoebs brokerebTan.

distributori _ Firmis agenti, ronelsac evalleba
an Firmis produgciis reallizacia garkveull regionSi.
igi muSaobs Sesabamisi saqon B is mwarmoebe I FirmasTan
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dadebu B'i saxel Sekru Bebo SeTanxmebis safuzve I ze. igi
birJasTan ar aris dakavSirebuli da mogmedebs Tavisi
saxeBiTa da angariSiT.

dokumenti 1. raime uflebis an iuridiuli mniS-
vne Bobis Tagtis damadasturebeli sabuTi (mindobi-
B oba, metrika); visime vinaobis damadasturebe B i mow-
moba. 2. Faqtebis, SemTxvevebis, sagnebis, obieqturi si-
nandvi Bis, mov B enebisa da adanianis gonebrivi sagmiano-
bis, weri bis, grafikis, naxatis, fotografils, bgerweris
saSua B ebiT, an sxva xerxiT speciallur masallaze asaxvis
Sedegi.

dokumentis asBi _ dokumentis tegstis piris
(gamosaxu Bebis, xnis) gadaReba.

dokumentireba _ dokumentebis Segmnis procesi.

dokumentis TariRi _ dokumentis Sedgenis an Xe-
Inoweris dro (ricxvi, Tve, weli), miTiTebu B masze.

dokumentis daTariReba _ dokumentis Segmnis
drois dadgena.

dokumentbrunva _ 1. dokumentebis moZraoba dawese-
bu BebaSi maTi miRebis an Segmnis momentidan Sesru leb-
is damTavrebamde an gagzavnamde. 2. drois garkveul
monakveTS1 dawesebu BebaSi Semosul1 Sida an gasulli
dokumentebis raodenoba.

dokumentis gacema _ gasulll1 dokumentis asli,
romelic rCeba dawesebu BebaSi.

dokumentis dedani: 1. oficialuri warmoSobis do-
kumenti saboBoo redaqciiT, damowmebuBi Sesabmisi
wesiT. 2. xeBwerili.

dokumentis xel@mowera _ dokumentze Tanandebo-
bis piris an avtoris xe Imowera, romelic adasturebs
mis namdvi Bobas (utyuarobas) an amowmebs dokumentis
asls.

dokumentis interpretacia _ ganmarteba dokumen-
tis avtoriseuli azrisa
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dokumentis originali _ 1. dokumentis pirve I daw-
yebiTi egzempBari. 2. dokumentis egzempBari, romelic
warmoadgens sawyis masallas asBis gadaRebisaTvis.

dokumentidan anoReba _ dokumentis ganca Bl kevebu 1
nawi B 1, SerCeull i gamosaqveyneb l ad.

dokumentis formulari _ dokumentis elementeb-
is erToblioba, (avtori, misamarTi, saxeoba, TariRi, sa-
Tauri, Sinaarsi da asS.)

dokumentebis avTentikuroba _ erTi dokumentis
(ZiriTadad dipBomatiuri da iuridiuli xasiatis)
randenime nandvi Bi egzempBaris Sinaarsis srulli Sesa-
tyvisoba.

dokumentis bBanki _ gaRaldis furceli, romell ze-
dac winaswar, beWdurad an sxva raime saSuallebebiT
moTavsebu Bi1a dawesebuleba _ avtoris rekvizitebi,
agreTve, rig SemTxvevebSi gaformebis, daxazvis, tegstis
standartull i el ementebi.

dokumentis saxeoba _ sak BasiFfikacio cneba, romelic
ixmareba erTi dasaxeBebis dokumentebis jguFis (ma-
galiTad, ogmebi _ erTi saxeobaa, brZanebebi _ meore,
angariSebi _ mesame da a.S.) aRsaniSnavad.

dokumenturi masalebi _ dokumentebis zogadi sax-
e Bwodeba miuxedavad maTi Sinaarsis gadmocemis Xerx-
isa

dokumenturi fondi _ nmudmivi da droebiT Senax-
vis yvela dokumenturi masalla (miuxedavad maTi adg-
i Indebareobisa) romBebic igmneba dawesebu Bebis an
callkeul1 pirovnebis sagmianobis Sedegad.

dokumenturi masalebis Senaxvis vadebi _ drois
periodebi, romelTa ganmavBobaSi auci Bebelia sagnis
warmoebaSi danTavrebu i dokumenturi masa Bebis Senaxva.

dokumenturi masalebi pirad Semadgenl obaze _
dokumentebi, romBebic asaxaven calkeuli pirebis sa-
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marT Bebriv, SromiT, sansaxurebriv da sxva urTierTo-
bas saxe Imwifo, sazogadoebriv, kooperatiull Tu sxva
dawesebu BebebTan, adastureben SromiT stals, Sronis
anazRaurebas, ganaT B ebas, Tanandebobrivsa da socialur
mdgomareobaSi momxdar cv b1 lebebs.

dokumentis gasuli nomeri _ dokumentis sareg-
istracio nomeri, dasmu B1 gamgzavnis mier.

dokumentis saregistracio nomeri _ rigiTi nomeri,
romel ic miekuTvneba Semosavlis an gasav B is dokuments
misi registraciis dros, warmoadgens sagniswarmoebis
indegsis nawi B's an mis Semcvells.

dokumentis saTauri _ 1. sagmiswarmoebaSi doku-
mentis Sinaarsis mokBe gadmocema. 2. saargivo sagmesa
da argeografiaSi dokumentis Sinaarsis mokle gad-
mocema da dokumentis saxeobis an saxesxvaobis, misi
Sedgenis TariRis, avtorisa da aS. aRniSvna.

dokumentis saregistracio Jurnali _ dawese-
bu Bebis sagmiswarmoebaSi dokumentebis aRricxvis Ju-
rnalli asaxavs dokumentebis miRebis an gagzavnis Tar-
iRebs, maT Sinaarss, Sesru Bebas, Senaxvis adgi s da aS.

dokumentis saxesxvaoba _ sakBasifikacio cneba,
ixmareba aRsaniSnavad erTi saxis dokumentebisa, romel Tac
aqvT erTnairi miznobrivi daniSnulleba da fornulari
(mag. sxdomis ogmebi _ erTi saxeoba, dakiTxvis oqgmebi _
meore da a.S.).

domeni _ (ing. are-teritoria) saerTaSoriso SeT-
anxmebiT, internetSi TiToeul1 gveynisaTvis ganoyofili
garkveul'i, 2-3 asosagan Semdgari koduri aRniSvna (mis-
amarTi), rome B sac pirveli donis domeni anu am qveynis
domeni ewodeba.

dosie _ raime sakiTxTan, sagmesTan dakavSirebuli
dokunmentebi, erTad Sekrebi B1i; aseT1 dokumentebis Senm-
cveli sagaRall de.
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e
evro (EURO) erTiani evropulli valluta, romelic
SemoRebu Bia ekius nacvlBad evrozonaSi Semavalli 12
queynisTvis (avstria, be Bgia, germania, espaneTi, ir Bandia,
itallia, Bugsenburgi, nider Bandebi, portugall ia, saberZneTi,
safrangeTi, FineTi).

ekonomikuri informacia _ infFormacia sagonlisa
da momsaxurebis warmoebis, danawi Bebis, gacvlisa da
moxmarebis procesebis Sesaxeb.

enbargo _ saxeBmwifo xeBisuflebis mier, saqon-
bis, ogros, fasiani gaRaldebis sazRvargareT gatanis
an sazRvargareTidan Semotanis akrZallva an savaWro
urTierTobis mT Bianad aRkveTa ama Tu im qveyanasTan
ekonomikuri da poBitikuri mosazrebiT.

erTiani saarqivo Tondi _ kompBeqgsi saxelnwi-
Toebrivi, po b itikuri, sanecniero, saxall xo-sameurneo an
kuBturuli mniSvneBobis dokumenturi masallebisa,
romBebic igmneba ori an meti dawesebu Bebis (orga-
nizaclis, sawarmos) sagnianobaSi, romell Tac aqvT (hgon-
daT) erTmaneTs Soris istoriullad ganpirobebulli
kavSiri (Funqciebis erTgvaroba, dagvemdebareba, adgi Bm-
debareoba, memkvidreoba da a.S.), an callkeuli pirebisa,
romBebic erTmaneTTan dakavSirebu Eni arian naTesauri,
profesiulli an sxva urTierTobiT.

etiketi _ 1 sagonel ze, produqciaze dakrulli safa-
briko an savaWro niSani, romell zedac naCvenebia saxel -
wodeba, Fasi da sxv; i1ar biyi. 2. mefis karze, dipll oma-
tiur wreebSi da aS. Tavis daWeris, urTierTobis wese-
bis krebuli. 3. Tavis daWerisa da Tavaziani mopyrobis
wesebi, rac miRebu lia romell ime sazogadoebaSi.

eqsporti _ sazRvargareT sagonlis, momsaxurebisa
da kapitalis gatana sagareo bazrebze realizaciis
mizniT.
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valuta _ qveynis fulladi erTeulli, romelic monaw-
i Beobs saerTaSoriso ekonomikur gacvBaSi da saer-
Tod, dakavSirebulia yove Bgvar fullad angariSswore-
basTan saerTaSoriso urTierTobebSi. valutas miekuTvneba
agreTve, saerTaSoriso saangariSsworebo, fuladi er-
Teu B ebi.

valutis bazari _ meganizmi, romelic uzrunvely-
ofs valutebisa da ucxour valutebSi ganoxatull sa-
gadasaxado dokumentebis (Cekebis), Tamasugebis, akredi-
tivebis da aS. yidva-gayidvas. es procesi xorcie I deba
valutebis gacvlis formiT da moTxovna-niwodebis safuz-
vel ze dadgeni B kursis Sesabamisad.

valutis birJa _ bazris instituti, ronlis meSve-
obiTac xdeba ucxouri valutebis kursis kotireba.

valutis kursi _ warmoadgens erTi gveynis Fulla-
di erTeullis “fass~ ganoxatull's sxva qveynebis fullad
erTeu B ebSi.

valutis kursis gansazRvra (kotireba) _ kur-
sis gansazRvra da kotireba savaluto sistemis mniS-
vne Bovani e lementia ogros standartis pirobebSi vallu-
tis gasacvleli kursi yall ibdeba maTi ogros Sencve I o-
bis _ oqros paritetis safuZvell ze.

veb-gverdi _ internetis gselis Bogikuri erTeulia,
rome Bic erTmiSvne B ovnad misi misamar TiT ganisazRvreba.
(interneti saitebisgan Sedgeba, xo B o saitebi, veb-gver-
debisagan). veb-gverdi SeiZBeba Seicavdes agreTve su-
raTebs, animacias da sxva.

T

Tavisufali (specialluri) ekonomikuri zona _
gveynis teritoriis is nawili, sadac specialuri sa-
marT Bebrivi redimis safuZvelze igmneba xelsayreli
pirobebi sxvadasxvagvari sagareo ekonomikuri opera-
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ciebisaTvis. misTvis damaxasiaTebe Bi niSania Tavisufa-
B1 an SeRavaTiani mewarmeoba.

Tamasuqi _ kanoniT dadgeniBi Formis weriBobiTi
sagadasaxado va B debu Beba, fuladi dokumenti msesxeb-
Bis nier gacemuli kreditoris saxelze, ronBiTac am
ukanaskne B's eniWeba uf B eba mosTxovos msesxebe B's Tana-
sugSt miTiTebu Bi Tanxis gadaxda gansazRvrull vadaSi.

saerTaSoriso vaWrobaSi Tamasuqi angariSsworebisa
da komerciul1 dakreditebis erT-erTi ZiriTadi saSu-
a B ebaa.

Tezisi _ debulleba, momxsenebBis an avtoris mier
dasamtkicebe I -gasaviTarebe b i.

i

iar Biyi _ 1 etiketi (Senakravze) an nawebi (ko lofze),
uCvenebs saargivo Sifrs da sxva cnobebs SenakravSi
(koBofze) arsebuli Sesanaxi erTeulebis Sesaxeb. 2.
saqone B ze dakrulli furceli, romell zedac aRniSnull ia
saxe Bwodeba, raodenoba, fasi da sxva.

identoba _ igiveoba, erTgvaroba.

imigi _ 1 mizanmimarTulad formuBirebuli, gan-
sakuTrebu B 1 maxasiaTeb B1T ganorCeu B 1 saxe (pirovnebis,
mov Benis, sagnis), romeBic mowodebulia garkveuli
mizniT (popularizacia, reklBama da aS.) emociur-
Tsigologiuri zemogmedeba moaxdinos sazogadoebaze.
2. sagon bis, momsaxureobis, sawarmos da a.S. reputacia,
is sagone b i, momsaxureba, sawarmo da a.S. romel Ta ~sax-
emac~ momxmarebe l Ta aRiareba moipova, SendgomSi uzrun-
ve lyoTs momxmarebe 8 Ta erTgu Bebas Sesabamisi safir-
mo da savaWro markebisadmi da maT mtkice, myar mdgo-
mareobas bazarze.

importi _ sazRvargareTidan sagonlBisa da momsax-
urebis, agreTve tegnoBogiisa da kapitalis Semotana
inportiori qveynis saSinao bhazarze sareall izaciod da
dasabandeb I ad.
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importze gadasaxadi (saimporto baJi) _ sazR-
vargareTidan Semotanil saqone I ze dawesebu b1 arapirda-
piri gadasaxadis saxe. gamoiyeneba importis mocull o-
bisa da struqturis regulirebisaTvis.

importulli garigeba _ sagoneB Ta an momsaxurebis
Sesyidva, romelic amcirebs ucxouri valutis raode-
nobas mocenu B 1 gveynis callkeull pirebze, Firmebze da
mTavrobaze.

importulli kvota _ qveynis mier sxva qveynidan
Semosatani saqonBebis raodenobrivi Bimiti drois
gansazRvrull periodSi.

individuBuari moTxovna _ saqoneBsa da momsax-
urebaze calkeulli myidveBis moTxovnis mrudi.

indemniteti _ zarallis anazRaureba, kompensacia
(rogorc wesi, saerTaSoriso samarTall Si).

indosamenti _ fasiani gaRaldis (vegsi b1, Ceki da
a.S.) sxva pirisaTvis gadacemis damadasturebe B1 warw-
era mis meore gverdze.

investicia _ kerZo seqtorisa da saxeBlmwifos
grzZe Bvadiani kapitall dabandeba qveynis SigniT da sazR-
vargareT. 1. dabandeba ZiriTad kapitallsa da materi-
alur-sasagonl o maragSi warmoebis ganviTarebisaTvis.
2. dabandeba Finansur agqtivebSi (depoziciaSi, fasian
gaRal debSi) Semosavlis mizniT.

iniciallebi _ saxeBwodebis (umTavresad saxel-
gvaris) Tavkiduri asoebi.

inkaso _ sabanko operaciis saxeoba, romBiTac banki
saangariSsworebho dokumentebis, Tamasugis, Cekis da a.S.
safuZve B ze kB ientis davalebiT da mis angariSze iRebs
mis kuTvnil fullad Tanxas mesame pirisagan. sainkaso
operaciebis CatarebisaTvis banks sakomisio ekuTvnis.

inovacia _ Sromis organizaciisa da marTvis axali
Tormebis danergva ara mxoBlod calkeull sawarmoebSi,
aramed mTel dargSi.
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instancia _ erTmaneTs dagvemdebarebulli saxeln-
wito mmarTve Bobis organoebis calkeul1 rgoli, safex-
uri.

instrugcia _ darigeba kanonis gamoyenebis Sesaxeb.
wesebis krebu Bi, saxe BmZRvane o miTiTebani.

infFlacia _ mimogcevis arxebSi Warbi gaRaldis
fullisa da daxurdavebu i banknotebis dagroveba, rac
iwvevs maT gaufasurebasa da Tasebis saerTo donis
zrdas.

ipoTeka _ 1. uZravi gonebis girao sesxis misaRe-
bad. 2. ipoTekuri sesxi (ipoTekuri krediti) _ bankis
mier uZravi qonebis giraoTi gacemuli Fuladi sesxi.
3. giravnobis sigel1 _ uZravi gonebis sagmiani mowmoba,
romnBesac banki msesxebe s aZlevs.

iuridiulli piri _ Firma, organizacia, gaerTianeba
da aS. romelic kanoniT iTvleba sanogaBaqo samarT Bisa
da vall debu Bebebis subieqtad, e.i. Seuzlia damoukide-
bBad moipovos gqonebrivi ufBeba, aiRos vall debu B ebe-
bi da 1yos pasuxismgebe B1 sasamarT Bosa da arbitra-
Jis winaSe. yovel turidiull pirs Tavisi saxe Bwodeba
agvs.

igJara _ qonebis (miwis) gacema misi mepatronis
mier droebiTi sargeb B obisaTvis sxva pirebze saxe B Sek-
rullebo pirobebiT, giris aRebiT.

k

kalkuBacia _ produgciis erTeulis TviTRire-
bu Bebis gaangariSeba danaxar gebis saxeebis mixedviT.

kance Baria _ ganyofi Beba, romelic ganagebs sagniswar-
moebas.

kapitali _ adamianis mier Seqmni Bi resursebi, ron-
Bebic sagoneBTa da momsaxurebis sawarmoebBad gan-
oiyeneba, sagoneli, romelic uSuallod ar akmayofilebs
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adamianis moTxovni Bebas. investiciuri saqoneli, war-
moebis saSua B ebebi.

kapitalis gatana _ qveynis Firmebisa da mogalaqgee-
bis mier gaweuli xarjebis jgami, realuri agtivebisa
da fasiani gaRal debis SesaZenad sxva qveynebSi.

kargo _ 1. sagareo-savaWro operaciebSi _ xomal-
dis tvirTi; kargo _ gegma _ xomaldze tvirTis gan-
Bagebis gegma. 2. xomaldis tvirTis dazRveva.

“kart-bBanSi~ _ 1 xel@nmowerili sufTa blanki,
ronlis Sevsebis ufBebas aZzBevs sxva pirs xelmonw-
eri. 2. (gadat). ganusazRvrel1 rwmunebani.

karteli _ formaluri, weriBobiTi an zepiri sax-
iIs SeTanxmeba Firmebs Soris produgciis fasis, indi-
vidualur formaTa warmoebis moculobis am produ-
gciis bazris geografiulli ganawi Bebis Sesaxeb.

kaf-1 (CAF) _ Rirebulleba da fraxti _ saerTa-
Soriso vaWrobaSi sazRvao gadazidvisas sagonlis gay-
idvis sabaziso piroba, romelic iTvaliswinebs eqspor-
tioris valdebulebas gaitanos sagoneli kontragtiT
gaTvaliswinebul navsadguramde, dafraxtos gemi da
dafaros amasTan dakavSirebuli xarjebi. importiori
val debulia miiRos saqone B SeTanxmebiT gaTva B iswineb-
ull portSi da dafaros mis gadmotvirTvasTan dakav-
Sirebulli xar jebi.

kerZo arqivi _ kerZomFRobeBobiTi dawesebu leb-
is an calkeul1 piris (ojaxis, gvareulobis) argivi.

kerZo sakuTreba _ kerZo pirTa da Firmebis uf Beba,
SeiZinon, kontro b1 gauwion, gayidon da anderZiT dato-
von miwa, kapitalli da sxva aqciebi.

kvota _ 1. nawili, willi, norma, pai; sagadasaxado
kvota. dabegvris gansazRvrulli erTeulidan akrefilli
gadasaxadis sidide. 2. warmoebasa da gasaRebaSi _ wi l1i,
dadgeni B1 sakartel o SeTanxmebis fargBebSi misi Ti-
Toeul'i monawi BisaTvis.
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kBauzulla _ 1. sagangebo piroba, romelic Setanil-
1a xe l Sekru BebaSi, anderZSi.

2. ritorikaSi: warmoTgnu B1 sityvis bolo nawi B,
rome B sac gansakuTrebul yuradRebas agceven.

kBiringi _ saSinao da saerTaSoriso unaRdo an-
gariSsworebis sistema savaWro da sxva operaciebi-
saTvis, dafuZnebul'i noTxovnisa da valdebu Bebis urT-
ierTCanoTv Baze. ganasxvaveben sabanko da savalluto
kBirings. sabanko kBiringi gamoiyeneba gqveynis SigniT
da warmoadgens bankebs Soris unaRdo angariSsworebis
sistemas. savaluto kBiringi xorcieldeba saxelnwi-
Toebs Soris sakBiringo SeTanxmebis formiT da iTval-
iswinebs urTierTdavall ianebis dafarvas.

kodegsi _ gansazRvruli wesiT sistemaSi moyvani-
B kanonTa krebuli.

kodi _ pirobiT aRniSvnaTa sistema. gamoiyeneba in-
Tormaciis meganizebu i Zebnis dros.

komentarebi (Sinaarsis SeniSvnebi) _  SeniSvnebis
saxeoba dokumentebis publikaciisas. Seicavs Sinaarsis
ganmartebas dokumentebisas, rome;BTa gagebisaTvis
saWiroa specialluri codna, agreTve gamosagveynebelli
dokumentebis ganmarteba _ damatebani.

koWBegia _ 1. Tanamdebobis pirTa jgufi, romlebic
gnnian administraciull, saTaTbiro an ganmkargu Bebell
organos. 2. zogi profesiis pirTa gaerTianeba.

komercia _ 1. vaWroba 2. sagmianoba, romelic mima-
rTull ia mogebis miRebisaken.

komerciull1 banki _ sabanko dawesebu Beba, romell -
ic specializebulia depozitebis miRebaze; mok Bevadi-
ani kreditebis gacemasa da kB ientebis saangariSswore-
ho momsaxurebaze.

komerciulll krediti _ krediti, romelsac gany-
idveli aZlBevs myidvels im pirobiT, rom igi nayidi
saqon b is safasurs ganvadebiT gadaixdis.
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komivoiaJori _ savaWlro Firmis agenti, romelic
dadis erTi adgilidan meoreSi, Tan daagvs sagonlis
nimuSebi preiskurantebi da misT; debs xel Sekru lebas
da sxv.

kondicia _ norma, standarti, xarisxi, romelsac
saxe 1 Sekru Bebo pirobis Tanaxmad, unda Seesabanebodes
esa Tu is sagoneli.

konvencia _ 1. saxe Inwifoebs Soris dadebull1 saer-
TaSoriso xelSekruleba sagangebod raime sakiTxis
Sesaxeb. 2. ekonomikuri xasiaTis xel Sekru Beba saneur-
neo organizaciebs Soris.

konvertirebadoba _ erovnulli valutis unari,
Tavisuf Bad gaicvall os ucxour valutaze yvela saxis
operaciis dros da nebismieri formiT.

konkurencia _ bazarze didi raodenobis
damoukidebe I myidve B Ta da gamyidve B Ta arseboba da
myidve B Ta da gamyidve B TaTvis bazarze Tavisufali gas-
vlisa da datovebis SesaZzlebloba

konsensusi _ sadavo sakiTxebze zogadi Tanxmoba.

kontragti _ weriBobiTi xel Sekru Beba, SeTanxmeba,
romelic gansazRvravs misi dandebi mxareebis vall de-
bu B ebas.

konfidencialuri _ saidumBo, iseTi ram, ris gax-
maurebac ar SeiZleba.

koncerni _ formaBlurad Tavisufali sawarmoebis
da bankebis kavSiri (Cveulebrivi isini miekuTvnebian
mrewve B obis, vaWrobis, transportis da aS. sxvadasxva
dargebs), rombis farglebSic saTavo Firma axorciellebs
yve Ba monawi BeTa Finansur kontrols.

koncesia _ 1. xeBSekrulleba, rombis safuZvell zec
saxe Imwifo gansazRvrulli vadiT saeqspl oatiod gada-
scens kerZo mewarmeebs, ucxour Firmebs, samrewvello
sawarmoebs an miwis nakeTebs sxvadasxva nagebobaTa
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mSeneb B obis, sasargeb B o wiaRiseull is mopovebis da a.S.
ufBebiT. 2. TviT sawarmo, organizebu li aseTi xe B Sek-
rullebis safuzvell ze.

kooperativi _ koBegtiuri sawarmo, rombBis Tanx-
ebi Sedgeni B 1a monawi Beebis (wevrebis) mier Setanili
sapaio gadasaxadisagan.

kooptacia _ arCeviT organoSi axali wevris Seyva-
na TviT am organos mier arCevis gareSe.

korespondenti _ dawesebulBeba an callkeuli piri,
rome I Tanac warmoebs mimowera.

korporacia _ Tananedrove mewarmeobis, biznesis erT-
erTi organizaciulli forma. misi TanamesakuTrea agciis
mfFHobel adamianTa ggufi, romel Tac akisriaT SezRudulli
pasuxismgeb Boba korporaciis agcionerull kapitall Si
Tavisi wilis odenobis mixedviT.

kotireba _ ucxouri valutebis, fasiani gaRall deb-
is kursis an sagonlis fasebis dadgena birJaze moqme-
di sakanonmdebBo normebisa da Camoyalibebuli prag-
tikis Sesabamisad.

krediti _ 1 droebiT Tavisufali fulladi saxsre-
bis an sagonlis gacema vallad, gansazRvru i vadiT, Tig-
sirebuli procentis safasurad. kreditis formebia:
sabanko, komerciuli, saxeB@mwifo, saerTaSoriso. 2.
sabuRall tro angariSis mar jvena mxare. angariSis agtiv-
Si krediti aris gasavali nawiB1i, sadac Setanilia
yve Ba danaxar g i mocemu i angariSis mixedviT. 3. ndoba,
ndobiT sargebl oba.

kupiura _ nominaBuri Rirebuleba gaRaldis fullisa,
obligaciisa an sxva Fasiani gaRaldebisa.

kursivi _ sastanbo Srifti, ronmelic xeDiT nawers
waagavs (odnav mar jvniv gadaxrili).
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BaJi _ fTasiani gaRaBdebis kursis aweva nominalur
Rirebu BebasTan SefardebiT.

Bizingi _ komerciulli sagnianobis forma, saarendo
operaciebis nairsaxeoba, romelic gul isxnobs manganeb-
is, mowyobi B obebis, satransporto saSualebebis, war-
moebiTi saSualebebis grZelBvadian arendas. sallizingo
kontragtis vadis gasvlis Semdeg arendators SeuZlia
SeiZinos mowyobi Bobebi darCeni b1 Rirebu Bebis gada-
saxadis kvall obze.

Bikvidoba _ Ffulli an nivTebi, romBebic SeiZlebha
advi lad da swrafad gadaigces fullad, udanakargod an
maTi1 msyidve BobiTi unaris umniSvne B o danakargiT.

Bikviduri bazari _ bazari, sadac garigebebi yid-
va-gayidvis Sesaxeb yove Bgvari SezRudvebis gareSe xor-
cieldeba

Bicenzia _ oficialluri nebarTva, gacenul i saxe In-
wifos mier zogierTi saxis sameurneo sagmianobis war-
moebisaTvis, sagareo-savalro operaciebis CaTvliT. saer-
TaSoriso praqtikaSi gamoiyeneba sall icenzio SeTanxme-
bis sami ZiriTadi saxe: martivi, gansakuTrebulli da
srulli. martivi saxis salicenzio SeTanxmebisas Nicen-
ziari (mesakuTre) gascems da amave dros TviTonac
itovebs ganogonebis an “nou-haus~ gamoyenebis uf I ebas.
gansakuTrebuBi saxis salicenzio SeTanxmebisas Hi-
cenziants eZBeva gamogonebis gansakuTrebulli uf Beba
da Bicenziants ukve aRar SeuZlia sxva pirebs an Firmebs
misces i1gi analogiuri pirobebiT. srulli saxis salli-
cenzio SeTanxmebisas Bicenziari mT Bianad Bicenziants
uTmobs gamogonebis yvela ufBebas xellSekrullebis
mogmedebis mTeB 1 vadis ganmav B obaSi.
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mak Beri _ Suamavali, ganrigebe Bi (savaWro sagmeeb-
Si).

memorandumi _ 1. sagnis arsis Semcve Bi mok Be amonaw-
eri. 2. diplomatiuri mimarTva _ dokumenti. Seicavs
mTavrobis azrs ama Tu im sakiTxze.

maku Batura _ dokumenturi masalebi, romel Tac ar
gaaCniaT samecniero Rirebulleba da dakargulli aqvT
pragtiku B 1 nniSvne I oba.

menegeri _ marTvis specialisti, nmarTveli, romel-
sac giraobs saxe Bmwifo, kompania, an kerZo mewarme.

menegmenti _ warmoebis marTva;, warmoebis princi-
pebis, meTodebis, saSuall ebebisa da Formebis erToblio-
ba, warmoebis efeqtianobis amaR Bebisa da mogebis ga-
didebis mizniT.

mimdinare angariSi _ uvado anabari an moTxovnamde
anabari komerciull bankSi an Semnaxve I dawesebu B ebaSi.

mimowera _ 1. dokumenturi kavSir-urTierTobebis
sistema dawesebu Bebebsa da kerZo pirebs Soris. 2.
saxeoba sagmisa, rome lic Sedgeba dokument-SekiTxvebisa
da dokument-pasuxebisagan.

minaweri _ dokumentis Sedgenaze pasuxismgebe B 1 piris
xe Imowera, romelic keTdeba dokumentis ukana mxares.

miwodeba _ (miwodebis mrudi) _ romelic gviCvenebs
sagone B Ta an momsaxurebis raodenobas, romlebsac gany-
idve Bebi (gamyidve B 1) sTavazoben gasayidad, sxvadasxva
TasebSi, gansazRvruli periodis manZi I ze.

mogeba _ ekonomikuri mogeba an normaBuri mogeba;
imaTi Semosavall1 vinc ekonomikas mewarmeobiT unariT
an normaBuri mogebiT uzrunvelyofs.

moTxovna (moTxovnis mrudi) _ mrudi, romelic
gviCvenebs gansazRvru i sagonlisa da momsaxurebis ra
raodenobis SeZena SeuZ B iaT myidve Bebs sxvadasxva Fase-
biT, drois mocenuBi periodis fargHlebSi.
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momsaxureba _ Sromis ekonomikuri fornma,
ekonomikuri kategoria, romelic gamoxatavas urTier-
Tobas Sromis sargebl 1anobis safuZve I ze. momsaxureb-
is sasargeb B o efeqti vlindeba materialuri da arama-
terialuri nomsaxurebis saxiT.

monopoBia _ 1. bazari, romellzedac gamyidvelTa
raodenoba imdenad umniSvne B oa, rom yove I maTgans Seu-
ZNhia zegav Bena moaxdinos miwodebis saerTo mocullo-
baze da sagonBisa da momsaxurebis fasze. 2. msxvili
dargi, romelSic firmaTa mcire raodenoba kontrolls
uwevs misi warmoebis mTel an did nawils (nawillo-
brivi monopo B 1a).

morali _ im wesebis, normebis erToblioba, ron-
Bebic gansazRvravs adamianTa urTierTdanokidebu le-
bebsa da yofagcevas ama Tu im sazogadoebaSi.

moratoriumi _ saSinao an sagareo vall debulebaTa
Sesrullebis gadadeba mTavrobis mier raime sagangebo
mdgomareobis gamo.

motivi _ 1 mogmedebis an qcevis aRmZvreli mizezi.
2. mosazreba, sabuTi risane sasargebllod.

motivireba da motivacia _ motivebis, mosazrebe-
bis moyvana risane dasamtkiceblad, dasabuTeba.

mudmivi xar gebi _ danaxarjebi, romeBTa sidide.
mT Bianad ar icvleba, rodesac firma aregullirebs ga-
moSvebu Bi produgciis raodenobas; mudmivi resurseb-
is Rirebulleba

msofbio fasi _ Tasi, romelic gamoiyeneba msof-
Bi0 bazarze sagonBisa da momsaxurebis reallizacii-
sas. saerTaSoriso vaWrobis pragtikaSi msofbBio fasi
Cveullebriv aris ama Tu im saxis sagonlis (momsaxure-
bis), umsxvi Besi ganyidve Bebis da myidve Bebis garigeb-
is, an ZiriTadi nsoflio savalWro centrebis (Cikagos,
niu-torkis, Bondonis Tu sxva birJebis) fasi.
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mtkice Fasi _ ucvleli fasi xel SekruBebis dadebis
momentidan misi mogmedebis mTel 1 periodis ganmavlo-
baSi.

mcire biznesi _ sabazro struqgturis mniSvnelo-
vani e Bementi, samewarmeo sagmianobis yve Baze moqgni b1
da dinanikuri forma, romelic wvril 1 mewarmeobis princ-
ipebzea dafuZnebuli da warmodgeni Bia unmciresi da
mcire formebis saxiT.

mwarmoeb B is Fasi _ fasi, romelic moicavs saqon-
Bis (momsaxurebis) sabaziso fass, yvela arapirdapir
gadasaxads damatebu l Rirebu lebaze gadasaxadis garda
da gamoricxavs subsidiebs.

n

novacia _ valdebu Bebis gaugneba mxareTa SeTanxmeis
safuzve B ze misi axali valdebulebiT Secvlis gziT.

nomenk Batura _ terminTa da saxe BwodebaTa sia,
romeBic ixmareba mecnierebis, xel ovnebis, warmoebisa
da sxvaTa ama Tu im dargSi.

nomenk Baturuli _ nomenk BaturasTan dakavSire-
bu B1 muSaki, romelsac personallurad amtkicebs umaR-
Besi instancia

norma _ 1. risame dawesebu l1 raodenoba; 2. dakanon-
ebul1 ram 3. sayove B Tad aRiarebu B1 wesi, mdgomareo-
ba risane.

normaBuri gasacvleli kursi _ Tanafardoba
erovnuli da ucxouri valutebis erTeullebis raode-
nobas Soris, romlis safuzve l zec angariSsworeba Sei-
ZMeba moxdes rogorc Figsirebuli, ise mcuravi kur-
SIS mixedviT.

nominaluri Rirebulleba _ Rirebuleba, romelic
miTiTebuBia Fasian gaRaldze, qaRaldis full ze, ban-
knothze, monetebhze.
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normatulli dokumentebi _ dokumentebi, romBlebi-
Tac dgindeba raime wesebi, normebi.

nou-hau _ warmoebis saidumB oebaTa amsaxve Bi gan-
zogadebu B1 termini, nT Bianad an nawi Bobriv konfFi-
dencialluri codnis, tegikuri, ekononikuri, administraci-
ull1, Finansuri xasiaTis cnobebis erTobBioba, romel-
Ta gamoyeneba gansazRvrull upiratesobas aZBevs maT
mimReb pirovnebas Tu Firmas.

numeracia _ nonmrebis dasma miyo BebiT, danonvra.

o)

obligacia _ 1 gansazRvrulli vadiT gamoSvebulli
myari kursis mgone fasiani gaRaldi, romelic Seicavs
miTiTebul droSi sesxis dafarvisa da procentis yovel -
whiuri gadasaxadis vall debu Bebas. sagadasaxado val de-
bulBeba, romBis mixedviTac kreditori yovelwliurad
RebuBobs Semosavalls Tigsirebuli procentis saxiT.
2. Tigtiuri kapitalis erT-erTi forma.

oligarqgia _ msxvili monopolisturi kapitalis
mcirericxovani warmomadgenBebis polRitikuri da
ekonomikuri batonoba.

orientacia _ 1. (gadat.)) garemomcvel pirobebSi
raime sakiTxSi garkeva. 2. (gadat) sazogadoebrivi, po -
tikuri da sxva moRvaweobis warmarTva garkveu B i mima-
rTullebiT. 3. mogmedebis gegmis aReba.

oferta _ 1 garigebis Sesaxeb winadadebis for-
maBuri SeTavzeba ama Tu im pirisaTvis yve Ba auci lebe-
B1 pirobis miTiTebiT. 2. garkveul1 formis oficial-
uri ganacxadi sakonkurso vaWrobaSi (tenderSi) monaw-
i Beobis Sesaxeb. vaWrobis organizatori (Cveulebriv
tenderis komiteti) TviTon adgens ofertis formas
sakonkurso vaWrobaSi monawi BeobisaTvis auci Bebel
moTxovnebs, kompaniebs, Firmebs. Cveu Bebriv, ofertis ward-
genis vadaa sami Tve da zogjer metic.
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oficialuri _ 1 xeBisuflebis, administraciis
mier an Tanandebobis piris mier dadgeni b1, maTgan monm-
dinare. 2. mTavrobis sabuTebis, sagmiani gaRall debis
damaxasiaTebe B i. mag. oficialuri stilli. 3. rac yvella
wesis, yvela formall obis dacviT xdeba. 4. (gadat). uSu-
alobas, ubrall oebas mok Bebu Bi, TavSekavebu B 1, civi. mag.
oficialuri urTierToba, oficialuri toni.

p
pab Bisiti _ 1 rekBama, popularoba;, 2. sagone Imi-

mogcevis arxebSi informaciis gavrcelleba sagonlisa
da momsaxurebis da maTi mwarmoebe B1 Firmebis Sesaxeb
moTxovnis stinulirebis mizniT; propagandistuli
kompania. 3. rekBanis saxe Bwodeba aSS-Si.

paginacia _ wignis an xeBnaweris gverdebis numer-
acia.

paragrafi _ 1. wignis, statiis, oficialuri doku-
mentis teqstis nawi B, romelsac TavSi Cveulebriv
niSani uzis rigiTi nomris win. 2. TviT an niSnis sax-
eli

pariteti _ 1 toloba tolfasovneha, Tanasworoba,
Tanabari mdgomareoba; 2. Tanafardoba sxvadasxva qvey-
nis valutebs Soris oqros woniTi raodenobis an maTi
msyidve BobiTi unaris mixedviT.

partnioroba _ TFirmis erT-erTi organizaciuli
Torma, romelic aerTianebs ori an meti saneurneo sub-
ieqtis kapitalls, arsebobs partniorobis ori saxe: gen-
eraluri da SezRudulli. generalluri partnioroba
gu B isxmobs Firmis yve la vall debu B ebaze misi TiToeu-
B mesakuTris SeuzRudav pasuxismgeb I obas. SezRudu-
B1 saxis partniorobisas vall debu lebebze pasuxismge-
bBoba ganisazRvreba kompanionebs Soris iuridiullad
gaformebu B 1 xel Sekrulebis Sesabamisad.
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pasivi _ Fuladi valdebuleba, Firmis an calkeuli
piris davall ianeba.

personali _ piradi SemadgenBoba, erTi da imave
profesiis adamianTa erToba.

pagti _ saerTaSoriso xelSekruleba, Cveulebriv
didi poBRitikuri nniSvne B obis.

piradi sagme _ sagme, romeBic Seicavs dokumentebs
ronme B ime pirovnebaze (biografiis, ganaT Bebis, SromiTi
da aS. sagmianobis Sesaxeb).

piradi dokumentebi _ oficialuri dokumentebi,
romBebic adastureben maTi mF B obelis pirovnebas. mis
ut B eba-mova B eobebs, sazogadoebriv mdgomareobas da sxva
saxis cnobebs mis Sesaxeb.

piradi Semosavalli _ callkeuli TFizikuri piris
Semosaval i gadasaxadebis gadaxdamde.

pirdapiri gadasaxadi _ reguBlarulll sagadasaxa-
do anaricxi, romelBsac mocemu i qveynis Fizikuri da
iuridiu B pirebi uxdian saxe Imwifos, Semosavlis yvela
saxidan, mogebisa da sakuTrebidan miRebuli Semosav-
Bebis CaTvliT.

porto _ wvrilli xarji, damkveTis saFosto xar je-
bi.

porto-franko _ navsadguri, romelSic sagoneli
ubaJod gaivlis.

postskriptumi _ werilis bolBos minaweri, iwyeba
ori BaTinuri asoTi P.S. (e.. “Semdeg daweri Bisa~).

postullati _ debulleba, romBis miReba auci l ebe-
I 1a momdevno mtkicebisaTvis dasabuTebis gareSe.

preanbu Ba _ raime mniSvne B ovani agtis, saerTaSoriso
SeTanxmebis, xe B Sekru Bebis Sesaval1 nawi B 1.

prezentacia _ wardgena, warmodgena.

preiskuranti _ sxvadasxva saxis produqcilis, sajon-
Bisa da momsaxurebis Tasebis cnobari.
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preliminariebi _ winaswari SeTanxmebani, droebiTi
gadawyveti B ebani.

pres-konferencia _ saxeBmwifo, poRitikuri, sa-
zogadoebrivi moRvawis (moRvaweTa) Sexvedra, saubari
presis warmomadgen BebTan farTo sazogadoebisaTvis sain-
tereso sakiTxebze.

pres-relizi _ sanTavrobo dawesebu Bebebisa da
saerTaSoriso organizaciebis specialluri biuleteni
masobrivi informaciis nuSakTaTvis, romel ic saswrafod
gamosaqveynebe I masallas Seicavs.

pres-papie _ 1. saweri mowyobi Bobis nawi l1i; war-
moadgens rkallisebur Tirfitas, Zelaks, romell zedac
gadakru B ia saSrobi gaRalldi. 2. brinjaos, marmari los
da sxv. mZime sagani gaRall debze dasadebad.

privatizacia _ saxelmwifo sakuTrebis gardagma per-
sonificirebull kerZo sakuTrebad.

primati _ upiratesi nniSvne Boba, upiratesi ndgo-
mareoba, pirve I oba

prioriteti _ upirvelesi nniSvne I oba, upiratesoba.

provaideri _ kompania, romelic momxmarebels in-
ternetSi SeRwevas da sxva momsaxurebas sTavazobs.

proporciulli gadasaxadi _ gadasaxadi, romlis
saSuallo ganakveTi ucvBeli rCeba gadasaxadis gada-
mxde Bis Semosaval is gadidebis an Semcirebis dros.

protokoli _ ogni.

procenti _ 1. ricxvis measedi, aRiniSneba niSniT %.
2. Semosavalli, romeBsac mesakuTre iRebs gadasaxadis
saxiT sxva Fizikuri da ituridiuli pirebisagan, misi
sakuTrebis obieqtebis gamoyenebisaTvis. 3.  sasesxo
procenti, sargebe b1, rome Isac iRebs kreditori gacenul
sesxze.

pungti _ 1 ramisTvis gankuTvniBi, risame mxriv
mniSvne Bovani adgiBi. 2. oficialuri dokumentis an
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raime teqstis patara nawili, romelic gamoyofilia
nomriT an asoTi. 3. raime callkeuli momenti risamne
ganviTarebaSi.

pungtuacia _ sasven niSanTa gamoyenebis wesebi.

J

Jiranti _ Tamasugis gadamceni.

Jiro _ warwera Tamasugze, Cekze da misT. sxva pir-
isaTvis misi gadacemis Sesaxeb.

Jurfigsi _ stunrebis misaRebad winaswar daniSnu-
b1 garkveuli dRe.

r

randevu _ paemani, Sexvedra.

rantie _ uSromelBi SemosavBiT (mag. gasesxebuli
TulliT) mcxovrebi adamiani.

realizacia _ 1 risane ganxorcielleba, cxovrebhaSi
gatareba. 2. qonebis an fasiani gaRal debis fullad qce-
va, gayidva.

ratifikacia _ saerTaSoriso xell Sekrulebis dant-
kiceba.

realuri Semosavali _ sagonBisa da momsaxureb-
is raodenoba, romBis yidva SeuZlBia callkeull pirs an
pirTa jgufs Tavisi normaBuri SemosavliT garkveulli
periodis manZi B ze; nominaBuri Semosavall 1 Fasebis donis
cvlilebebis gaTvaliswinebiT.

registraciis cneba _ registracia aris iurdiu-
B1 nniSvne Bobis Faqtebisa da movBenebis Setana spe-
ciallur saxelnwifto reestrSi (nag. samewarmeo reestrSi),
rogorc wesl, registracias orgvari mniSvne B oba agvs,
erTi, rogorc Tagtis, movBenis aRniSvnis da meore, kon-
stituciuri nniSvne I oba.

kanoni erTmaneTisgan ganasxvavebs ori saxis regis-
tracias, sawarmos registracia da sawarmos saqgmi-
anobasTan dakavSirebu B'i Fagtebisa da mov Benebis reg-
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istracia registraciis pirvel saxes gansazRvravs in-
peratiuli norma. sawarmos registracia savaldebu-
1oa

registri _ risame sia, maCvenebe B, Casaweri dav-
Tari.

reestri _ 1 sia, nusxa 2. sagneebisa da dokument-
ebis Casaweri davTari.

reversi _ valdebuleba, rac risame garantias iZleva

reegsporti _ adre importirebulli sagonlis ga-
tana (gadamuSavebis gareSe) mesame qveyanaSi.

reziume _ Sromis, moxsenebis, statiis da misT. mok-
B e Sinaarsi, daskvna.

rezoBlucia dokumentze _ xe@mZRvaneBis weri-
BobiTi miTiTeba SemsrullebBisadmi dokumentis Ses-
rullebis xasiaTisa da vadebis Sesaxeb.

rekviziti _ dokumentebisaTvis kanoniT dadgeni b1
savaldebuBo monacemebi. Tu rekvizits Tundac erTi
monacemi ak Bia, mis mFHobels ufleba ara agvs daniS-
nu Bebisamebr gamoiyenos igi.

rekBama _ 1. gancxadeba, pBakati, radio da telega-
dacema an sxva RonisZieba momxmarebe B Ta, mayurebel Ta
da sxv. mizidvis mizniT. 2. visime an risame Sesaxeb
cnobebis gavrceBeba misi popuBarizaciis mizniT.

rTulll dokumenti _ dokumenti, romelic Seicavs
randenime sakiTxs an Temas.

remarka _ SeniSvna, minawerti.

renisia _ komerciul'i FasCamok Beba angariSis mixed-
viT gadasaxdeli Tanxis damrgvalebis mizniT.

renta _ 1 reguBlarulli Semosavalli kapitalidan,
gonebidan an miwis nakveTidan, romelic ar ukavSirdeba
misi mimRebis samewarmeo sagmianobas. 2. yove Bwliuri
Tanxa, rome lsac sadazRvevo kompania uxdis dazRveulls.

referencia _ daxasiaTeba, romell sac sagnian wreeb-
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Si ndobiT aRWurvilli organizacia: banki, agcionerTa
sazogadoeba da sxv. aZBevs Fizikur an iuridiull pirs,
masSi aRniSnulia in piris sagmiani Tvisebebi da kred-
itunarianoba, visac daxasiaTeba eZ leva.
S

saavtoro xelnaweri _ xelnaweri an manganaze da-
beWdi Bi tegsti avtoris mier ganosacemad momzadebu-
B1 dokumentisa.

saarqivo asBi _ arqivSi daculli dokumentis asl,
damowmebu B'i dadgeni b1 wesiT.

saarqivo cnoba _ cnoba, gacemu B 1 argivis dokumen-
tur masaBebSi arsebu B i monacemebis safuZve I ze garkveu-
D1 sakiTxis, Temis, sagnis an piris biografiuli no-
nacemebis Sesaxeb damowmebu Bi dadgeni Bi wesiT.

saagcio gadasaxadi _ danaxar jebis gadasaxdel,
rome Bic dakavSirebu B ia konkretull'i sagonlis SeZena-
sTan an sayidi sagonlBis raodenobasTan.

sabazro fasi _ Tasi, romelic yalibdeba bazarze
moTxovnisa da miwodebis gavBeniT da gasayidi sagon-
Bis (momsaxurebis) erTeull ze subieqturi sargeb liano-
bis mixedviT. masSi garda warmoebis danaxar jebisa da
mogebisa, Sedis arapirdapiri gadasaxadebi da wvril-
mani gadasaxadi. sabazro Tasi is Tagqtobrivi Tasia,
rome Bsac myidve Bebi ixdian sagonBis (momsaxurebis)
SesaZenad.

sabanko krediti _ bankis mier akumuBirebuli
Tavisufali1 fulladi saxsrebisa da sakuTari kapital-
is nawi Bis gacema kNientebze droebiT sargeblobi-
saTvis.

sabanko sesxi _ bankis fuladi saxsrebi, gacenuli
kreditis saxiT procentis gadaxdis wesiT. ganasxvave-
ben mok Bevadian, saSuallo da grZeBvadian sesxs.

sabaJo tarifi _ romBiTac saxelnwifo begravs
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gveyanaSi Semotani  saqonell's, sabaJo tarifi SeiZlleba
miznad 1saxavdes SemosavBebis gadidebas (FiskaBluri
tarifi) an samamu Bi Firmebis interesebis dacvas (pro-
teqcionisturi tarifi).

sabiTumo vaWroba _ saSinao vaWrobis forma, romel-
ic gulisxnobs mwarmoebe Bi sawarmoebis mier samomx-
marebBo sagonlBis didi partiebiT gayidvas sacallo
vaWrobis sawarmoebze.

sabiTumo fasi _ fasi romBiTac sakuTrebis nebi-
snieri formis mgone sawarmo an gamsaRebe Bi organiza-
cia Tavisi produqciis realizacias axdens msxvili
partiebiT (biTumad). gasayidi sagonlis Fasi, Cveu lebriy,
saqonlis did partiebze SedarebiT nakBebia, vidre
mcireze da sagrZnobBad daballia sacallo fasze.

sagadasaxado ganakveTi _ Semosav Bebis, samomxare-
bl o xarjebis an mogebis procentulli nawili, romel-
sac saxeImwifos uxdis yvela iuridiuli da fiz-
ikuri piri, Tuki maT qveynis kanonmdeb B obis Sesabamis-
ad dabegvra exebaT.

sagareo gadasaxde Bebi _ calkeuli pirebis, Firnme-
bis da erTi qveynis mTavrobis mier valutis (sakuTari
an ucxouris) daxarjva sagonelTa da momsaxurebis
SesaZenad sxva qveynebSi; Fulladi gzavniBebani sazR-
vargareT; investiciuri Semosavlebis moTavseba sxva
qveynebSi da kapitalis gatana.

sadazRvevo kompania _ organizacia, romelic eweva
momsaxurehas dazRvevis sferoSi da gamodis Tavisi
kB ientebis gonebisa da sicocxbis damzRvevis rolSi.
sadazRvevo kompania Tavis Tavze 1Rebs vall debu lebas,
sxvadasxva gauTva B iswinebe Bi viTarebisas anu sadazRvevo
SemTxvevisas, aunazRauros k I ientebs zarall 1. sadazRve-
vo kompania SeiZleba iyos; saxeBnwifo, saxe Bnwifo-
komerciulli, aqcionerull i, kooperatiull i da kerZo.
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saerTaSoriso krediti _ krediti, ronelic gan-
oiyeneba sxvadasxva qveynis Firmebsa da saxe Bmwifoebs
Soris sakredito urTierTobebSi. arsebobs komerciu-
B1, sabaJo da saxeBnwifo kreditis saxiT.

saeqsperto komisia (sk) _ saTaThiro organo
dawesebu Bebebisa da saxe Bnwifo arqivebSi. igmneba do-
kumenturi masaBebis Sesanaxad Tu gasanadgureblad Ser-
CevasTan dakavSirebuli meToduri da pragtikulli sak-
iTxebis gadasawyvetad.

savaluto dempingi _ sagonBis gatana gaufasure-
bel i1 valutis ngone qveynidan ufro mtkice, an nak Be-
badgaufasurebuli valutis mqone qveyanaSi, nsoflio
Tasze dabali fasiT,

savaluto kursi _ Tfasi, romelsac sakuTari
valutiT ixdian ucxouri valutis erTeull ze; kursi,
ronlis mixedviTac erTi gveynis valluta icvleba sxva
gveynis vallutaze.

savaWro marka _ savaWro sawarmos saxelwodeba,
niSani-simbo 0o, an embBema. saFirmo markisagan gansx-
vavebiT nawarmi savaWro markiT SeiZBeba gailyidos nx-
ol od in sawarmos savaWro gsel idan, romlis markiTac
aris gamoSvebu 1 saqonel 1.

saimporto kvota _ sagareo vaWrobis saxe Bmwifo
regulirebis forma, romelBic gulisxmobs qveyanaSi
garkveul1 saxis saqonlis, Semotanaze raodenobrivi
SezRudvis dawesebas.

sainvetaro wigni _ dokumenturi masallebis aRw-
eris saxeobha.

sainvesticio banki _ specialuri sakredito in-
stituti, romelic axdens grZeBvadiani sasxeso kapi-
talis mobi Bizacias da Semdeg gascems mas ob b igacie-
bis an sxva sasesxo vall debu BebaTa gamoSvebisa da gavr-
cellebis gziT.
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sakanonmdeb B o agtebi _ kanonebi da sxva dokumen-
tebi, romBebsac kanonis Zalla agvT.

sakuTari kapitali _ agtivebis saerTo sidides
minus Firmis an callkeuli piris valdebulebaTa saer-
To sidide. Firmis mesakuTreTa wili agqtivebis saer-
To mocu B obaSi.

sakuTreba _ yveBaferi is, rasac aqvs fasi da ekuTvnis
vinmes. agedan gamomdinare ekonomisti sakuTrebas ganix-
ilavs rogorc adamianis damokidebu Bebas nivTisadnmi.

samecniero-teqnikuri dokumentacia _ tegnikuri
da samecniero-kvBeviTi dokumentaciis zogadi saxel-
wodeba tegnikis, mrewve B obis, mSeneb B obis, transportis,
kavSirgabmu B obisa da tegnikur mecnierebaTa sferoSi.

sanqcia _ 1. risane dadastureba-dakanoneba. 2. saer-
TaSoriso samarTalSi: damsjeBobiTi RonisZiebani xe-
I Sekru Bebis damrRvevTa mimarT. 3. zemdgomi Organos
mier raime agqtis damtkiceba, rac mas turidiull Zallas
aniWebs. 4. 1Zullebis, zemognedebis zoma kanonis damr-
RvevisaTvis. 5. mowoneba, dadastureba, Tanxmoba.

sargebeli _ Fullis (an sesxis) sargebBobis safe-
suri.

satranzito gadasaxadi _ sabaJo gadasaxadi, akre-
Tili nmocenuli qveynis teritoriis gavliT tranzi-
tis tvirTis gadazidvisaTvis.

sagne _ 1. sakBasifikacio cneba, romelic ixmareba
dawesebu Bebis sagnianobis romelime garkveuli mima-
rTullebis an sakiTxis Sesaxeb erT ydaSi, sagaRal deSi
moTavsebu B 1 dokumentebis (an erTi dokumentis) er-
Tobliobis aRsaniSnavad. 2. arqivSi daculli tegsto-
brivi dokumentis SenaxviTi erTeuli. 3. saxeoba sagmisa,
rome Bic warmoadgens erT sakiTxze (magalliTad, sasa-
marTBo saqme) arsebuli dokumentebis Tavmoyras Si-
naarsisa da warmoebis Tanmimdevrobis mixedviT.
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sagnis TariRi (TariRebi) _ sagmis dawyebisa da
danTavrebis weli (wHebr).

saqnis gaformeba _ samuSaoTa kompBegsi, romelic
Seicavs sagnis Furc Bebis Cakerebas, numeraciasa da ydis
gaformebas.

saqmis warmoeba _ Tavmoyra namuSevrebisa, romBebic
dakavSirebu Bia dawesebu Bebis sagnianobis dokumentire-
basa da dokumentebis organizaciasTan.

saqone Bi _ momsaxurebaTa da nakeTobaTa erTob I 10baa,
rasac firma (nwarmoebe B 1) miawodebs miznobriv bazars.

sertifikati _ 1. zogi saxeBmwifo sesxis bille-
Tis saxe Bwodeba. 2. vaWrobaSi: sabuTi, rome BSic aRniS-
nullia sagonlis xarisxi, fasi da sxv.

sindikati _ sawarmoTa gaerTianeba, romBebic erT-
gvarovan produqgcias amzadeben. gaerTianebis monawi lee-
bi inarCuneben warmoebis materialur fagtorze sakuTre-
bis, xolo mza produqcia, rogorc maTi saerTo kuTv-
nileba iyideba realizaciisaTvis Segmnili kantoris
meSveobiT.

spiCi _ mokBe sadRegrZelBo (banketze).

standarti _ 1. sanimuSo saxis nawarmoebi (Sagone-
B1) gansazRvru B1 wonis, zonis, Tvisebisa da sxv. risame
sazonmi, norma, ninuSi, safuzve bi. 2. araoriginaluri ran,
Sab B oni, trafareti.

status-kvo _ saerTaSoriso samarTallSi: raime
garkveu I momentSi (winaT an amJamad) arsebuli mdgo-
mareoba.

statusi _ 1 wesdeba, debulleba risame Sesaxeb. 2.
zogierT qveyanaSi: mTavrobis dadgeni Beba, kanoni risame
Sesaxeb; saxe Bmwifos kanonTa krebu R i.

subordinacia _ dagvemdebareba, damorCilleba erTi-
sa meoris mimarT. ufrosebisadni umcrosebis samsax-
ureobrivi dagvemdebarebis sistema. sansaxureobrivi dis-
ciplinis dacva
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subsidia _ Ffulladi an nivTieri daxmareba, romel-
sac uwevs saxe Imwifo Firmebs, saojaxo meurneobebs,
callkeull pirebs an sxva saxe Bmwifoebs.

sgema _ 1. risame gadmocema, aRwera zogadad, ZiriTad
XazebSi. 2. winaswari monaxazi, gegma.

sqo Bio _ axsna-ganmartebiTi SeniSvnebi nawarmoebis
tegstze. Cveulebriv miewereba areebze, tegstis qves,
gverdis bo B oSi.

t

tarifi _ risane dabegvris an anazRaurebis ganakveTebis
cxrili, krebull'i.

tenderi _ sawarmos mier myidveBisaTvis SeTavaze-
bull'i fasi, ronlis gansazRvris drosac amosavall ia ara
asaqonlis sakuTari danaxar jebis done an moTxovna,
aramed konkurentTa mier dadebulli Fasi.

teqsti _ risame Sinaarsi, Canoyalibebulli werillo-
biT; dawerilli an dabeWdiBi Txzulleba, oficialuri
dokumenti da sxv.

tipobrivi dokumentebi _ 1. normatulli da gan-
kargu BebiTi dokumentebi, romBebic gansazRvraven dawese-
bu Bebis muSaobis wess (tipobrivi wesdeba, tipobrivi
strugtura), an maT calkeull mxareebs (tipobrivi xe-
I Sekru Beba) da warmoadgens dawesebu Bebis mier erT-
nairi dokumentebis Sedgenis nimuSebs maTi sagmianobis
specifikis gaTvaliswinebiT. 2. dokumentebi, romBebic
ignneba dawesebu BebebSi im Fungciebis gamoyoTisas,
ronlBebic damaxasiaTebe Bia dawesebu BebaTa umravlle-
sobisaTvis, miuxedavad maTi uwyebrivi kuTvni Bebisa
(xe ImZRvane B oba, dagegnva, aRricxva da a.S).

tranziti _ tvirTis gadazidva _ gadagzavnis adgi-
Bidan daniSnulebis adgiBande Sualedur pungqtebSi
gadmoutvirTve lad.

trafaretulli dokumenti _ dokumenti, romelic
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Seicavs winaswar dabeWdil standartull tegsts (te-
gstis nawiBs) da warmoadgens misi konkretulli Si-
naarsis danatebas (SromiTi xe B Sekru Beba, saarendo xe-
I Sekru Beba, cnoba xe I Fasis Sesaxeb, sacxovrebe i ad-
gi Bis Sesaxeb da aS))

transferti _ 1. fullis gagzavna erTi safinanso
dawesebu Bebidan meoreSi an gveynidan qveyanaSi. 2. sax-
eBobiTi fasiani gaRaldebis gadaformeba erTi mFlo-
be B idan meoreze. 3. garigebis gadatana erTi angariSidan
meoreze.

transfertulli gadasaxdeli _ mTavrobis nmier
mTavrobis an Firmis mier saojaxo meurneobaze an Fir-
maze Fullis gadaxda (an sagoneBTa da momsaxurebis
gadacema), rome B Ta sanacvlod gadanxde @1 uSuallod ar
Rebu B obs sagonelsa da momsaxurebas.

tresti _ mewarmeTa gaerTianeba, romBis Semadgen-
B obaSi Semava B sawarmoebi kargaven warmoebriv, komer-
ciul da ituridiull damokidebulebas da erTian
mmarTve B obas eqvendebarebian.

u

ubralo dokumenti _ dokumenti, romlis Sinaarsi
exeba erT sakiTxs an erT Tenmas.

uikendi _ “kviris bolBo~, dasvenebis dro paraskev
saRamodan orSabaT dilande (romelsac Cveulebriv
atareben galaqgareT).

unaRdo angariSsworeba _ angariSsworeba, romel-
ic xorciel deba sakredito dawesebu BebaSi angariSidan
angariSze gadaricxvis gziT an urTierTmoTxovnisa da
valdebullebis CaTvBiT (ix. kBiringi). gamoiyeneba
rogorc qveynis FargBebSi, ise saerTaSoriso ekonomikur
urTierTobebSi.

utili _ saxmarad gamousadegari, magran ned Beullad
vargisi nivTebi.
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ucxouri vallutis bazari _ bazari, romellzec
erTi qveynis valluta gamoiyeneba meore qveynis valutis
SesaZenad (gasacv lelad).

uwyebrivi arqivi _ dawesebuleba an dawesebu Beb-
is strugturuli nawi Bi, rombis ZiriTad moval eobas
Seadgens faseu B obaTa miReba, aRricxva, egspertiza, mocenu-
B1 dawesebu Bebis, erTi uwyebis dawesebu BebaTa jgufis
an saxallxo meurneobis erTi dargis dokumenturi
masa B ebis Senaxva, samecniero-tegnikuri damuSavebis da
yove Imxrivi gamoyenebis organizacia saxe Imwifo ar-
givisaTvis Sesanaxad gadacemande.

f

fabrikacia _ 1. risame yallbis (fulis, sabuTis)
danzadeba. 2. saerTod risane gakeTeba, damzadeba.

Tavori _ warCinebu b1, gavBeniani piris keTi Hganw-
yoba, mfarve I oba.

fai bi _ monacemTa krebu B'i, monacenTa specialurad
organizebu i struqtura, kompiuteris (egn) Sida max-
sovrobis, romelic informaciis gadacemis da danuSave-
bis procesSi ganixileba rogorc erTi nT Biani.

Talsitikacia _ yalbis gakeTeba, nayallbi. raime nan-
dvilis, WeSmaritis SecvlancdariT, yalbiT, risare xarisx-
IS gauareseba.

falsitikati _ nayallbi, yalbi produgti, nakeToba.

Talsifikatori _ yalbis mkeTebeBi, gamyaBbebel i,
siyallbis Candeni.

Tasebis indegsi _ maCvenebe b1, romelic gamoxatavs
saqone Bsa da momsaxurebaze fasebis Tanafardobas or
sxvadasxva periodSi.

fasi _ erTeuli sagonelsa da momsaxurebis sayid-
Bad gadaxdiBli fullis odenoba.
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Tasiani gaRaldebis bazari _ Tasiani gaRaldebis
mimoqcevis sfero, rombis saSuallebiTac xdeba sawar-
moTa droebiT Tavisufali fuladi saxsrebisa da mo-
sax Beobis danazogebis mobi Bizacia ekonomikaSi in-
vestirebisaTvis.

Tagsi, TagsimiBuri kavSiri _ fotosatelegrafo
kavSiri, brtyeli uZravi gamosaxulebis (grafikebis,
suraTebis, as Bebis cifrebis) manZi B ze gadacema da maTi
aRwarmoeba miRebis pungqtSi sadenebiT gadacenuli
eleqgtrulli signallebis an radiosignallebis saSuallebiT.

Tagsimi Be _ 1. xeWnaweris, sabuTis, xe Inoweris da
sxv, zusti piri, ronelic gadaRebu I 1a Fotomeganikuri
wesiT. 2. visime xe Bnaweris kB iSe, beWedi.

Tagsimi Buri asBi _ dokumenti, romelic aRadgens
tegsts an gamosaxu lebas.

Tagti _ 1 namdvi b1, WeSmariti ara gamogoniBi am-
bavi, SemTxveva, movBena. 2. sinandville, realuroba. 3.
monacemi, masalla raime mosazrebis dasadastureblad,
daskvnis gasakeTeblad.

Tagtori _ raime movlenis, procesis mizezi, manoZrave-
beli Zala

fagtura _ ganyidveBis mier myidveBis saxell ze
ganoweriBi da sagonBis an momsaxurebis da maTi fag-
tobrivi miwodebis damadasturebe Bi angariSi.

Tizikuri piri _ samarTaBurTierTobis monawille
(pirovneba).

firma _ biznesis organizaciuli erTeulli (Sxvagvar-
ad kompania) mewarmeobis yvelBaze zogadi saxe Bwodeba,
misi warmoebiTi ujredis sididis, organizaciuli Tu
sakuTrebis formis miuxedavad. arsebobs Firmis sani saxe:
L erTpirovnuli, 2. partniorulli, 3. korporaciul .

Firmis Bikviduri saxsrebi _ saxsrebi, romBebic
Sedgeba naRdi fulis, fasiani gaRal debis, bankebSi an-
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gariSze arsebulli resursebisa da sasagonBo-materi-
alluri maragis zogierTi elementisagan.

fiskaluri _ saxazino.

Tigsirebuli _ kursi, fasi, ganakveTi da aS. romel -
ic xelSekrullebiT daTgnu Bl vadaSi ar icvleba.

fors-naJori _ gadauBaxavi dabrko Beba.

Tfotoashi _ fagsimiBuri asbhis erT-erTi saxeoba
Sesrullebuli Fotografirebis xerxiT.

franko _ sagareo vaWrobaSi: termini, romelic aRni-
Snavs sagonlis datvirTvas da gagzavnas gamyidvelis
xarjiT.

fraxti _ 1 gira ronelsac transportis patrons
uxdian wyalsavalli gziT tvirTis gadazidvisaTvis. 2.
dafraxtull (dagiravebull) gemze gadasazidi tvirTi,
agreTve TviT aseTi gadazidva.

fulli _ gansakuTrebull1 sagoneli, romelic say-
ovel Tao eqvivallentis rolls asrullebs; fullis fun-
gciebia: Rirebu BebaTa zoma, mimoqcevis, gadaxdis da da-
grovebis saSualleba da a.S. nebismieri sagani, romell sac
ganyidve Bebi, rogorc wesi i1Reben TavianT sagone Bsa da
momsaxurebaze gasacv e lad.

fungcia _ 1 SesasrullebelBi sagme, movaleoba 2.
roli, nniSvne B oba, daniSnulleba. 3. movlena, romelic
meore mov Benazea damokidebuli da icvleba am movle-
nis cvlilebasTan erTad.

y

yadaRa _ akrZallva an SezRudva dawesebu B saxe In-
wifo organoebis mier raime gonebis gamoyenebaze an
gankargvaze, konfiskacia, CanorTmeva.

yidva-gayidvis kontragti _ xelSekrulleba, romel-
sac deben komerciull safuzvelze da iTvaliswinebs
sagonBis an momsaxurebis miwodebas. masSi dadgeni I ia
mxareTa garkveu B 1 uf Bebebi da mova Beobebi, kontragtsSi
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miTiTebu Bia xelSekrulebis subieqtebi, sagani, fasi,
saerTo Tanxa, miwodebis vadebi da pirobebi, ganyidvell -
Ta garantiebi, dazRveva da aS.

S

SabBoni _ 1 ninuSi, romBis mixedviTac amzadeben
erTnair nakeTobebs. 2. mowyobi B oba mza nawarmis for-
mis Semosamowmeb Bad. 3. (gadat.) erTxel da samudanod
miRebu Bi ninuSi, romelsac brmad baZaven; trafareti,
Stanpi.

Savad naweri (Savi piri) _ dokumentis pirvandeli
tegsti, winaswari redaqciiT, masSi Setani b1 Sesworebe-
biT.

Sansi _ risame ganxorcielebis, raneSi warmatebis
SesaZ B eb B oba.

SezRudu l'1 pasuxisngeb Bobis organizacia (Sps)
_ organizacia, Sequni b1 turidiulli an Fizikuri pire-
bis SeTanxmebis safuZve I ze, maT1 anabrebis gaerTianebis
gziT sameurneo sagnianobis ganxorcielebis mizniT. Sps
unda Sedgebodes ara umcires ori wevrisagan. sazoga-
doeba ignneba da mogmedebs sadamfuZneb B o xe B Sekru Beb-
isa da wesdebis safuZvelze. iZens turidiulll piris
uflebas registraciis momentidan.

Sesanaxi erTeuli _ dokumentebis gancall kevebulli
Joufi (callkeuli dokumenti), romelic arqivSi aRir-
icxeba damoukidebeBi nomriT (ix. sagme (1), proeqti,
albomi, fotodokumenti, mikrofimi da aS.

Semosu b1 dokumenti _ dawesebu Bebis mier miRe-
bull1 dokumenti.

SeniSvnebi _ dokumentebis, saargivo cnobaris, pub-
Bikaciis samecniero-sacnobaro aparatis nawi Bi. Sei-
cavs cnobebs, romBebic warmoadgens maTi Sinaarsis gan-
martebas an damatebas. SeniSvnebi Tavsdeba ZiriTadi
tegstis bolos an strigongveSa gamotanis saxiT.
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Sifri _ 1 saidumBo werilisaTvis saWiro pirobi-
T1 niSnebis sistema. 2. wignebis, xe Inawerebis, sagniani
gaRa B debisa da misT. aRsaniSni pirobiTi niSani, romelic
miuTiTebs maTi Senaxvis adgi I ze.

Stati _ 1 ama Tu im dawesebu Bebis TananSrome I Ta
mudmivi Semadgen B oba. 2. administraciulli erTeuli.

Sualledur gamyidveBTa bazari _ 1is kompaniebia,
romnBebic sagoneB's da momsaxurebas iZens piradi mox-
marebisaTvis.

Stampi _ beWdis saxeoba, Cveu Bebriv sankuTxa, dawese-

bulebis rekvizitiT (saxe Bwodeba, misamarTi...)
C

CanarTi _ 1. svetis furceli. 2. svetSi erTi doku-
mentis meoreze dawebebis adgili.

CaniSvnebi _ minawerebi an niSnebi dokumentze. miu-
TiTeben dokumentisadmi im piris danokidebu lebaze,
ronelic mas ecnoboda, an dokumentis moZraobaze
sagmniswarmoebaSi (rezo Bucia, aRniSvna Sesru Bebis Sesax-
eb da sxv).

Ceki _ 1. dokumenti, romelic Seicavs meanabris gan-
kargu Bebas bankisadmi, raTa man mimdinare angariSidan
gadauxados an gadauricxos warmomdgens garkveu Bi Tanxa.
2. salaroSi (bankSi) warsadgeni gviTari, romell zedac
aRniSnulia sagoneBSi gadasaxdelBi Tanxis odenoba;
agreTve salarodan miRebuli talloni, romelic adas-
turebs, rom sagonlis fasi gadaxdilia.

Cekis inkaso _ Tfulis gadatana Cekis gadanweri
piris angariSidan Cekis mimRebi piris angariSze; sxva
saxe Bwodeba _ Cekebis kB iringi (ix. kHiringi).

C

ceremonia _ 1. oficialuri xasiaTis zeini, romel-

ic garkveu B1 wesebiT, winaswar Sedgeni i1 gegniT tar-
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deba. 2. mogmedebis wesi, romelic miRebulia an dadge-
ni B ia sazeimo SemTxvevebisaTvis.
ceremonial i _ raime ceremoniis oficialurad dad-
geni B1 ganwesrigeba.
citata _ raine tegstidan ucvBelad moyvanili
nawyveti ama Tu im azris dasasabuTebBad, dasamowme-
bl ad.
VA
ZiriTadi kapitali _ sawarmos, dargis, nTel 1 ekonomikis
masStabi T arsebu B 1 Senobebis, manganebisa da mowyobi B obe-
bis Sejamebu Bi Rirebulleba garkveul1 TariRisaTvis.
X
xeBnaweri _ 1 xeBiT dawerili dokumenti. 2. av-
toris xelnaweri.

J
jarima _ Ffulladi gadasaxdeli, romelsac ixdian
Tizikuri an iuridiuli pirebi mognedi kanonmdebll o-
bis, dadebuli xeBSekrullebis an dadgeniBi wesebis
darRvevisaTvis. jarimis gadaxda ar aTavisuf Bebs gad-
anxde B's nakisri valdebu Bebebis Sesru lebisagan.
Jentlmenuri SeTanxmeba _ saerTaSoriso xe N Sek-
rulleba, romellsac deben oficialur formallobaTa daucve-
B ad, dauwer Bad (zepirad).
h
ho Bdingi _ agcionerulli kompania, romelic fHlobs
sxva TFirmebis, kompaniebis agciebis sakontroBlo pa-
kets.
honorari _ fulladi gasanrjello, romellsac Sronis
sazRaurad aZBeven (xelSekrulebis safuZve l ze) sxva-
dasxva profesiis adamianebs.
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inglisurenovan sagmian weri Bebsa
da dokumentebSi gamoyenebu il
sityvaTSemok B ebaTa mokBe nusxa

Al _ firstclass _ pirveli kHasi

a/c anacct _ account _ angariSi

advt. _ advertisement _ gancxadeba-rek lama

agt _ agent _ agenti

amt _ amount _ Tanxa

arrvsl _ arrivals _ Camosull'i partiebi

art an Art-article _ statia; sagani; saqoneli;

a/s. _ 1. after sight _ wardgenis Sendeg (xarjis);

2. account sales _ angariSi (komisioneris) saqon-
Bis gayidvis Sesaxeb

a.w. _ actual weight _ fagtobrivi wona

a.w.b. an AW.B. _ air waybill _ zednadebi TviTnfri-
naviT gadataniBi1 tvirTisa

b.an B. 1. bale _ Sekvra, fuTa, 2. bid _ Tfasis
SeTavazeba (nyidveBis mxridan). 3. bill of exchange _
gadasagzavni Tamasuqi (xar jva).

B.S. _ british standard _ britanuli standarti

bxs - boxes _ yuTebi

c. 1. cent _ centi; 2. centimetre _ santimetri; 3.
Cubic _ kuburt;

c&f. an c. and f. - cost & freight _ Rirebulleba da
fraxti

c&f. anc. and i. - cosk & insurance _ Rirebuleba da
dazRveva

cert. - certificate _ dadastureba, mownoba, sertifikati

ch. fwd. - charges forward _ xarji ekisreba tvir-
Tis mimRebs.
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Chges - charges _ xar jebi

chg. - cheque __ Ceki

C.N. - 1. credit note _ sakredito avizo; 2. consign-
ment note _ satransporto zednadebi;

Co. _ sazogadoeba, kompania;

Con. inv - consular invoice _ sakonsullo faqturg;

cont. - 1. continuation _ gagrZelleba; 2. contract _
kontragti, xel Sekru leby;

Cr.- creditor, credit, credited _ kreditori, krediti,
kreditirebuli;

crs - cars _ avtomanganebi;

C.T. - cable transfer _ satelegrafo gzavni lebg;

D/D - documentary draft _ dokumentirebulli xarj-
va, 2.demand draft _ xar jva, saswrafod warmosadge-
ni;

Dep - 1. departament _ ganyoTi Beba, departanenti;

2. deputy _ moadgille;

di (a) - diameter _ diametri;

disbs - disbursements _ gasaval i, danaxarji;

dis (c) - discount _ fasdak B eba;

do - 1. ditto _ igive; 2. dollar _ dolari;

d.w. an D/W - deadweight _ dedvaiti, gemis srulli
tvirTamweoba;

dz. - dozen _ dudini;

emb - embargo _ embargo, akrzallva, yadaRa;

encl - enclosed, enclosure _ darTull1, danarTi;

E.P. - English Patent _ ingHRisuri patenti;

Esq - esquire _ eskvairi;

etc - et cetera _ da ase Semdeg;

ex. gr. - exempli gratia = For example _ magaliTad;
exps, exs - expenser _ xarji, gasavali;
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fact (s) - Factory (s) _ Tabrika, fabrikebi, garxana,
garxnebi;

f.e. - For example _ magaliTad,

fgt - freight _ fraxti, tvirTi;

gal (1) - gallon (s) _ galoni;

G.C. - generalcargo _ generalluri tvirTi, Sereulli
tvirTi;

gds - goods _ tvirTi, tvirTebi, sagoneli;

G.M. - general menager _ mTavari mmarTve i (mene-
Jeri);

gr. 1. grade _ xarisxi, sorti, gradusi; 2. gramme
_ grami; 3. gross _ bruto; grosi; (12 dudini);

G.R.T. - gross register tons _ bruto _ registrire-
bulli wong;

h. - hour _ saaTl;

ha - hectare _ heqtari;

hdbk _ handbook _ cnobari;

h.p. an H.P. _ horse - power _ cxenisZal g

in. - 1. inch (es) _ duimi; 2. interest _ procentebi;

ince - incuranse _ dazRveva;

ins, insce _ dazRveva;

int - 1. interest __ procentebi; 2. internal _ Sinagani;
3. international _ saerTaSoriso;

int. al - inter alia _ sxvaTa Soris;

inv - anvoice _ angariS-faqturg;

jnt - joint _ gaerTianebu b'i, erTob R ivi;
L.C.an _ L/C _ letter of credit _ akreditivi,
LD. - limited SezRudu B'i pasuxismgeb B obis;

lic - licence _ Nicenzia;
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Ltd. - limited _ SezRuduli pasuxismgeb l obis;

M. - 1. metre (s), metric _ metri (metrebi); 2. mile
(s) _ mibi; month _ Tve;

man. - manufacture _ nakeTobg;

manfd - manufactured _ damzadebu l'i, damzadebu-
Lig

mem (0) - memorandum _ memorandumi;

Messrs - messieurs _ batonebo;

Mgr - manager _ gange, mmar Tve B i;

M.I.P. - marine insurance policy _ sazRvao dazRve-
vis polisi;

mtk. - market _ bazari;

Mr. - mister _ mister, batono;

M.S. - motor - ship _ Thomavall i;

N. - number _ nomeri, ricxvi;

N.B. - nota bene _ SeniSvna, aRniSvna;

Nb. - number _ nomeri, ricxvi;

N.B.S. - 1. National bureau of standard _ standart-
ebis nacionaluri biuro (aSS.); 2. New british Stan-
dard _ axali britanulli standarti;

n.r.t. - net register tonnage _ sufTa registrirebu-
B1 tonali, sufTa tevadoba;

nt.wt. - net weight _ neto; sufTa wong;

O.C. - office copy _ ashi, romeBic sagmeSi rCeba;

O.K. - all correct _ yvelaferi rigzea, yvelaferi
sworia; damtkicebulia, SeTanxmebull ia;
O/o - order of - .... davalebiT, gankargu BebiT; viRa-

cis brZanebiT;

P. - 1. patent _ patenti; 2. perishable _ mall fuWe-
badi; 3. port _ porti; 4. power _ Zala, simZlavre,
energia;
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Pay (m) tan Paym™t _ gadaxda, gastumreba;

p/c an P/c - prices current _ arsebuli fasebi; dRis
kursi;

p.c. - 1. per cent _ procenti, procentebi; 2. post
card _ safosto baraTr,

per pro - per procurationem _ davallebiT;

P.O. - 1. posta; order _ fuladi gzavni Beba FostiT,;
2. post office _ safosto ganyofi leba;

P.O.B. - post office box _ safosto yuTi (romelime
dawesebu Bebis an organizaciis);

P.O.C. - port of call _ Sesvlis poti;

P.0.0. - pay on delivery _ fasdadebiT,;

p.p. - per procurationem=p.p _ davallebiT;

P.S. - 1. postscript _ postskriptumi, ninaweri xell-
moweris Semdeg; 2. private secretary _ piradi mdivani;

pt - 1. part - nawilli; 2. payment _ gadaxda, 3.
point _ pungti; 4. port _ porti,

p.t. - pro tempore - droebiTi, droebiT,;

p.t.o. - please turn over _ ixile ukan;

Q - 1. quantity _ raodenoba; 2. quarter _ meoTxedi,
kvartali;

gty - quantity _ raodenoba;

qual - quality _ xarisxi,

R - 1. railway - rkinigza; sarkinigzo; 2. rouble (s) _
maneT1, maneTebi; 3. rupee _ rupia;

r-1.receipt _ xeBwerili, quiTari; 2. received _
miRebu B i3;

rcts - receipts _ Semonatani, Semosaval i;

regd - registered _ registrirebuli, SekveTili
(safosto gzavni Bebani);

rem - remitance _ fuladi gzavni Beba, gadaricxva;
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Rem - representave _ warmomadgene I i;
R.M. - registered mail _ SekveTili Fostg;
Rw. - railway _ rkinigza,

S.-1.series _ seria 2. ship - gemi; 3. south,
Southern _ samxreTi; 4. street _ quCa;

S.&H. exc. - Sundays and holidays excepted _ kvir-
isa da sadResaswauBo dReebis gamok BebiT;

sp - 1. signature _ xelBmowera; 2. signed _ xel-
moweri B, xeBmoweri B3

Soc. - society _ sazogadoeba;

St.- 1.street _ quCa; 2. station _ sadguri, vagzali;

st. - standard _ standarti;

stg - strerling _ ster hingi;

sx - sacks _ tomrebi;

T. - 1. tare _ taras wona; 2. transfer _ gzavni Beba,
gadaricxva;

Tel. 1. telephone _ telefoni; 2. telegram, tele-
graph, telegraphic _ telegrana, telegrafi, satelegrafo;

Tel. add. - telegraphic address _ satelegrafo mis-
amarTi;

T.M. - trade mark _ savaWro niSant;

T.M.O. - telegraph money order _ fulladi gzav-
niBeba telegrafiT,

T.T. - telegraphic transfer _ sate Begrafo gzavni Beba;

T.W. - total weight _ saerTo wona;

tx - tax (es) _ gadasaxadi (gadasaxadebi);

U. - 1. union _ kavSiri; 2. universal _ saerTo, nsof-
hio, universaluri;

U.S.S. - United States Standard _ amerikull1 stan-
darti;
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V.- 1.vessel _ geni; 2. vice _ vice; 3. volume _
mocu I oba, toni;

Val. - value _ Rirebu leba, Faseu l oba;

V.P. - vice - president _Pvice prezidenti;

W.B - way bill _ zeddebu 11, satransporto zeddebull i;

W.R - warehouse receipt ~ _ sasawyobo xeBwerili,
sawyobis cnoba.
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danarTi

Tu weri 01 aSS-Si 1gzavneba, maSin auci Bebelia galla-
qis dasaxe Bebis Semdeg mieTiTos Stati. es ImiT aixs-
neba, rom aSS-s sxvadasxva StatSi erTi da igive dasax-
el ebis ramdenime galBagi arsebobs. mag., 5 niu-iorki, 20
bostoni, 5 filadel Fia.. anitomac, misanarTSi auci Be-
belia Statis miTiTeba, romelic xSirad SemokBebiT
iwereba (ganonak B isia: aidaxo, aiova, meni, ohaio, iuta).

aSS-s Statebis dasaxe leba

(srulli da SemokBebulli)

a B abama Alabama Ala.
arizona Arizona Ariz.
arkanzasi Arkansas Ark.
delaveri Delawere Del.
vaiomingi Wyoming Wyo.
vaSingtoni Washington Wash.
vermonti \ermont Vi.
virjinia Virdginia Va.
viskonsini Wisconsin Wis.

i Linoisi Ilionis l.
indiana Indiana Ind.
kalifornia California Calif.
kanzasi Kansas Kans
kentuki Kentucky Ky.
kol orado Colorado Colo.
konegqtikuti Connecticut Conn
ko Bumbiis District of

olqi Columbia D.C.
Ruiziana Louisiana La.
masaCusetsi Massachusetts Mass.
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meri Bendi
minesota
misisipi
misuri
miCigani
montana
nebraska
nevada
niu-iorki
niu-meqsiko
niu-jersi
niu-hempSiri
ok Bahoma
oregoni
pensi Bvania
rod-ai Bendi
samxreTl
dakota
samxreTl
karo Bl ina
tenesi
florida
Crdillo
dakota
Crdillo
karo Bl ina
jorjia

(an georgia)

Maryland
Minnisota
Mississippi
Missouri
Michigan
Montana
Nebracka
Nevada
New York
New Mexico
New Jersey
New Hempshire
Oklahoma
Oregon
Pennsylvania
Rhode Island

South Dakota
South Carolina
Tennessee
Florida

North Dakota

North Carolina

Georgia
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Md.
Minn.
Miss.
Mo.
Mich
Mont.
Nebr.
Nev.
N.Y.
N. Mex.
N.J.
N.H.
Okla
Oreg.
Pa.
R.I.

S.D. (an S.Dak.)
S.C.

Tenn.

Fla.

N.D. (an N.Dak.)
N.C.

Ga. (an Geo.)



didi britaneTis sagrafoTa

dasaxe l eba

(srulli da SemokBebulli)

Tu Tqven weri Bs agzavniT britaneTis romell ime dasaxe-
Bebul pungtSi, maSin galagis, soflis da aS. dasa-

argiBSiri
bakingenSiri
bedforSiri
berkSiri
glanorganSiri
glosterSiri
devonSiri
denbiSiri
derbiSiri
vusterSiri
iorkSiri
kamber Bendi
karmartenSiri

kornarvonSiri
kembrigSiri
kornuel i

B ankaSiri
BesterSiri
Binko B Siri
mid B seqsi

monmutSiri

Argylishire
Buckinghamshire
Bedfordshire
Berkshire
Glamorganshire
Gloucester
Devonshire
Denbigshire
Derbyshire
Worcestershire
Yorkshire
Cumberland
Carmarthenshire

Carnarvonshire
Cambridgeshire
Cornwall
Lancashire
Leiceatershire
Lincolnshire
Middlesex

Monmoutshire

nortgenptonSiri Northamptonshire
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xeBebis Semdeg iwereba saTanado sagrafos srulli an
Semok Bebu b1 dasaxe eba:

Argyl.

Bucks.

Beds.

Berks.

Glam.

Glos.

Devon.

Den.

Derbs.(an Derb.)
Wo.(an Worcs.)
Yks.(an Yorks.)
Cumb.

Carm. (an Car-
marths)

Carn.

Cambs.

Corn.

Lancs.

Leics.

Li. (an Lincs.)
Midd.(an Midd’x
an Mx.)

Mon.
Northants. (an
Northn.)

notingenSiri
ogsftordSiri
pembrukSiri
somersetSiri
stafordSiri
ui 1ESiri
uorikSiri
THhintSiri
CeSiri
hantingdonSiri
hartfordSiri
hempSiri

Nottinghamshire
Oxfordshire
Pembrokeshire
Somersetshire
Staffordshire
Wiltshire
Warwikshire
Flintshire
Cheshire
Huntingdonshire
Hertsfordshire
Hampshire
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Notts.
Oxon.
Pemb.
Soms.
Staffs.
Wilts.
Warw.
Flints. (an Flint.)
Ches.
Hunts
Herts.
Hants.



koreqturis zogierTi niSani

sagqmis gaRa B debTan muSaobisas zogjer saWiro xde-
ba teqstSi damateba-Sesworebis Setana. aseT dros,
operatorTan muSaobis gasaadvilebBad, aucillebelia
koreqturis zogierTi niSnis gamoyeneha.

1. teqstSi ganotovebu B 1 asoebi an sityvebi gasagebad

strigonebs Soris
iwereba¥da Figurulli Frixi BT Caismeba saTanado adg-
ilze

2. asoebs Soris gamotovebuli areebi ivseba
SeeTrTebis niSniT. didi intervalebi sityvebs Soris

ivseba horizontaluri xaziT da (———) rkallebiT.

3. SecdomiT mWidrod dabewdili asoebis an si-
tyvebis gayofa xdeba gancall kevebishiSniT.

4. zedmeti sityvebis anoSBa xdeba horizontalluri
xaziF xaziT. zedmeti asoebi iSHeba SeéfrTebis nisSniT.

5 SecdomiT Cawerili sasveni niSnebis waSHa
xdebao talRuri xazebiT.

6.Nteqstis zedmeti nawi Bis waSHBa xdeba daxrili
xazebiT.

egstis 2edmxti mwi INs WaSla Xqeba axrili

Zebi.

7. SecdomiT gadaSHilli1 sityvebis aRedgena xdeba
ves dasruli wertiBebiT, T

8. erTmaneTis gverdze ganBagebulli sityvebis an
asoebis araswori mindevrobis [xdeba|gasworeba) niSyiT
“gadaadgi Beba”.

9. randenime sityvis gadasaadgi BebBad am sityvis
zeviT gasnull horizontaglBur xazebis Tavze iwereba
cifrebi, romBebic mindevrobas swor uCveneben.

10. tegstSi indegsebi, SeniSvnebi¥/da xarisxis niS-
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nebi (magaliTad, 5\%) gamoyofilia indegsis niSniT.

11. Tu frazis dawera saWiroa abzaciT, gamoiyeneba
abzacis niSani Z. abzacis gaugmeba xdeba niSniT:

CTu abzacis gaugmeba xdeba gverdis bolo strigonze,
gamoiyeneba isaris niSani »
le———— Sesabanisad igive niSniT iwyeben morigi gver-
dis pirveli frazis dasawyiss.

12. Cveulebrivi Sriftis nTavruliT (didiT) Secv-
Bisas asos (sityvis) queS gavusvaT ori _xazi da piri-
qiT, mTavru 1 SriftiT akrefi b sityvis zomebis Sen-
cirebisTvis ori Xxazis gasma xdebha zeviT.
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zogierTi

CP Qr@#0
B
&

d.

Co (an C9
Inc

TIR

N

ISO

DINN
ANSI
E.&O.E. an
(S.E.&0))

VIP
InCoTerm

o
|

?

gavrcellebulli simbolo da
SemokBebulll sityva

copywrite, saavtoro ufleba
kvadrati, nomeris niSani (#)
sagon B is niSani, registrirebulli
ampersandi, kavSiri “da”

at, to (-mde)

funti sterlingi

dolari

Limited, SezRudu B1 pasuxis-
mgeb B obis sazogadoeba
kompania

Incorporated (aSS), registri-
rebulia rogorc kompania
saavtomobi Bo gadazidva
diumi (daaxB. 2,5 sm)
saerTaSoriso standarti
germaniis standarti

aSS nacionalluri standarti

Secdomebi da Sesworebebi
ganoricxulia

sapatio stumari
saerTaSoriso komerciuli
terminebi

gamyidve b1

myidve B i

sabaJo

xar jebis da riskis zRvari
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EXW, FAS, FOB
FRC, C&F, CIF
EXS, EXQ, DAF
DDP, CIP, FOR
ISBN

ISSN

saqon b is miwodebis sabazi-
SO pirobebi

wignis saerTaSoriso niSani
Jurnallis saerTaSoriso
niSani
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orgteqgnikis Ri lakebze gamosaxulli

zogierTi

o

/S

£

[Rcl] | Redial | [o o] [#*]

SP-Phone

Mute

Wr

EEHEII
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standartulli niSani da
Semok B ebani

Pal/Secam sistena;
nomris ganmeorebiT
avtomaturi akrefa;
xmamaRal 1 (yurmiBis
gareSe) kavSirt,
mikrofonis ganorTva
“mungi” redini);
gamoTiSva, sawyis re-
JimSi gadayvana;
kveba;

xmis donis regulla-
tori;
CarTva-ganorTva.

sxvadasxva gveynis valuta

gqveynis dasaxe Beba valutis dasaxeleba valutis kodi
d
avstralia avstraliuri dolari AUD
avstria evro* EUR
azerbai jani azerbaiganu B1 manaTi AZM
allbaneTi I eki ALL
alJiri alJirulli dinari DzZD
andora evro EUR
arabTa gaerT.
saemi roehi dirhemi EAD
argentina argentinulli peso ARP
aSS dolari uUSD
axali zelandia axalzelBandiuri dolari NZD
b
bang B adeSi teka BDT
bahreini bahreinu i dinari BHD

*1999 wlhis 1 ianvridan evrokavSirSi Semavalli 12 gveynisaTvis (avs-
tralia belgia, germania, espaneTi, ir Bandia, italia, Bugsemburgi, nider-
Bandebi, portugal ia, saberzneTi, safrangeTi, FineTi) SemoRebul igna ofi-
cialluri fullis erTeulli _ evro. 2002 wlis 1 ianvrande igi arsebobda
unaRdo angariSis saxiT. naRdi banknotebisa da monetebis saxiT mimo-
gcevaSi Sevida 2002 wlis 1 ianvridan. saxe Bwodeba _ evro SeTanxmebu
igna evrokavSirSi 1995w. dekemberSi. evros sinboBoa _ E. evrokavSirSi
Semaval'i qveynebidan did britaneTSi darCa erovnuli valuta _ funti
ster bingi.

daniam da Sveciamac uari Tgves sakuTari valutis ganocvlaze.

evro mimogcevaSia patara (juja) saxe BmwifoebSi, romBebic for-
maBurad ar Sedian evrokavSiris SemadgenBobaSi: vatikani, san-marino,
andora da monako.

agreTve, safrangeTis zRvisiqiTur departamentebSi: gvade Bupa, mar-
tinika, safrangeTis gvinea, reiunioni.

kunZu Bebze, romBebic portugaliis SemadgenBobaSi Sedian: madeira
da azoris kunZu lebi.

kosovoSi (serbeTis mxare) romelsac akontroleben saerTaSoriso
samSvidobo Zalebi da CernogoriaSi.
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belgia

be Borusi
bolivia
brazillia
bulgareTi

gana

gvade Bupa
gvatemalla
gvinea
gvinea-bisau
germania
gibral tari
greBandia

dania

didi britaneTi
dominikis respublika

egvipte
eTiopia
ekvadori
espaneTiY
estoneTi

vatikani qallagl saxe Inwifo

venesue B a
vietnani

evro
beBlorusulli rubli
bo I ivano
brazibliuri reali
Bevi

g
sedi

evro
ketsali

gvineis franki
gvinea bisaus peso
evro

gibral taris funti
daniuri krona

d

danturi krona
funti sterlingi
dominikuri peso

e

egvipturi funti
eTiopiuri biri
sukre

evro

kroni

v
evro
bolivari
dongi
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EUR
BYR
BOB
BRL
BGL

GTC
EUR
GTQ
GNF
GWP
EUR
GIP
DKK

DKK
GBP
DOP

EGP
ETB
ECS
EUR
EEK

EUR
VEB
VHD

zairi
zambia
Zimbabve

TurqeTi
TurqgmeneTi

1aponia
iemeni

ir landia
isBandia
italia
indoeTi
indonezia
iordania

iranis islawuri resp.

isracli

kambo ja
kanada
kenia
kviprosi
ko Bunbia
kongo

korea (ksdr)

respub B ika korea

kosta-rika

z
axali zairi ZRN
kvaCa (zambiuri) ZMK
zimbabves dolari ZWD

T
Turqulli lira TRL
Turgrenu B 1 manaTi TMM

iena JPY
iemenuri riali YER
evro EUR
isBlandiuri krona ISK
evro EUR
induri rupia INR
rupia IDR
iordaniis dolari JOD
iranulli riali IRR
Seke B 1 ILS
k

rieli KHR

kanaduri dolari CAD
kenturi Silingi KES
kviprosis funti CYP
ko RBumpiuri peso COP

Franki XAF
CrdiloeT koreulli

vona KPW
vona KRW
kostarikulli

koloni CRC
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kuba

latvia

I ibani

libia
Biberia
litva

I ixtenSteini
B ugsemburgi

madagaskar i
mavritania
malaizia
ma ll ta
maroko
megsika
mozambiki
mo BdaveTi
monako
monRo BeTi

namibia
nepali
nigeria

kuburi peso

|
Iati
Iibanuri funti

Ribiuri dinari
Riberiuli dolari
liti

Sveicaru 1 Franki
evro

m

madagasiuri Franki
ugia

maBaiziuri ringiti
malturi Bira
marokou 1 dirhami
megsikuri axalli peso
metikali

mo Bdavuri HRei
evro

tugriki

n
rendi
nepaluri rupia
naira

nider Bandebi (ho Bandia) evro

nikaragua
norvegia

omani

oqros kordoba
norvegiu l1 krona

o
omanuri riali
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CuUP

LVL
LBP
LYD
LRD
LTL

CHF
EUR

MGF
MRO
MYR
MTL

MAD
MXN
MZM
MDL
EUR

MNT

ZAR
NPR
NGN
EUR
NIO
NOK

OMR

pakistani
panama

paragvai

peru

po B oneTi
portugalia
puerto-riko

ruanda
rumineTi
ruseTis federacia

saberZneTi
salvadori

sanxreT afrikis
respub l ika
san-marino

saudis arabeTi
safrangeTi
sagarTvello

seiSe b is kunZu B ebi

siriis arabTa respublika

shovakeTi
shovenia
somali
somxeTi
sudani
surinani

p

pakistanis rupia
ballboa;

anerikulli dolari
guarini

axali soli
zHloti

evro

anerikulli dolari

r
ruandis Ffranki
Iei

rusulli rubli

S

evro
sallvadorulli
ko B oni

rendi

evro

saudis riali
evro

lari

seiSelis rupia
siriulli funti
sBovakuri krona
tolari
somaBluri Silingi
somxuri drami
sudanis dinari
surinanis guldeni
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PKR
PAB
uUsb
PYG
PEN
PLZ

EUR
uSD

RWF
ROL
RUR

EUR

SVvC

EUR
SAR
EUR
GEL
SCR
SYP
SKK
SIT
SOS
AMD
SDD
SRG



tai Bandi
tanzania
tagikeTi
tunisi

uganda
uzbekeTi
ukraina
ungreTi
urugvai

Tilipinebi
TineTi
fiji

yazaxeTi
yirgizeTi

Sveicaria
SvedeTi
Sri-lanka

Cernogoria
CexeTis
respub B ika
Cille

CineTi

t
bati
tanzaniuri Silingi
tajikuri maneTi
tunisuri dinari

u
uganduri Silingi
uzbekuri sumi
grivna

forinti
urugvau I peso

L
filipinuri peso
evro
Tijis dolari

y
yazaxuri tenge

yirgizulli somi

S
Sveicaruli franki
Sveduri krona
Srilankuri rupia

C
evro

evro
Cilles peso
iuani
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THB
TZS
TR
TND

UGS
uzs
UAH
HUF
UYP

PHP
EUR
FID

KZT
KGS

CHF
SEK
LKR

EUR

EUR

CLP
CNY

jibuti

hai €i

J
Jibutis franki

h
hurdi
anerikulli dolari
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DJF

HTG
uSD



ekvivallentur sazomTa cxrili
(FarTis (zedapiris) tevadobis, sigrZis,
mocu Bl obisa da wonis)

akri _ miwis sazomi erTeulli inglissa da Crd.
anerikaSi: udris: 4,047 kv. metrs.

ari _ miwis sazomi erTeulli; udris: 100 kv.n (heg-
taris 1/100).

bareli (benzinisaTvis) _ tevadobis sazomi erTeu-
B, udris 1589 Hitrs.

bareBi (amerikulli) _ fgvilisaTvis _ wonis sa-
zomi erTeuli; udris 88,90kg.

bareBi1 (Txevadi) _ tevadobis sazomi erTeuli;
udris: 31,5 gallons, 119,237 Bitrs.

bareli1 (mSrali) _ tevadobis sazomi erTeulli _
xi bis, bostneu lisa da sxva mSrali produqtebisaTvis;
udris: 9547 Bitrs.

buSelB i1 (amerikuli) _ tevadobis sazomi erTeuli
(marcvileulisaTvis); udris: 35,2383 Bitrs.

buSeli1 (britanulli) _ tevadobis sazomi erTeuli
(marcvleulisaTvis); udris: 1,0320 amerikull buSels.

galoni (amerikuli) _ tevadobis erTeuli; udris:
3,7853 Hitrs.

galoni (britanuli) _ tevadobis erTeuli; udris;
45460 Bitrs.

grani _ wonis erTeuli; udris: 64,799 niligrans.

dekalitri _ tevadobis erTeulli; udris: 2,6418
galons; 10 Hitrs.

dekastri _ mocullobis erTeulli; udris: 10 kub.
metrs.

deciari _ farTis sazoni erTeulli; 10 kv. metrs.

decigrani _ wonis erTeult; udris: 0,1 grans.

decilitri _ tevadobis erTeull1; udris: 0,1 Ritrs.
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decisteri _ mocullobis erTeulli; udris: 100
plitrs.

dragma saafTiago _ wonis erTeulli; udris: 3,888
grams.

duimi _ sigrzZis erTeulli; udris 2,54 santimetrs.

dragma (Txevadi amerikuli) _ tevadobis erTeuli;
udris: 3,69 mibilitrs.

tardi _ sigrZis erTeuli; udris: 0,9144 metrs.

kabe B tovi _ sigrZis erTeulli navigaciaSi; udris:
182,88 metrs.

karati _ Zvirfasi qvebis wonis erTeuli; udris
0,2 grans.

kvadrati _ (nagebobebisaTvis mSeneb BobaSi) _ udris
9,29 kv. metrs.

kvadratulli mili1 _ farTis sazomi erTeuli, udris
2,5899 km; 258,999 heqtars.

kvadratulli rodi _ farTis sazomi erTeulli; udris:
25 933 kv. metrs.

kvarta _ Txevadi, arerikulli _ tevadobis erTeuli;
udris 0,9463 HBitrs.

kvarta _ nSralli, anerikulli _ tevadobis erTeuli;
udris 1,1012 Bitrs.

kvarta _ britanulli an saimperio _ tevadobis er-
Teul1; udris: 1,1365 Bitrs.

kvarteri _ sigrZis erTeuli; udris: 402,34 metrs.

kvarteri _ qsovillebis sazomi erTeuli; udris
22,86 santimetrs.

kvintal1 _ wonis erTeuli; udris 100 ki Bograns.

kordi _ xis masallis mocull obis sazomi (Cveu Bebriv,
sigrZe 8 futi, simaR e 4 futi, sigane 4 futi); udris
3,625 kub. metrs.

kubiti _ sigrZis erTeuli; udris 19 duins.

kuburi futi _ mocullobis erTeull1; udris 0,0283
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kub. metrs. tevadobis erTeul1; udris 28,316 Bitrs.

metri _ sigrZis erTeuli; udris: 0,0936 iards;
3,280883 futs; 39,37 duins; 10 decimetrs; 100 santi-
metrs.

miBeri _ metrulli tona _ wonis erTeulli; udris:
1000 kg. 1 metrull wonas.

miBi _ (amerikuli, geografiulli an sazRvao) _ si-
grZis erTeuli; udris: saerTaSoriso sazRvao hidro-
grafiis biuros 1,0007 mills, 1,1515 sawesdebo mills,
1,85324 kil ometrs.

miBi _ (britanuli, sazRvao an saadmirallo) _ si-
grZis erTeuli; udris: 6080 futs; 1,8532 ki B ometrs.

mi Bimetri _ sigrZis erTeuli; udris 0,03937 duins;
0,001 metrs.

peki _ amerikuli _ tevadobis erTeulli; udris:
8,8096 Hitrs.

peki britanulli _ tevadobis erTeul1; udris: 1,0320
amerikull peks; 0,0919 Hitrs.

pinta amerikulli (Txevadi) _ tevadobis erTeuli;
udris 0,47317 Ritrs.

pinta amerikulli (mSrali) _ tevadobis erTeuli;
udris: 0,5506 Bitrs.

pinta britanulli (Txevadi) _ tevadobis erTeuli
udris: 0,5682 Bitrs.

rodi _ sigrZis erTeul; udris: 50292 netrs.

rulloni _ sigrzZis erTeuli Spaleris gaRaldis-
aTvis: udris: 16 iards; 14,6304 metrs.

skori _ TvHladi erTeuli _ udris 20 cals.

skupu b1 saafTiaqo _ wonis erTeulli; udris: 1,2559
grans.

tuni _ tevadobis sazonmi; udris: 9539 Bitrs.

uncia everdiupoisi (Seesabameba sazomTa ingli-
sur sistenas yve la saqgon B isaTvis, garda 2virfasi BiTo-
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nebis, Zvirfasi qvebisa da wamBebisa) _ wonis erTeul T,
udris: 28,3495 grans.

uncia saafTiago _ wonis erTeuli; udris: 31,1035
grams.

funti everdiupoisi (Seesabameba ingBisur siste-
mas yvela saqonBisaTvis, garda Zvirfasi BiTonebis,
ZvirTasi qvebisa da wamBebisa) _ wonis erTeul1 udris:
543,592 grans.

funti saafTiago _ wonis erTeuli; udris 373,24
grams.

futi _ sigrZis erTeuli; udris: 0,3048006 metrs.

heqtari _ farTis sazomi erTeuli; udris: 2471
akrs; 10 000 kv. metrs.

hogtolitri _ tevadobis erTeulli; udris: 26,418
galons; 100 Bitrs; noculobis erTeuli; udris: 0,1
kub.metrs.
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