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yvela ufleba daculia. am wignis arc erTi nawili (iqneba es teqsti, foto, 

ilustracia Tu sxva) aranairi formiT da saSualebiT (iqneba es eleqtronuli Tu 

meqanikuri), ar SeiZleba gamoyenebul iqnas gamomcemlis werilobiTi nebarTvis gareSe. 
 

saavtoro uflebebis darRveva isjeba kanoniT.



Sesavalis magier 
 

bolo wlebSi CvenSi intensiurad viTardeba sagar- 
eo-ekonomikuri urTierTobani. saqarTvelo cdilobs 
demokratiuli faseulobebis damkvidrebas. saxelmwi- 
foebriobis gaZlierebis, misi mosaxleobis cxovrebis 
donis amaRlebis erT-erTi saSualeba Tanamedrove msof- 
liosTan erTian ekonomikur sivrcesa da globalur 
garemoSi aqtiuri CarTvaa. es ki civilizebul samyaros- 
Tan im formebiTa da meTodebiT TanamSromlobas gvavalebs, 
romelic saerTaSoriso praqtikiTaa miRebuli da apro- 
birebuli. 

Tanamedrove adamians, saxelmwifo Tu kerZo kompani- 
aTa muSakebs mudmivi swavla, TviTganaTleba sWirdebaT, 
raTa cxovrebis moTxovnebs ar CamorCnen. dRes gan- 
sakuTrebuli mniSvneloba aqvs informaciis swor mar- 
Tvas da mis konceptualur gagebas. dRevandeli muSaki 
aucileblad unda flobdes sainformacio kulturas, 
romelic misi saqmianobisaTvis sasicocxlo mniSvnelo- 
bisaa. igulisxmeba ara marto cifrebis, faqtebisa da 
movlenebis codna da gageba (amisTvis kompiuteri da 
sxva orgteqnika arsebobs), aramed is, Tu ras gvaZlevs 
am uzarmazar informaciasTan urTierToba da rogor 
efeqturad gamoviyenebT mas. 

 

*** 

Tanamedrove dawesebulebaSi erT-erTi wamyvani roli 
mdivans, referents akisria. gazrdilia misi, rogorc 
organizatoris, dispetCeris, konsultantis roli. bune- 
brivia, gaizarda moTxovnebi mdivan-referentis pirovnu- 
li da profesiuli Tvisebebisadmi. gaCnda am Tanamdebo- 
bis dasaxelebaTa variantebi: asistenti, TanaSemwe saer- 
To sakiTxebSi, direqciis warmomadgeneli, ofis-menejeri. 
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mdivan-referents mihyavs dawesebulebis saqmiswar- 
moeba, xelmZRvanelis saqmiani mimowera. is uSualod 
organizaciis pirvel pirs emorCileba. Tavis saqmianobaSi 
xelmZRvanelobs sakanonmdeblo aqtebiTa da dawesebuleb- 
is wesdebiT. 

mdivan-referentma unda icodes organizaciis (fir- 
mis) perspeqtivebi, misi safinanso-sameurneo saqmianoba, 
SeeZlos sammarTvelo muSaobis organizeba, dokument- 
ebTan muSaoba da maTi Sedgena, dawesebulebis orgteqni- 
kis efeqturi gamoyeneba. 

 

*** 

saqmiani urTierTobis nebismieri forma informaciis 
mudmiv gacvlas iTxovs. mdivans, referents, TanaSemwes, 
saerTod, ofisis muSaks, mudmivad uxdeba saqmis 
qaRaldebTan urTierToba, sxvadasxvagvari dokumentis 
Sedgena, rac garkveul codnasa da Zalisxmevas moiTx- 
ovs. 

dRevandel viTarebaSi, rodesac ase farToa kavSirebi 
sxvadasxva sazRvargareTul organizaciebTan, qarTulis 
garda, aucilebelia ucxo enis codnac (maT Soris in- 
glisuris, radganac is miCneulia saqmiani urTierTobis 
sayovelTaod miRebul enad). amitomac, nebismieri Tanam- 
Sromlis, biznesmenisa Tu Cveulebrivi moqalaqis gan- 
sakuTrebul interess iwvevs saqmiani werilis ingli- 
sur enaze Sedgena, misi struqtura da sayovelTaod 
miRebuli normebi, vinaidan, momavali partnioris Sesax- 
eb pirveli STabeWdileba adresats swored am wer- 
iliT eqmneba. sworad da marTebulad Camoyalibebul- 
gaformebuli werili ki, biznesSi warmatebis erT-erTi 
sawindaria. 

Nnawili pirveli  
 
 

mdivani-referenti 

(ufleba-movaleobani)  

 
qarTuli enis ganmartebiT leqsikonSi mdivanisa da 

referentis Sesaxeb naTqvamia: mdivani: 1. vinc awarmoebs 
an ganagebs dawesebulebis an kerZo piris saqmian mimow- 
eras. 2. piri, romelic wers sxdomis, krebis oqms. 3. 
partiuli an komkavSiruli organizaciis xelmZRvaneli, 
romelsac irCevs kreba an plenumi. 4. dawesebulebis an 
raime organos saqmeTa pasuxismgebeli xelmZRvaneli 
(institutis swavluli mdivani...) (t.V, gv.136); 

referenti: 1. referatis wamkiTxveli. 2. oficial- 
uri Tanamdebobis piri, momxsenebeli, konsultanti 
garkveuli sakiTxebis Sesaxeb (t.VI, gv.418). 

am leqsikonis (qarTuli enis ganmartebiTi leqsiko- 
ni, rvatomeuli (1950-1964 w.w.) gamosvlis Semdeg bevri 
ram Seicvala, kerZod, mdivnis mesame ganmarteba, im did 
qveyanasTan erTad, istorias Cabarda. Tumca ZiriTadi 
darCa da man axali datvirTva SeiZina. 
 

 
 

M mdivani-referenti 

(movaleobani)  

 
 

mdivani-referenti aris: 

1.  muSaki, romelsac dawesebulebis, organizaciis, 
firmis saqmiswarmoeba, agreTve, calkeul pirebTan saqmi-
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ani mimowera mihyavs. mdivnis movaleobaSi Sedis satele- 
fono zarebis miReba da aRricxva, kavSiri organizaciis 
mmarTvelobasa da mis ganyofilebebs Soris. 

2.  is, visac mihyavs sxdomis, TaTbiris oqmi, agreTve, 
Tvals adevnebs reglamentis dacvas. 

3.  organizaciis arCeviTi xelmZRvaneli, anda rome- 
lime arCeviTi organos erT-erTi wevri, romelsac mi- 
hyavs saqmiswarmoeba da saorganizacio-aRmasrulebeli 
xasiaTis mimdinare samuSao. 

4.  xelmZRvaneli, romelic dawesebulebis an rome- 
lime organos mimdinare muSaobis pasuxismgebelia. 
referenti   romelime dawesebulebis 
Tanamdebobis 

piria, romelic amzadebs moxsenebebs an garkveuli sak- 
iTxebis konsultantia. 

mdivan-referenti  asrulebs mdivnisa da referent-
is kombinirebul movaleobas. 

 

 
mdivan-referentma unda icodes: 
 
·   kompiuterze akrefa; 
·saqmiswarmoeba; 

·ტექსტის დამუშავება; 

ofisis marTva; 

sakadro samsaxuri; 

marketingi 
 

 

P.S. arastandartul viTarebaSi swori da swrafi 
moqmedeba yvela rangis muSakis aucilebeli Tviseba unda 
iyos. 

da kidev, nebismier samsaxurSi, ise rogorc biznesSi, 
fasdeba mxolod Sedegi da aravin kiTxulobs, ra saSu- 
alebebi dasWirda mis miRwevas. 

Mmdivan-referenti organizaciis 
struqturaSi  

 

 
Tanamedrove dawesebulebaSi mdivan-referents gan- 

sakuTrebuli adgili uWiravs. masze didad aris damok- 
idebuli jansaRi, saqmiani atmosferos Seqmna organiza- 
ciaSi, TanamSromlebs Soris, xelmZRvanelsa da Tanam- 
Sromlebs Soris. erToblivi (SeTanxmebuli) gadaw- 
yvetilebani amcirebs dawesebulebaSi stresul situa- 
ciebs, amaRlebs TanamSromelTa inovaciur potencials. 

kargi mdivani unda gamoirCeodes pirovnuli Tvisebe- 
biT, kargad icodes Tavisi statusi, movaleoba da ufle- 
bani: 

·� SeeZlos samuSao drois organizacia, samuSao 
dRis sworad dagegmva. 

·� icavdes profesiul imijs (Cacmis stili, gareg- 
noba da sxv.), saqmian samyaroSi sayovelTaod miRebuli 
kulturis normebs. 

·� icavdes saqmian etikets, subordinacias da Tan- 
amSromlebTan keTilganwyobil urTierTobas. 

·� icavdes Tavazianobis formebs, iyos koreqtuli, 
delikaturi, taqtiani, punqtualuri. 

·� daicvas misalmebis, wardgenis, gacnobis, zogadad, 
adamianur urTierTobaTa wesebi. 

·�  SeeZlos stumrebisa da TanamSromlebisaTvis 
yvavilebis, suvenirebis, saerTod, saCuqrebis SerCeva (es 
yuradRebis da pativiscemis gamoxatvis erT-erTi for- 
maa). 

·� aucilebelia sxvadasxva RonisZiebebSi moqcevis 
wesebis codna (banketi, furSeti, korporaciuli saRamo 
da sxv.). 

·� icavdes saubris etikets (xma, intonacia, tembri, 
artikulacia).
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·� flobdes saqmian leqsikas. 
·� unda SeeZlos xelmZRvanelTan urTierToba, flob- 

des mosmenis xelovnebas, ar unda hqondes gagebis, mo- 
qmedebisa da TviTgamoxatvis problemebi. 
� konfidencialuri sakiTxebisadmi gamoiCinos si- 

frTxile da windaxeduleba. 

 
*** 

mdivani-referentis cneba dRes sakmaod datvirTu- 
lia, mravalwaxnagiani da gradaciiT gamoirCeva: xelmZR- 
vanelis mdivani 7 TanaSemwe, mdivani-referenti, swavlu- 
li mdivani, struqturuli qvedanayofis mdivani... teqni- 
kuri mdivniT damTavrebuli. aqedan gamomdinareobs maTi 
movaleobebisa da uflebebis mravalferovneba. sxvadasx- 
vagvaria moTxovnac maTi ganaTlebisa da profesiuli 
Cvevebisadmi (umaRlesi ganaTlebisa da samecniero xarisx- 
is mqone specialistidan, saSualo ganaTlebis teqnikur 
TanamSromlamde, romelsac mdivnis kursebi aqvs damTavre- 
buli). 

bolo wlebSi mdivan-referentis profesiam arsebi- 
Ti cvlileba ganicada. xSirad mdivanzea damokidebuli 
dawesebulebis Sida da gare kavSirebi. swored mdivan- 
referenti unda iyos utyuari da saimedo rgoli xe- 
lmZRvanelobasa da TanamSromlebs, agreTve xelmZRvanelsa 
da saqmian partniorebs Soris urTierTobisa. pasuxobs 
ra satelefono zarebs, monawileobs TaTbirebis, momsv- 
lelebTan Sexvedrebis, prezentaciebis mowyobis orga- 
nizebaSi, partniorebTan saqmiani qaRaldebis urTierT- 
gacvlaSi, is mudam movlenaTa SuagulSi imyofeba. 

karg mdivans SeuZlia Tavisi xelmZRvanelis muSaobis 
Sedegianoba orjer gazardos. 

mdivnis profesiul doneze didad aris damokidebu- 
li firmis prestiJi. misi iseTi Tvisebebi, rogoricaa: 

 

Semsrulebloba, iniciativa da maRali profesionalizmi, 
daexmareba dawesebulebis xelmZRvanels gadalaxos sam- 
saxurebrivi siZneleebi da gadaWras problemebi. mkac- 
ri konkurenciis pirobebSi bevr xelmZRvanels rodi 
SeuZlia Tavs ufleba misces mdivani mxolod garegnu- 
li monacemebiT SearCios, magaliTad, simaRlis, asakis an 
“wuTSi dabeWdili niSnebis raodenobis” mixedviT. dRes 
sul ufro metad fasobs ganaTleba, inteleqti, komuni- 
kabeluroba, samuSao staJi da gamocdileba. 

ganviTarebul qveynebSi mdivnebis momzadebisas, pro- 
fesiuli codnis SeZenasTan erTad, gansakuTrebuli yura- 
dReba eqceva zogadi Tvalsawieris gafarToebas, sxva- 
dasxva saqmiani amocanis swrafad da zustad gadaWris 
unaris gamomuSavebas. 
 
 

mdivnis ZiriTadi funqciebi 
 

 
mdivan-referentis ZiriTadi funqciaa: 
·dawesebulebis (firmis) direqciis dokumenteb- 

is warmoeba. 
·xelmZRvanelis samuSao dRis formireba. 
·saqmian partniorebTan, klientebTan, SemkveTebTan, 

kontragentebTan mimdinare saqmianobis organizacia da 
koordinireba. 

· xelmZRvanelisaTvis aucilebeli informaciis 
moZieba. 

·xelmZRvanelis davalebaTa da dokumentebis Ses- 
rulebis kontroli. 

·ucxouri delegaciebis miReba. 
·sastumros dajavSna, aviabileTebis, vizebis gaforme- 

ba da sxv. 
·Sexvedrebisa da molaparakebaTa organizeba da 

monawileoba.
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·momsvlelTa miReba. 
·TaTbirebis, krebebis, prezentaciebis momzadebaSi 

monawileoba. 
·Tavisi kompetenciis farglebSi administraciu- 

li sakiTxebis gadaWra. 
·orgteqnikasTan muSaoba. 
mdivnis yvela funqcia, ufleba, movaleoba da pasux- 

ismgebloba, garkveuli formiT unda iyos Camowerili 
mis Tanamdebobriv instruqciaSi, romelic SeTanxmebu- 
lia iuriskonsulTan da damtkicebulia xelmZRvanelis 
mier. yvela mniSvnelovani cvlileba am Tanamdebobriv 
instruqciaSi Sedis xelmZRvanelis brZanebiT. 

 

 
 
 
 

mdivan-referentis Tvisebebi 
 

Tanamedrove moTxovnebs rom Seesabamebodes, mdivni- 
saTvis aucilebelia: 

·hqondes profesiuli imiji 
·SeeZlos sasiamovno saubari da gamarTulad wera 

(sasurvelia ucxo enazec). 
·hqondes kargi mexsiereba (maT Soris, SeeZlos sax- 

is damaxsovreba). 
·dokumentacia mudam wesrigSi hqondes da saWiro 

masala swrafad i povos. 
·SeeZlos dokumentebis sworad gaformeba, gauZRves 

xelmZRvanelis saqmian mimoweras. 
·icodes saofise teqnikis kvalificiuri gamoyene- 

ba. 
·aiTvisos axali kompiuteruli programebi. 
·iyos energiuli da iniciativiani. 
· SeeZlos kargi urTierToba xelmZRvanelTan, 

kolegebTan da klientebTan. 

 

·xelmZRvanelis aryofnis SemTxvevaSi xeli Seuw- 
yos ofisis Cveul ritmSi muSaobas. 
 

 
 
 

mdivnis samuSao adgili  
 

fsiqologebi amtkiceben 7 Sromis unarianobis 
daqveiTebis erTi mTavari mizezi 7 arasworad organi- 
zebuli samuSao adgilia. is, rogorc wesi, xelmZRvanel- 
is kabinetis momijnaved mdebareobs da mas xSirad “mis- 
aRebs” uwodeben. saukeTeso variantia, rodesac ofiss 
misaRebis garda mosasvenebeli oTaxi an oTaxi-samza- 
reulo da calke kuTxe, an oTaxi aqvs teqnikuri saSu- 
alebebisaTvis (gasamravlebeli aparatura, qaRaldis 
gasanadgurebeli manqana da a.S.). 

 

*** 

mdivnis samuSao adgili SeiZleba 3 zonad daiyos: 
ZiriTadi, sadac aris misadgmeliani magida da saTanado 
orgteqnika; meore, momsvlelTa momsaxurebis da mesame, 
damxmare zona, sadac karadebia, gasamravlebeli aparati 
da a.S. 

Suqi da naTuris feri, xmauri ofisSi, skamis simaRle 
da yvelaferi sxva, riTac garemoculia mdivani, SeiZleba 
gaxdes yoveldRiuri stresuli mdgomareobis, Sinagani 
aforiaqebis mizezi, romelic moqmedebs adamianis qvec- 
nobierze da mis Sromisunarianobaze. aseT viTarebaSi 
Znelia sapasuxismgeblo davalebis Sesruleba. 

ferebs, romlebic gars akravs muSaks, SeuZlia masze 
didi emociuri zemoqmedeba moaxdinon. ofisis ferTa 
SerCevisas, mTavaria rbili, arakontrastuli Sexameba, 
mkveTri, “myvirala” ferebis gareSe. 

ergonomikis (samecniero disci plina, romelic ko-
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mpleqsurad swavlobs adamians da mis saqmianobas) spe- 
cialistebi gvirCeven, ar daviviwyoT oqros wesi, rom- 
lis dacvac agvacilebs bevr usiamovnebas. Suqi unda 
ecemodes zevidan, marcxena mxares. sxva SemTxvevaSi, muSao- 
bisas, irRveva Tavis swori mdgomareoba (Sedegad vi- 
Tardeba osteoxondrozi da axlomxedveloba). 

sinaTlis an xmauris yoveli vibracia 7 gaRizianebis 
wyaroa, romelic adamians aRagznebs, anerviulebs, es ki 
bunebrivia, uaryofiTad moqmedebs ara mxolod adami- 
anis janmrTelobaze, aramed Sromis xarisxzec. 

samsaxurSi misvlisTanave, ganwyobis asamaRleblad, 
televizoris an radios CarTva kidev erTi “saSuale- 
baa” daRlilobis dasaCqareblad. 

specialistebi Tvlian, rom ofisSi muSaobisas xmau- 
ris zRvari 50-60 decibels ar unda aRematebodes 
(SedarebisaTvis 7 xmamaRali saubari 70 decibelia). 
amgvarad, nebismieri Zlieri xmauri uaryofiT zemoqmedebas 
iwvevs. amitomac, gadakruli Tu ormagi karebi, sxvadasx- 
va saizolacio xmaurCamxSobi mowyobilobani, ofisSi 
zedmeti namdvilad ar aris, aramed aucileblobaa. 

teqnikuri saSualebani, romelTac xSirad iyenebs 
mdivani-referenti aris: personaluri kompiuteri, tele- 
foni, telefaqsi, printeri, faqs-modemi, qaRaldis gasan- 
adgurebeli manqana da gasamravlebeli aparati. mdivanma 
unda icodes, SeeZlos da Tavisi samuSaos gasaadvile- 
blad, ra Tqma unda, operatiulobisaTvisac, es teqnika 
maqsimalurad da efeqturad gamoiyenos. 

oTaxi, sadac mdivnis kompiuteri dgas, farTo da 
naTeli unda iyos, amasTan kondicirebulic. 

kompiuteri imgvarad unda idges, rom masTan muSaoba 
advili da mosaxerxebeli iyos. skami aucilebelia sa- 
zurgeTi da sasurvelia saxeluriani (saidayveTi). 

monitori dgeba muSakis Tvalis doneze, aranakleb 

40 santimetris daSorebiT. masze SeiZleba damatebiTi, 
dokumentebis dasamagrebeli mowyobilobis Curtis Clig an 
Copy Holder damontaJeba. is dokumentis ekranis doneze 
damagrebis saSualebas iZleva da kompiuterTan momuSaves 
aRar mouwevs damRleli, Tavis zeviT-qveviT qneva (magi- 
da 7 teqsti - monitori). 

gasamravlebeli aparati, printerebi da monitorebi 
Tavis irgvliv qmnian eleqtrostatikur vels, romelic 
izidavs mtvers, alergiis mizezs, amitomac, mizanSewonilia 
am aparatebis erTmaneTisagan ramdenime metriT daSore- 
ba. 

kompiuteri da gasamravlebeli aparati ar unda iyos 
erTmaneTTan axlos. Tu mdivnis teqnikuri saSualebe- 
biT sxva TanamSromlebic sargebloben (rac araa reko- 
mendebuli), maSin maT imgvarad aTavseben, rom is moklex- 
niani sargeblobisTvis moxerxebuli da mdivnis kontr- 
olis qveSac iyos. 

rodesac adamians Tavisi samuSao adgili moswons, 
muSaobac sasiamovnoa da nayofieri. ar unda dagvaviwy- 
des 7 mdivnis efeqturi muSaobis erTi mTavari pirobaa 
7 wesrigi samuSao magidaze. cnobilia 7 wesrigi aTa- 
visuflebs azrs, zogavs dros. Cveulebriv, aseT viTare- 
baSi gamartivebulia Sroma, bevri operacia avtomat- 
urad keTdeba, dro ekonomiurad ixarjeba, amasTan, is 
xels uSlis dokumentebis “dakargvas”, mouwesrigebel 
muSakebs xSirad rom “gaebnevaT”. idealuria, Tu mdivnis 
magidaze awyvia mxolod is dokumentebi da cnobarebi, 
romelic aucilebelia im momentisaTvis. 

xSirad daalageT Tqveni samuSao adgili: magida, ujrebi, 
karadebi, Tamamad gaaTavisufleT isini makulaturisa 
da arasaWiro nivTebisagan. 

samuSao ganwyobaze moqmedebs sunic. dagenilia, rom 
limonis suni xSir SemTxvevaSi amcirebs Sromis nay-
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ofierebas, vardisa ki, amaRlebs. fsiqologebis Sefase- 
biT, sayvareli sunamos sunic matonizebelia da dadeb- 
iT emociebs iwvevs, magram ofisSi aromaTerapiis seanse- 
bis Catarebas specialistebi ar gvirCeven, radgan is, 
rac Tqven mogwonT, SeiZleba sxvebis Tavis tkivili 
gaxdes. 

sasurvelia samuSao oTaxis xSiri ganiaveba. mdivnis 
samuSao adgilis normaluri klimaturi viTareba Sei- 
Zleba kondicionerisa Tu saventilacio saSualebebiT 
Seiqmnas. 

didi mniSvneloba aqvs avejis SerCevas, is unda iyos 
moxerxebuli da Tanamedrove. momsaxurebis zonaSi moms- 
vlelTaTvis aucilebelia ramdenime skami an savarZeli 
da patara magida. 

samuSao adgili xelmZRvanelis kabinetis SesasvlelTan 
ise unda moewyos, rom mdivani misaRebSi Semomsvlels 
aucileblad pirdapir, saxiT xvdebodes. 

 

 
 
 

programuli uzrunvelyofa 
 

firmis, dawesebulebis komerciuli warmateba didad 
aris gapirobebuli maTi teqnikuri aRWurvilobiTa da 
avtomatizaciiT, romelic sul ufro da ufro mzardi 
informaciis pirobebSi marTvis procesebis efeqtur 
saSualebas warmoadgens. 

saqmiswarmoebis avtomatizacia iTxovs 7 saofise 
sistemebs martivi da moxerxebuli samomxmareblo in- 
terfeisi unda hqondeT, rom specialistebma, romlebsac 
dokumentebTan aqvT saqme, gansakuTrebuli momzadebis 
gareSe, personaluri kompiuteriT Seasrulon TavianTi 
funqciebi. 

saqmiswarmoebis avtomatizebul sistemebs da maTze 
momuSave pirebs unda SeeZloT: 

·� dokumentebis Seyvana, momzadeba da redaqtireba. 
·� dokumentebis Sesaxeb monacemebis damuSaveba da 

Seyvana (registracia). 
·� xelmZRvanelTan, TanamSromlebTan Tu partniorebT- 

an dokumentebze erToblivi muSaoba. 
·� dokumentebis Sesrulebis kontroli. 
·� dokumentebis Senaxva da Zieba (monacemTa bazis 

Seqmna). 
·� dokumentebis miReba da gagzavna. 
� dokumentebis sistematizacia. saqmeebis formire- 

ba. 
� dokumentebis saarqivod momzadeba da maTi dacva. 
saofise muSaobis kargad daprogramebuli da swo- 

rad gamoyenebuli avtomatizaciis sistema aadvilebs 
saqmiswarmoebis rutinul operaciebs. 

samsaxurebrivi dokumentebis Sedgenisa da redaqtire- 
bis mravali programa arsebobs. aseT programebs teqs- 
tur redaqtorebs an teqstobriv procesorebs uwode- 
ben (Word da sxv.). teqstis Sedgenisas, am programebis 
gamoyenebis dros, displeis ekranze Cndeba saredaqtoro 
teqsti da SesaZlebelia masSi nebismieri cvlilebis 
Setana: teqstis erTi fragmentis meore adgilas gada- 
tana, dokumentebis gaerTianeba. gamoyofis mizniT sxva- 
dasxva nawilis gansxvavebuli SriftiT gamocalkeveba, 
advildeba muSaoba tabulebsa da cxrilebTan, SesaZle- 
belia printerze teqstis mravalgzis dabeWdva da a.S. 
programaSi SeiZleba CairTos enis sinonimTa leqsikoni, 
orTografiisa da gramatikuli normebi.. dokumentis 
Tanamedrove stiluri gaformeba, agreTve, dokumentis 
ramdenime enaze Sedgenis SesaZlebloba da a.S. 

teqstobriv redaqtorSi dokumentis Sedgenisas Sei- 
Zleba gamoyenebul iqnas winaswar gamzadebuli da pro- 
gramaSi Setanili trafaretebi, romlebic gamoyenebuli
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iqneba sxvadasxva saxis saqmiani dokumentebis Sesaqm- 
nelad. 

teqsturi redaqtoris saSualebiT Seqmnil doku- 
ments saWiroebis SemTxvevaSi kompiuteri imaxsovrebs, 
inaxavs da gzavnis failebis saxiT, an furcelze amobe- 
Wdavs. 

 

 
 

mdivnis samuSao dRe 
 

 
mdivan-referentis samuSao dRe xasiaTdeba xSiri 

cvalebadobiT, romlis prognozireba an gamocnoba Zne- 
lia, magram misi TviTdinebaze miSvebac ar SeiZleba, auci- 
lebelia movlenebisadmi mudmivi, fxizeli yuradReba. 

mdivan-referentis warmatebuli saqmianobis mTavar 
pirobad rCeba: 

·momavali saqmeebis dagegmva 
·Sromis optimaluri ritmis dadgena  
·TandaTanobiT CarTva saqmianobaSi da Sromisa da 

dasvenebis aucilebeli monacvleoba  
 

 
 
 

dagegmva 
 

dagegmva SeiZleba dRis, kviris, Tviuri, kvartaluri 
an wliuri. erTi dRis dagegmvisas aucilebelia gav- 
iTvaliswinoT Semdegi: rogorc gamocdili avtomobil- 
isti manqanis daZvramde motors gaaxurebs, aseve mdivan- 
ma unda gadaxedos Tavis samuSao dRes, moifiqros, Seadg- 
inos gegma, gamohyos saswrafo da mniSvnelovani saqmee- 
bi. 

rekomendebulia 7 erTi da igive saqmeebi, romlebic 
yoveldRiurad meordeba, daigegmos samuSao dRis erTsa 

da imave monakveTisTvis, magaliTad, miRebuli korespon- 
denciis damuSaveba, rogorc wesi, diliT xdeba. 

aucilebelia, Tqveni samuSao dro ise gaanawiloT, 
rom dRis ganmavlobaSi xelmZRvanels daexmaroT dageg- 
mil RonisZiebaTa SesrulebaSi. saWiroa misi drouli 
informirebac, zogierT sakiTxze sjobs winaswar, erTi 
saaTiT adre da Tu RonisZieba mniSvnelovania, erTi 
dRiT adre. es SesaZlebelia mxolod im SemTxvevaSi, Tu 
mdivnis gegma koordinirebuli da SeTanxmebulia xe- 
lmZRvanelis gegmasTan. ZiriTadi informacia, rogorc 
wesi, mas dilidanve gadaecema, dRis ganmavlobaSi ki 
mxolod gansakuTrebuli. 
 
 

 

muSaobis optimaluri ritmi 
 

 
samuSao dRis dagegmvis dros mdivan-referents unda 

axsovdes rom SemoqmedebiTi, an mZime davalebis Sesas- 
ruleblad yvelaze kargi dro dilis 10-dan 13 saaTa- 
mdea. Semdeg aqtiuroba iklebs, dRis meore naxevarSi ki 
SedarebiT maRalia 14 saaTidan 17 saaTamde. amis Semdeg 
is TandaTan ecema. 

samuSao kvirasac aqvs Tavisi cikli. orSabaTi iTv- 
leba samuSao ritmSi Sesvlis dRed. samSabaTi, oTxSa- 
baTi da xuTSabaTi kviris yvelaze nayofieri dReebia, 
paraskevs ki ukve igrZnoba garkveuli daRliloba. 

idealurad iTvleba 7 yoveli ormocdaxuTi wuTi 
muSaobis Semdeg 15 wuTi Sesveneba. amasTan, kompiuter- 
Tan yoveldRiuri muSaoba 4 saaTs ar unda aWarbebdes. 

mdivani-referentis profesia zeganakveTur muSaobasac 
gulisxmobs. menejmentis specialistebi Tvlian 7 Tu 
Tqven xSirad gWirdebaT damatebiTi dro, e.i. sworad 
ver axerxebT samuSaos organizebas, an Zalian didi moc- 
ulobis samuSaos asrulebT.
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magram zogjer isec xdeba, rom mdivans saqme nakle- 
bad aqvs. amgvar viTarebaSi ubralod ise moiqeciT, viT- 
om dakavebuli xarT. mTavaria saqmianad gamoyurebodeT 
da ara ise, rom ar iciT ra gaakeToT. 

 

 
 

mdivan-referentis samuSao 
dRis gegma (nimuSi) 

 

 
1.  samsaxurSi 15 wuTiT adre misvla, samuSao adgi- 

lis mowesrigeba, dRis ganrigis Sedgena an dazusteba. 
2.  dRis gegmiT gaTvaliswinebuli dokumentebisa da 

saqmeebis Tavmoyra. 
3.  korespondenciis miReba, gacnoba da registracia- 

Si gatareba. im dokumentebis gadadeba, romlebSic aRZru- 
li sakiTxebi xelmZRvanelis saswrafo gadawyvetas 
iTxoven. 

4.  danarCeni dokumentebisaTvis pasuxebis SesaZlo 
variantebis momzadeba an SemsrulebelTaTvis maTi ga- 
nawileba (gamocdili mdivani xelmZRvanels magidaze 
daumuSavebel korespondencias arasodes ar daudebs). 

xelmZRvanelisaTvis korespondenciis gacnobis gasaad- 
vileblad rekomendebulia mTavari azris flomasteriT 
an markeriT gamoyofa. garda amisa, mdivanma am korespon- 
dencias unda daurTos masala, romelic aq motanil 
sakiTxebs exeba. es aucilebelia imisaTvis, rom xelmZR- 
vanelma SeZlos sakiTxis Rrmad Seswavla da swori 
gadawyvetilebis miReba. 

5.  gadaxedos Semosul mimoxilvas, angariSebs, sauw- 
yebo gamocemebs, mosawvevebs, agreTve, cnobebs konferen- 
ciebis, Sexvedrebis, saiubileo zeimebisa da sxva RonisZie- 
bebis Sesaxeb. maTi monacemebi: TariRi da dro Caiweros 
Tavis kalendar-organizatorSi. 

6.  miRebuli korespondencia Sesrulebis vadebis 
mixedviT daalagos, depeSebi, saswrafo faqsebi dauy- 
onebliv gadasces xelmZRvanels. 

7.  daitovos is dokumentebi, romlebic aucilebe- 
lia mimdinare sainformacio-sacnobaro samuSaosaTvis. 

8.  miRebuli korespondenciis Sesaxeb moaxsenos 
xelmZRvanels. 

9. xelmZRvanelTan daazustos mimdinare da momdevno 
dRis dasaxul RonisZiebaTa Sinaarsi. cvlilebis SemTx- 
vevaSi mdivanma is Tavis CanawerebSi unda Seitanos. auci- 
lebelia dazustdes da Sedardes xelmZRvanelisa da 
mdivnis Canawerebi dasaxul RonisZiebaTa Sesaxeb. gansx- 
vaveba mxolod droSi iqneba. magaliTad, Tu xelmZRv- 
anels aRniSnuli aqvs: “1500 TaTbiri”, maSin mdivanTan 

Canaweri amgvari unda iyos: “1420 Sevaxseno TaTbiris 
Sesaxeb”. 

10. telefoniT (an piradad) acnobos saTanado Sem- 
sruleblebs xelmZRvanelis brZaneba davalebebisa da 
misi vadebis Sesaxeb. 

11. momsvlelebTan muSaoba da satelefono saubrebi 
(mTeli dRis ganmavlobaSi). 

12. Sesrulebuli dokumentebis saqmeebSi Cakereba. 
13. davalebaTa kompiuterze Sesruleba. 
14. xelmZRvanelis miTiTebis Tanaxmad dokumentebis 

aslebis momzadeba. 
 
 

dRis meore naxevari 
15. momsvlelebTan muSaobis gagrZeleba da tele- 

fonze saubari. 
16. Sesrulebuli dokumentebis Segroveba da momza- 

deba xelmosawerad. 
17. Sesrulebul davalebaTa Sesaxeb xelmZRvaneli- 

saTvis moxseneba. misgan xelmowerili dokumentebis 
wamoReba.
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18. dawesebulebidan gamavali dokumentebis damuSaveba 
da adresatebisaTvis maTi gagzavna. 

19. momdevno dRis RonisZiebaTa moniSvna. 
 

samuSao dRis bolo 
 

20. CanawerebSi Caxedva, saTanado ganyofilebebis 
gafrTxileba aucilebel RonisZiebaTa mosamzadeblad 
(delegaciaTa miReba, momzadeba TaTbirisaTvis, sastum- 
ros SekveTa da a.S.). 

21. xelmZRvaneli Tu samuSao saaTebis Semdeg rCeba, 
aucilebelia misi saTanado informaciiTa da saWiro 
masalebiT uzrunvelyofa. 

22. aucilebelia samuSao adgilis moawesrigeba, do- 
kumentebis Senaxva, seifebis, karadebis Caketva, sadac 
dawesebulebis masalebi inaxeba. wasvlis win unda gam- 
orTos yvela saofise aparatura. 

 

 
 

samuSao dRis dasagegmavad 
kompiuteris gamoyeneba 

 
 

mdivan-referentis samuSao dRis dasagegmavad saukeTeso 
saSualebaa personaluri kompiuteri da programuli 
produqtebis bazaric momxmarebels farTo arCevans 
sTavazobs. 

erT-erTi yvelaze popularuli sainformacio sistemaa: 

Microsoft Outlook. es programa mdivan-referentisa da 
misi xelmZRvanelis samuSao drois efeqturi orga- 
nizaciis bevr saSualebas iZleva. 

Microsoft Outlook  informaciis didi wyaroa, aadvilebs 
sakontaqto pirebTan urTierTobas, SesaZlebelia er- 
Toblivi dokumentebis naxva da a.S. is agreTve saSu- 
alebas gvaZlevs davgegmoT Sexvedrebi, mogzaurobebi, Tvali 
mivadevnoT sakuTar Tu TanamSromelTa saqmianobas. 

Outlook-is ZiriTadi paneli Sedgeba Semdegi ganyo- 
filebebisagan: Semomavali, kalendari, amocanebi, dRiuri, 
SeniSvnebi da sxv. 
 

Ddaskvna 
 

mdivani-referentis profesia, albaT, yvelaze axlos 
aris msaxiobis profesiasTan. mdivnis muSaobis speci- 
fika da sirTule dakavSirebulia imasTan, rom is mudam 
xelmZRvanelis, TanamSromlebis, dawesebulebaSi momsv- 
lelTa Tvalwinaa, yuradRebis centrSi. sakuTari ganw- 
yobis miuxedavad, mudam Rimiliani, Tavaziani unda iyos. 
misi sasiamovno xma, mtkice, damajerebeli Jestebi, keTil- 
ganwyoba, gansakuTrebul atmosferos qmnis ofisSi. ma- 
Rali profesionalizmi da gamorCeuli pirovnuli Tvise- 
bebi mas saSualebas aZlevs yvelasTvis saWiro da sa- 
siamovno adamiani iyos.
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teqstis referireba 
 
 

mdivan-referentis saqmianobis aucilebel elements 
warmoadgens Semosuli korespondenciis damuSaveba, gac- 
noba-daxarisxeba. xSirad maTSi arsebuli masala sayura- 
dRebo dokumentia, romelTa Sesaxebac xelmZRvanelobas 
aucileblad unda ecnobos. gonieri da Tavisi profesi- 
is pativismcemeli mdivani zemdgom pirs daumuSavebel 
korespondencias ar Seutans. aq referentis codna da 
erudicia gansakuTrebulad vlindeba. is unda gaecnos 
dokuments, iq mocemul ZiriTad momentebs da yovelive 
gadmosces lakonurad, ise rom ar daikargos mTavari 
azri da erTiani suraTic SenarCundes. amitomac, referi- 
reba, romelic erTi SexedviT advili Cans, sakmaod rTu- 
lia da garkveul profesiul codnasa da meTodologi- 
is flobas iTxovs. 

mzardi informaciis pirobebSi referirebam gan- 
sakuTrebuli mniSvneloba da mizanmimarTuleba SeiZina. 
Tanamedrove organizaciis xelmZRvaneli, biznesmeni mud- 
mivad unda grZnobdes drois majiscemas, icnobdes mec- 
nierebisa da teqnikis uaxloes miRwevebs, raSic mas 
did daxmarebas referenti da referirebuli masala 
gauwevs. 

ra Tqma unda, referatisa da referirebis Sesaxeb 
sakmao literatura arsebobs rusul, inglisur Tu sxva 
enaze, maT Soris qarTulzec. Cvens sinamdvileSi ki pirve- 
li qarTulenovani saxelmZRvanelo saqarTvelos teqni- 
kur universitetSi Seiqmna 7 rusudan TabukaSvili, te- 
qstis referireba da anotireba, Tb. 2004 w., romelic 
humanitarul-teqnikuri fakultetis Tarjiman-referen- 
tis specialobis studentebisaTvis aris gankuTvnili. 
vfiqrobT, is gamoadgeba ara mxolod maT, aramed refer- 
irebiT dainteresebul yvela mkiTxvels. 

 

referatis ramdenime gansazRvreba arsebobs. gavec- 
noT zogierTs: “referati pirveladi dokumentis Sinaar- 
sis mokle gadmocemaa ZiriTadi cnobebiTa da daskvnebiT”. 
“referati 7 es aris Sinaarsis yvela ZiriTadi momentis 
Sekvecili, naTeli da dasrulebuli gadmocema, romelic 
ramdenadac es SesaZlebelia, avtoriseuli eniT gad- 
moicema da amasTan ar irRveva pirveladi dokumentis 
Tanmimdevroba”. 

referati unda aigos informaciis azrobrivi kom- 
presiis (Sekvecis) safuZvelze. referents moeTxoveba 
informaciis mkafiod gadmocema. igi ar unda iyos “Tu- 
TiyuSi” romelic qmnis originalis asls. man kompaq- 
turad unda gadmosces avtoriseuli informacia, daafiq- 
siros misi pozicia, oRond mokled. referati unda 
iyos lakonuri da amave dros maqsimalurad informaci- 
uli. referatSi gaxsnilia sakiTxTa arsi, CamoTvlilia 
umniSvnelovanesi daskvnebi da maTi damadasturebeli 
argumentebi da faqtebi. 

referati meoradi dokumentia, romlis mizania adresa- 
tis orientacia informaciis nakadSi (SemecnebiTi fun- 
qcia). amis garda, mas aqvs damatebiTi funqciebi: 

1. saZiebo funqcia 7 adresatma zogadad icis pirvel- 
wyaros arsebobis Sesaxeb... magram mas ar aqvs cnobebi 
misi adgilmdebareobis Sesaxeb. saZiebo funqciis saSu- 
alebiT xdeba originalisa da Sinaarsis moZieba... 

2. komunikaciuri 7 adresats miewodos cnobebi uc- 
nobi dokumentis arsebiTi, ZiriTadi Sinaarsis Sesaxeb, 
romelic mas ainteresebs. 

3. SefasebiTi 7 misi mizania mocemuli dokumentis 
rekomendacia ama Tu im mkiTxvelisaTvis. rekomendacia 
eyrdnoba dokumentis daxasiaTebas, kargia Tu ara igi. 

4. substituciuri (erTis meoriT Senacvleba) refe- 
rati ara marto iZleva informacias ama Tu im pub-

 

22                                                                                                                                            23



likaciis Sesaxeb, aramed garkveulwilad igi ucvlis 
mkiTxvels originals, e.i. referats aqvs substituciu- 
ri funqciac. 

teqstTa ti pebi nairgvaria da maT klasifikacias 
safuZvlad udevs teqstis struqtura: martivi Tu rTuli 
da amis mixedviT ganasxvaveben: 

1. erTgvarovani rTuli struqturis mqone mxatvrul 
teqstebs. mxatvrul teqstSi SeiZleba iyos ramdenime 
Tema, qveTema da ormagi azri. striqonebs Soris mkiTx- 
velma SeiZleba amoikiTxos qveteqstebi. 

mxatvrul (poetur) teqstebSi individualuri sawyisi 
mZlavrobs, TviTgamoxatvis formebi Tavisufalia, rac 
interpretaciebis simravles warmoSobs. es ki imas niS- 
navs, rom yovel calkeul SemTxvevaSi gageba SeiZleba 
iyos miaxloebiTi da ara absoluturi. 

2. rTuli struqtura aqvT agreTve publicistur 
sagazeTo teqstebs, romlebic mkiTxvelma SeiZleba ornai- 
rad waikiTxos 7 an srulad, Tavidan bolomde, an swrafad 
da gakvriT 7 mxolod saTaurebi, qvesaTaurebi, abzacebi, 
romlebic muqi SriftiTaa dabeWdili. publicisturi 
teqsti (popularul-samecniero, sayofacxovrebo, re- 
ligiuri, istoriuli da mravali sxva) eqvemdebareba 
kompresias, romlis Sedegadac miviRebT mokle informa- 
cias. 

3. rTuli struqtura aqvs agreTve zogadad samecniero 
teqsts. samecniero teqstebi ti puri teqstebia da maT 
kompoziciuri simwyobre aqvT. maTi monoTematuroba xels 
uwyobs teqstSi Temis Tanmimdevrul ganviTarebas da 
logikuri mimarTulebebis mkafiod gamoxatvas. nebis- 
mieri dargis samecniero teqsti daaxloebiT erT stan- 
dartzea agebuli. igi Sedgeba saTauris, pirveli mikro- 
teqstis (sakiTxis dasma, Sesavali), ZiriTadi mikroteq- 
stis (Temis gaSla, dasabuTeba) da bolo makroteqsti- 

sagan (daskvna). xSirad samecniero teqsts axlavs kidec 
anotacia saTauris Semdeg an statiis bolos (Cveuleb- 
riv ucxo enaze, es mikroteqsti fakultaturia). teqni- 
kuri dargis samecniero teqsti xSir SemTxvevaSi “Zir- 
iTadi teqstisa” da “damxmare teqstisagan” Sedgeba. 
ZiriTad teqsts uwodeben samecniero-teqnikuri dar- 
gis statias, publikacias, xolo damxmare teqstad miiC- 
neva SeniSvnebi an ganmartebebi, romlebic mosdevs Ziri- 
Tad teqsts. 

mzardi informaciis pirobebSi gansakuTrebul mniS- 
vnelobas iZens mimoxilviTi naSromebis funqcia da 
daniSnuleba, romlebic mraval aspeqts Seicaven. samec- 
niero informacia, romelsac milionobiT mecnieri Tu 
specialisti mraval enaze qmnis, usistemodaa gabneuli 
sxvadasxva samecniero dokumentebSi. am informaciis 
gamoyenebis optimizaciisaTvis saWiroa misi kondensa- 
cia, klasifikacia, sistematizacia, analizi, Sefaseba. 

mimoxilviTia  iseTi informacia, romelic warmoad- 
gens SetyobinebaTa, cnobaTa erTobliobas, maT Senajers 
saSinao, saerTaSoriso da kulturuli cxovrebis aqtua- 
luri ambebis Sesaxeb. mimoxilviTi informacia Ziri- 
Tadad vrceldeba masobrivi komunikaciuri saSualebe- 
biT. 

informaciis mimoxilva da misi analizi konceptua- 
luri momsaxurebis erT-erTi saxeobaa da igi mimoxil- 
viT referatSi gansxeuldeba. 

teqstis pirvelwyaros analizisa da gansazRvris 
sxvadasxva meTodi arsebobs. amjerad, Cven mxolod aspeq- 
tur da anketur meTods SevexebiT. 

pirveli meTodi gvTavazobs Sinaarsis gansazRvras 
misi azrobrivi aspeqtebis mixedviT da erTmaneTisgan 
ganasxvavebs teqnikur da sazogadoebriv mecnierebebSi 
referatis Sedgenis meTodebs.
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gamoyofilia is azrobrivi aspeqtebi, romlebic unda 
aisaxos referatSi. 

 

 

teqnikuri mecnierebis sfero 
 

 
1. kvlevis problema, misi sagani da Tematika. 
2. Catarebuli gamokvlevis samecniero-teqnikuri sfero. 
3. kvlevis mizani. 
4. masala, romelzec Catarda kvleva. 
5. sakvlevi obieqtis Seswavlis avtoriseuli Sefaseba. 
6. sakvlevi obieqtis daniSnuleba. 
7. kvlevis saxeoba. 
8. kvlevis meTodi. 
9. gamoyenebuli xelsawyoebi. 
10. pirobebi, romelSic mimdinareobda kvleva. 
11. konkretuli rezultatebi. 
12. teqnikuri efeqti. 
13. ekonomiuri efeqti. 
14. sakvlevi obieqtis Rirebuleba da mniSvneloba. 

cxadia, uklebriv yvela pirvelwyaro ar Seicavs CamoTv- 
lil aspeqtebs. aseT SemTxvevaSi referenti Semoqmedeb- 
iTad udgeba dasaxelebuli sakiTxebis interpretacias. 

aspeqtebi anketuri ti pisaa da igi SeiZleba CaiTva- 
los universalurad, radgan dasaxelebuli aspeqtebi 
TiTqmis yvela samecniero dokuments aqvs. am sqemas 
SeiZleba hqondes Semoklebuli variantic, radgan misi 
14 aspeqti xSirad ufro msxvil jgufebad erTiandeba. 

 
sazogadoebrivi mecnierebebis sfero 

 

 
sazogadoebriv mecnierebebis dargSi referati ga- 

farToebuli saxiT iwereba, radgan: 
a) sareferato pirvelwyaro didi moculobisaa da 

aqvs Sinaarsis gadmocemis Taviseburi, humanitaruli 
dargebisaTvis damaxasiaTebeli meTodi. 

b) referatSi Sedis pirvelwyarodan informacia avto- 
ris Sesaxeb. 

g) am referats mkiTxvelTa farTo wre hyavs da 
amdenad, igi bevri mkiTxvelisaTvis pirvelwyaros suro- 
gatia. 

sazogadoebrivi mecnierebebis dargSi referatis 
Sedgenisas referentma meorad dokumentSi unda Seita- 
nos sakvlev obieqtze avtoriseuli Sexedulebebi da 
ganmartos avtoris pozicia. referatis enobrivi struq- 
tura da misi stili ganicdis originalis enisa da 
stilis gavlenas, rac nawilobriv xels uwyobs refera- 
tis Sinaarsis adekvaturobas pirvelad dokumentTan. 
referatSi originalidan SeiZleba gadavides mTeli 
fragmentebi, winadadebebi, gansakuTrebiT ki iseTebi, 
romelTac didi azrobrivi datvirTva aqvT da sadac 
kvlevis Sedegebia gadmocemuli. 

dResdReobiT didi yuradReba eTmoba teqstis refe- 
rirebis am meTods, aspeqturi meTodiT dRes muSaoben 
specialistTa rigi jgufebi, magram mainc unda aRiniS- 
nos, rom am meTodiT teqstis damuSaveba xdeba winaswar 
mocemuli SekiTxvebis mixedviT, da amdenad, referirebis 
procesi daiyvaneba informacis mxolod eqstrahirebam- 
de, romelmac mTlianad unda upasuxos mocemul SekiTx- 
vebs. 

 
 
anketuri meTodi 
 

mecnierTa sxva nawilma specialistebs SesTavaza 
analogiuri sqematuri gegma, romlis mixedviTac, maTi 
azriT, unda Sedges referati. avtorTa es jgufi Temat- 
urad ufro dawvrilebiT ganixilavs samecniero-teqni-
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kur teqstebs da TiToeulisaTvis gvawvdis anketuri 
ti pis Sesabamis gegmas. 

gTavazobT anketuri ti pis gegmas, romlis mixedvi- 
Tac SeiZleba SevadginoT mecnierebis sxvadasxva dargebSi 
referati. 

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

a) mecnierebisa da misi Semswavleli obieqtis gan- 
marteba. 

b) mecnierebis struqtura. 
g) mecnierebis ganviTarebis istoria. 
d) misi warmoSobis winapirobebi. 
e) im mecnierTa Sromebi, romlebmac Seitanes wvlili 

am mecnierebis ganviTarebaSi. 
v) mecnierebis ganviTarebis Tanamedrove etapi. 
z) mecnierebis kvlevis meTodebi. 
T) sxva mecnierebebTan kavSiri. 
i) mecnierebis am dargis mniSvneloba. 
aspeqturi da anketuri meTodebi pirvelwyaros Si- 

naarsis gansazRvris analogiuri meTodebia. orive me- 
Todis avtorebi adekvaturi xerxebiT axdenen teqs- 
tidan ZiriTadi Sinaarsis eqstrahirebas (amokrefas). 

warmodgenili aspeqturi da anketuri meTodebi Sei- 
Zleba dajgufdes Semdeg nawilebad: Sesavali nawili, 
ZiriTadi nawili, daskvniTi nawili. 

 

 
 

teqstis informaciuli struqtura 
 

teqsti informaciuli struqturis TvalsazrisiT 
Sedgeba Semdegi komponentebisagan: ZiriTadi informacia, 
nacnobi informacia, damatebiTi informacia, dublirebu- 
li informacia, periferiuli informacia, “gaugebari in- 
formacia”. 

 ZiriTadi (igive axali informacia, anu rema) 

informacia 7 es is informaciaa, romlisTvisac iwereba 
sazogadod nebismieri teqsti. ZiriTadma informaciam 
unda Seitanos siaxleebi da moaxdinos cvlilebebi 
rogorc calkeuli individis, aseve zogadad 
sazogadoebriobis kompetenciaSi. ZiriTadi informacia 7 
es teqstis Sinaarsia. ZiriTadi informacia efuZneba 
ukve nacnob, igive Zvel informacias, anu Temas da 
warmoadgens mis zednaSens. nacnob informacias 
sasargeblo informaciasac uwodeben, radgan igia 
safuZveli ZiriTadi informaciisa. ZiriTadi 
informacia individisaTvis aris is, rac misTvis, misi 
codnisaTvis, misi kompetenciisaTvis siaxles 
warmoadgens. 

specialistTa yuradRebas i pyrobs pirvelwyarodan 
ZiriTadi informaciis eqstrahirebis (amokrefis) sakiT- 
xi. es, erTi SexedviT martivi ram, mraval sirTules 
Seicavs. jer erTi, rom pirvelwyaroSi ZiriTadi, nacno- 
bi Tu damatebiTi informaciebi erTmaneTSia gadajaWvu- 
li, radgan nacnobi axlis bazisia, damatebiTi ki misi 
damazustebeli. swored maTi monacvleoba qmnis teqs- 
tis informaciulobas, mis Sinaarss. garda amisa, Tuki 
teqstSi mocemuli iqneba mxolod axali informacia 
nacnobi da damatebiTi informaciebis gareSe, amgvari 
teqsti, erTi mxriv, gaugebari iqneba nebismieri rangis 
adresatisaTvis, da meore mxriv, am ti pis teqsts mxo- 
lod xelovnurad Tu Seqmnis adresanti. 

avtorTa erTi jgufi Tvlis, rom samecniero teqs- 
tebSi ZiriTadi informaciis gansazRvrisaTvis sakmari- 
sia originalidan Tezisebisa da daskvnebis eqstra- 
hireba (amokrefa). xolo TezisTa argumentaciasa da 
msjelobaTa logikur Tanmimdevrobas isini damatebiT 
informacias miakuTvneben. 

damatebiTi informacia iseTi informaciaa, romelic
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akonkretebs da ganaviTarebs teqstis ZiriTad infor-
macias. damatebiTi informacia gamoixateba im sityvaTa 
ganmeorebebiT, romlebic azusteben im cnebebs, rom- 
lebic teqstis Temas warmoadgenen. 

samecniero teqstSi damatebiTi informacia gad- 
mocemulia: 

1. magaliTebiT; 
2. cifruli monacemebiT; 
3. TezisTa argumentaciiTa da msjelobaTa Tanmim- 

devrobiT; 
4. dasabuTebiT; 
5. makonkretebeli, damazustebeli enobrivi elemen- 

tebiT. 
Ddublirebuli , anu ganmeorebiTi informaciac 

damatebiT informacias miekuTvneba. informaciis dubli-
reba 7 ukve gadmocemuli informaciis gameorebaa sxva 
enobrivi saSualebebiT. dublirebuli informacia War- 
bia mTlianad teqstisaTvis, TumcaRa lokalurad igi 
sasargeblocaa. 

dublirebuli informacia originalSi gadmoicema ara 
erTi, aramed ramdenime winadadebiT, anda winadadebaTa 
jgufiT, romelic vrclad da dawvrilebiT, detalurad 
gvawvdis cnobebs ZiriTadi informaciis Sesaxeb. refe- 
rentis amocanaa teqstis kompresia moaxdinos dub- 
lirebuli informaciis kvecis xarjze. 

periferiuli informacia araa kavSirSi teqstis 
ZiriTad SinaarsTan. periferiul informacias teqstSi 
qmnis yovelgvari Sedareba: istoriidan magaliTebis moyvana, 
analogiebi, frCxilebSi Casmuli yvela winadadeba. 

gaugebar informaciaSi igulisxmeba ilustraciebi, 
sqemebi, cxrilebi, sagnobrivi sia da sxva damatebiTi 
masalebi. 

referatSi, rogorc wesi, unda iyos mxolod ZiriTa- 

di (axali) informacia, Sesabamisad, referirebis proce- 
si SeiZleba warmovidginoT rogorc originalidan axa- 
li informaciis gamoyofa da referatSi am siaxlis 
gadmotana originalSi mocemuli Temis implikaciiT 
(qveteqstiT). referatSi mxolod ZiriTadi informaci- 
is gadmocemis aucileblobas referatis TvisebebiTa 
da misi informaciuli da komunikaciuri funqciebidan 
gamomdinare ganmartaven. 

 

 
referatze muSaobis meTodika 
 

referatze muSaoba sakmaod rTuli procesia da igi 
etapobrivad xorcieldeba. mkvlevarTa umravlesoba 
pirvelwyaros referirebisas aRiarebs procesis ram- 
denime etapad dayofis aucileblobas. esenia: 

1. originalis zogadi Seswavla, misi mimoxilva, gac- 
noba. teqstis Tematikis gansazRvra, risi Sedegicaa zog- 
adi STabeWdilebis Seqmna sareferato teqstze. 

2. originalis srulyofili Seswavla, misi gageba- 
gaazreba da aRqma. 

3. originalis wakiTxva, romelSic Tavs iCens refer- 
entis individualuri Tvisebebi, misi kvalificiuroba 
da mzadyofna 7 swored aRiqvas pirvelwyaro. 

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

b) totaluri kiTxva, romelic gulisxmobs origina- 
lis intensiur kiTxvas, totaluri kiTxvisas refe- 
rents mexsierebaSi rCeba teqstis Sinaarsi da is enob- 
rivi erTeulebi, romliTac igi gamoxatulia. 

g) referatuli kiTxva, romlis mizanicaa referentma 
ganazogados wakiTxuli da teqstidan gamoitanos Ziri- 
Tadi informacia. 

4. originalis damuSaveba 7 ZiriTadi informaciis
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markireba (moniSvna), amonawerebis gakeTeba. 
5. ZiriTadi informaciis gamijvna damatebiTi infor- 

maciisagan. 
6. kodi-sityvebis gansazRvra. 
7. bazisuri winadedebebis Sedgena. 
8. referatis gegmis Sedgena da misi logikuri dakom- 

pleqteba. 
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- 
lis avtors, aramed informacia davawyoT im rigiT, 
romelic ufro upriani da mosaxerxebelia meoradi 
teqstis mkiTxvelisaTvis. 

referatSi xSiria originalis Tanmimdevrobis rRve- 
va, rac imiTaa ganpirobebuli, rom referenti cdilobs 
erT fragmentSi asaxos originalis Tematurad erT- 
maneTTan dakavSirebuli fragmentebi Seajeros erT abzac- 
Si Tematurad msgavsi blokebi da ganalagos gamonaTq- 
vami ise, rom ganzogadoebuli informacia pirvel rigSi 
iyos warmodgenili. 

referatis dasawyisSi warmodgenili unda iyos yve- 
laze mniSvnelovani cnobebi. kargad Sedgenil referat- 
Si dasawyisi aris saTauris “damateba”, “Sevseba” da 
amasTan igi gamoxatavs originalis ZiriTad Temas. 
sagulisxmoa isic, rom referatis dasawyiss, mis pirv- 
el winadadebas erTi winadadebisagan Sedgenil referatsac 
uwodeben. 

referirebis meTodikaSi gvTavazoben gamoviyenoT Se- 
darebiT mniSvnelovani informaciis grafikuli gamoyo- 
fis saSualebebi: daxrili Srifti, xazgasma da sxva. 
mkiTxvelisaTvis advilad aRsaqmelia referati, roca 
mis dasawyisSi mkafiod aris formulirebuli origina- 

lis Tema, problema, amocana da Tu teqstis ganzogade- 
bis xarisxi maRalia. 

samecniero Janris teqstis referati unda daviwyoT 
axali informaciiT, xolo publicisturi Janris teqs- 
tis referati 7 problemis siaxlis dasaxelebiT. 

Tu pirvelwyaroSi mocemulia produqciis, teqnikuri 
procesebis, kvlevis meTodebis da a.S. aRwera, maSin refe- 
ratis dasawyisSi gadmocemuli unda iyos aRsaweri 
sagnis daniSnuleba da funqciebi. 

referatisTvis tipuria iseTi dasawyisi, sadac origi- 
nalis Sinaarsi ganzogadebuladaa dasaxelebuli an miniS- 
nebulia originalis ZiriTad informaciaze. 

referatis lingvisturi struqtura leqsikur- 
sintaqsuri TaviseburebebiT gamoirCeva. ZiriTadi kri- 
teriumebia: referatis gaJRenTva terminologiiT, mar- 
tivi winadadebebis siWarbe (informaciuli referati- 
sas), damokidebul winadadebaTa obligatoruloba (saval- 
debulo), vrceli CamonaTvalebi, enis lakonurobis xer- 
xebis gamoyeneba: abreviatura, arasruli winadadebebi. 
referatis lingvisturi struqturisaTvis niSandoblivia 
lakonuroba, mkafiooba da Sinaarsis gamoxatvis cxad- 
yofa. 

terminologiuri leqsikis safuZvelia cnebebi, rom- 
lebic originalidan referatSi gadaitaneba. ramdena- 
dac calkeuli saxeobiTi cnebebi referirebis proces- 
Si SeiZleba Seicvalos erTi zogadi cnebiT, referatSi 
SeiZleba Segvxvdes terminebi, romlebic ar aris origi- 
nalis teqstSi. 

terminologiuri leqsika maqsimaluri sizustiT 
gadmoscems pirveladi dokumentis Sinaarss. terminTa 
gamoyenebis sixSire referatSi marTebulad iTvleba, 
radgan igi tevadia da mkafiod gadmoscems cnebis arss. 

terminologiuri leqsikis Secvla sxva misi sino-
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nimuri terminebiT dauSvebelia. winaaRmdeg SemTxvevaSi 
Tavidan ver avicilebT originalis Sinaarsis serio- 
zul azrobriv uzustobebs. 

abreviatura referatSi xSirad gamoiyeneba, TumcaRa 
unda aRvniSnoT, rom terminis pirveladi dasaxelebisas 
igi saxeldeba srulad da mas gverdiT miewereba misi 
abreviatura, Semdeg ki teqstSi mudmivad abreviaturas 
iyeneben. 

citata informaciul referatSi Sedis iribi metyve- 
lebiT, TumcaRa SesaZlebelia citatebis gaformeba pirda- 
piri metyvelebis saxiTac. arsebobs tendencia citatad 
gaformdes originalis ufro metad mniSvnelovani frag- 
mentebi (terminTa axsna, daskvnebi da a.S.). citireba 
sazogadoebriv-publicisturi Janris teqstebisaTvisaa 
damaxasiaTebeli. originalidan citirebisaTvis saWiro 
winadadebebi da fragmentebi subieqturad unda SeirCes 
referentis mier. 

referatis sintaqsic imis mixedviT ganisazRvreba, 
Tu ra ti pis referatTan gvaqvs saqme. indikatur refe- 
ratSi damokidebuli winadadebebis gamoyenebis sixSire 
sakmaod maRalia. maqsimalurad didia kliSeebis gamoye- 
nebis sixSirec, riTac referenti referatis winadade- 
bebs akavSirebs erTmaneTTan. 

zogadad samecniero stilisaTvis da konkretul 
SemTxvevaSi samecniero teqstis indikaturi referati- 
saTvis damaxasiaTebelia rTuli sintaqsi, romlis dax- 
marebiTac gadmoscems referenti ganzogadebul rTul 
logikur msjelobebs, argumentebsa da maT motivaciebs. 
samecniero teqstis referatis rTuli sintaqsi gulisx- 
mobs mTeli rigi damokidebuli winadadebebisa da aseve, 
CarTuli winadadebebis, CarTuli sityvebis, mimReobebis 
gamoyenebas. xSirad vxvdebiT referatSi uzarmazar sin- 
taqsur konstruqciebs, romlebic erTmaneTTan Sida kav- 

SirebiTaa dakavSirebuli, gansazRvrebiT damokidebul 
winadadebebsa da gavrcobil gansazRvrebas. damokidebuli 
winadadeba komunikaciuri TvalsazrisiT yvelaze faseulia, 
radgan masSia gadmocemuli rema, axali informacia, xolo 
mTavari winadadeba warmoadgens Temas, anu cnobils da 
amdenad, igi araa Rirebuli. 

 

informaciul referatze muSaobis meTodika 
 
 

samecniero teqsti, publicisturi teqsti 
 
1. yuradRebiT waikiTxeT teqsti, CamoayalibeT misi Tema. 
2. danomreT teqstis abzacebi. 
3. moaxdineT TiToeul abzacSi sintaqsuri, semantikuri, 

informaciuli, komunikaciuri kompresia. 
4. ganazogadeT calkeuli winadadebebi deskri ptori 
sityvebiT. 

5. SearCieT winadadebaTa gadabmis saSualebebi 7 leq- 
sikuri erTeulebi. 

6. citirebisas gamoiyeneT iribi metyveleba. 
7. SeadgineT referatis teqsti. 
8. daasaxeleT referentis gvari. 
 
 
mimoxilviT referatze muSaobis meTodika 
 
publicisturi teqsti  
 

1. yuradRebiT waikiTxeT teqstebi, romlebic gaerTiane- 
bulia erTi rubrikis qveS. 

2. CamoayalibeT yvela teqstisaTvis saerTo, maTi 
gamaerTianebeli Tema. 

3. TiToeul teqstSi gamoyaviT saerTo bazisuri wina- 
dadebebi. 

4. gansazRvreT, romeli maTgani Seva saerTo gegmis 
CamonaTvalSi. 
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5. gansazRvreT, am teqstebidan romeli iqneba saba- 
ziso, romels SeiZleba daeyrdnoT, romeli ufro in- 
formaciulia. 

6. daadgineT, romeli teqstis ZiriTadi informaciiT 
SeiZleba sabaziso teqstis Sevseba (es procedura SeavseT 
mesame, meoTxe, mexuTe da a.S. teqstebiT). 

7. daadgineT, romeli ZiriTadi informacia meordeba 
yvela teqstSi. 

8. moaxdineT teqstTa sintaqsur-semantikuri da infor- 
maciul-komunikaciuri kompresia. 

9. ganazogadeT teqstebi deskri ptori sityvebiT. 
10. gansazRvreT koheziis (teqstis elementebis bmu- 

loba) saSualebebi 7 kliSeebi. 
11. SeadgineT referatis teqsti, referati daiwyeT 

problemis dasaxelebiT. 
12. SegiZliaT sakuTari azris gamoTqmac, Sefasebac. 
13. daasaxeleT referentis gvari. 

 
 

referatis Targmnis Taviseburebani 
 

pirveladi dokumentis analizur-sinTezuri damuSavebis 
sxvadasxva saxeobebs Soris yvelaze rTuli ucxouri 
pirvelwyaros referirebaa, miT ufro, rom dRes-dReo- 
biT ucxouri dokumentebis damuSavebis mniSvneloba 
izrdeba dokumentaciis zrdasTan erTad. amas ganapirobebs 
isic, rom masiur mkiTxvels ar miuwvdeba xeli yvela 
ucxour pirvelwyaroze. ucxoenovani publikaciebis 
srulyofili wakiTxva Zalian Znelia da yovelTvis arcaa 
saWiro. amitom ufro efeqturia ucxouri samecniero 
publikaciebis referireba. amdenad, Targmnili refera- 
ti enobrivi barieris gadalaxvis saSualebaa, romelic 
xels uwyobs samecniero komunikacias saerTaSoriso 
masStabiT, amdenad, amgvari Targmani asrulebs komuni- 

kaciur funqcias da Sesabamisad, am procesSi referenti 
mTargmneladac gvevlineba... 

ucxoenovani publikaciebis referirebis mniSvnelo- 
bis zrdasTan erTad izrdeba moTxovnebi, romelsac 
uyeneben referents 7 enis Rrma codna, profesionali- 
zmi, Targmnis Cvevebis daufleba da praqtikul saqmi- 
anobaSi maTi swori gamoyeneba.
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cota ram karieris Sesaxeb 
 

*** 

ganaTlebisa da profesiuli momzadebis gareSe sam- 
saxurebriv karieraze saubari zedmetia. dRevandeloba, 
mZafri konkurencia yvela sferoSi, gansakuTrebul Za- 
lisxmevas moiTxovs ara mxolod sakuTar specia-
lobaSi, aramed zogadi Tvalsawieris gafarToebas, 
momijnave dargebis garkveul codnasac iTxovs. kerZod, 
momavali mosamsaxure unda erkveodes eTikasa da 
fsiqologiaSi, mzad unda iyos nairgvari testebisa da 
kastingebi- saTvis, mosalodneli Tu moulodneli 
kiTxvebisaTvis. sxvagvarad gaWirdeba sasurvel 
samsaxurSi Cadgoma. 

yvela firma, dawesebuleba cdilobs niWieri, ganaTle- 
buli da Tavisi saqmis mcodne muSaki miiRos. amisTvis 
tardeba sxvadasxvagvari testireba Tu gasaubreba. 

Tavis mxriv kandidati cdilobs gaecnos dawesebulebas, 
mis saqmianobis specifikas. warmatebis misaRwevad 
saWiroa gaviTvaliswinoT zogierTi niuansi, mizanSewonil- 
ia kandidatma icodes mosaubris saxeli da gvari, See- 
cados SesaZlo kiTxvebis formulirebas da maTze dama- 
rwmunebeli pasuxebi hqondes. 

gasaubrebisas, sxvasTan erTad, Cveulebriv, usvamen amg- 
var kiTxvebs: 

-  ratom dagainteresaT mainca da mainc am firmam? 
-  ratom airCieT es specialoba (swavlisas)? an 

es samsaxuri? 
-  rogoria Tqveni moklevadiani an grZelvadiani 

sakariero mizani? 
-  Tqveni kvalifikaciis, aqtiurobisa da sxva Sesa- 

Zleblobebis TvalsazrisiT, rogor warmogidgeniaT 
Tqveni realuri adgili da wvlili samsaxurSi, sadac 
unda iTanamSromloT? 

 

-  ras moeliT am samuSaosgan? da a.S. 
rogorc iTqva, rekomendebulia amgvar, mosalodnel 

kiTxvebze mkafio, damajerebeli pasuxebis winaswar dawera, 
rom saubari advilad warimarTos. 

saubris damTavrebisTanave aucilebelia metad mniS- 
vnelovan momentebze Canaweris gakeTeba. 

didi yuradReba unda daeTmos sakuTar garegnobas, 
Cacmulobas. 

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

firmis kadrebis ganyofilebaSi warsadgenad, an xe- 
lmZRvanelobasTan gasaubrebisas, Tan unda gqondeT: 

avtobiografia (CV), romelSic mocemulia piradi 
informacia: gvari, saxeli, dabadebis TariRi, misamarTi, 
xasiaTis Tvisebebi, ojaxuri mdgomareoba, samxedro 
statusi, interesebi (sporti, Teatri, hobi). 

ganaTlebis damadasturebeli sabuTi, im saswavle- 
belTa CamonaTvali, romelSiac swavlobdiT da kidev, 
aRniSvna niSnebisa, romelic miRebuli gaqvT im disci- 
plinebSi, romlebic aucilebelia momavali muSaobisaTvis. 

piradi kvalifikacia: saWiroa im Tanamdebobebis 
CamoTvla, romelmac SesaZlebloba mogcaT migeRoT 
mmarTvelobiTi samuSaos gamocdileba da gagefarToebi- 
naT warmodgena am sferoSi. 

muSaobis gamocdileba. mTavari yuradReba dauT- 
meT muSaobis gamocdilebas, romelic SeiZleba gamoye- 
nebul iqnes momaval samsaxurSi. 

karieris uaxlesi da Soreuli miznebi (erT-erTi 
varianti). uaxloes mizans warmoadgens Cemi codnisa da 
gamocdilebis gamoyeneba .......................is sferoSi. Soreul 
mizans ki, am firmaSi dagrovili gamocdilebis gamoyeneba 
amave, an sxva dawesebulebaSi Tanamdebobis misaRebad.
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rekomendaciebi. im pirTa CamonaTvali, romelTac 
SeuZliaT rekomendacia mogceT Tqveni profesiuli 
codnis Sesaxeb (Cveulebriv sami, oTxi kaci). isini Sei- 
Zleba iyvnen maswavleblebi, xelmZRvanelebi uwindel 
samuSao adgilze da a.S. 

saubris momzadebisas da saerTod, karieris Sesaqm- 
nelad, SeiZleba gamogadgeT cnobili amerikeli mecni- 
eris deil karnegis rCevebi: 

1.  gamoiCineT gulwrfeli interesi adamianebisadmi. 
2.  gaiRimeT. 
3.  gaxsovdeT, rom adamianisaTvis misi saxelis xseneba 

warmoadgens yvelaze mniSvnelovan xmas adamianur metyvele- 
baSi. 

4.  iyaviT yuradRebiani msmeneli, waaxaliseT mosaubre, 
rom mogiyveT sakuTar Tavze. 

5.  saubari warmarTeT mosaubrisaTvis saintereso 
Temis irgvliv. 

6.  adamianebs mieciT saSualeba sakuTari mniSvnelobis 
SegZnebisa da es gaakeTeT gulwrfelad. 

 
*** 

firmasa Tu savaWro dawesebulebaSi xSirad gaigonebT: 
vis eZebT? ras eZebT? riT SemiZlia dagexmaroT?am uka- 
nasknelis tipuri pasuxia: ara gmadlobT, ubralod vaTva- 
liereb. kardinalurad icvleba damokidebuleba firmis 
TanamSromlisa da momxmarebels, momsvlels Soris, Tu 
amgvar frazas gamoviyenebT: gamarjobaT, gmadlobT rom 
SemoiareT CvenTan... 

Rimili, madloba is iaraRia, romliTac keTilganwyo- 
bis mopovebas SeZlebT, rogorc xelmZRvanelobisa, ise 
TanamSromlebsa da klientebSic. 

Tqven SesaZlebloba gaqvT imisaTvis, rom madloba 
uTxraT momsvlelebs, TanamSromlebs, klientebs da saer- 

 

Tod, yvelas, visTanac gaqvT urTierToba. ai, mokle 
CamonaTvali, risTvisac SeiZleba “madlobis” Tqma: 

* werilisaTvis 
* satelefono zarisaTvis 
* sasiamovno SexvedrisaTvis 
* problemis gadaWrisaTvis 
* megobruli daxmarebisaTvis 
* nayidi saqonlisaTvis 
* imisaTvis, rom Tqven Cveni momxmarebeli xarT da 

a.S. 

 

*** 

Tanamedrove samyaroSi gansakuTrebuli adgili 
uWiravs saqmian urTierTobebs, pirad kontaqtebs: di p- 
lomatiur, samsaxurebriv da a.S. maT Sesabamisi etiketi 
aregulirebs, romlis dacvasac uaRresad didi mniS- 
vneloba aqvs. 

etiketi - sxvadasxva sazogadoebaSi adamianTa qce- 
visa da urTierTobis miRebuli wesebis krebulia. igi 
istoriuli kategoriaa. adamianTa qcevis wesebi maTi 
cxovrebis pirobaTa kvalobaze, konkretuli social- 
uri garemos Sesabamisad icvleboda. 

ganasxvaveben etiketis Semdeg saxeebs: di plomatiuri, 
maRali sazogadoebis (samefos karis), saqmiani urTier- 
Tobis, samsaxurebrivi, samxedro, sportuli, sufris, samec- 
niero, samedicino, samoqalaqo da sxva. 

etiketis CamoTvlil saxeebs rogorc saerTo, ise 
specifikuri niSnebi aqvT. maTTvis saerToa is, rom yoveli 
maTgani Tavazianobisa da zneobrivi qcevis sazogadod 
miRebuli da sayovelTaod aRiarebuli sferos Tavise- 
burebebSi realurad vlindeba. 

ingliselma filosofosma frensis bekonma (1561-1626) 
etikets simdidre uwoda da amiT xazi gausva misi
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gonieri gamoyenebis SesaZleblobas. vinc iyenebs qcevis 
karg, daxvewil manerebs, aris Tavaziani, aqvs potenciuri 
SesaZlebloba Tavisi pozicia ganamtkicos da Semdeg 
didi sargeblobac miiRos. es ki adamianTa urTierTo- 
baSi bevrs niSnavs. Tanamedrove biznesmenebi floben ra 
uaRresad rafinirebuli (daxvewili) da zeTavaziani 
urTierTobebis xelovnebas, isini partniorebs maT 
sasargeblod da keTili survilebiT ganawyoben, praq- 
tikulad mosaubres mraval finansur Tu komerciul 
xafangs ugeben, maTze fsiqologiur zewolas axdenen, 
magram yovelive amas SeumCnevlad, SeniRbulad da Tava- 
ziani urTierTobiT akeTeben. 

saqmiani urTierTobis praqtikaSi miRebuli etike- 
tis dacva sagareo-ekonomikuri politikis ganxor- 
cielebis erT-erTi saSualebaa. biznesurTierTobis Ses- 
rulebis xelovneba, saerTaSoriso TanamSromlobis gaR- 
rmavebiTa da gafarToebiT urTierTmisaReb da sasarge- 
blo gadawyvetilebas rom miaRwion. sagareo biznesSi 
misi mizania sakuTari qveynisa da firmis amocanebis 
ganxorcieleba. 

ucxoelebTan saqmiani urTierTobis dros saxelm- 
wifo da kerZo struqturebis warmomadgenlebi garkveul- 
wilad di plomatebis rolsac asruleben. amitom maTi 
moRvaweoba praqtikulad diplomatiuri etiketis dacviT 
warimarTeba. 

diplomatiuri anu saerTaSoriso etiketi, etiketis  
iseTi saxeobaa, romelic erTi romelime qveynis far-
glebs scildeba da mocemul istoriul momentSi raime 
niSnis ganurCevlad (mag. erovnebis, rasis, ganviTarebis 
donis, religiis da a.S.) zogad miRebuli wesebis, 
Cvevebisa da tradiciebis erTobliobaa. am etiketis 
konkretuli formebi adamianTa urTierTobaSi or 
mxares _ moralur-eTikursa da esTetikurs migvaniS- 

nebs. pirveli niSnavs zneobrivi normebis (pativiscemis, 
yuradRebis, Tavazianobis da a.S) dacvas, xolo meore 
mis esTetikurobas anu qcevis formebis lazaTianobasa 
da silamazes asaxavs. 

qcevis romeli wesebi unda icodes Tanamedrove di p- 
lomatma, biznesmenma an ubralod yovelma adamianma? 
upirvelesad aucilebelia gvaxsovdes, rom etiketi 
gulisxmobs qcevis kulturis dacvas. qcevis safuZv- 
lad ki zneobrivi Sefaseba unda iqnes miCneuli: yoveli 
partniori kargi adamiania, Tu ra Tqma unda, man Tavisi 
moqmedebiT sawinaaRmdego ar daamtkica. 

arsebobs Tu ara iseTi zogadsakacobrio princi pi, 
romelic yvela qveynis, eris, adamianTa socialuri jgufisa 
da asakisaTvis iqneba zneobrivi qcevisa da urTierTo- 
bis kriteriumad miCneuli? aseTi erTiani, zogadsaka- 
cobrio wesi ar arsebobs, magram civilizebuli kaco- 
briobis istoriis manZilze cnobilia zneobrivi urT- 
ierTobebis ̀ oqros wesi~: ̀ yvelaferSi, rogorc gindaT, 
rom Tqven mogeqcnen adamianebi, Tqvenc iseve moeqeciT 
maT~; 

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

 samoqalaqo etiketi. sazogadobriv adgilebSi yove- 
li adamianisagan moiTxovs sazogadoebaSi miRebuli qcevis 
im normebis dacvas, romelic gaTvaliswinebulia quCaSi, 
transportSi, maRaziaSi, restoranSi, kinoTeatrSi, 
gamofenaze, biblioTekaSi da a.S. Cveni krebulis daniS- 
nulebidan gamomdinare, etiketTa am nairgvarobidan yura- 
dRebas saqmian da samsaxurebriv etiketze SevaCerebT. 

saqmiani etiketi - biznesmenTa etiketia. igi saqmi- 
ani urTierTobebis specifikuri kulturaa da Tavis 
mxriv, gulisxmobs ritualebsa da subordinaciebs, sam- 
saxurebriv etikets, qcevis manerebs, werilisa da satele-
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fono saubris stils, saqmis qaRaldebis gaformebas, 
molaparakebis warmarTvis xelovnebasa da manerebs, produ- 
qciis prezentaciisa da reklamis kulturas, konkurenciis 
eTikasa da sxva. maSasadame igi kompleqsuria, radgan 
moicavs zogierT zemoxsenebul specifikur etiketTa 
erTobliobas da biznesSi qcevis wesebis iseTi nakre- 
bia, romelic saqmiani urTierTobis sagareo saqmes asaxavs. 

saqmiani etiketi biznesis Taviseburi safuZvelia da 
Tu adamianma srulyofilad ver aiTvisa misi saqme, rogorc 
wesi, sulelur instiqtebs (motyuebas, cbierebas, TvalT- 
maqcobas da a.S.) efuZneba. 
diplomatiuri anu saerTaSoriso etiketi aris 
oficia-luri ceremoniebisa da di plomatiuri vizitebis 
dros sazogadoebaSi miRebuli Tavis daWeris, Tavaziani 
mopyrobis, Cacmulobisa da sxva wesebi. 
 
 samsaxureobrivi etiketi - samuSaoze adamianTa qce-  
vis wesia. vinaidan yovel muSaks konkretuli Tanamde- 
bobis Sesabamisi ufleba-movaleobebi gaaCnia. maTi qcevis 
specifikuri normebic amis mixedviT dgindeba. samsax- 
urebrivi etiketi moicavs xelmZRvanelobasTan, xe- 
lqveiTebTan, kolegebTan da partniorebTan urTierTo- 
bas. samsaxurebrivi etiketis zogierTi rCeva aseTia: 

* samsaxureobrivi urTierTobis safuZveli unda iyos 
TanamSromelTa mimarT keTili survilebi, maTdami pa- 
tiviscema da yuradReba. 

* seriozuli sakiTxis gadaWris dros wvrilmanebze 
nu idavebT. 

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

* Tu Tqveni azri an Sexeduleba mcdari gamodga, 
aRiareT Secdoma. 
* gaakritikeT Sexeduleba an azri da ara misi av- 
tori. 

* xelqveiTs an kolegas SeniSvnas nu miscemT mesame 
piris TandaswrebiT. 

* nu SeuSindebiT eqsperiments. 
 
 
 

saqmiani saubrisa da molaparakebebis 
momzadeba da Catareba 

 
saqmiani Sexvedrebi saubrebisa da molaparakebis mizniT 

tardeba. 
rogorc wesi, isini winaswar igegmeba. mizanSeuwone- 

lia winaswari moumzadebloba da am procesSi mxolod 
improvizaciaze dayrdnoba. aseT situaciaSi iniciativa 
partniorze gadava da mas Tqvenze arakompetenturobis 
STabeWdileba Seeqmneba. amitom, sasurvelia momavali 
saubrisa da molaparakebis Taobaze mxolod ZiriTadi, 
sakvanZi momentis gansazRvra da SesaZleblobis far- 
glebSi momzadebaSi. 

molaparakebis dawyebamde saWiroa potenciuri part- 
nioris Sesaxeb maqsimalurad SesaZlebeli informaciis 
miReba, romelic saqmiani Sexvedrebisas `marketingul 
gamokvlevad~ aris cnobili. 

saqmian molaparakebaTa dawyebamde aucilebelia xelT 
gqondeT iseTi sacnobaro informacia, rogoricaa: 

* savaluto kursis uaxlesi done; 
* sabaJo da satransporto tarifebi, safraxto ga- 

nakveTebi; 
* partnioris qveyanaSi moqmedi zoma-wonis erTeule- 

bi da a.S. 
aseve, sasurvelia gaecnoT gaeros konvenciis (venis 

konvencia, 1980w) _ `saqonlis saerTaSoriso yidva- 
gayidvis xelSekrulebis Sesaxeb~ _ ZiriTad princi- 
pebs. igi umTavresad gulisxmobs:
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Tqveni formisa da garigebis sagnis (saqonlis, mom- 
saxurebis) Sesaxeb partniorisTvis srulyofili da 
sarwmuno informaciis gadacemas; 

* garigebis sagnis Tavisufal miwodebas; 
* saqmiani eTikis dacvas; 
* saxelSekrulebo valdebulebebis Sesrulebas da 

sxva. 
molaparakebis dawyebamde mizanSewonilia momaval 

partniors dokumenturad (da ara sityvierad) gaacnoT 
sakuTari firmis Sesaxeb arsebuli masalebi, saxeldo- 
br, wesdeba, misi registracia, sakuTrebis forma, audi- 
turi daskvna da sxva. es saSualebas mogcemT analogiuri 
dokumentebi mosTxovoT partniors, rac momavalSi mraval 
gaugebrobas agacilebT. 

 

 
 

saqmiani saubris Catareba ramdenime etaps 
moicavs 

 
a) problemis gacnoba da misi gadmocema; 
b) gadawyvetilebis miRebaze moqmedi faqtorebis 

dazusteba; 
g) gadawyvetilebis miReba da mosaubrebamde misi 

dayvana. 
saubris toni unda iyos mSvidi, neitraluri, part- 

niors saubari ar unda SeawyvetinoT. 
arasasurvelia gamoiyenoT mSrali formulirebebi, 

maRalfardovani frazebi, monagoni, yurmokruli ambebi, 
saidumlo monacemebi. 

argumentacia unda iyos ara marto arsebiTad marTa- 
li, aramed SeZlebisdagvarad zusti. 

saerTod, ubraloeba saqmian saubarSi warmatebas saw- 
indaria. 

saqmiani saubris efeqturad warmarTvisaTvis mizanSe- 
wonilia Semdegi wesebis gaTvaliswineba: 

* konkretuli miznis Camoyalibeba; 
* saubris gegmis Sedgena; 
* saubris drois, adgilisa da xangrZlivobis gan- 

sazRvra; 
* saubrisaTvis misaRebi adgilis SerCeva; 
* saubris amocanis dadgena; yuradRebis gamaxvileba; 

urTierTndobis atmosferos miRweva; 
* taqtikis SerCeva; 
* umetesad partniorisaTvis saubris saSualebis 

micema; 
* saubris warmarTvis miRebuli etiketis SenarCuneba; 
* miRebuli informaciis dafiqsireba; 
* dasaxuli miznis miRwevisas saubris Sewveta; 
 
saqmian adamianebTan satelefono saubari  
  im SemTxvevaSi, roca molaparakeba da Sexvedra ope-

ratiulad ar xerxdeba, SeTanxmeba saqmian adamianebs 
Soris SeiZleba satelefono saubriT iqnes miRweuli. 
igi maT pirad Sexvedras utoldeba. Tu satelefono 
saubriT miRweuli iqna SeTanxmeba, saWiroa meore mxares 
dauyovnebliv gaegzavnos werili, romelsac igi 
werilobiT daadasturebs an ganxilul sakiTxze Tavis 
azrs damatebiT gamoTqvams. 

satelefono saubris warmarTvis xelovneba is aris, 
rom partniors mokled da mkafiod SeatyobinoT auci- 
lebeli informacia da garkveviT miiRoT pasuxi. 

 
warmatebuli satelefono saubris safuZvelia: 

 
* kompetenturoba, 
* taqtianoba, 
* keTilganwyoba, 
* saubris warmarTvis efeqturi meTodebis floba, 
problemis operatiulad da xelsayrelad gadawyve- 

tis mcdeloba.
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satelefono saubris dawyebamde aucilebelia zus- 
tad gansazRvroT saubris mizani da misi warmarTvis 
taqtika, saubris gegmis Sedgena, gadasawyveti sakiTxeb- 
isa da misaRebi informaciis Cawera. 

satelefono saubrisaTvis momzadeba gulisxmobs yvela 
SesaZlo masalisa da dokumentis winaswar moZiebas, kerZod, 
saweri kalmis, qaRaldis, kalendris, satelefono blo- 
knotisa da a.S. 

satelefono saubrisas unda vecadoT, pirveli frazidan 
davainteresoT mosaubre, movemzadoT mosalodnel SekiTx- 
vebze pasuxis gasacemad. roca ramdenime sakiTxi gaqvT 
gansaxilveli, jer unda daamTavroT erTi da Semdeg gada- 
xvideT meoreze. sakiTxis dasasruls standartuli fra- 
zebiT SeecadeT erTi sakiTxi gamoyoT meorisgan. mag: ̀ maSas- 
adame, am Temaze Cven movilaparakeT!~ da a.S. yovel sakiTxze 
saubari unda daamTavroT iseTi SekiTxviT, romelic part- 
niorisagan erTmniSvnelovan pasuxs moiTxovs. 

satelefono saubris dasrulebis Semdeg gaanalizeT 
misi Sinaarsi, CainiSneT mniSvnelovani momentebi da Seadg- 
ineT mokle Canaweri. 

 
 

diplomatiuri da saqmiani mimowera 
 
yvela saxis oficialuri korespondencia ZiriTadad 

orgvaria: 

 
pirveli - sxvadasxva qveynis saxelmwifo organiza- 

ciebs, sazRvargareTis warmomadgenlobebsa da maT Tan- 
amdebobriv pirebs Soris arsebuli oficialuri mi- 
mowera (nota, memorandumi, samaxsovro Canaweri). amgvari 
korespondenciebi umetesad di plomatiur praqtikaSi 
gamoiyeneba. 

meore - saqmiani (komerciuli) werilebi, romleb- 
sac nawilobriv oficialuri xasiaTi aqvs da farTod 

gamoiyeneba firmebs Soris saqmiani kontaqtebis dros. 
oficialuri mimoweris stili sxvadasxva qveynis 

tradiciebsa da enis Sesabamisad gansxvavebulia, Tumca 
zogadad, saerTaSoriso praqtikiTa da pirobebiT gan- 
sazRvrul wesebs emorCileba. 

nebismieri dokumenti, Tundac verbaluri (metyvelebi- 
Ti) nota an komerciuli werili, ramdenime savaldebu- 
lo pozicias Seicavs, saxeldrobr: 
  mimarTva - oficialur da sapatio tituls miuTiTebs. 
mag: ̀ pativcemulo~, ̀ batono~, ̀ Tqveno umaRlesobav~ da a.S. 
    komplimenti - zrdilobis gamoxatvis formaa, rom- 
liTac mTavrdeba werili. dokumentis teqstis mixed- 
viT komplimenti SeiZleba gansxvavebuli iyos. 

xelmowera mocemuli dokumentis realobas adas- 
turebs. uflebamosili piris gvari dokumentis bolos 
iwereba. 
 TariRi miuTiTebs ricxvs, Tves, wels da werilis 

Sedgenis adgils. es monacemebi yovelTvis srulad (Se- 
umokleblad) iwereba. 

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

garda amisa, oficialuri da saqmiani korespondenci- 
is gaformebsas sasurvelia Semdegi zogadi wesebis dacva: 
saerTaSoriso wesebiT miRebulia mokleteqstiani 
werilebis gagzavna. 
yoveli gverdi, pirvelis garda, arabuli cifrebiT 
inomreba. 

teqstSi dauSvebelia Casworebebi. 
oficialuri xasiaTis gasagzavni informacia ar unda 

Seicavdes raime damatebiT aRniSvnebs, mbeWdavis inicialebs, 
telefonis nomrebs da sxva. 
yvela saxis Semosul korespondenciaze rezolucia
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keTdeba fanqriT, an calke furcelze, romelic miemagre- 
ba dokuments. 

dokumentebis am da sxva rekvizitebis Sesaxeb ufro 
vrclad iqneba saubari winamdebare krebulis momdevno 
nawilSi _ `saqmis qaRaldebi da saqmiswarmoeba~. 

nawili meore 

 
 
 

mdivan-referenti da saqmis qaRaldebi  
 

saqmiswarmoeba - dawesebulebis administraciuli (sam- 
marTvelo) saqmianobis gansakuTrebuli dargia, romel- 
ic dakavSirebulia dokumentebsa da maT damuSavebasTan. 
dawesebulebaTa yoveldRiur saqmianobaSi didi yura- 
dReba eTmoba sxvadasxva sakiTxze dokumentebis Seqmnas, 
maT registracias, klasifikacias, moZraobas, aRricxvas 
da Senaxvas. aseTi samuSaoebis erTobliobas saqmis-

warmoeba ewodeba. 
saqmes ki uwodeben dokuments an dokumentTa erTo- 

bas, romelic erTsa da imave sakiTxs exeba. 
`saqmiswarmoebis~ wesebi gadmocemuli iyo petre I 

generalur reglamentSi, romelic 1720 w. gamoica da 
moqmedebda carizmis damxobamde (maT Soris saqarTve- 
loSic). 

1801 wlidan CvenSi moqmedebda mefis ruseTis, Semdgom 
ki, sabWoTa kavSiris `saqmiswarmoebis erTiani saxelm- 
wifo sistemis ZiriTadi debuleba~. 

termini `saqmiswarmoeba~ Cvens droSi axali Sinaar- 
siT daitvirTa. mis safuZvels warmoadgenen disciplinebi, 
romlebic farTod da praqtikulad gvacnoben sabuTeb- 
is Sedgenisa da gaformebis wesebs. 

`saqmiswarmoebaSi~ gulisxmoben administraciuli 
saqmiswarmoebis dokumentebis sistemas, romelic saWiroa 
da saerTo yvela warmoeba-dawesebulebisaTvis. 

yoveli dawesebulebis administracia dokumentebis 
sworad, amasTan martivad da operatiulad SesrulebiT 
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unda iyos dainteresebuli. amas emsaxureba `dokument- 
aciis unificirebuli sistemebi, sainformacio-gankargulebi- 
Ti dokumentaciis sistema, moTxovnebi dokumentebis 
gaformebisadmi~ (1993 w.), `saqarTvelos respublikis 
saxelmwifo standarti~ (sst _ 94), “saqmiswarmoebis 
erTiani wesebi” (1999 w.) da sxv. romelTa mizania 
Seiqmnas kanonebisa da saxelmwifo standartebis sruli 
paketi, xeli Seuwyos saqmiswarmoebis erTiani sistemis 
mTel respublikaSi danergvas, saerTo normis donemde 
aiyvanos samsaxureobrivi informaciis damuSavebis apro- 
birebuli da praqtikiT gamarTlebuli racionaluri 
formebi da meTodebi. 

 

* saqmiswarmoebis erTiani wesebi normatiuli xasiaTis 
dokumentia da savaldebuloa saxelmwifo xelisufle-
bisa da adgilobrivi TviTmmarTvelobis organoebi-
saTvis, organizaciebisa da sawarmoebisaTvis, miuxedavad 
maTi dagegmarebisa da sakuTrebis formisa. es dokumenti 
warmoadgens im principebisa da normativebis erTob-
liobas, romlebic adgenen erTian moTxovnebs dawesebu-
lebebSi mmarTvelobiTi saqmianobis dokumentebsa da 

dokumentebze muSaobis organizaciisadmi ... 

*  saqmiswarmoebis erTiani wesebis ZiriTadi mizania 
dokumentbrunvis mowesrigeba; dokumentebis raodenobis 
Semcireba, maTi Sedgenisa da gaformebis xarisxis 
amaRleba; Tanamedrove teqnikuri saSualebebiT 
dokumenturi informaciis dasamuSaveblad saWiro 
pirobebis Seqmna; mmarTvelobiTi aparatis muSaobis 
efeqtianobis amaRleba… ……  

* dawesebulebaSi saqmiswarmoebas axorcielebs specia-
luri samsaxuri, romelic uSualod eqvemdebareba 
dawesebulebis xelmZRvanels, an mis erT-erT moadgiles.   

* saqmiswarmoebis samsaxurebs evalebaT uzrunvelyon 
saqmiswarmoebis organizacia dawesebulebaSi, mis 

struqturul qvedanayofebSi winamdebare wesebis 
moTxovnaTa Sesabamisad, SemuSavebuli normatiuli da 
meToduri dokumentebis Sesrulebaze kontroli, 
dokumentebze muSaobis meTodikuri xelmZRvaneloba, 
dawesebulebis muSakTa mier saqmiswarmoebis safuZvle-
bis Seswavla.  

* saqmiswarmoebiTi saqmianobis dokumentireba moicavs 
mmarTvelobiTi moqmedebebis gansaxorcieleblad saWiro 
informaciis gaweras (fiqsacias qaRaldze an sxva mata-
reblebze dadgenili wesebis mixedviT, anu mmarTvelob-
iTi dokumentebis Seqmnis process).  

Ddokumentireba xorcieldeba bunebriv (xelnaweri, 
manqanaze dabeWdili dokumentebi, maT Soris telegra-
mebi, telefonogramebi, manqanogramebi) da xelovnur 
enebze axali matareblebis (perfobaraTebi, perfolen-
tebi, magnituri lentebi, baraTebi, diskoebi da sxv.) 
gamoyenebiT...  

* es wesebi vrceldeba dawesebulebis dokumentaciis 
yvela sistemaze, maT Soris kompiuterul (avtomatizi-
rebul) teqnikasa da mikrografiis saSualebebiT Seq-
mnil dokumentebze. /amonaweri kanonidan: saqmiswarmoebis 
erTiani wesebi/ 

 
cota ram dokumentis Sesaxeb 

 
respublikis yvela dawesebulebaSi _ saxelmwifo Tu 

kerZo firmaSi iqmneba sxvadasxva saxis dokumentebi. 
saerTo (zogadi) saqmiswarmoeba erTnairia saxelm- 

wifo da arasaxelmwifo organizaciebSi, gansxvaveba mx- 
olod dokumentbrunvis moculobaSia. 

dokumentis saSualebiT myardeba saqmiani urTier- 
Tobani saxelmwifo organoebas, dawesebulebebsa Tu 
calkeul moqalaqeebs Soris. 

saerTod, dokumenti, adamians mudmivad Tan axlavs,
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daibada bavSvi _ ivseba dabadebis mowmoba, daamTavra 
saSualo skola, Seiqmna atestati, miiRo umaRlesi ga- 
naTleba _ eZleva saTanado di plomi, daiwyo muSaoba- 
daiwera brZaneba da Seuvses Sromis wignaki da a.S. 

`dokumenti~ (xSirad mis nacvlad ixmareba sityva 
`sabuTi~) laTinuri warmoSobis sityvaa da ewodeba 
risame damamtkicebel saqmian qaRalds, risame uflebis 
damadasturebel werilobiT sabuTs, visime vinaobis 
damadasturebel mowmobas, saerTod sabuTs. 

damwerlobis SemoRebam gamoiwvia werilobiTi aqteb- 
is _ dokumentebis Seqmna, romlebic faqtebisa da movle- 
nebis dafiqsirebis saSualebad iqcnen. isini Tanamedrove 
sazogadoebisTvis metad aucilebelia, radgan maTi saSu- 
alebiT xdeba urTierTdakavSireba da informaciis gacv- 
la. amasTan, dokumenti warmoadgens istoriul wyarosac. 

dokumentebi, romelTac mecnieruli da praqtikuli 
mniSvneloba aqvT, warmoqmnian erTian saxelmwifo saar- 
qivo fonds. 

dokumentebi Sinaarsis mixedviT arsebobs: piradi da 
samsaxurebrivi, martivi da rTuli, individualuri da 
ti pobrivi. 

piradia dokumenti, romelic calkeuli piris mier 
aris dawerili sxvadasxva sakiTxze. aseTia magaliTad: 
gancxadeba, avtobiografia, daxasiaTeba da sxva. 
     samsaxurebrivi ewodeba im dokumentebs, romlebic war- 
moeba-dawesebulebebSi iqmneba da samsaxurebriv sakiTxebs 
exeba. sxvanairad maT ̀ oficialur~ dokumentebs uwodeben. 
      martivia dokumenti Tu igi erT sakiTxs exeba. 
rTulia, rodesac is ramdenime sakiTxzea Seqmnili. 

dawesebulebaTa xelmZRvaneloba muSaobis procesSi 
iyenebs administraciuli saqmianobis amsaxvel dokumen- 
tebs da mas administraciul dokumentebs uwodeben. 

dokumentebi arsebobs agreTve individualuri da 
ti pobrivi. 

individualuria dokumenti, romlis Sinaarss saku- 
Tari Taviseburebebi moepoveba, magaliTad, samsaxurebrivi 
werilebi, romlebic dawesebulebebSi yvelaze metad aris 
gavrcelebuli. 

tipobrivi dokumentebis Sinaarsi, individualuris- 
agan gansxvavebiT, exeba yvela dawesebulebis saqmianobas. 
teqstSi Caismis mxolod is specifikuri Sinaarsi, 
romelic ama Tu im konkretuli dawesebulebis saqmi- 
anobas axasiaTebs, aseTi dokumentebia: xelSekruleba, cnoba, 
debuleba, wesdeba. 

dokumenti arsebobs Sidasamsaxurebrivi da gare daniS- 
nulebis. 

Sidasamsaxurebrivia dokumenti, roca is rCeba 
dawesebulebaSi da gare daniSnulebisaa, roca is sxva- 
gan igzavneba. 

Tu dokumenti (mag. xelSekruleba) ramdenime origina- 
lis saxiT formdeba (TiToeul maTgans aqvs xelmowera 
da beWedi) maT erTnairi iuridiuli Zala aqvT. aseT 
originalebs gamravlebul originalebs uwodeben. 

warmoeba-dawesebulebebSi Semosul yvela dokumentze 
daismis Stampi. rekomendebulia _ miRebis Stampi dais- 
vas bolo furclis meore mxares, qveda marjvena kuTx- 
eSi, magram muSaobis gasaadvileblad, bevr organizaciaSi, 
am Stamps svamen miRebuli dokumentis pirveli fur-
clis marjvena mxareze. danarTebze Stampi ar daismis. 

Stampze aRniSnulia dawesebulebis saxelwodeba, miRe- 
bis TariRi, dokumentis Semosvlis nomeri an indeqsi.
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dokumentTa klasifikacia  
 

warmoeba-dawesebulebaTa Tu calkeul firmaTa saqmi- 
anobis swori organizacia Zalzed gaZneldeba dokumen- 
tis swori klasifikaciis gareSe. 

saqmiswarmoebaSi klasifikacia dakavSirebulia do- 
kumentebis xasiaTTan. maT anawileben jgufebad, garkveu- 
li niSnis mixedviT da inaxaven cal-calke saqaRaldeSi: 
erTSi brZanebebs, meoreSi werilebs, mesameSi sabuRal- 
tro dokumentebs da a.S. Senaxvis aseTi wesi aadvilebs 
muSaobas.  

daniSnulebis mixedviT arsebobs Semdegi saxis 
dokumentebi: 

1. saganmkarguleblo; 
2. sawesdebo; 
3. saaRmsruleblo; 
4. sainformacio; 
5. specialuri daniSnulebis. 

saganmkargulebloa dokumenti, romelSic aisaxeba 
dawesebulebis administraciis ganmkargulebiTi saqmi- 
anoba, aseTebia: gadawyvetileba, gankarguleba, brZaneba, oqmi 
da sxva, romlebsac gamoscemen ganmkargulebeli organoe- 
bi. isini warmoadgenen saxelmZRvanelo dokumentebs, maTi 
saSualebiT warmoeba-dawesebulebebs an maT muSakebs eZl- 
evaT davalebebi garkveul RonisZiebaTa gasatareblad. 

 

 
 

saganmkarguleblo dokumentebis Sedgena da gaformeba 
 

ganmkargulebeli dokumentebi saqmis qaRaldebSi erT- 
erTi yvelaze gavrcelebuli da xSirad gamoyenebuli 
jgufia. am dokumentaciiT formdeba erTmmarTvelobisa 
da kolegiuri organoebis ganmkargulebeli saqmianoba. 

 

amasTan erTad, isini daqvemdebarebuli dawesebulebebi- 
sa da calkeuli pirebisadmi werilobiTi miTiTebebis 
micemis saSualebas warmoadgenen. 

sammarTvelo saqmianobaSi gamosayenebeli dokumente- 
bis saxeobaTa nusxa da maTi aucilebeli rekvizitebi 
amgvarad gamoiyureba: 

brZaneba aris daqvemdebarebuli organizaciebisa da 
pirebisadmi gacemuli, Sesasruleblad aucilebeli wer- 
ilobiTi miTiTeba. brZaneba farTod gavrcelebuli 
dokumentia, romlis Sedgena aucilebelia: pirovnebis 
samuSaoze miRebis, erTi adgilidan meoreze gadayvanis, 
ganTavisuflebis, dajildovebisa da mraval sxva SemTx- 
vevaSi. 

brZaneba warmoadgens warmoeba-dawesebulebaTa mar- 
Tvis maorganizebel erT-erT ZiriTad dokuments. Si- 
naarsis mixedviT brZanebebi or jgufad iyofa: brZanebe- 
bi piradi Semadgenlobis Sesaxeb da brZanebebi saerTo 
sakiTxebze. 

piradi Semadgenlobisadmi gacemuli brZaneba exeba 
daniSvnas, gaTavisuflebas, mivlinebebs, madlobebsa da a.S. 

brZanebebi saerTo sakiTxebis Sesaxeb asaxaven xe- 
lmZRvanelis gadawyvetilebebs, romlebic exeba sawar- 
mos Sromis organizacias, warmoebis process, ekonomiis 
reJims da sxva. samsaxurebrivi brZanebebi qronlogiuri 
TanmimdevrobiT inomreba da inaxeba mudmivad. 
 

brZanebis Semadgeneli elementebia:  
 

 

1.    dokumentis saxelwodeba da rigiTi nomeri: 

2. gamomcemi organos dasaxeleba: 
3. Sedgenis adgili da TariRi; 
4. brZanebis mokle Sinaarsi (ra sakiTxs exeba); 
5. brZanebis teqsti paragrafebSi, Tu igi ramdenime 

sakiTxis Sesrulebas moiTxovs;
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6. brZanebis safuZveli; 
7. dawesebulebis an sawarmos xelmZRvanelis xel- 

mowera. 
saerTo sakiTxebze brZanebis teqsti Sedgeba ori 

nawilisagan. pirvelSi miTiTebuli unda iyos faqtebi 
da garemoebani, romlebic warmoadgenen brZanebis safuZ- 
vels, xolo meore nawili ki gadmoicema kategoriuli 
toniT da moiTxovs garkveuli sakiTxebis Sesrulebas. 
rogorc wesi, brZanebis teqsti Sedgeba sakonstata- 
cio da gankargulebiTi nawilebisagan. sakonstatacio 
nawilSi gadmoicema mmarTvelobiT moqmedebaTa miznebi 
da amocanebi. Tu brZanebis gamomcemis safuZvels war- 
moadgens sakanonmdeblo, sxva samarTlebrivi aqti an 
zemdgomi dawesebulebis, davaleba, sakonstatacio naw- 
ilSi mieTiTeba misi saxeoba, TariRi, nomeri, saTauri da 
gadmoicema im nawilis Sinaarsi, romelic uSualod ex- 
eba mocemul dawesebulebas. 

gankargulebiTi nawili iwyeba sityviT: `vbrZaneb~. 
brZanebis gankargulebiTi nawilis punqtebSi mieTiTeba 
Semsruleblebi, konkretuli moqmedebebi da Sesruleb- 
is vadebi. 

gankargulebiTi nawilis bolo punqtSi mieTiTeba 
Tanamdebobis piri, romelsac evaleba brZanebis Sesrulebis 
kontroli. 

brZanebas xels awers dawesebulebis xelmZRvaneli 
an misi davalebiT moadgile. 

brZanebebi inomreba rigiTi nomrebiT, kalendaruli 
wlis farglebSi. 

gadawyvetileba aris samarTlebrivi aqti, romelic 
miRebulia ganmkargulebeli organoebis mier, kolegiuri 
wesiT maTi kompetenciis yvelaze mniSvnelovani sakiTx- 
ebis gadawyvetis mizniT. 

gadawyevtileba miekuTvneba saganmkargulebo doku- 
mentebis jgufs da garkveul rols asrulebs sakiTxe- 
bis praqtikulad gadawyvetaSi. 

gadawyvetileba ewodeba agreTve erTobliv aqtebs, 
romlebic gamocemulia ramdenime araerTgvari organos 
mier (kolegialurobisa da erTmmarTvelobis safuZ- 
velze moqmedi organos mier, saxelmwifo organoebisa 
da sazogadoebrivi organizaciebis mier da a.S.). 

 

gadawyevtilebis rekvizitebia: 

 

1. dokumentis saxelmwifo da rigiTi nomeri; 
2. im organos dasaxeleba, romelic iRebs gadaw- 

yvetilebas; 
3. mokle Sinaarsi; 
4. Sedgenis adgili da TariRi; 
5. teqsti; 
6. saTanado pirTa xelmowera. 

 
gankarguleba ewodeba samarTlebriv aqts, romelic 

gamocemulia erTpirovnulad xelmZRvanelis, umTavresad 
saxelmwifo marTvis kolegiuri organos xelmZRvanel- 
is mier operatiuli sakiTxebis gadawyvetis mizniT. 
rogorc wesi, mas aqvs moqmedebis SezRuduli vada da 
exeba organizaciebis, Tanamdebobrivi pirebisa da mo- 
qalaqeTa viwro wres. 

 
Ggankargulebis Semadgeneli nawilebia: 

1. saTauri; 
2. gankargulebis nomeri; 
3. im Tanamdebobis piris dasaxeleba, romelic gan- 

kargulebas iZleva; 
4. gankargulebis gacemis TariRi (ricxvi, Tve, weli, 

iwereba gverdis marcxena mxares). 
5. gacemis adgili (iwereba marjvena mxares);
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6. gankargulebis teqsti; 
7. Tanamdebobis piris xelmowera. 
 
instruqcia aris samarTlebrivi aqti, romelic 

gamocemulia saxelmwifo mmarTvis organos mier (an 
damtkicebulia misi xelmZRvanelis mier). dawesebuleb- 
is, organizaciebis, sawarmoebis (maTi qvedanayofebisa da 
samsaxurebis), Tanamdebobrivi pirebisa da moqalaqeTa 
saqmianobis saorganizacio, samecniero-teqnikuri, finan- 
suri da sxva specialuri mxareebis maregulirebeli 
wesebis dadgenis mizniT. instruqcia aris dokumenti, 
romelic gansazRvravs sxvadasxva RonisZiebis Catare- 
bis xerxebs, meTodebsa da wesebs. im mizniT, rom ufro 
mosaxerxebeli iyos instruqciis Sinaarsis gacnoba, igi 
iyofa ganyofilebebad da paragrafebad. amasTan, para- 
grafebis numeracia mTliania, rac gamoricxavs dabneu- 
lobasa da gaugebrobas ama Tu im paragrafis damowme- 
bisas. 

instruqciis teqstSi gamoiyeneba sityvebi: `valde- 
buli arian~, ̀ saWiroa~, ̀ akrZalulia~ ̀ ar daiSveba~ da 
a.S. 

instruqciuli xasiaTisaa agreTve praqtikaSi far- 
Tod gamoyenebuli iseTi aqtebi, rogoricaa `wesebi~, 
`rekomendaciebi~, `meToduri rekomendaciebi~, ̀ meToduri 
miTiTebani~ da sxva dokumentebi, romelTac erTnairi 
iuridiuli Zala aqvT. 

instruqcias xels awers Tanamdebobis piri da auci- 
leblad amtkicebs dawesebulebis xelmZRvaneli. instru- 
qcia ZalaSi Sedis zemdgomi organos mier misi damtki- 
cebis Semdeg. 

 
instruqciiis elemntebia:    

�  damtkicebis grifi; 
� dokumentis saxelwodeba; 

� saTauri (ris Sesaxebaa gamocemuli); 
� Sinaarsi 
� Semdgeneli piris Tanamdeboba da xelmowera; 
�  TariRi 
miTiTeba - dawesebulebis mier gamocemuli gankar- 

gulebiTi dokumentia, romelic upiratesad Seexeba sain- 
formacio-meTodikuri xasiaTis sakiTxebs, agreTve dawese- 
bulebis brZanebebis, instruqciebis da sxva normatiu- 
li xasiaTis aqtebis Sesrulebis organizaciasTan dakav- 
Sirebul sakiTxebs. miTiTebebs xels aweren dawese- 
bulebis xelmZRvaneli an misi davalebiT _ moadgile, 
struqturuli qvedanayofebebis xelmZRvanelebi Tavian- 
Ti kompentenciis farglebSi. 

miTiTebis momzadeba da gaformeba xorcieldeba br- 
Zanebebis momzadebisa da gaformebis dadgenili wesis 
Sesabamisad. 

miTiTebis gankargulebiTi nawili iwyeba sityviT: 
`gavalebT~ (`gTavazobT~). miTiTebebi inomreba rigiTi 
nomrebiT kalendruli wlis farglebSi. 

oqmi aris dokumenti, romelSiac kolegiuri orga- 
noebis krebebis, TaTbirebis, konferenciebis, sxdomebis 
sakiTxebis ganxilvisa da gadawyvetilebaTa miRebis 
fiqsacia xdeba. oqmSi aRniSnulia am RonisZiebaTa Catare- 
bis adgili, dro da mizani, damswreTa Semadgenloba, 
asaxavs mosmenil moxsenebaTa da gamosvlaTa Sinaarsa 
da maT safuZvelze miRebul gadawyvetilebebs. 

oqms wers krebis mdivani pirvel an mesame pirSi, 
specialuri oqmis an standartuli formis sakancelario 
wignSi. oqmis dRis wesrigSi unda iyos CamoTvlili 
konkretuli sakiTxebi (da ara `sxvadasxva~). amasTan 
yoveli sakiTxi iwyeba sqemiT: `moismines~, ̀ gamovidnen~ 
(`kamaTSi gamovidnen~, ̀ azri gamoTqves~), ̀ daadgines~. oqmi 
SeiZleba daiweros mokle an vrceli angariSis formiT.
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mokle oqms, rogorc wesi Tan erTvis krebaze gamomsv- 
lelTa teqstebi (an sruli stenograma). dawvrilebi- 
Ti Canawerebi keTdeba oqm-angariSSi, romelic vrclad 
asaxavs sxdomis mimdinareobas. igi dgeba im SemTxveva- 
Si, rodesac krebaze (sxdomaze) wydeba rTuli, kamaTis 
gamomwvevi sakiTxebi da saWiroa kamaTSi gamomsvlel 
sxvadasxva pirTa Sexedulebebis dafiqsireba. 

oqmi numeracias wlis dasawyisidan iRebs, rac amave 
dros aRniSnavs Catarebul krebaTa raodenobas. garda 
aseTi ti pis oqmebisa, arsebobs sxva saxis oqmebic. mag. 
policiis muSakebi oqmebs udgenen kanonierebis damr- 
Rvev pirebs, gamomZieblebi oqmebs adgenen mowmeTa dak- 
iTxvis dros da a.S. 

oqmis ZiriTadi nawilebia: 

 dokumentis saxelwodeba da rigirTi nomeri;  

 krebis (sxdomis, TaTbiris) Camtarebeli organi-
zaciis dasaxeleba;   

 krebis mowvevis adgili da TariRi;  
krebis monawileTa Semadgenloba (gvarebis 

mixedviT an uTiTeben damswreTa raodenobas);        

 krebis xelmZRvanelTa gvarebi da inicialebi;  
 dRis wesrigi (sakiTxTa nusxa momxsenebelTa 

gvarebis dasaxelebiT); 

 oqmis teqsti;  

  moismines 7 miuTiTeben gamomsvlelTa gvarebs da     
gamosvlis mokle Sinaarss;. 

 daadgines 7 aRiniSneba (an daerTvis oqms) dasa-
xuli RonisZieba;  

 SesaZlo danarTebis nusxa furcelTa raodenobis  
miTiTebiT;  

 krebis Tavmjdomarisa da mdivnis xelmowera, oqmis 
ZiriTadi nawili Sedgeba ganayofebisagan, romlebic 
Seesabameba dRis wesrigis punqtebs, TiToeuli 

ganayofis teqsti aigeba Semdegi sqemis mixedviT; 
moismines, azri gamoTqves, daadgines (gadawyvites). 
moxsenebebisa da gamosvlebis ZiriTadi Sinaarsi Sei-
taneba oqmis teqstebSi. Tu moxsenebebisa da gamosvle-
bis teqstebi erTvis oqms, am SemTxvevaSi gamoiyeneba 
oqmis mokle forma.  

Ddadgenileba (gadawyvetileba) ibeWdeba mTlianad. 
dadgenilebis teqsti aigeba brZanebis teqstis analo-
giurad, kolegiuri organos mier damtkicebuli 
dokumenti erTvis oqms. gansakuTrebuli azris Sinaarsi 
oqmSi Caiwereba Sesabamisi saoqmo gadawyvetilebis 
Semdeg.  

Tu sxdomis mimdinareoba stenografirdeba, steno-
gramis teqsti amoiSifreba, ibeWdeba, mowmdeba da 
inaxeba oqmTan erTad. gansakuTrebul SemTxvevaSi gamom-
svlelma viziT unda daadasturos Tavisi gamosvlis 
stenograma.    

  oqmebi inomreba rigiTi nomrebiT kalendaruli 
wlis farglebSi. erToblivi sxdomebis oqmebs unda 
hqondes Semadgeneli nomrebi, romlebic moicaven 
koleqtiuri organos muSaobis monawile dawesebulebe-
bis rigiT nomrebs.  

uwyeba _ ewodeba oficialur werilobiT Setyobin- 
ebas da gvTavazobs masSi monawileobas (miwvevas, gamocx- 
adebas...)  

uwyeba Sedgeba Semdegi elementebisagan:  

1. mimarTva adresatisadmi gvaris da inicialebis 
aRniSvniT: 

2. Sinaarsi, romelSic aRiniSneba: 
a) romeli organizacia atarebs RonisZiebas; 
b) ra sakiTxebi iqneba ganxiluli; 
3. sad da rodis Sedgeba RonisZieba; 
4. uwyebis gagzavnis TariRi; 
5. pasuxismgebeli piris xelmowera.
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zeviT CamoTvlil dokumentTa garda saganmkarguleb- 
lo dokumentaciis nusxaSi Sedis:  

mimoxilva: -  dokumenti, romelic Sedgenilia garkveul 
periodSi ama Tu im dargSi samuSaoebis an dawesebule- 
baTa jgufis moRvaweobis Sesaxeb daqvemdebarebuli da 
sxva organizaciebis informirebis mizniT. 

krebsi - dokumenti, romelic warmoadgens erTi sa- 
kiTxis irgvliv ganzogadebul monacemebs (winadadebe- 
bis, SeniSvnebis, moTxovnebis krebsi da sxva).  

werili - SinaarsiT sxvadasxva dokumentebis gan- 
zogadebuli dasaxelebaa, romelic gamoiyofa teqstis 
gadmocemis gansakuTrebuli wesis gamo. 

p i r a d i  b a r a T i  -  dokumenti, romelic 
emsaxureba kadrebis Semadgenlobis analizsa da moZraobis 
aRricxvas. 

stenograma - kolegiuri organoebis krebebze, TaTbi-
rebsa da sxdomebze moxsenebebis, sityvebisa da gamos- 
vlebis dawvrilebiTi Canaweria, romelic stenografiis 
meTodiT aris Sesrulebuli. 

moxseneba _ dokumenti, romelSic gadmocemulia garkveu- 
li sakiTxebi, daskvnebi, winadadebebi da gankuTvnilia 
wasakiTxad.  

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

gegma - dokumenti, romelic zustad adgens Sesas- 
ruleblad dasaxul samuSaoebs an RonisZiebebs, maT 
Tanmimdevrobas, moculobas (ama Tu im formiT), xelmZR- 
vanelebsa da konkretul Semsruleblebs. 

sia - dokumenti, romelic Seicavs pirTa an sagnebs 
CamoTvlas garkveuli TanmimdevrobiT. 

nusxa - dokumentebis an sxva sagnebis, proeqtebis 
an samuSaoebis sistematizebuli CamoTvla, romelic Sedge- 
nilia maTze gansazRvruli normebis an moTxovnebis 
gavrcelebis mizniT. 

dakveTa dokumentebis gamravlebaze - Txovna raime saSua-
lebiT dokumentebis gamravlebis Sesaxeb. 
 

 

sawesdebo dokumentebi 
 

  sawesdebo ewodeba iseT dokuments, romliTac unda 
xelmZRvanelobdes warmoeba-dawesebuleba Tavis saqmi- 
anobaSi. mag: wesdeba, debuleba da sxva. 

wesdeba ewodeba samsaxurebriv dokuments, romli- 
Tac ganisazRvreba ama Tu im organizaciis wesebi. ma- 
galiTad: umaRlesi saswavleblis da sxva sazogadoe- 
brivi organizaciebisa da warmoeba-dawesebulebebis 
muSaobis wesebi, dawesebulebaTa struqtura, funqciebi 
da uflebebi. 

 
wesdebis Semadgeneli nawilebia:  
 
1. organizaciis dasaxeleba, 
2. dokumentis dasaxeleba, 
3. Sinaarsi, 
4. Sedgenis TariRi. 
wesdeba saWiroebs damtkicebas zemdgomi organoebis 

mier, amitom mis pirvel gverdze unda gaformdes damt- 
kicebis grifi. 

dadgenileba - samarTlebrivi aqtia, romelic miRebulia 
kolegiuri mmarTvelobis umaRlesi da zogierTi cen-
traluri organos mier maT winaSe dasaxuli yvelaze 
mniSvnelovani da princi puli amocanebis gada wyvetis 
mizniT. 

debuleba aris saxelmZRvanelo dokumenti, romel- 
Sic aisaxeba warmoeba-dawesebulebaTa an maTi struq- 
turuli nawilebis normebi, ZiriTadi amocanebi da Tan- 
amSromelTa ufleba-movaleobani. 

debuleba dgeba axali dawesebulebebis Seqmnis dros,
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rogorc TviT dawesebulebebis, agreTve misi struqtu- 
ruli nawilebisaTvis. debuleba did rols asrulebs 
muSaobis organizaciul warmarTvaSi, igi gansazRvravs 
warmoeba-dawesebulebebis saqmianobis yovel sakiTxs. 
misi Sinaarsis Seusabamoba an saerTod debulebis gareSe 
muSaoba gamoiwvevs gaugebrobas dawesebulebaTa samuSao 
procesSi. 

debuleba unda damtkicdes zemdgom organoTa mier, 
amitom dokumentis pirvel gverdze, zeviT, marjvena mx- 
ares, winaswar formdeba e.w. dasamtkicebeli nawili, anu 
damtkicebis grifi. 
 
debulebis Semadgeneli nawilebia:  
 

1. Tanamdebobis piris an im organos dasaxeleba, vinc 
daamtkica debuleba, 

2. damtkicebis TariRi, 
3. saxelwodeba, 
4. debulebis mizani da daniSnuleba, 
5. teqsti, romelSic gamoiyofa: a) zogadi debule- 

bani; b) ZiriTadi amocanebi; g) struqturuli wyoba; 
d) ufleba-movaleobani; 

6. Tanamdebobis piris xelmowera.  
 

 
saaRmsruleblo dokumentebi 

 

saaRmsruleblo dokumentebia: ganmartebiTi baraTe- 
bi, aqtebi, moxsenebiTi baraTebi, angariSebi da sxva. maTi 
saSualebiT ecnobeba sxvadasxva davalebis Sesrulebis 
Sesaxeb dawesebulebis xelmZRvanels, an zemdgom orga- 
noebs. 

ganmartebiTi baraTi iseTi werilobiTi dokumentia, 

romelsac daqvemdebarebuli piri an uwyeba zemdgom orga-
nos an xelmZRvanels aZlevs samsaxurebrivi xasiaTis 

sakiTxebze saTanado axsna-ganmartebas. daniSnulebis 
mixedviT ganmartebiTi baraTi ZiriTadad ori saxis 
SeiZleba iyos: 

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

2. ganmartebiTi baraTi iwereba calkeuli uwyebis 
xelmZRvanelis an zemdgomi organos miTiTeba-moTxov- 
nis safuZvelze. agreTve sakuTari neba-surviliT, saku- 
Tari iniciativiT an sagamomZieblo organoebis miTiTe- 
ba-moTxovniT, romelime piris moqmedebis calkeul SemTx- 
vevaSi.  

ganmartebiTi baraTSi unda iyos aRniSnuli Semdegi: 

1. sruli dasaxeleba im organosi, romlis saxelze- 
dac iwereba ganmartebiTi baraTi; 

2. momdevno striqonze marjvena mxares damweris gvari, 
saxeli, mamis saxeli, Tanamdeboba. Tu ganmartebiTi bara- 
Ti oficialuria, muSakis xelmowera saTanado titulis 
aRniSvniT iqneba gverdiT, baraTis bolos, marcxena mxares, 
daesmis dawesebulebis Stampi! 

3. saTauri, 
4. baraTis Sinaarsi, 
5. danarTi, 
6. TariRi, 
7. xelmowera. 
aqti ewodeba ramdenime piris mier Sedgenil doku- 

ments, romelSic maT mier dadgenili faqtebis dadas- 
turebaa. aqti daniSnulebis mixedviT mravalnairia: ma- 
galiTad aqti dgeba dawesebuleba-organizaciis xelmZR- 
vanelis mier TanamSromlis Secvlisas (e.w. `Cabareba- 
miRebis~ aqti), safinanso reviziisa da sxva saxis Semow- 
mebis dros, inventaris Camowerisas da sxva. aqtiT aRin-
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iSneba sacxovrebeli saxlis avariuli mdgomareoba, xan- 
Zris, wyaldidobis, miwisZvris Tu sxva saxis stiqiuri 
ubedurebis Sedegad miRebuli zarali. agreTve binis 
gaqurdvis, mkvlelobis, sagzao avariis da a.S. romelsac 
adgenen sagamoZiebo organoebi. 

aqti oficialuri (iuridiuli Zalis mqone) doku- 
mentia da amdenad masSi realuri mdgomareoba, momxdari 
faqti unda iyos warmodgenili obieqturad, arsebuli 
viTarebis zusti CvenebiT. 

aqti, rogorc wesi, dgeba oficialuri, zemodgomi 
organos mier gamoyofil pirTa monawileobiT, magram 
calkeul SemTxvevaSi aqti SeiZleba Seadginos momx- 
dari faqtis piradad momswre-mnaxvel pirTa jgufmac. 
aqtis gaformeba SeiZleba organizaciis saerTo blankze 
an specialuri (aqtis) blankze.    
 

aqti Sedgeba Semdegi nawilebisagan: 

 

1. dokumentis saTauri; 
2. aqtis Sedgenis adgili da TariRi; 
3. aqtis Semdgenel pirTa gvari saxeli, mamis saxeli 

(aqti Tu kerZo iniciativiTaa Sedgenili, maSin agreTve 
saWiroa aRiniSnos aqtze xelismomwerTa zusti misa- 
marTi da piradobis mowmobis an pasportis nomeri); 

4. aqtis Sedgenis safuZveli (zemdgomi organos mi- 
TiTebiTaa Sedgenili Tu kerZo iniciativiT); 

5. aqtis Sinaarsi (faqtebis an movlenebis aRwera); 
6. danarTebis nusxa (Tu aris); 
7. aqtis SemdegenelTa xelis mowera. 
angariSi. warmoeba-dawesebulebaTa xelmZRvaneli pire- 

bi da maTi muSakebi zemdgom organoTa an xelmZRvanel 
pirTa saxelze periodulad waradgenen TavianTi muSao- 
bis angariSs. misi mizania Seajamos da werilobiT war- 
moadginos ama Tu im organizaciisa Tu pirebis mier 
Catarebuli muSaoba. angariSi unda eyrdnobodes cifrebsa 
da faqtebs.  

Mmisi Semadgeneli nawilebia:  

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

2. angariSis Semdgeneli Tanamdebobis piris gvari, 
saxeli da mamis saxeli, 

3. dokumentis saTauri, 
4. teqsti, 
5. danarTi, (furclebis raodenobis miTiTeba), 
6. Semdgeneli piris xelmowera. 
7. Sedgenis TariRi. 
moxsenebiTi baraTi warmoadgens warmoeba-dawesebu- 

lebaTa muSakebis mier xelmZRvanelis saxelze daw- 
eril cnobas, romelSic CamoTvlilia samsaxurebriv 
saqmesTan dakavSirebuli garkveuli faqtebi da winadade- 
bebi. igi SeiZleba dawesebulebis xelmZRvanelma warudg- 
inos zemdgom organos, sadac aRwerili iqneba faqto- 
briviTi mdgomareoba da amave dros dasaxuli iqneba 
praqtikuli winadadebebi Semdgom RonisZiebaTa gasa- 
tareblad. 

moxsenebiTi baraTi daniSnulebis mixedviT SeiZleba 
iyos: saangariSo, sainiciativo an informaciuli xasia- 
Tis. saangariSo xasiaTis moxsenebiTi baraTi warmoad- 
gens samsaxurebrivi davalebis da movaleobis Sesrulebis 
angariSs (gegmis Sesrulebis, Semowmebis, Sedegebis, samiv- 
linebo davalebebis Sesrulebis Sesaxeb da sxva). 

sainiciativo xasiaTis moxsenebiTi baraTi waredg- 
ineba dawesebulebis ufross muSakis piradi wamowyeb- 
is Sesaxeb. 

sainformacio xasiaTis moxsenebiTi baraTi warmoad- 
gens samsaxurebrivi davalebisa da movaleobis Sesrulebis 
angariSs. 
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moxsenebiTi baraTis Sinaarsi mokle unda iyos, masSi 
motanili faqtebi swori da namdvili, winadadebebi 
zustad Camoyalibebuli.  

moxsenebiTi baraTis tipobrivi formulari Semdegi 
elementebisagan Sedgeba: 

1. pirvel striqonze (abzaciT) iwereba sruli dasax- 
eleba im organosi, romlis xelmZRvanelis saxelzedac 
igzavneba moxsenebiTi baraTi. 

2. momdevno striqonze, marjvniv, msgavsad gancxadebi- 
sa, aRiniSneba moxsenebiTi baraTis damweris gvari, saxe- 
li, mamis saxeli, Tanamdeboba, 

3. dokumentis saxelwodeba (SuaSi), 
4. Sinaarsi, 
5. danarTis CamoTvla (Tu aseTi axlavs), 
6. Semdgeneli piris Tanamdeboba da xelis mowera, 
7. Sedgenis TariRi. 

 
 

 
sainformacio dokumentebi 

 
sainformacio dokumentebia: depeSebi, telefonogramebi, 

daskvnebi da sxva. maTi saSualebiT adresatebs ecnobe- 
baT sxvadasxva faqtebi, SemTxvevebi, movlenebi ama Tu im 
RonisZiebaTa gatarebis Sesaxeb. 

depeSa - administraciuli dokumentaciis erT-erT, 
satelegrafo mimoweris saxeobas miekuTvneba. mas upi- 
ratesad saqalaqTaSoriso mimowerisaTvis, saswrafod 
gadasaWreli sakiTxebis mosagvareblad iyeneben. (aR- 
saniSnavia _ depeSa saqmian urTierTobebSi sul ufro 
naklebad gamoiyeneba). 

depeSa funqciis mixedviT igive werilia, magram mis- 
gan gansxvavdeba formisa da Sinaarsis mixedviT. depe- 
Sis ganmasxvavebeli niSani siswrafea. depeSis Sedgeni- 

sas icaven im moTxovnebs da wesebs, romlebic waeyeneba 
samsaxurebriv dokumentebs, magram maT Sedgenis zogi 
Taviseburebac axasiaTebs. depeSis teqsti rac SeiZleba 
mokle unda iyos, kavSirebs, nacvalsaxelebs da sasven 
niSnebs Tu azri ar maxinjdeba, gamotoveben xolme. auci- 
leblobis SemTxvevaSi mis nacvlad abreviaturebs iy- 
eneben: wert (wertili), mZ (mZime), brWy (brWyalebi) da 
a.S. TariRs sityvierad weren. depeSis teqstis dasawy- 
isi da xelmowera iwereba abzaciT (axali striqonidan). 
danarCeni teqsti iwereba abzacebis gareSe. sityvis ga- 
datana depeSaSi akrZalulia. 

depeSa sxvadasxva saxisaa, mag: oficialuri (samsax- 
urebrivi) da kerZo (piraduli). siswrafis Tvalsazrisi- 
Tac orgvaria: ubralo (Cveulebrivi) da saswrafo. agreTve 
arsebobs: mTavrobis SetyobinebiT moTxovnamde, sasurv- 
el vadaSi CabarebiT, fotodepeSa. 

samsaxurebrivi depeSebi igzavneba metad mniSvnelovan 
da saswrafo sakiTxebze. Tu depeSa sapasuxoa, maSin 
teqsti unda iwyebodes im depeSis an dokumentis nom- 
riT, romlis pasuxsac is warmoadgens. 

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

depeSa formdeba Semdegnairad: 

1. blankis marjvena mxares, zeviT aRiniSneba depeSis 
kategoria (siswrafis TvalsazrisiT); 

2. adresatis zusti misamarTi (gvari, saxeli, mamis 
saxeli an uwyebis sruli dasaxeleba); 

3. depeSis teqsti; 
4. depeSis gamgzavnis vinaoba; 
5. depeSis gamgzavnis misamarTi (es xazs qveviT iwe- 

reba da safasurSi ar Sedis); 
6. samsaxurebrivi depeSis bolos daismis gamgzavni 

uwyebis mrgvali beWedi.
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telefonograma. depeSasTan erTad dawesebulebebi 
muSaobisas xSirad iyeneben telefonogramas. 

telefonograma ewodeba telefoniT gadacemul cnobas. 
mas Cveulebriv iyeneben saswrafo gankargulebebis, uwye- 
bebisa da sxva saxis cnobebis gadasacemad. 

telefonogramis teqsti iseTive mokle unda iyos, 
rogoric depeSis. 

telefonogramis savaldebulo rekvizitebia:  

1. saTauri; 
2. telefonogramis nomeri; 
3. gadacemis TariRi; 
4. gamgzavnisa dasaxeleba; 
5. mimRebis dasaxeleba; 
6. teqsti; 
7. telefonogramis xelmomweri Tanamdebobis piris 

aRniSvna; 
8. telefonogramis gadamcemi Tanamdebobis piris 

aRniSvna (aqve aRiniSneba am piris telefonis nomeri); 
9. telefonogramis mimRebi Tanamdebobis piris aRniSvna 

(aqve aRiniSneba am piris telefonis nomeri); 
10. telefonogramis miReba-gadacemis dro (saaTi da 

wuTi). 
telefonogramebis aRricxva warmoebs specialur 

JurnalSi. 
daskvna ewodeba dokuments romelic Seicavs dawese- 

bulebis, komisiis, specialistis azrs romelime doku- 
mentis an sakiTxis an kidev gansaxilvelad warmodgeni- 
li naSromis Sesaxeb. daskvnaSi gadmocemulia garkveu- 
li sakiTxis mokle Sinaarsi da mis Sesaxeb miRebuli 
saTanado gadawyvetileba. 

Mmisi Semadgeneli nawilebia: 

1. im pirTa vinaoba, visac egzavneba dokumenti; 
2. dokumentis saxelwodeba; 

 

3. teqsti; 
4. Tanamdebobis piris xelmowera, romelic iZleva 

xelmoweras; 
5. gagzavnis TariRi da saregistracio nomeri; 
daskvnis da misi msgavsi dokumentis Senaxva war- 

moebs centralizebuli wesiT, calke saqmeSi, rac uzrun- 
velyofs aucilebeli cnobis swrafad moZebnas. 

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

a) sainformacio mizniT gacemuli aRweriTi an ci- 
frobrivi xasiaTis dokumenti _ cnoba waredgineba 
dawesebulebis xelmZRvanels an zemdgom organizacias 
raime faqtis, movlenis dasadastureblad.  

samsaxurebrivi xasiaTis cnobis tipobrivi 
formularis SemadgenlobaSi Sedis: 

1. dokumentis saxelwodeba da saTauri; 
2. Sinaarsi; 
3. im piris an pirTa Tanamdeboba da gvarebi, rom- 

lebic xels aweren cnobas; 
4. xelmoweris TariRi, mrgvali beWedi. 
cnobis momzadebisas gansakuTrebuli yuradReba eqceva 

sxvadasxva monacemebis siswores. masSi moyvanili faqtebi 
guldasmiT unda iqnes Semowmebuli, radgan maT safuZ- 
velze xdeba sxvadasxva gadawyvetilebaTa miReba. 

b) cnoba, rogorc raime faqtis damadasturebeli 
dokumenti, SeiZleba mieces calkeul pirebsac. aseTi 
cnobis rekvizitebia: 

1. cnobis gamcemi dawesebulebis dasaxeleba; 
2. cnobis nomeri da gacemis TariRi; 
3. saTauri; 
4. im piris dasaxeleba, visac cnoba eZleva; 
5. teqsti; 
6. cnobis daniSnuleba;
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7. Tanamdebobis piris xelmowera; 
8. beWedi; 
Tu cnoba erT sakiTxs exeba, mas SeiZleba xels awer- 

des erTi piri, Tu ramdenime sakiTxs exeba, ramdenime 
xelmowera esaWiroeba. 

cnoba Cveulebriv trafaretul blankze iwereba. 
safosto misamarTi warweraa konvertze, paketze, 

amanaTze da a.S. igi aRniSnavs im piris (dawesebulebis, 
firmis) adgilsamyofels, romelsac egzavneba werili, 
depeSa da sxva. 

CvenTan miRebulia misamarTis daweris iseTi Tanmim- 
devroba, rodesac jer aRiniSneba yvelaze didi adminis- 
traciul-teritoriuli erTeuli, Semdeg ufro patara: 
respublika, avtonomiuri respublika, qalaqi, raioni, sofe- 
li da a.S. dasaxelebuli punqtis Semdeg iwereba safos- 
to indeqsi, quCa, saxlis nomeri, dawesebulebis dasaxele- 
ba, adresatis vinaoba. gvari da inicialebi da a.S. 

organizaciis saxelwodeba (an kerZo piris gvari) 
da misamarTi iwereba werilis blankis marjvena mxares 
saxelobiT, an micemiT brunvaSi. 

saqarTvelos standartisagan gansxvavebiT, inglisur 
enaze (ucxour gzavnilebze) misamarTi iwereba marcxena 
mxares, abzacebisa da rogorc wesi sasveni niSnebis 
gamoyenebis gareSe. aris sxva Taviseburebanic: kerZod 
misamarTSi aucilebelia Statebis (aSS) da sagrafos 
(did britaneTSi) miTiTeba. 

 
specialuri daniSnulebis dokumentebi 

 
 

specialuri daniSnulebis dokumentebia: sabuRaltro, 
statistikuri, aRricxvis, sagegmo, safinanso, samxedro, 
di plomatiuri urTierTobis, muSa-mosamsaxureTa pira- 
di Semadgenlobis dokumentebi, romelTac specialuri 
urTierTobisTvis iyeneben. 

dokumentis danarTi - zogierT dokuments Sei- 
Zleba hqondes danarTi. igi Cveulebriv adasturebs 
teqstSi dasaxelebul calkeul faqtebs, agreTve gan- 
martavs, akonkretebs ZiriTadi dokumentebis zogierT 
sakiTxs. 

miTiTeba imis Sesaxeb, rom dokuments danarTi ax- 
lavs, keTdeba teqstis qvemoT, marcxena kuTxeSi. sityva 
`danarTis~ Semdeg aRiniSneba darTuli dokumentebis 
saxelwodeba da furcelTa raodenoba.  

dokumentis formulari da rekviziti - yoveli do-
ku-enti ramdenime elementisagan Sedgeba. saWiroa am 
elementebis codna, raTa dokumentebi gavaanalizoT, 
ganvsazRvroT maTi xarisxi da sworad SevadginoT. 

dokumetebis Semadgeneli elementebis erTobliobas 
formulari ewodeba. yvela dokumetsa da formularSi 
calkeuli elementebis Setana savaldebuloa. 

formularis aucilebel elementebs dokumentis re- 
kvizits uwodeben.  

rekviziti ewodeba sworad Sedgenili dokumentis 

aucilebel elements (saxelwodeba, gacemis adgili, TariRi, 
xelmowera da sxva) uromlisodac igi kargavs iuridi- 
ul Zalas. 

pasportis, skolis atestatis, Sromis wignakis da 
msgavsi dokumentebis rekvizitebi kanonmdeblobiT an 
sauwyebo aqtebiT aris dadgenili.  

 
dokumentis rekvizitebia: 

 
1. saxelwodeba; 
2. saTauri; 
3. Sinaarsi; 
4. TariRi; 
5. xelmowera. 
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dokumentis iuridiuli mniSvneloba. dokumentebis 
mniSvneloba warmoeba-dawesebulebaTa, Tu calkeul mo-
qalaqeTaTvis, saerTod, Tanamedrove sazogadoebisaTvis, 
metad didia. 

TiToeul samsaxurebriv dokuments garkveuli iu- 
ridiuli mniSvneloba aqvs, radgan igi warmoadgens ama 
Tu im ambis, faqtis, movlenis dadasturebas, mtkice- 
bulebas. magaliTad, dawesebulebis xelmZRvanelis br- 
Zaneba ama Tu im piris Tanamdebobaze daniSvnis Sesaxeb 
iuridiuli safuZvelia imisa, rom moqalaqes mieces xe- 
lfasi, an kidev cnoba, romelic umaRlesi saswavleblis 
mier romelime studentis saxelzea gacemuli imis Sesaxeb, 
rom igi studentia am saswavleblisa, adasturebs misi 
swavlis faqts. 

zogi dokumenti adasturebs dawesebulebis Tanam- 
Sromlis samsaxurebriv uflebebs (mivlinebis mowmoba), 
zogi Sromis staJis damamtkicebeli sabuTia (Sromis 
wignaki), zogic pirovnebis, asakis (pasporti, dabadebis 
mowmoba), ojaxuri mdgomareobisa (qorwinebis mowmoba) 
da a.S. 

dokumentebi garkveuli mizniT dgeba, magaliTad umaR- 
lesi saswavleblis reqtoris brZaneba, sagamocdo sesi- 
is periodSi biblioTekis samuSao saTebis gaxangrZlive- 
bis Sesaxeb, miznad isaxavs studentebis ukeT momzade- 
bisTvis xelis Sewyobas. 

dokuments garda iuridiuli mniSvnelobisa, gaaCnia 
praqtikuli daniSnulebac. bevr dokuments iyeneben 
rogorc istoriul wyaros. magaliTad, rodesac vecno- 
biT mexuTe saukunis literaturul Zegls iakob xuce- 
sis `SuSanikis wamebas~, leonti mrovelis istoriul 
Txzulebas `qarTlis cxovreba~, vaxtang VI `kanonTa 
krebuls~ Tu sxvas, saqme gvaqvs istoriul wyaroebTan, 
romlebic adastureben ama Tu im istoriul faqts.  
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dokumentebis gaformebisas saWiroa wesebis dacva, 
romlebic uzrunvelyofen maT iuridiul Zalas. esenia: 
dokumentebis operatiuli da xarisxiani Sesruleba da 
moZieba; dokumentebis kompiuteruli teqnikiT damuSa-
vebis SesaZlebloba; dokumentebis rogorc saistorio 
wyaroebis, xarisxi.  

1. yvela sistemis dokumentebis aucilebeli rekvi-
zitebia: dokumentis avtori-dawesebulebis dasaxeleba; 
dokumentis avtori-dawesebulebis kodi; dokumentis 
saxeobis an dokumentis unificirebuli formis (maT 
Soris saTauris) saxelwodeba; teqstis saTauri; 
dokumentis saxeobis kodi; dokumentis TariRi; indeq-
si; vizebi; xelmowera; aRniSvna dokumentis Sesrule-
bisa da misi saqmeSi moTavsebis Sesaxeb.  

2. dokumentis avtori-dawesebulebis dasaxeleba 
da misi kodi aRiniSneba dawesebulebis debulebis 
(wesdebis) da Sesabamisi sawarmoebisa da dawesebulebe-
bis kvalifikaciis Tanaxmad. 

3. dokumentis saxelwodeba unda Seesabamebodes 
dawesebulebis kompetencias, mmarTvelobiT moqmedebaTa 
dokumetirebis Sinaarss, agreTve dokumentebis tabels, 
romelic gamoiyeneba am dawesebulebaSi. 

4. saTauri warmoadgens dokumentis Sinaarsis 
mokle gadmocemas. is unda iyos maqsimalurad mokle 
da tevadi, zustad gadmoscemdes teqstis azrs. 
magaliTad: 1. 2. 96 Temis Sesrulebis Sesaxeb; baton 
g. ivaniZis saswavleblad gagzavnis Sesaxeb. saTauri 
gramatikulad unda uTanxmdebodes dokumentis 
saxelwodebas. magaliTad: brZaneba (ris Sesaxeb?) 
sawarmos Seqmnis Sesaxeb; baraTi (risi?) ZiriTadad 

saSualebaTa moZraobis aRricxvisa. A5 formatis 
dokumentebze dasaSvebia teqstis saTauris uqonloba.  

unificirebuli formis safuZvelze dokumentis Sedge-
nis dros formis saxelwodebaSi Semavali saTauris 
mudmivi nawili Seivseba cvalebadi informaciiT, rome- 
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lic akonkretebs mis Sinaarss. magaliTad: brZaneba b-n 
v. giorgaZis samuSaoze miRebis Sesaxeb. manqanogramebis 
teqstis saTaurebi formdeba imave wesiT.  

5. dokumentis saxelwodeba da unificirebuli ko-
di rogorc wesi, unda daibeWdos blankze misi stambaSi 
momzadebis dros da Seesabamebodes mmarTvelobiTi 
dokumentaciis klasifikatorebSi mocemul dasaxele-
basa da kods.  

6. a) xelmoweris, damtkicebis, SeTanxmebisa da te-
qstSi mocemuli TariRebi formdeba cifrobrivi wesiT. 
TariRis elementebi aRiniSneba erT striqonSi arabuli  

cifrebiT Semdegi TanmimdevrobiT: Tvis ricxvi, Tve, 
weli. magaliTad: 2000 wlis 29 ianvari unda 
gaformdes 29.01.2000.  

b) dasaSvebia TariRis gaformebisas jer mieTiTos 
weli, Semdeg Tve da Tvis ricxvi. magaliTad: 2000. 
01.29.       

g) dokumentebis teqstebSi, romlebic Seicaven finan-
suri an sxva anlogiuri xasiaTis cnobebs, dasaSvebia 
TariRis gaformebis sityvier-cifrobrivi wesis gamo-
yeneba: 29 ianvari, 2000 weli an 2000 wlis 29 
ianvari.  

7. a) Sesaqmneli da misaRebi dokumentebis indeqsi 
Sedgeba rigiTi nomrisagan dokumentebis saregistra-      
cio masivis farglebSi, romelsac emateba indeqsi   
saqmeTa nomenklaturis mixedviT, moqmedi klasifikato- 

ris indeqsi (korespondentebis, saqmianobis sakiTxebis 
da sxv.);  
b) ramdenime dawesebulebis mier erToblivad Seqmnil 

dokumentebze avtorTa saregistracio nomrebi daismeba 
avtorTa miTiTebis rigirs mixedviT (marcxnidan marjv- 
niv) da gaiyofa iribi xaziT.  
g) miTiTeba seriozuli dokumentis TariRsa da 

indeqsze 
Seicavs im dokumentis TariRsa da indeqss, romelzec  
gaicema pasuxi.  
d) dokumentis proeqtis SeTanxmeba formdeba viziT,  

romelic Seicavs vizis mimcemis pirad xelmoweras da  
vizirebis TariRs.  

saWiroebis SemTxvevaSi SeiZleba mieTiTos vizis 
mimcemis Tanamdeboba. misi xelmoweris gaSifrva 
savaldebuloa. 

magaliTad:  
 
iuridiuli ganyofilebis ufrosi 
xelmowera g. ivaniZe 
24.07.2006 
 
 
/amonaweri kanonidan: „saqmiswarmoebis erTiani wesebi“/  
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piradi Semadgenlobis dokumentebi da 
maTi gaformeba 

 
zeviT ukve aRniSnuli iyo _ dokumentebi daniSnulebis 

mixedviT xuTi saxisaa: saganmkarguleblo, sawesdebo, 
saaRmsruleblo, sainformacio da specialuri daniS- 
nulebisa. maT garda calke jgufs qmnis dawesebulebis 
TanamSromelTa piradi dokumentebi, romlebsac piradi 
Semadgenlobis dokumentebi ewodeba. esaa masala, romelT- 
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anac yovel TanamSromels uSualod da yvelaze xSirad 
uxdeba Sexeba: gancxadeba, avtobiografia, daxasiaTeba da 
sxva. 

piradi Semadgenlobis saqmiswarmoeba moicavs muSa- 
mosamsaxureTa samuSaoze miRebis, erTi adgilidan meo-  

reze gadayvanis, gaTavisuflebis, Svebulebis micemisa da 
sxva dokumentebis gaformebas, rasac administracia amt- 
kicebs brZanebiT.    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

brZanebis yoveli paragrafi unda iwyebodes im mo- 
qmedebis dasaxelebiT, rac brZanebiT unda Sesruldes. 
naCvenebi unda iyos pirovnebis gvari, saxeli, mamis sax- 
eli, Tanamdeboba. brZaneba ZalaSi Sedis brZanebaze Tan- 
amdebobis piris xelmowerisTanave. mis calkeul para- 
grafs SeiZleba hqondes ZalaSi Sesvlis Tavisi vadebi. 
muSaki samuSaoze miRebis Txovnas aformebs gancxa- 
debiT, romelSic misi anketuri monacemebia aRniSnuli. 
muSa-mosamsaxureebs, romlebic iricxebian dawesebuleb- 
is StatSi, pasportis (piradobis mowmobis) Sromis 
wignakis, samxedro bileTis safuZvelze uvseben pirad 
baraTs.  

Ggancxadeba. yvelaze ufro gavrcelebuli saqmiani 
qaRaldia. igi warmoadgens calkeul pirTa werilobiT 
samsaxurebriv an piradi xasiaTis mimarTvas dawese- 
bulebis, warmoebis an organizaciisadmi (mag. umaRles 
saswavlebelSi Caricxvis, samuSaoze miRebis, Svebulebis 
Sesaxeb da a.S.). 

gancxadeba Sedgeba Semdegi ZiriTadi nawilebisagan:  
1. dawesebulebis an Tanamdebobis piris dasaxeleba, 

romelsac mimarTaven TxovniT (iwereba mTel striqonze). 
2. gancxadebis damweris mTliani dasaxeleba, Tanamde- 

boba, gvari, saxeli, mamis saxeli, misamarTi. 
3. SuaSi iwereba saTauri (gancxadeba). 
4. dabla abzaciT iwereba gancxadebis teqsti, romel- 

Sic mokled aris gadmocemuli Txovnis Sinaarsi. 
5. Tu gancxadebas erTvis sabuTebi, maTi nusxa fur- 

clebis raodenobis aRniSvniT motanili unda iyos si- 
tyva: ̀ danarTis~ Semdeg, romelic iwereba axal striqonze, 
marcxena mxares. 

6. gancxadebis bolos, marjvena mxares aRiniSneba gan- 
mcxadeblis xelmowera da mis qveS ki, TariRi. 

 gancxadeba. arsebobs gancxadebis sxva saxec, romelic 
werilobiT iuwyeba imis Sesaxeb, rasac gancxadebis dam- 
werisaTvis didi mniSvneloba aqvs (mag. disertaciis 
dacvis, krebis, sacxovrebeli farTis gacvlis, Senobis 
gayidvis da a.S. Sesaxeb). 

gancxadebebi winaswar unda gaikras TvalsaCino adg- 
ilas (an gamocxaddes presaSi), rom yvelas hqondes 
maTi gacnobis saSualeba. 

gancxadebis forma mis Sinaarszea damokidebuli. mag. 
gancxadeba krebis mowvevis Sesaxeb Semdegi nawilebisa- 
gan Sedgeba: 

1. saTauri; 
2. krebis mowvevis TariRi (weli, Tve, ricxvi da 

saaTi); 
3. krebis adgili; 
4. krebis xasiaTi (angariSgeba-arCevnebi, daxuruli, 

saerTo da a.S.); 
5. im organizaciis dasaxeleba, romlis wevrebic mi- 

wveulni iqnebian krebaze; 
6. dRis wesrigi. 
a) moxsenebaTa dasaxeleba; 
b) momxseneblisa da TanamomxsenebelTa gvarebi; 
7. im organizaciis dasaxeleba, romelic iwvevs kre- 

bas.  

reziume da avtobiografia (Resume & Curriculum 

Vitae  (CV)  CvenSi TandaTan mkvidrdeba axleburi gafo-
rmeba dokumentisa, sadac avtori Tanmimdevrulad gad-
mogvcems Tavisi cxovrebis ZiriTad faqtebs. 

xSirad samsaxuris Zebna da Semdeg ki dawinaureba, 
didad aris damokidebuli imaze, Tu rogor aris Sedge- 
nili reziume da avtobiografia. 

maTi Sedgenisas unda gvaxsovdes umTavresi _ poten- 
ciuri xelmZRvanelis yuradRebis miqceva da misi keTil- 
ganwyobis damsaxureba.
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reziume Tqveni ganaTlebisa da profesiuli 
gamocdilebis monacemTa mokle gadmocemaa, romelic mokle 
biografiul faqtebsac Seicavs, moculobiT is erTi 
gverds ar unda aRematebodes. 

avtobiografia reziumesagan gansxvavdeba da iwere- 
ba maRal Tanamdebobaze dasaniSni kandidatebis mier. aq 
aucilebelia meti informacia pirovnebis, misi ganaTlebisa 
da kvalifikaciis Sesaxeb. 

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

1. piradi monacemebi: (gvari, saxeli, mamis saxeli) sacx- 
ovrebeli adgilis zusti misamarTi, sakontaqto tele- 
foni (binis, mobiluri) dabadebis TariRi da asaki, ojax- 
uri mdgomareoba (meuRle, Svilebi, cnobebi maT Sesaxeb), 
erovneba, imigraciuli statusi (ucxoelTaTvis). 

2. samuSaos Zebnis mizani (mokled) 
3. cnobebi ganaTlebis Sesaxeb (qronologiuri Tanm- 

mdevrobiT) dasaxeleba da misamarTi saswavleblebisa 
(saSualo skola, koleji, umaRlesi saswavlebeli) swav- 
lis wlebi, miRebuli kvalifikacia da a.S. 

4. cnobebi damatebiTi ganaTlebis Sesaxeb (qro- 
nologiuri TanmimdevrobiT) kursebisa da treningebis 
dasaxeleba, maTi xangrZlivoba da iq miRebuli kvali- 
fikacia. 

5. informacia Tqveni unar-Cvevebis Sesaxeb: ucxo eneb- 
is floba, avtomanqanis marTva, kompiuteruli teqnikis 
codna da a.S. 

6. monacemebi muSaobis gamocdilebis Sesaxeb (qro- 
nologiuri TanmimdevrobiT): TiToeul Tanamdebobaze 
muSaobis TariRi da am dawesebulebaTa dasaxeleba, maTi 
misamarTebi, dakavebuli Tanamdeboba, mokled Tqveni mov- 
aleobis Sesaxeb, xelqveiTTa raodenoba, am Tanamdeboba- 
ze yofnisas miRweuli warmatebani, samsaxuridan wasv- 
lis mizezi da a.S. 

 

7. informacia piradi interesebis Sesaxeb: nebayof- 
lobiT sawyisebze muSaoba, musikalur instrumentebze 
dakvra, mxatvruli literaturis siyvaruli, sportis 
konkretuli saxeobiT gataceba, xelovnebis sxvadasxva 
dargis siyvaruli da a.S. 

8. sarekomendacio werilebi: im adamianTa sruli saxe- 
lebi da misamarTebi, romlebic sarekomendacio weri- 
lebis mocemas Segpirdnen.  

kadrebis aRricxvis piradi furceli. xelmZRvaneli 
da am kategoriasTan gaTanabrebuli muSakebis samuSao-
ze miRebis gaformebisas saWiroa zogierTi damatebiTi 
dokumentis wardgena. magaliTad, gancxadebas Tan unda 
erTvodes avtobiografia, kadrebis aRricxvis piradi 
furceli, ganaTlebis dokumentis piri, daxasiaTeba. 

kadrebis aRricxvis piradi furceli warmoadgens 
dadgenili formis mravalkiTxvian anketas; kiTxvebs 
aucileblad unda gaeces pasuxi (ZiriTadi biografiu- 
li monacemebi: dabadebis TariRi, adgili, erovneba, cnoba 
socialuri warmoSobis, ganaTlebis, samecniero wodebis, 
naSromebisa da gamogonebebis Sesaxeb, partiulobis, 
saarCevno organoebSi monawileobisa da sxvaTa Sesax- 
eb). 

ganaTlebis dokuments notariulad damowmebuli piri 
adasturebs muSaobis damwyebi moqalaqis ganaTlebas. 

kadrebis aRricxvis furcelSi agreTve unda aRiniS- 
nos samxedro samsaxurisadmi damokidebuleba, ojaxuri 
mdgomareoba piradi furclis Sevsebis momentSi, binis 
misamarTi, Sevsebis TariRi da avtoris xelmowera. 

anketa aris dokumenti, romlis gamoyenebis are sxva 
saxis saqmian qaRaldebTan SedarebiT SezRudulia. igi 
ori mniSvnelobiT ixmareba. 

1. roca saWiroa ama Tu im piris Sesaxeb iseTi

82                                                                                                                                            83



anketuri monacemebis miReba, rogoricaa: gvari, saxeli, 
mamis saxeli, wlovaneba, erovneba, dabadebis adgili, ga- 
naTlebis cenzi da a.S. 

2. roca saWiroa garkveul monacemebze saTanado cnobe- 
bis Segroveba. 

meore saxis anketa masobrivi araa. igi ivseba iSvia-   
Tad da gansakuTrebul SemTxvevaSi.  

anketis Sevsebisas aucilebelia: 

a). anketa Sevsebul iqnes avtoris mier garkveuli 
xeliT da zustad; 

b). yovel calkeul kiTxvaze pasuxi unda iyos konkre- 
tuli; 

g). ar SeiZleba dawerilis waSla an gadasworeba; 

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

Sromis wignaki. is ZiriTadi dokumentia, romelSic 

aisaxeba misi mflobelis SromiTi saqmianoba. 

  miuxedavad imisa, muSaki miRebulia mudmiv Tu droe- 
biT samuSaoze, muSaobis dawyebidan xuTi dRis gasvlis 
Semdeg administracia valdebulia mas Sromis wignaki 
Seuvsos, romelSiac Seitanen cnobebs SromiTi saqmiano- 
bis, agreTve waxalisebisa Tu dajildoebis Sesaxeb. 

wignakebs boloSi daerTvis Sromis wignakis Sevseb- 
isa da warmoebis wesebi. 

Sromis xelSekruleba ewodeba iseTi werilobiT Se- 

Tanxmebas, romelic ideba moqalaqesa da dawesebulebas 
Soris da romlis mixedviTac orive mxare garkveul 
valdebulebebs kisrulobs. kerZod, moqalaqe valdebulebas 
iRebs Seasrulos samuSao garkveuli specialobis, Tanam- 
debobis, xarisxisa da odenobis mixedviT da daemorCil- 
os dawesebulebis Sinaganawess, xolo meore mxare _ 

dawesebuleba valdebulia Seuqmnas muSaks Sromis gakon- 
mdeblobiT gaTvaliswinebuli pirobebi da aunazRauros 
mas Sesrulebuli samuSao xelfasis saxiT. 

moqalaqe organizaciis an warmoeba-dawesebulebis 
xelmZRvanelis saxelze wers gancxadebas garkveul Tana- 
mdebobaze misi miRebis Sesaxeb, xolo warmoeba-dawese- 
bulebis xelmZRvaneli muSakis daniSvnas aformebs ad- 
ministraciis brZanebiT. muSakma unda warmoadginos 
pasporti, Sromis wignaki, cnoba sacxovrebeli adgil- 
idan, ori fotosuraTi. SeiaraRebuli Zalebis rige- 
bidan demobilizebulma pirma _ samxedro bileTi. Tana- 
mdebobis pirs ki aucileblad dasWirdeba ganaTlebis 
cenzis damadasturebeli sabuTi.  

SromiTi xelSekrulebis rekvizitebia:  

1. dokumentis saxelwodeba Tavis rigiTi nomriT; 

2. xelSekrulebis gaformebis dro da adgili; 

3. mxareTa sruli dasaxeleba; 

4. zusti misamarTi; 

5. xelSekrulebis Sinaarsi, romelSic garkveviT unda 
iyos naCvenebi mxareTa valdebulebani, samuSaos xasiaTi, 
moculoba, Rirebuleba, nakisri valdebulebis Sesrulebis 
vada da a.S. 

6. valdebulebaTa Seusruleblobis SemTxvevaSi dam- 
naSave mxaris sasjelis mxare; 

7. danarTis dasaxeleba; 

8. mxareTa xelis mowera; 

9. mrgvali beWedi, Tu xelSekruleba oficialuria, 
xolo kerZo pirTa Soris dadebul xelSekrulebas 
adastureben pirebi (mowme an notariusi). 

daxasiaTeba aris dokumenti, romelSic dawesebulebis 
xelmZRvaneloba da sazogadoebrivi organizaciebi Se- 
fasebas aZleven konkretuli muSakis moralur, saqmian 
Tvisebebs. daxasiaTeba SeiZleba gaices rogorc TviT 
muSakis, ise sxva sawarmos moTxovniT.
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daxasiaTebaSi naCvenebi unda iyos dabadebis weli, 
ganaTleba, dakavebuli Tanamdeboba, ra dRidan muSaobs am 
dawesebulebaSi, Semdeg aRiniSneba samuSaosadmi misi damok- 
idebuleba, waxalisebani (madloba, fasiani saCuqrebi da 
sxv). mTavrobis jildoebi, unda aRiniSnos agreTve misi 
monawileoba sazogadoebriv saqmianobaSi. daxasiaTebis 
bolos iwereba, Tu romel dawesebulebaSia warsadgeni 
igi. gacemul daxasiaTebas xels awers dawesebulebis 
xelmZRvaneli. daxasiaTeba iwereba or egzemplarad, asli 
rCeba dawesebulebaSi, xolo dedani eZleva dainterese- 
bul pirs an igzavneba im dawesebulebaSi, romelmac igi 
moiTxova.  

miuxedavas imisa, rom misi Sedgena nebismieria, is 
unda Seicavdes Semdeg elementebs:     

1. saTaurs; 

2. pirovnebis gvars, saxels, mamis saxels, dabadebis 
wels da sxva anketur monacemebs; 

3. damaxasiaTebis teqsts; 

4. Tanamdebobis pirTa xelmoweras; 

5. mrgval beWeds; 

6. Sedgenis TariRs. 
rekomendacia aris marwmunebeli xasiaTis dokumen- 

ti, romelic gaicema uflebamosili warmoeba-dawese- 
bulebis an organizaciis mier da masSi mocemulia koleq- 
tivis azri Tavisive muSakis Sesaxeb ama Tu im saqmai- 
nobasTan dakavSirebiT. 

iseve rogorc sxva samsaxurebriv dokuments, reko- 
mendaciasac esaWiroeba registracia. igi Sedgeba Semdeg 
nawilebisagan: 

1. dokumentis dasaxeleba 

2. Sinaarsi 

3. Tanamdebobis piris xelmowera 

samsaxuris dasawyebad dRes bevrgan `tradiciul- 

Tan~ (dabadebis, ganaTlebis...) erTad gansxvavebul do- 
kuments iTxoven. maT Soris sarekomendacio werils da 
daxasiaTebas.  

unda gvaxsovdes:  

* sasurvelia gyavdeT pirovneba, romelic 
saWiroebis SemTxvevaSi Tavdebad dagidgebaT da 
sarekomendacio werils mogcemT.  

* aseTi werilebi, rogorc wesi, iwereba winaswar, 
samsaxuris Zebnis dawyebamde an samuSaos potenciuri 
xelmZRvanelis moTxovnis pasuxad.  

*  daxasiaTeba sarekomendacio werils hgavs, magram 
is iwereba ara yoveli konkretuli SemTxvevis gamo, 
aramed Tavisufali, Ria werilis formiT, amitomac, is 
ufro standartulia da Seicavs zogadi xasiaTis komen-
tarebs. magaliTad, gadmocemulia werilis avtoris 
Sexedulebani kandidatis Sesaxeb, am adamianis pirov-
nul TvisebaTa da samuSaosadmi misi damokidebulebis 
zogadi daxasiaTeba.  

* ar mieTiTeba werilis mimRebis misamarTi.  

mowmoba aris dokumenti, romelic adasturebs muSakis 
vinaobas da mis Tanamdebobas. Cveulebriv igi iwereba 
specialuri, stamburi wesiT dabeWdil blankze. magali- 
Tad, mivlinebis mowmoba, piradobisa Tu dabadebis mow- 
moba.  

mowmobis Semadgeneli nawilebia: 

1 dawesebulebis kuTxis Stampi, romelzedac aRniSnu- 
lia saregistracio nomeri da mowmobis gacemis TariRi. 

2 warwera. 

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

4 ras adasturebs igi. 
5 Tu aucilebelia, unda aRiniSnos, ra dokumentis 

safuZvelzea gacemuli mowmoba (dokumentis nomeri, Tari- 
Ri da dasaxeleba).
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6 ra vadiTaa gacemuli mowmoba. 

7 pasuxismgebel pirTa xelmowera da beWedi.  

diplomi ewodeba piradi SemadgenlobiT dokuments, 

romlis gacemis ufleba aqvs saTanado organos da mis- 
Tvis arsebobs kanoniT dadgenili forma.  

Ddiplomis rekvizitebia:  

 dokumentis saxelwodeba da rigiTi nomeri; 

 di plomis mflobelis gvari, saxeli, mamis saxeli; 

 umaRles saswavlebelSi Sesvlisa da misi damTavre- 
bis weli; 

  miRebuli specialoba; 

  sagamocdo komisiis wevrTa Semadgenlobis xel- 
mowera; 

  beWdis adgili; 

  registraciis adgili da TariRi; 

 saregistracio nomris aRniSvna; 

di plomis aslis gadaRebisas di plomidan gadadis 
mTliani teqsti, zemoT marjvena mxares ukeTdeba warwe- 
ra `asli~. 

teqstis bolos, xelmoweris Semdeg, keTdeba warwera 

`sworia~, romlis damowmebis ufleba aqvs mdivans, kan- 
celariis ufross an sxva pasuxismgebel pirs (garkveul 
SemTxvevaSi), notariuss. 

dabadebis mowmoba ewodeba piradi Semadgenlobis 

dokuments, romlis forma da Sinaarsi kanoniT zustad 
aris gansazRvruli da ti puria, e.i. saerToa yvela da- 
badebis mowmobisaTvis. 

dabadebis mowmoba iwereba winaswar gamzadebul 
blankze _ mmaCSi (moqalaqeobrivi mdgomareobis, dabade- 
bis, qorwinebis, gardacvalebis aqtebis Caweris ganyo- 
filebaSi). rogorc wesi, dabadebis mowmobis blanki 
warmoadgens ra gaSlil gverds, pirvel gverdze iwereba 

moqalaqis dabadebis weli, Tve da ricxvi, registraciis 
adgili, misi adgilsamyofeli. xolo meore gverdze 
iwereba mSoblebis gvari, saxeli, mamis saxeli, erovneba, 
Tanamdebobis piris xelmowera da beWedi. 

dabadebis mowmoba Semdegi elementebisagan Sedgeba:  
* dokumentis saxelwodeba 
* Sinaarsi 
* registraciis adgili; 
* gacemis TariRi 
* mowmobis nomeri 
* Tanamdebobis piris xelmowera 
* beWedi. 
dabadebis mowmobis mTeli Sinaarsi blankze winaswaraa 

gaTvaliswinebuli. masSi raimes waSla an gadasworeba 
an misi arasworad Sevseba, dabadebis mowmobas Zalas 
ukargavs. im SemTxvevaSi Tu es aucilebelia, mas ukeTde- 
ba specialuri aRniSvna sityvebiT: `endeT Sesworebas~ 
da daesmis beWedi. 

mindobiloba aris iseTi dokumenti, romliTac or- 

ganizacia an calkeuli piri aZlevs uflebas sxva pirs 
misi saxeliT imoqmedos an miiRos materialuri faseu- 
loba imis mixedviT, Tu rogor formdeba rwmunebuleba, 
mindobilobebi SeiZleba iyos piradi da oficialuri. 
piradi mindobiloba dgeba Cveulebriv im SemTxvevaSi, 
roca calkeuli piri gadascems meore pirs misi kuTv- 
nili xelfasis an faseulobis aRebis uflebas. 

oficialuri mindobiloba gaicema iuridiuli piris 
mier (warmoebis, dawesebulebis, organizaciis xelmZRv- 
anelis mier) sxvadasxva moqmedebis Sesasruleblad (sa- 
banko operaciebis, fuladi da materialur-sabanko saxs- 
rebis miReba, satransporto operaciebis marTva da a.S.)
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samsaxurebrivi mindobiloba gaicema Tanamdebobis 
romelime pirze da Seicavs garkveul formas. Mmisi 
rekvizitebia:  

� moqmedebis vada 

� momxmareblis da gadamxdelis dasaxeleba 

�  mindobilobis nomeri 

� gacemis nomeri 

� gvari, saxeli, Tanamdeboba im pirisa, romelzedac 
gaica mindobiloba (piradobis mowmobis an pasportis 
nomeri, gacemis adgilisa da TariRis aRniSvniT); 

� momwodebeli organizaciis saxelwodeba; 

�   saqonlis materialur faseulobaTa misaRebad 
saWiro angariSi an faqtura TariRis aRniSvniT. 

piradi mindobilobisaTvis dadgenili forma ar ar- 
sebobs, oRond aseT dokumentis gacemisas savaldebu- 
loa aRiniSnos dokumentis Semdgenlis vinaoba, im orga- 
nizaciis dasaxeleba, sadac unda iqnes wardgenili min- 
dobiloba, mindobilobis Sinaarsi, dokumentis bolos 
aRiniSneba gacemis TariRi da mindobilobis gamcemi piris 
xelmowera, romelic unda damowmdes mrgvali beWdiT. 

mivlinebis baraTi aris samsaxurebrivi dokumenti, 

romlis saSualebiTac warmoeba-dawesebulebaTa muSa-  
kebs ufleba eZlevaT gaemgzavron mivlinebis adgilebSi 
samsaxurebrivi sakiTxebis Sesasruleblad. 

muSakis mivlinebiT gagzavna SeiZleba moxdes winaswar 
Sedgenili mivlinebis gegmis an saswrafod gadasaWre- 
li sakiTxis mogvarebis mizniT, gacemuli brZanebis safuZ- 
velze. 

respublikaSi dawesebulia mivlinebis baraTis tipuri 
blanki. mivlinebis xarjebis (transporti, kveba, Ramis 
Teva da sxva). anazRaureba xdeba gamgzavni organoebis 
mier. mivlinebis Semdeg, muSaki dawesebulebis buRalte- 
rias ubrunebs Sevsebul mivlinebis baraTs da xelmZR- 

 

vanels warudgens werilobiT moxsenebiT baraTs Caz- 
tarebuli muSaobis Sesaxeb. 

mivlinebis baraTi Sedgeba Semdegi elementebisagan:   

� dokumentis saxelwodeba; 

� gasamgzavrebeli piris Tanamdeboba, gvari, saxeli, 
mamis saxeli;' 

� mivlinebis vada; 

�  mivlinebis punqtis dasaxeleba; 

�  muSakis piradobis mowmobis (pasportis) nomeri; 

� xelmZRvaneli piris xelis mowera. 

mivlinebaSi yofnisas, daniSnulebis punqtSi Casvlis, 
iqidan gamomgzavrebisa da adgilze dabrunebis dadas- 
tureba pasuxismgebel pirTa xelmZRvanelTa da mrgvali 
beWdiT. 

mivlinebis baraTs, ise rogorc yvela saqmian qaRalds 
esaWiroeba registraciis Stampi, romelic daismis baraT- 
is blankis zemo, marcxena mxares, romelzedac aRniS- 
nulia misi rigiTi nomeri da TariRi. 

mivlinebaSi mimaval pirs Tan unda hqondes pasporti 
(piradobis mowmoba), samivlinebo mowmoba da brZanebis 
asli. 

xelwerili ewodeba dokuments, romelic adasturebs 

fulis, saqonlis, dokumentebis da a.S. miRebas da eZle- 
va mimRebis mier mas, vinc abarebs faseulobas. xelwer- 
ili adasturebs mimRebis pasuxismgeblobas miRebuli 
dokumentebis an faseulobis Senaxvaze.  

xelwerili Sedgeba Semdegi elementebisagan:   

� dokumentis dasaxeleba 

� xelwerilis mimRebis (faseulobaTa an dokumente- 
bis mimRebis) Tanamdeboba, gvari, saxeli da mamis saxeli. 

� im piris Tanamdeboba, gvari, saxeli da mamis saxeli, 

romelsac eZleva xelwerili.
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� konkretulad risTvis aris gacemuli xelwerili 
(unda aRiniSnos materialuri faseulobis, sagnebis, in- 
strumentebis da a.S. zusti dasaxeleba; fuladi Tanxa 
iwereba sityvebiT, frCxilebSi _ cifrebi). 
� saWiro SemTxvevaSi aRiniSneba, romeli sabuTis an 

gankargulebis safuZvelze gaica xelwerili. 
� TariRi da mimRebis xelmowera. 
� Tu xelwerili gacemulia didi Tanxis misaRebad, 

masSi aRiniSneba mimRebis misamarTi, pasportis nomeri 
da seria.  

 

 
administraciuli dokumentebis  

Sedgena da gaformeba 
 

 
samsaxurebrivi dokumentaciis mniSvnelovan nawils 

Seadgens werilebi, romelTac sxvadasxva dawesebuleba, 
miuxedavad daqvemdebarebisa, xSirad iyenebs. 

werilebis Sedgenas igive moTxovnebi waeyeneba, rac 
sxva dokumentebs. werilis Sinaarsi Cveulebriv indi- 
vidualuria. samsaxurebrivi werili, rogorc wesi unda 
eZRvnebodes erT sakiTxs. 

werilebs, romlebic saqveuwyebo dawesebulebebs eg- 
zavneba cirkularuli werilebi ewodeba. daniSnulebis 
mixedviT werilebi sxvadasxva Sinaarsisaa. werilis 
teqsti Cveulebriv am sqemiT igeba: Sesavali, Sinaarsi, 
daskvna.  

werilis tipobrivi formularis Semadgenloba 
amgvaria: 

� avtoris dasaxeleba (blankzea asaxuli). 
�  adresatis dasaxeleba. 
� saTauri. 
� wina werilis nomris dasaxeleba, Tu werili sapa- 

suxoa. 

�  werilis teqsti. 
� TariRi da nomeri, romlebic blankze daismis. 
� xelmowera. 
werili iwereba dawesebulebis blankze, saTauri iw- 

ereba marcxniv, an teqstis zeviT. 
im SemTxvevaSi, roca werili sapasuxoa, teqstis win, 

saTauris qveS, dasaxeldeba im dokumentis TariRi da 
nomeri, romlis pasuxsac es werili warmoadgens. 

rogorc wesi, dokumenti unda gaformdes blankze,   
romelic Seesabameba saxelmwifo standarts. mas unda 
hqondes aucilebeli rekvizitebis kompleqsi da maTi 
ganlagebis stabiluri wesi. 

dadgenilia blankebis ori saxeoba: werilebis blanki 
mimowerisaTvis da saerTo blanki _ sxva da sxva saxis 
saorganizacio-gankargulebiTi dokumentebisaTvis. 

werilebis blankebze qarTul enasTan erTad dasaSve- 
bia rekvizitebi ibeWdebodes romelime saerTaSoriso 
enaze (jer qarTul _ Semdeg _ sxva enaze). 

blanki. ewodeba qaRaldis sufTa furcels, romlis 
zemo areze an zemo marcxena kuTxeSi dabeWdilia dawese- 
bulebis saxelwodeba da rekvizitebi. 

blanki ramdenime aucilebel elements Seicavs, ese-
nia:  

1. saxelmwifo gerbi (saxelmwifo organizaciebi- 
saTvis); 

2. saxelmwifos dasaxeleba; 
3. umaRlesi sauwyebo organos dasaxeleba, romelsac 

es dawesebuleba eqvemdebareba; 
4. dawesebulebis sruli saxelwodeba (frCxilebSi 

Semoklebuli saxelwodeba); 
5. dawesebulebis misamarTi, telefonis nomeri; 
6. safosto indeqsi, safosto misamarTi...
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7. dawesebulebis rekvizitebi (bankis dasaxeleba, 
romelic mas emsaxureba, angariSis nomeri; 

8. blanks aqvs adgili dokumentis gagzavnis Tari- 
Risa da rigiTi nomris misaTiTeblad. 

Cveulebrivi blankisagan gansxvavebiT arsebobs e.w. 
trafaretuli blankebi, romelTac aqvT standartuli 
teqsti. am blankebSi datovebulia Tavisufali xazebi, 
romlebic garkveuli wesis mixedviT unda Seivsos. tra- 
faretuli blankebi ixmareba cnobebis, mowmobebis, 
pasportebisa da sxva dokumentebisaTvis. 

saqmiani werili ewodeba erTi dawesebulebis an 
calkeuli piris oficialuri xasiaTis werilobiT mi- 
marTvas meore dawesebulebis an pirisadmi.  

saqmiani werili oficialuri dokumentia, romelic 

iwereba dadgenili formiT organizaciis standartul 
(werilis, mimarTvis) blankze. misTvis damaxasiaTebelia 
SezRuduli Tematika da leqsika.  

 

saqmiani werili sami mTavari saxisa SeiZleba iyos: 


   werili _ SekiTxva 
   werili _ Txovna 
   werili _ pasuxi. 
saqmiani mimarTva Semdegi nawilebisagan Sedgeba: 
   kuTxis Stampi; 
   mimRebi organizaciis dasaxeleba da misamarTi; 
   werilis teqsti; 
    organizaciis xelmZRvanelis an gamgzavni piris 

xelmowera. 
werilebSi SeiZleba iyos cnoba zemdgomi organoebis 

gankargulebaTa, miTiTebaTa an davalebaTa Sesrulebis Sesa-  
xeb. aseT werilebs `sainformacio werilebi~ ewodeba. 

warmoadgens mimarTvas gansazRvruli adresatisadmi 

im mizniT, rom miRebul iqnes saWiro cnobebi, ganmarte- 
bebi, miTiTebebi an dokumentebi. 

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

werili-SekiTxva Semdegi nawilebisagan Sedgeba:  
   kuTxis Stampi, romelzedac aRniSnulia gamgzavni 

organizaciis dasaxeleba da misamarTi (moTavsebulia 
werilis marcxena zemo kuTxeSi); 

  werilis nomeri da TariRi (iwereba kuTxis Stamp- 
Si); 

  mimRebi organizaciis da Tanamdebobis piris dasax- 
eleba da misamarTi; 

   werilis teqsti; 
  organizaciis xelmZRvanelis an misi gamgzavni piris 

xelmowera. 

werili-pasuxi. rogorc saTauridan Cans, warmoad- 
gens pasuxs organizacebis, sawarmoTa da calkeul pir- 
Ta moTxovnebsa da SekiTxvebze. masSi mocemulia Sesa- 
tyvisi cnobebi, ganmartebebi, miTiTebebi, zogjer ki gada- 
wyvetilebebi im sakiTxebis Sesaxeb, romlebic SekiTx- 
vebsa da TxovnasTanaa dakavSirebuli. 

imisaTvis, rom werili-pasuxis mimRebma advilad daadg- 
inos, rasTanaa dakavSirebuli miRebuli werili-pasuxi, 
masSi aRniSnulia werili-Txovnis (werili-SekiTxvis) 
nomeri, TariRi da arsi. 

werili-pasuxis Semadgeneli nawilebia:  
   im organizaciis dasaxeleba da misamarTi, romel- 

mac gamogzavna werili; 
  mimReri organizaciisa da Tanamdebobis piris dasa- 

xeleba da misamarTi; 
    nomeri (indeqsi) da TariRi werili-SekiTxvisa, 

romelzedac gacemulia pasuxi am werilSi. 
   werilis teqsti.
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  danarTebis CamoTvla (Tu aseTebi aris) furcelTa 
raodenobis aRniSvniT; 

   Tanamdebobis pirTa xelmowera. 
werili-Txovna warmoadgens mimarTvas dawesebuleb- 

is an sawarmos mimarT. es werili Seicavs Txovnas 
daxmarebis Sesaxeb raime sakiTxSi, romlis damoukide- 
blad gadawyveta sawarmos an calkeul pirs ar Seu- 
Zlia. 

aseTi werili SeiZleba Seicavdes saxsrebis gadace- 
mas, dokumentebis dadasturebas, kadrebis dakompleqte- 
bis, brZanebis Sesrulebis, vadis gagrZelebisa da sxva 
Txovnas. 

werili-Txovnis Semadgeneli nawilebi igivea, rac 
werili SekiTxvisa. 

werili-ganacxadi. werils, romelic Seicavs raime 
dakveTas an ganacxads, ewodeba werili-ganacxadi. misi 
rekvizitebia: 

   dokumentis saxelwodeba 
   dokumentis Sinaarsi 
  xelmowera. 

werili-Sexseneba. weril-SexsenebaSi dawesebuleba 
an calkeuli piri Seaxsenebs an afrTxilebs visme raimes 
Sesaxeb. 

TandarTuli werili  warmoadgens mokle cnobars 
im dokumentebis Sesaxeb, romlebic gasagzavn sabuTebs 
aqvs darTuli (maTi dakargvisas am werilis asliT 
SeiZleba masze informaciis (TariRi, nomeri, dawesebuleba) 
aRdgena. 

Tu warmogzavnili dokumentebi naxsenebia werilis 
teqstSi, maSin danarTSi maTi CamoTvla aRar aris saWiro, 
unda aRiniSnos mxolod furcelTa saerTo raodenoba. 

TandarTuli werilis mTavari nawilebia:    
  kuTxis Stampi gamgzavni organizaciis dasaxelebi- 

Ta da misamarTiT. 

  werilis nomeri da TariRi (iwereba kuTxis Stamp- 
Si); 

  mimRebi organizaciis an Tanamdebobis piris dasa- 
xeleba da misamarTi; 

   werilis teqsti; 
  danarTebis CamoTvla furcelTa raodenobis aRniS- 

vniT; 
    organizaciis xelmZRvanelis an misi moadgilis 

xelmowera.  
 

 

aslisa da amonaweris gaformeba  
 

dokumentis Tavdapirvel nimuSs, romelsac pasuxismge- 
beli piris xelmowera, Stampi da beWedi aqvs, dedani 
ewodeba. 

zogjer dainteresebul organoebs Tu calkeul pirebs 
esaWiroebaT ara uSualod dedani, aramed maTi aslebi 
an amonawerebi. zustad gadaRebul dedans asli ewode- 
ba. aslis gaformebisaTvis dedans iweren (an beWdaven) 
dawesebulebis blankze yovelgvari cvlilebis gareSe. 
pirveli furclis marjvena zeda kuTxeSi weren sity- 
vas `piri~ an `asli~ (`aslis asli~) romelic das- 
turdeba sityvebiT: `dedanTan sworia~. igi iwereba 
dasamowmebeli dokumentis teqstis bolos, dedanSi 
arsebuli xelmowerebis qvemoT da dasturdeba Tanam- 
debobis piris xelmoweriT da gerbiani beWdiT. doku- 
mentis aslis damowmeba xorcieldeba misTvis iuridi- 
uli Zalis misacemad. aslze keTdeba SeniSvna, rom dedani 
inaxeba mocemul organizaciaSi. 

aqve unda aRiniSnos, rom yvela dokumentis aslis 
gadaReba ar SeiZleba. mag. pasportis, piradobis mowmo- 
bis, samxedro bileTis da sxv. maTi dakargvis SemTxveva- 
Si gaicema dublikati.
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zogjer organizaciebsa Tu calkeul pirebs sWird- 
ebaT ara mTlianad esa Tu is dokumenti, aramed mxolod 
misi garkveuli nawili. aseT gadmoRebul nawils amonaweri 
ewodeba. igi Cveulebriv, aslis msgavsad formdeba da 
mas iseTive iuridiuli Zala aqvs, rogorc TviT im 
sabuTs, romlidanac es amonaweri keTdeba. 

 
amonaweri amgvarad formdeba: 
  
    zeviTa Sua adgilas iwereba saTauri (`amonawe- 

ri~); 
    sruli dasaxeleba im dokumentisa, romlidanac 

amoRebulia es `amonaweri~; 
  weli, Tve da ricxvi dokumentisa, saidanac amoRe- 

bulia `amonaweri~; 
  `amonaweris~ Sinaarsi, romelic zustad unda emTxve- 

odes dedans; 
  minaweri qvemoT: ̀ dedanTan sworia~; 

  amonaweris gamcemi piris Tanamdeboba, gvari, saxeli 
da xelmowera; 

  Tu amonaweri oficialur uwyebas egzavneba, xelmo- 
wera mrgvali beWdiT dasturdeba. 

saqmidan romelime dokumentis amoReba rogorc wesi, 
ar aris nebadarTuli. mxolod gansakuTrebul SemTx- 
vevebSi xelmZRvanelis sityvieri an werilobiTi nebar- 
TviT SeiZleba dokumentis amoReba. aseT dros garkveu- 
li formiT adgenen dokumentis droebiT sargeblobaSi 
gacemis aqts, romelsac deben amoRebuli sabuTis adgi- 
las da inaxaven mis dabrunebamde. 

dokumentis dabrunebis Semdeg aqts spoben. 

dokumentebis saarqivod momzadeba  

 

arqivi laTinuri sityvaa da igi niSnavs adgils, sa- 
dac inaxeba saxelmwifo aqtebi da dokumentebi. 

arqivebis gaCena dakavSirebulia werilobiTi Zegleb- 
is gaCenasTan da maT dacvasTan. Zvel saberZneTSi arqive- 
bi Zv. w. aR. VI saukunidan arsebobda. 

Tanamedrove arqivi damoukidebeli dawesebuleba an 
dawesebulebis ganyofilebaa, romlis ZiriTadi daniS- 
nulebaa dokumentur masalaTa miReba-aRricxva, dacva-Senaxva, 
damuSaveba da maTi gamoyenebis organizacia mecnierul- 
praqtikuli da kulturuli miznebisaTvis. 

Senaxvis mixedviT ansxvaveben dokumentebis or 
jgufs:   

1. mimdinare wlis saqmiswarmoebis dokumentebi; 

2. sauwyebo arqivis masalebi. 

Senaxvis TvalsazrisiT, saqmeebi arsebobs droebiTi, 
xangrZlivi (10 welze meti) da mudmivad Sesanaxi. 

mudmivad da xangrZlivad Sesanaxi dasrulebuli saqmee- 
bi (maT Soris sabuRaltro aRricxvis dokumentebi) 
sami wlis ganmavlobaSi rCeba struqturul qvedanay- 
ofebSi sacnobaro muSaobisaTvis, xolo Semdeg bardeba 
am dawesebulebis, organizaciis (daqvemdebarebisa da 
sakiTxebis formis miuxedavad) saarqivo samsaxurs (sau- 
wyebo arqivs). 

dokumentebi, romelTac dakarges praqtikuli da mec- 
nieruli Rirebuleba, saTanado aqtiT nadgurdeba. 

is dokumentebi, romlebsac istoriuli an samecnie- 
ro Rirebuleba aqvT saxelmwifo arqivSi mudmivad in- 
axeba. 

Sesanaxi erTeulis yvela furceli, garda sufTa fur- 
clebisa, inomreba Savi grafitis fanqriT marjvena zeda 
kuTxeSi, ilustraciebis, fotosuraTebis, naxazebis nom- 
rebi aRiniSneba ukana mxares, marcxena zeda kuTxeSi.
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saqmeebi, romlebic gankuTvnilia dawesebulebis ar- 
qivSi mudmiv Sesanaxad, raionuli da saqalaqo daqvemde- 
barebis dawesebulebebSi inaxeba 5 wlis ganmavlobaSi, 
saolqo da samxareo respublikuri daqvemdebarebis 
dawesebulebebSi _ 15 wlis ganmavlobaSi. 

masala piradi Semadgenlobis Sesaxeb inaxeba 40 wlis 
ganmavlobaSi. 

CamoTvlili vadebis gasvlis Semdeg mudmivad Sesan- 
axi dokumentebi dawesebulebis arqividan gadaecema sax- 
elmwifo arqivs an misi miTiTebiT nadgurdeba. 

 

 
 

dokumentis Sedgenisa da gaformebis 
zogadi wesi 

 

 
yoveli dokumenti unda gaformdes Sinaarsobrivad 

da teqnikurad sworad. amisaTvis saWiroa dokumente- 
bis Sedgenis zogadi wesebis codna. upirveles yovlisa, 
unda gvaxsovdes, rom TiToeuli dokumenti calke ele- 
mentebisagan Sedgeba, romlebic erTi meorisagan gamom- 
dinareoben da erTmaneTTan logikurad arian dakavSire- 
bulni. 

samsaxurebrivi dokumentebis Seqmnamde saWiroa geg- 
mis Sedgena, romelSiac igulisxmeba azrTa gamoTqmis 
Tanmimdevroba.  

gegmis elementebia: 

 Sesavali 
  Sinaarsi (mtkiceba) 
  winadadeba 
 daskvna 
1. Sesaval nawilSi asaxulia dokumentis Sedgenis 

mizezebi, sakiTxis an faqtis istoria. 
2. Sinaarsi dokumentis ZiriTadi nawilia, romelSic 

motanili unda iyos is faqtebi, romlebic damtkicebas 
saWiroeben. 

3. mesame nawilSi daiwereba avtoris piradi azrebi 
da winadadebebi. 

4. daskvnaSi unda moxdes im moqmedebis formulireba, 
romelic momavalSi unda aisaxos am dokumentSi. 

dokumentSi azrebi unda gamoiTqvas rac SeiZleba 
mokled, martivad, gasagebi eniT, gramatikuli, stilis- 
turi da teqnikuri moTxovnebis dacviT. misi Sinaarsi 
unda Seeferebodes moqmed kanonmdeblobas, gantvirTu- 
li unda iyos zedmeti winadadebebisa da sityvebisagan. 
toni unda iyos Tavaziani da saqmiani.  

 
dokuments unda hqondes Semdegi elementebi:  
 
  saxelwodeba (saTauri) 
 Sinaarsi 
  TariRi 
 xelmowera. 
teqsti iwereba Tavaziani formiT ̀ Cven~, ̀ Tqven~ nacval- 

saxelTa gamoyenebiT. 
dokumentis Sinaarsi Seicavs:  
 
 Sesavals 
  msjelobas 
 daskvnas, romelic Sinaarsidan gamomdinareobs. 
dokumentis Sinaarsi SeiZleba gadmocemuli iyos in- 

dividualurad da tipobrivad (trafaretulad). dawese- 
bulebisaTvis individualuri da ti pobrivi dokument- 
ebi Tanabari mniSvnelobisaa. 

TiToeul dokuments aqvs saxelwodeba (saTauri), 
romelic unda gadmoices erTi fraziT (`gancxadeba~, 
`debuleba~, `oqmi~, da a.S). da romelic Cveulebriv, 
dasawyisSi iwereba. 

yovel dokuments aqvs Sinaarsi (teqsti), romelic
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sworad da obieqturad unda gadmoscemdes saqmis vi- 
Tarebas, unaklo unda iyos iuridiuli TvalsazrisiT, 
radgan mas faqtis mtkiceba ekisreba.  

dokumenti aucileblad daTariRebuli unda iyos, 
igi migviTiTebs Sedgenis, xelmoweris, registraciis Tu 
gamoqveynebis droze. dokumenti SeiZleba warmoadgen- 
des originals an pirs (asls). originals uwodeben 
romelime dokumentis erTaderT, Cveulebriv ki _ pirv- 
el egzemplars. 

avtoris xeliT daweril originalebs avtografebi  
ewodeba. 

dokuments SeiZleba hqondes erTi xelmowera, roml- 
iTac erTi sakiTxi wydeba da mis Sinaarsze erTi piria 
pasuxismgebeli, xolo Tu dokumenti erTdroulad ram- 
denime sakiTxs exeba da masze pasuxismgebelia ramdenime 
piri, maSin xels awers ramdenime piri. 

praqtikaSi dadginda aseTi wesi: Tu erTi da igive 
dokumenti (erTdroulad) ramdenime misamarTze igzavne- 
ba, Tanamdebobis piri xels awers mxolod pirvel egzem- 
plars, xolo aslebs xelmoweriT da beWdis dasmiT 
adasturebs kancelariis muSaki, romelic agzavnis maT. 

mowmobis xasiaTis originalisadmi piris Sesabami- 
sobis mixedviT ganasxvaveben notariul da ubralo pirebs. 

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

ubralo asls amowmebs Tanamdebobis piri, igulis-
xmeba im dokumentebidan gadaRebuli asli, romelTa 
originali am dawesebulebaSi Seiqmna. rasakvirvelia, 
SeiZleba arsebobdes daumowmebeli pirebic. 

dokumentisaTvis iuridiuli Zalis misaniWeblad 
aucilebelia beWedi, romelic daismis xelismoweris 
gverdiT. 

dokumentSi (rogorc teqstSi, ise cifrobriv monace- 
mebSi) dauSvebelia gadasworeba, Casworeba, gadaSla da a.S. 
Tu oficialur dokumentSi daSvebulia Secdoma, misi gas- 
woreba SeiZleba Semdegnairad: araswori sityva gaixazeba, 
mis nacvlad daiwereba swori forma. yovelgvari Caswore- 
ba qvemoT, amave dokumentze unda iyos aRniSnuli da damt- 
kicebuli dokumentis Semdgeneli piris xelmoweriT. 

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

Tu saqmis qaRaldi erTze meti gverdia, unda dainom- 
ros arabuli cifriT. amasTan danomvra iwyeba meore 
gverdidan. saTvalavSi Sedis pirveli gverdic. 

teqstis ZiriTadi nawili unda dainomros arabuli 
cifrebiT, xolo aramTavari SeiZleba romauliT, an asoebiT. 
amasTan, unda davicvaT gansazRvruli wesebi: romauli 
cifrebis Semdeg wertili iwereba, arabulis Semdeg _ 
wertili an frCxili, asos Semdeg ki frCxili; frCxil- 
is Semdeg wertili ar iwereba. 

yoveli dokumenti unda iyos xelmowerili im piris 
mier, vinc pasuxismgebelia mis Sedgenaze. Tu dokuments 
xeli unda moaweros ramdenime pirma, pirvelad xels 
awers is, visac ufro maRali Tanamdeboba uWiravs. 

oficialur dokuments marcxniv unda hqondes dawese- 
bulebis Stampi. im dokuments, romelic raime valde- 
bulebebis Sesrulebas Seicavs, agreTve, Tu mas cnobis 
xasiaTi aqvs (cnoba, mowmoba, oqmis amonaweri da a.S.) 
StampTan erTad unda hqondes dawesebulebis beWedi da 
xelmZRvanelis xelmowera. 

samsaxurebrivi dokumentebi iqmneba standartuli 
formisa da zomis qaRaldze. ti puri zomis qaRaldi 
ekonomiuria, Sesanaxad moxerxebuli. yvelaze gavrcele- 
buli zomis qaRaldebia (mm-Si);
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a-3 (287X420) 
a-4 (210X297) 
a-5 (148X210) 
a-6 (74X105) da sxva. 
dokumenti, rogorc wesi, ibeWdeba furclis cal gver- 

dze ori intervaliT, Tu specialuri miTiTeba ar aris 
1 an 1,5 intervaliT dabeWdvis Sesaxeb. 

rogorc wesi, dokuments beWdaven ara nakleb or 
egzemplarad, erTi rCeba dawesebulebis saqmeSi. 

werilis saTauri Tavsdeba kuTxovani Stampis qveS 3 
intervalis daSorebiT. saTauri ibeWdeba teqstis zeviT, 
daaxloebiT 3 sm-is daSorebiT. 

dokumentis beWdvisas furcelze marcxniv, zeviT da 
qveviT unda darCes veli (are) 3,5sm, romelic gamoiyene- 
ba saqmeSi Casakereblad, sxvadasxva StampebisaTvis, aRniS- 
vnebisaTvis, rezoluciebisaTvis da sxva. 

dokumentis xelmomweri Tanamdebobis piris dasax- 
eleba ibeWdeba marcxena velidan 10 nabeWdi niSnis da- 
SorebiT. 

rTul dokumentebs, romlebSic ganxilulia sxvadasxva 
sakiTxi, ukeTdeba sarCevi. masSi CamoiTvleba yvela Tavi, 
qveTavi da sxva rubrika gverdebis miTiTebiT. am sarCe- 
vis moTavseba xelsayrelia dokumentis win. 

TariRi. ukve iTqva - is nebismieri dokumentisaTvis 
aucilebeli rekvizitia. 

TariRi da werilis saregistracio indeqsi (nomeri)  
iwereba blankis zeda marcxena mxares. Tu werili warmo- 
adgens pasuxs (e.i. araa sainiciativo), momdevno stri-
qonze iwereba Semosuli werilis TariRi da indeqsi. 
TariRis Cawera xdeba Semoklebuli formiT, arabuli 
cifrebiT. TariRis bolos wertili ar iwereba. 
TariRis gaformebis ramdenime wesi arsebobs. magaliTad, 
saerTaSoriso standartiT (e,w, daRmavali standarti) 

weli, Tve, ricxvi. 99.12.01. (mas emTxveva iaponuri stan- 
dartic). Tvis Cawera xSirad sityvebiTac xdeba (99 
dekembris 1), an e.w. inglisuri wesiT, (ricxvi _ Tve _ 
weli _ 01.12.99) asea evropaSi, maTYSoris ruseTSi, an 
kidev amerikuli wesiT. saqarTvelos standartiT (62- 
94) TariRis Caweris es samive forma daSvebulia. 

viza.  momzadebuli dokumenti xelmosawerad wardge- 
namde Sinaarsobrivad unda Semowmdes da gaformebis sis- 
woreSi darwmunebis Semdeg Semsrulebeli piri vizas 
aZlevs mas. e.i. qvemoT xels awers da usvams TariRs. 

`viza~ aris Semsrulebeli piris warwera dokumentze, 
romliTac igi adasturebs, rom gaecno da eTanxmeba mis 
Sinaarss. amis Semdeg SeiZleba gakeTdes im pirTa vize- 
bic, romlebTanac SeiZleba SeTanxmebuli iyos dokumen- 
tis Sinaarsi, magaliTad iuridiuli ganyofilebis viza. 

Semsruleblis an SemTanxmeblis viza daismis doku- 
mentis dednis bolo furclis qveda marcxena kuTxeSi. 

rezolucia ewodeba dawesebulebis an romelime ganyo- 
filebis xelmZRvanelis mier mokled gadmocemul azrs 
dokumentis Sinaarsze da missave miTiTebas am dokumen- 
tis Sesrulebis xasiaTis Sesaxeb. igi iwereba dokumen- 
tis pirveli furclis marcxena Tavisufal adgilze, 
teqstis paralelurad (da ara iribad, rogorc amas 
xSirad akeTeben). 

rezolucia gansazRvravs dokumentis konkretul 
Semsrulebels, davalebis Sinaarss, saWiroebis SemTx- 
vevaSi Sesrulebis vadasac. 

dokumentze rezolucia keTdeba Semdegnairad:  
 
1. adresatis dasaxeleba, visac ekuTvnis rezolucia 

Sesasruleblad. 
2. teqsti, rasac iTxovs Semsrulebisagan. 
3. xelmowera. 
4. TariRi.
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xelmowera. samsaxurebriv (saqmian) dokumentebs, 
rogorc wesi, xels awers dawesebulebis xelmZRvaneli, 
xolo misi aryofnis SemTxvevaSi _ pirveli moadgile. 
xelmowera sruldeba Tanamdebobis dasaxelebis da 
Sesabamisi piris gvaris gaSifvras Soris, erT xazze, mar- 
jvena mxares. vinaidan blankze miTiTebulia organizacia, 
xelmowerisas araa saWiro misi gameoreba. 

ori da meti xelmowera dokuments maSin aqvs, roca 
pasuxismgebloba ramdenime pirs ekisreba. magaliTad: oqms 
xels aweren Tavmjdomare da mdivani; safinanso dokument- 
ebs _ dawesebulebis xelmZRvaneli da mTavari buRalteri; 
umaRlesi ganaTlebis diploms _ saswavleblis reqtori, 
saxelmwifo komisiis Tavmjdomare da wevrebi da a.S. 

beWdis dasma. garda xelmowerisa, dokumentebs xSi- 
rad adastureben beWdis dasmiT. beWedi daismis doku- 
mentis xelmoweris Tanamdebobis aRmniSvneli sityvebis 
gverdiT. 

gerbiani beWedi daesmis dokumentebs, romlebic dakav- 
Sirebulia fulisa da sxva materialuri faseulobis 
miRebasTan (Cekebs, xelSekrulebebs, mindobilobebs). an 
im dokumentebs, romlebic adastureben moqalaqeTa vi- 
naobas, Sromis staJs, kvalifikacias (pasports, Sromis 
wignaks, di ploms), agreTve dokumentebis pirebis Semow- 
mebis dros. 

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

liTonis beWdebs iyeneben fasiani konvertebis dalu- 
qvisas, seifebis, karebis luqiT dabeWdvisas. 

gansakuTrebuli aRniSvnebi _ grifebi. bevr doku- 
ments ukeTeben gansakuTrebul aRniSvnebs, romlebic gan- 
sazRvraven dokumentebis saidumloebis xarisxs, saswra- 
foobas, gadagzavnis wess da maT ewodeba grifi. 

dokumentis saidumloebis xarisxis ganmsazRvreli 
grifebia: 

 

`sruliad saidumlo~, ̀ saidumlo~. es aRniSvnebi imaze 
miuTiTeben, rom aseTi saxis dokumentebi gankuTvnilia 
mxolod garkveul pirTaTvis, romlebmac TavianTi samsax- 
urebrivi mdgomareobis gamo unda icodnen maTi Sinaarsi. 

aRniSvnebs:L`saswrafod~ `friad saswrafod~ doku- 
mentebs ukeTeben im mizniT, rom miuTiTon maTi saswrafod 
Sesrulebis aucilebloba. 

saqmiani werilis Sedgenis zogierTi  sakvanZo prin-
cipi:  

* Tqveni werilis pirvelive striqoni unda iyos 
gadamwyveti. werilis Sedgenis dros 80% dauTmeT 
Sesaval frazas, radganac aucilebelia misi imgvari 
formulireba, rom adresatis guli Tavidan daipyros.  

* adresats (mkiTxvels) yovelTvis konkretulad da 
cxadad auxseniT 7 ras miiRebs piradad, Tu imas 
gaakeTebs, rasac Tqven sTavazobT.  

* unda gvaxsovdes, adamianebs mudam surT:    

1.  miiRon rame an   

2.  Tavi aaridon danakargs. 
unda gaviTvaliswinoT:  

*  werilis kiTxvisas adresati or ZiriTad impulss 
iRebs: pirvel da daskvniT STabeWdilebas. amitomac, 
daskvniTi nawili werilisa iseTive mniSvnelovania, 
rogorc sawyisi fraza.  

werilis daskvniTi nawilis ZiriTadi principebi:  
 sakvanZo ideebi SeajameT;  

 Tu es SesaZlebelia, gaakontroleT Tqveni adre-
satis sapasuxo reaqcia;  

 isargebleT xelnaweri p.s.-iT, rom werils kidev 
ufro meti Zala, damajerebloba da guliTadoba miani-
WoT;  

 da bolos, madloba gadauxadeT mkiTxvels da usu-
rveT mas yovelive sikeTe ise, rogorc masTan pirad 
saubarSi moiqceodiT. 
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zogierTi dokumentis Sedgena 
(milocvebi, TanagrZnoba)   

 
firmis, dawesebulebis saqmianobis Sesaxeb infor- 

maciis gacema aucilebelia da is garkveul Sromasa da 
dros moiTxovs. amis gasaadvileblad, upirvelesad, unda 
gaviTvaliswinoT rogori saxis informacia daaintere- 
sebT, rom is winaswar momzaddes da kompiuterSi, dis- 
ketaze iqnas gadatanili. agreTve, dainteresebul adresats 
saTanado werilTan erTad SeiZleba gavugzavnoT bro- 
Sura an katalogi, romelic dawesebulebis saqmianobas 
exeba. es did energias da dros dazogavs. 

 

*** 

mdivan-referents dawesebulebaSi nairgvari davaleb- 
is Sesruleba uxdeba. saqmiani urTierTobis dros zogjer 
iqmneba iseTi viTareba, rodesac saWiroa partniors 
auxsnaT pasuxis dagvianebis mizezi: 

“sasiamovno iyo Tqveni (...TariRi...) werilis miReba, 
romelic samwuxarod axla movida...” 

“madlobas mogaxsenebT (...TariRi...) werilisaTvis, 
romelic CvenTvis gaurkveveli mizezis gamo dagvianebiT 
(...TariRi...) miviReT...” 

zogjer aucilebelia Sexseneba: 
“imedi maqvs, miiReT Cemi werili (...TariRi...), romel- 

ic exeba Cvens savaraudo TanamSromlobas...” 
“Cven gwerdiT (...TariRi...) (.........is) Sesaxeb - vgoneb 

werilma ver miaRwia Tqvenamde... Tan vurTav asls...” 
da a.S. 

*** 

saqmian qaRaldebTan erTad mdivan-referents misaloci 
werilebis Sedgenac uxdeba. aucilebelia TanamSrom- 
lebTan, partniorebTan, megobrebTan Tbili urTierTo- 
bis SenarCuneba. 

misaloci werilebi, baraTebi sxvadasxva mizezis gamo 
iwereba: firmis mier ganxorcielebuli proeqtis, jil- 
dos miRebis, dawesebulebis saiubileo TariRis, da- 
badebis dRis, samsaxurebrivi dawinaurebis da bevri 
sxva ramis aRsaniSnavad. 

rasakvirvelia, gacilebiT advilia ojaxis wevrebis, 
megobrebisaTvis misaloci baraTis Sedgena, vidre xe- 
lmZRvanelisa Tu saqmiani partniorisadmi. 

rogor SevadginoT misaloci? misi sqemis agebis erT- 
erTi varianti (nimuSi) amgvaria: 

1.  miuloceT adresats is movlena, ris gamoc ugza- 
vniT misalocs. 

2.  miuTiTeT, saidan (rogor) gaigeT am movlenis 
Sesaxeb. 

3.  xazgasmiT aRniSneT, rom Tqven iciT - ramdeni 
gaakeTa (iSroma) adresatma - am SedegisTvis rom mieR- 
wia. 

4.  dainteresdiT misi samomavlo gegmiT. 
5.  dapatiJeT TqvenTan. 

 

 
“gvsurs gamovxatoT Cveni gulwrfeli milocva (.............)- 

Tan dakavSirebiT da saukeTeso survilebi. gisurvebT 
warmatebebs Tqvens muSaobaSi da pirad bednierebas”. 

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

pasuxi molocvaze SeiZleba amgvari iyos: 
“uRrmesi madloba baraTisa da saaxalwlo molocvi- 

saTvis. me da Cemi kolegebi gisurvebT igives”.
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“Zalzed madlieri var gulwrfeli molocvisa da 
keTili survilebisaTvis”... 

samwuxarod cxovreba mxolod warmateba-bednierebi- 
sagan ar Sedgeba. da TanamSromeli, partniori Tu sxva, 
upirvelesad, adamiania da gaWirvebis Jams mas Tanadgo- 
ma-TanagrZnoba sWirdeba. amitomac, aucilebeli xdeba 
samZimris baraTis Sedgenac. ra Tqma unda es Zalzed 
Znelia. aq SeiZleba zogadi frazebiT SemovifargloT. 
mTavaria, es samwuxaro faqti uyuradRebod ar dagvrCes 
da Wirisufals vuTanagrZnoT. 

amgvar werilSi SeiZleba gamoyenebul iqnas frazebi: 
“miiReT Cveni uRrmesi TanagrZnoba”... 
“Rrma mwuxarebiT SevityveT moulodneli gardacvale- 

ba...” da a.S. 
*** 

saqmian mimoweraSi aucilebelia zogadi, trafaretu- 
li Setyobinebebis, cnobebis, Txovnis gamomxatveli fra- 
zebis gamoyeneba: 

“Cven ganzraxuli gvaqvs...” 
“neba miboZeT, giTxraT...” 
“maqvs bedniereba SegatyobinoT...” 
“Cven Tanaxma varT Tqvens winadadebaze...” 
“Cven yvelafers viRonebT, raTa...” 
“imedi maqvs yvelaferi kargad midis...” 
“me gulwrfelad mjera, rom Tqven ZalgiZT damexmar- 

oT am saqmeSi...” 
“gTxovT SegvatyobinoT...” 
“Zalzed madlieri viqnebodi, Tu Tqven SeZlebdiT...”  

 

ucxoeTSi gasagzavni dokumentebis Sedgena 
da gaformeba 

saqarTvelos saxelmwifoebriobis Camoyalibebasa da 
gaZlierebas, sazRvargareTis qveynebTan ekonomikuri da 
kulturuli urTierTobebis mkveTri zrda mohyva. 
nebismieri saqmiani urTierToba gulisxmobs informaciis 
mudmiv gacvlas. miuxedavad sakomunikacio saSualebebis 
ganviTarebis da danergvisa (eleqtronuli fosta, mobi- 
luri telefoni, faqsi da sxv.) yvelaze xelmisawvdom 
da saimedo saSualebad rCeba werili (igulisxmeba 
rogorc Cveulebrivi, “tradiciuli”, ise internetiT 
(Word-iT Tu sxv. teqnikuri saSualebebiT Seqmnili). 

saqmiani werilis aucilebloba mudmivad arsebobs 
(kontraqtis, xelSekrulebis mosamzadeblad, sxvadasxva 
produqciis gasayidad Tu nedleulis SesaZenad, samsax- 
urSi mosawyobad da a.S. da a.S.). amitom, Zalzed saWiroa 
marTebulad Sedges da gaformdes werili, radganac misi 
saSualebiT eqmneba adresats pirveli warmodgena Tqvenze 
da Tqvens firmaze, rogorc saqmian partniorze. amasTan, 
gasaTvaliswinebelia isic, rom gamarTulad (wignierad) 
Sedgenili werili saqmian urTierTobebSi warmatebis 
safuZvlad iTvleba. 

ucxoeTSi gasagzavn dokuments gansxvavebuli stru- 
qtura, forma da Sedgena sWirdeba. miT umetes, rom did 
britaneTsa da aSS-Si saqmiani werilisa da saqmiani 
urTierTobis gansxvavebuli tradicia arsebobs. 

gavecnoT saqmiani dokumentebis aucilebel element- 
ebs: 

saqmiani werili, Cveulebriv, organizaciis blankian fur- 
celze iqmneba, romelzec aris am dawesebulebis 
dasaxeleba, sruli misamarTi, telefonebis, faqsis, teleq- 
sis nomrebi. agreTve, eleqtronuli fostis misamarTi.

 

 

110                                                                                                                                          111



 

aqve unda iyos dawesebulebis saregistracio nomeri 
da xelmZRvanelis gvari.  

adresati an pirovneba, romelsac werili egzavneba. 

Tu werili kerZo pirs egzavneba, romelic konkretuli 
organizaciis TanamSromelia, maSin misi gvaris miTi-
Teba aucilebelia. adresatis gvari unda aRiniSnos 
rogorc konvertze, ise werilSi. werilSi gvari iwere- 
ba misamarTis dasawyisSive, marcxena kuTxeSi, furclis 
zemo kidedan daaxloebiT xuTi xazis daSorebiT. 

pirvelad aRniSnaven tituls, Semdeg saxels da gvars. 
yuradReba unda mieqces, rom wertili titulis Semok- 
lebuli formis Semdeg daismis inglisuri enis amerikul 
variantSi, britanulSi is araa saWiro. 

Tu adresatis vinaobas ar uTiTebT, maSin aucilebe- 
lia aRniSnoT misi Tanamdeboba am kompaniaSi (firmaSi), 
Semdeg ki daweroT am dawesebulebis sruli misamarTi. 

amrigad, adresatis misamarTi Semdegi komponentebi- 
sagan Sedgeba: 

1. adresatis tituli da vinaoba. 
2. Tanamdeboba kompaniaSi (firmaSi) (saWiroebis SemTx- 

vevaSi). 
3. nomeri (an saxlis dasaxeleba) da quCis dasaxe- 

leba. 
4. qalaqis (dasaxlebis) an soflis dasaxeleba. 
5. safosto ganyofileba (didi asoebiT). 
6. sagrafos (didi britaneTi), Statis (aSS) dasax- 

eleba. 
7. safosto indeqsi (didi asoebiT, sasveni niSnebis 

gareSe). 
mimRebis misamarTi daibeWdeba, an garkveviT daiwereba 

konvertis marcxena qveda kuTxeSi. zeviT, marjvena kuTxeSi 
ki, safosto markis adgili unda davtovoT. 

werilis avtoris vinaoba da misi misamarTi unda 

daiweros furclis zeda, marjvena mxares. gvaxsovdes!   
avtoris gvari misamarTis Semdeg iwereba. 

TariRi. inglisur enaSi miRebulia TariRis orgva- 
ri gamoxatva, romelTac komponentTa Tanmimdevroba 
ganasxvavebs: Tve 7 ricxvi 7 weli, an ricxvi 7 Tve 7 
weli. SeniSvna: wlis aRniSvnis win mZime SeiZleba davs- 
vaT, an gamovtovoT: 

March 13th 2008                13th March 2008 
March 13th, 2008               13th March, 2008 

dReisaTvis ufro gavrcelebulia ricxvis gamoxatva 

th asoebis gareSe, amasTan, SeiZleba Tvis dasaxelebis 
Semokleba: 

March 13, 2008                  13 March, 2008 

Sept. 15th 2008                  15 Nov. 2008 

daTariRebisas, ricxvs cifrebiTac aRniSnaven. magram 
aq erTi ram unda gvaxsovdes, aman SeiZleba gaugebroba 
gamoiwvios. vinaidan britanulsa da amerikulSi daTar- 
iRebis komponentebis Tanmimdevroba gansxvavebulia: bri- 
tanulSi: ricxvi 7 Tve 7 weli, amerikulSi ki Tve 7 
ricxvi 7 weli. magaliTad, 08.03.08 ingliselisaTvis 8 
martia, amerikelisaTvis 3 agvisto. amitomac, gaugebro- 
bis Tavidan asacileblad, aSS-Si gasagzavn werilSi Tve 
asoebiT unda davweroT. 

miTiTeba. Cveulebriv, gagzavnamde, werili miRebuli 
standartis mixedviT registraciaSi tardeba da mas 
eniWeba e.w. gasuli dokumentis nomeri. miTiTeba Sei- 
Zleba werilis xelmomweri piris an mdivnis inicialeb- 
isganac Sedgebodes. 

saqmiani qaRaldis “gasuli nomeri” an sxva miTiTeba, 
dokumentis registraciisa da misi sistematizaciisaTvis 
gamoiyeneba. 

arsebobs miTiTebis kidev erTi saxeoba. ZiriTadi 
teqstis win xSirad mocemulia werilis mokle Sina-
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arsi an Tema da is gamiznulia im TanamSromlis yura- 
dRebis misaqcevad, romelic fostas axarisxebs. yvela 
sityva am miTiTebaSi didi asoebiT iwereba (article- 
bis, Tandebulebisa da kavSirebis garda). 

unda gvaxsovdes!  saqmiani partniorisdmi gagzavni- 
li yoveli werili (pirvelis garda), unda daviwyoT 
misgan miRebul werilze miTiTebiT. es pativiscemisa 
da yuradRebis garda, niSania imisa, rom werili miRebu- 
lia da Semdgomi dialogic amis safuZvelze gagrZelde- 
ba. amasTan, partnioris keTilganwyobis SesanarCuneblad 
nu daiSurebT madlobis sityvebs: “didi madloba Tqve- 
ni <...TariRi...> Tavaziani da saqmiani werilisada sxv. 
mimarTva an misalmeba. werilis teqsti, rogorc 

wesi, adresatisadmi am ti pis mimarTviT iwyeba: Dear Sir, 
Dear Mrs Jones. gamonaklisia Ria baraTi, memo, mosawvevi 
baraTebi da pasuxebi miwvevebze, romlebSic mimarTva 
araa. 

mimarTvis formaluroba damokidebulia imaze, Tu 
rogori urTierToba gaqvT adresatTan. 

pirvelad mimarTvis dros gansakuTrebuli yuradRe- 
ba gmarTebT. zedmet formalurobasa da familiarobas 
Soris, oqros Sualedi unda moiZebnos. 

saqmiani werilis inglisur enaze Sesadgenad sjobs 
dadgenili normebi davicvaT. Tu werili iwyeba mima- 
rTviT: Dear Sir (s) an Dear Madam, maSin sjobs werili 
davamTavroT fraziT: Yours faithfully. 

Tu werils iwyebT gvariTa da tituliT Dear Mrs. 
Jones, maSin daskvniTi fraza sjobs iyos: Yours sincerely an 
naklebformaluri TavazianobiT: Yours. rodesac megobars 
mivmarTavT, SeiZleba daiweros: Dear John  da werili 
davamTavroT See you/Love. 

mimarTva Dear Sir(s) an Dear Madam gamoiyeneba im SemTx- 
vevaSi, rodesac Tqven ar iciT adresatis saxeli an 
werT Zalian formalur werils. 

zogjer adresatis saxeli da gvari srulad aris 
miTiTebuli, misi tituli ki ara. saerTod, umjobesia 
adresatis tituli mivuTiToT. 

unda gvaxsovdes!  rom samefo gvaris ojaxis wevre- 
bis, perebis, sasuliero wodebisa da saxelmwifos umaR- 
lesi Tanamdebobebis pirebis mimarT gamoiyeneba mima- 
rTvis gansakuTrebuli formebi. 

mimarTva iwereba marcxniv, misamarTis qveS, sul cota 
ori striqoniT dabla. 

did britaneTSi saqmiani mimoweris dros miRebulia 
kompaniis, misi wevrebisadmi erToblivi mimarTva Dear 

Sir-is ti pisa, da ara romelime erTi konkretuli piris 
mimarT. 

britanul variantSi mimarTvis Semdeg Cveulebriv mZime 

daismis: Dear Sir, Tumca bolo wlebSi SeiniSneba tenden- 
cia sasveni niSnebis gauqmebisa. 

inglisuri enis amerikul variantSi miRebulia mima- 

rTva: Gentlemen:, romlis bolosac ori wertili dais- 
mis. 

Tavazianobis formula an komplimentiT daboloeba.  
frazas, romliTac Cveulebriv, werili mTavrdeba, 
Tavazianobis formula an komplimentaruli dasas- 
ruli hqvia. arsebobs am daboloebaTa mTeli rigi da 
yoveli maTgani konkretuli situaciis dros gamoiyene- 
ba. 

formalur werilebSi yvelaze xSirad gvxvdeba fra- 

za: Yours faithfully. damamTavrebel frazaSi mimarTva: Yours 

Sincerely gamoiyeneba im SemTxvevaSi, Tu adresats Sex- 

vedrixarT da gisaubriaT. 

Yours Obedient Servant gamoiyeneba gansazRvruli rang- 

is pirovnebebis mimarT (samefo ojaxis wevrebis, pireb- 
is, maRali Tanamdebobis saxelmwifo moxeleebis...). 

naklebad formalur situaciebSi gamoiyeneba sxva
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gamoTqmebi. daskvniT frazaSi Sincerely gamoiyeneba mego- 
brisadmi gagzavnil werlSi, xolo fraza Regards naTe- 
savis, an axlo TanamSromlisadmi. iseve rogorc With 

love, All my love,  Love from an Ever yours. 
werilis saTauri.  inglisur enaze Sedgenili we-

rilebis umetesoba iwyeba xazgasmuli an gamoyofili 
saTauriT, romelic migvaniSnebs werilis Temas, Sinaars 
da Sedgeba ara umetes ori, sami sityvisagan. saTauris 

win xSirad gamoiyeneba Semokleba: Re (Reference, Sesaxeb, 
Taobaze). 

werilis teqsti.  saqmiani werili unda iyos mok- 
le, konkretuli da Sedgebodes sami nawilisagan: Sesav- 
ali, ZiriTadi nawili da daskvna. 

pirvel abzacSi adresats unda ecnobos, Tu ratom 
mivmarTavT weriliT. momdevnoSi ki, rogorc wesi, vi- 
Tardeba werilis idea. daskvniT nawilSi ki, yovelive 
es jamdeba, an keTdeba daskvna. 

im SemTxvevaSi, rodesac aucilebelia romeliRac sa- 
kiTxis Sesaxeb dawvrilebiTi informaciis Setyobineba, 
sjobs es calke furcelze, saTanado saTauriT gakeT- 
des, rogorc danarTi. 

gramatikuli Semoklebani: I’m, don’t, we’ve tipisa, saqmi- 
an mimoweraSi dauSvebelia. es, da msgavsi sityvebi wer- 
ilSi srulad unda daiweros. 

xelmomwera. rogorc wesi, did britaneTsa da aSS-Si 
werils xels awers is piri, romelmac is Seadgina, an 
ukarnaxa. vinaidan xelmowera xSirad gaurkvevelia, miRe- 
bulia xelmomweris gvaris dabeWdva, rom adresatisaTvis 
gasagebi iyos am pirovnebis samsaxurebrivi mdgomareoba 
da vinaoba. gvaris qveS iwereba Tanamdeboba: 

Dr John Brown 
Managing Director 

zogjer werilis avtors saSualeba ara aqvs wer- 

ils xeli moaweros, am SemTxvevaSi pasuxismgebloba 
ekisreba pirs, romelmac es werili dabeWda. aseT vi- 
TarebaSi xelmoweris win daismis aRniSvna PP (per proc- 

urationem) = for and on behalf of = mindobilobiT: 
PP Jone Robinson 

Dr John Brown 

Managing Director 
danarTi. xSirad saqmian werils gagrZeleba axlavs. 

aseT dros werilis bolos keTdeba aRniSvna Enc(s) – 

Enclosure(s) da mieTiTeba gverdebis raodenoba. 
asli. arc Tu iSviaTad werilis avtors surs, rom 

adresatis garda am informacias sxvac gaecnos. amis- 
aTvis werilis qveda nawilSi keTdeba aRniSvna cc: Dr B. 

Brown (cc = carbon copy). 
miTiTeba bc 7 blind copy 7 daismis im SemTxvevaSi, Tu 

avtors surs werilis Sinaarsis Sesaxeb ecnobos 
garkveul pirebsac, romlebic werilSi ar moixsenebian. 
aseT SemTxvevaSi es miTiTeba aucilebelia. 

poskriptumi (postscript), e.i. minaweri werilis bo- 
los, xelmoweris Semdeg. gamoiyeneba im SemTxvevaSi, Tu 
xelmoweris Semdeg moxda iseTi ram, romlis Sesaxebac 
unda ecnobos adresats. minaweri iwyeba SemoklebiT 
P.S. da bolos isev xelmoweriT mTavrdeba. Tumca, aqve 
unda iTqvas - kompiuteris gamoisobiT amis saWiroeba 
dRes TiTqmis ar arsebobs. 

werili, romelic erT gverdze ar eteva.   Cveuleb- 
riv, werili iwereba blankis winapirze. Tu is ar eteva 
erT gverdze, is grZeldeba meore furcelze da a.S. ra 
Tqma unda, am SemTxvevaSic erTi gverdi gamoiyene- ba. 
sasurvelia, am furcelze, zeda marcxena kuTxeSi iyos 
dawesebulebis dasaxeleba. gverdiT, marjvena mxares ki 
dabeWdili unda iyos Continuation Sheet No... (# werilis 
gasagrZelebeli furceli). gamgzavni organizaciis dasaxe-     
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lebis qveS iwereba piris an organizaciis dasaxeleba, 
romelsac egzavneba werili, agreTve TariRi. bevri 
inglisuri firma ar iyenebs warweras Continuation Sheet 

No... aseT SemTxvevaSi pirveli damatebiTi 
furceli inomreba da ewereba 2, meores 3 da a.S. 

teqstis yovel gverdze, qveda, marjvena mxares (pirve- 
lis CaTvliT da mxolod ara bolo furcelze), iwere- 

ba sityva Continued an SemoklebiT: Contd (an Cont’d) 7 
gagrZeleba. 

konverti. misamarTi konvertze iseve ibeWdeba, rogorc 
werilSi. quCis dasaxelebis win saxlis nomeri iwereba, 
qalaqi ki quCis dasaxelebis Semdeg. 

misamarTis zeviT, didi asoebiT, ibeWdeba sityva, romel- 
ic gasagzavni werilis ti ps aRniSnavs, kerZod: Regis- 
tered 7 SekveTili, Air Mail  7 avia, Express Delivery Co 

(saswrafo mitana), SeiZleba To be Called For  an Poste 

Restante 7 moTxovnamde. 
misamarTi konvertze (nimuSi) 
1.    REGISTERED 

Messrs A. Smith & Co., Limited, 

25 Leadenhall Street 

London, E. C. I. 

England 
 

 

2.    AIR-MAIL 

The Modern Machine Tool Corporation, 

300 Limcoln Street, 

Chicago, Illinois, 

U.S.A. 

konvertis winapirze, an mis ukana mxares, qveda nawil- 
Si, ibeWdeba gamgzavnis misamarTi. 

rogorc iTqva, saqmian mimoweraSi swori gaformeba 
mniSvnelovan rols TamaSobs. upirvelesad, zustad daw- 

erili misamarTi, romelic marTebulad aris ganTavsebu- 
li konvertze, emorCileba manqanur damuSavebas, rac sa- 
Sualebas iZleva werili swrafad mivides aRniSnul 
misamarTze, meore, sworad gaformebuli konverti pir-   
vel STabeWdilebas axdens adresatze. 

werilis mimRebis dasaxeleba da misamarTi (Sida misa-
marTi). organizaciis dasaxeleba da misamarTi, an pirov-
nebis vinaoba da misamarTi visac werili egzavneba, 
iwereba furclis (blankis) marcxena mxares, dasmuli 
TariRis xazis odnav qveviT (ix. sqema gv.) organizaci- 
is dasaxeleba an pirovnebis vinaoba, rogorc wesi, calke 
xazze iwereba. 

Tu werili romelime firmas egzavneba, maSin miRebu- 
lia, saxelwodebis win daisvas sityva Messrs, romelic 
warmoadgens franguli sityvis Messieurs (batonebo) 
Semoklebul variants da gamoiyeneba Cveulebriv im SemTx- 
vevaSi, rodesac firmis dasaxelebaSi pirovnebaTa gvare- 
bia. rogorc wesi, am sityvis bolos wertili daismis: 

Messrs. A. Robinson and Sons 
Messrs. John Brown & Co., Ltd. 

Tu firmis dasaxelebaSi pirovnebaTa gvarebi araa, 
maSin sityva Messrs ar iwereba: 

The Sheffield Engineering* 

Limited 

Co., The Modern Machine Tool 

Corporation. 

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

*SeniSvna. sityva Messrs. firmis mniSvnelobiT, 
damoukideblad, e.i. firmis dasaxelebis gareSe ar ga- 
 
 
 

*savaWro-samrewvelo  dawesebulebaTa  dasaxeleba ar iTargmneba  
7gadmoicema qarTuli transkripciiT

 

118                                                                                                                                          119



moiyeneba. qarTulSi gamoyenebul sityvas “firma”, romel- 
sac ar axlavs saxelwodeba, inglisur enaSi Seesabameba 
sityva firm. rodesac saubaria britanul saaqcio kompa- 
niaze an amerikul saaqcio korporaciaze, maSin sityva 
firm-asTan erTad, xSirad gamoiyeneba sityva Company da 
Corporation. 

rodesac werili romelime organizacias egzavneba, 
aucilebelia am dawesebulebis sruli dasaxeleba im 
saxiT, rogoriTac mocemulia is werilebis saTaurebSi, 
savaWro cnobarebSi. dauSvebelia Semoklebani da sxva 
saxis cvlilebani. ase magaliTad, kompaniis Robert Brown 
and Co. Ltd., ar SeiZleba Sida misamarTSi daiweros R. 

Brown and Co, radgan aso R-iT SeiZleba daiwyos ara 
mxolod es saxeli, aramed Richard, Reginald da a.S. 

rodesac werilis adresatia mamakaci, maSin misi gvaris 
win daismis sityva Mr., romelic warmoadgens sityva 
Mister-is Semoklebul variants da is srulad arasodes 
ar iwereba. sityvis bolos Cveulebriv wertili dais- 
mis: Mr. 

adresatis gvaris win unda miuTiToT misi saxeli an 
saxelis pirveli asoebi (bevr qveyanaSi, maT Soris bri- 
taneTsa da aSS-Si, mamakacebi da qalebi or da met 
saxels atareben). 

mister (an baton) harold brauns 7 Mr. Harold Brown 
mister (an baton) m. d. bleks 7 Mr. M. Black. 
britaneTSi zogjer Mr. nacvlad weren ESq., romel- 

ic warmoadgens sityvas Esquire (eskvairi) da romelic 
srulad arasodes ar iwereba. am sityvis bolos wertili 

daismis: Esq. aseT SemTxvevaSi pirovnebis gvaris win 
aucileblad unda aRiniSnos misi saxeli an inicialebi: 

harold brauns 7 Harold Brown, Esq. 
m. d. bleks, eskvairs 7 M. D. Black, Esq. 

*** 

saqmiani qaRaldis inglisur enaze Sedgenisas unda 
gvaxsovdes: britanuli da amerikuli (aSS) variantebs 
Soris arsebobs stiluri sxvaoba. Tumca isic saTqme- 
lia, rom maTSi ufro metia msgavseba vidre sxvaoba: 
amerikelebs ar uWirT britanuli saqmis qaRaldebis 
kiTxva da piriqiT. amitom, sjobs kargad vflobdeT 
erT romelime stils da imiT visargebloT, vidre erT- 
maneTs SevurioT orive stili. maT umetes, rom saqmian 
werilebs mxolod britanelebi da amerikelebi rodi 
weren. danarCeni msoflios umetesoba urTierTobisaTvis 
metwilad inglisur enas iyenebs. 

amgvarad, nebismieri saqmiani werili Sedgeba Semdegi 
aucilebeli komponentebisagan: 

1.  adresati, 
2.  miTiTeba, 
3.  TariRi, 
4.  mimarTva, 
5.  teqsti, 
6.  daskvniTi fraza (komplimenti), 
7.  xelmowera. 
zeviT motanili sxva komponentebi ki werilSi saWiroe- 

bis mixedviT CairTveba. 
saqmiani werili, rogorc wesi, firmis, dawesebulebis 

blankze iwereba. qveviT naCvenebia inglisur enaze Sedge- 
nili werilis elementebis sayovelTaod miRebuli 
ganlageba(ix. gv. 106).
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1) saTauri  

 

2) werilis TariRi  
 

3)  werilis mimRebis dasaxeleba da misamarTi  
 
4) mimarTvis Sesavali   
 
5) werilis teqsti  
 
 

 
-------------------------------------------------------------------------- 

----------------------------------------------------------------------------- 
----------------------------------------------------------------------------- 
----------------------------------------------------------------------------- 
----------------------------------------------------------------------------- 
----------------------------------------------------------------------------- 
----------------------------------------------------------------------------- 
----------------------------------------------------------------------------- 
----------------------------------------------------------------------------- 
----------------------------------------------------------------------------- 

 
 
 
6) Tavazianobis daskvniTi fraza 

 

7) xelmowera  

   

8) miTiTeba danarTis Sesaxeb  
 

 

 
 

 

 

 
inglisurenovan saqmian dokumentebSi didi asoebis 

gamoyenebis wesi 
 
 
saqmian qaRaldebSi (inglisur enaze) didi asoebiT 

iwereba Semdegi sityvebi: 
1.  saxelebi: sakuTari da zedsarTavi, romlebic in- 

ternacionalur kuTvnilebas aRniSnaven. 
2.  firmebisa da organizaciebis dasaxelebis yvela 

sityva (Semoklebis CaTvliT), garda kavSirebis, Tande- 
bulebis da artiklebisa. 

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

3.  Semoklebani: Mr., Mrs., Messrs., Esq. da sityva Miss. 
4.  Tanamdebobis an, dakavebuli mdgomareobis aRm- 

niSvneli yvela sityva, Tandebulisa da artiklis gamok- 
lebiT. 

President – prezidenti, Tavmjdomare 
Chairman of the Board of Directors 7 direqtorTa sabWos 

Tavmjdomare. 
5.  organizaciis ganyofilebaTa dasaxelebis yvela 

sityva, kavSirebis, Tandebulebisa da artiklebis garda: 
Accounts Department 7 buRalteria. 

6.  qalaqebis, Statebis, quCebis, gzebis, bulvarebis, 
moednebis, raionebis, SenobaTa, sastumroebis, sarTuleb- 
is, binis, oTaxis aRmniSvneli yvela sityva (Semoklebeb- 
is CaTvliT): 

Main Street, Grand Avenue, New York, N.Y. 
Bush House, London. W. C. 

Hotel Savoy, Room 28. 

7.  Tveebis dasaxeleba (sruli da Semoklebuli) da 
dReTa dasaxeleba. 

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- 
ilis Sinaarsze, kavSirebis, Tandebulebis da artikleb- 
is garda. 

11. SeTavazebuli, nayidi an gayiduli saqonlis 
CamonaTvali da zogierTi dokumentis dasaxeleba. 

12. sityvebi im warwerebisa, romlebic safosto gza- 
vnilebis saxeobaze miuTiTeben: 

Air Mail, Registered. 
 

 
inglisurenovan saqmian qaRaldebSi gamoyenebuli sasveni 

niSnebis zogierTi wesi 

 
1.  yvela Semoklebuli sityvis bolos wertili 

daismis (Mr., Mrs., Messrs., Co., Ltd., Inc., Sept., Oct.,  da 
a.S.). 

2.  daTariRebisas werilSi Tu pirvelad ricxvs 
vwerT, Semdeg Tvesa da wels, maSin Tvis dasaxeleba 
wlis aRniSvnisagan mZimiT gamoiyofa: 

2 th September, 2008 
12 th Sept., 2008 

Tu ricxvi Tvis dasaxelebas mosdevs, maSin is wlisa- 
gan mZimiT gamoiyofa: 

September 11, 2008 
wlis aRniSvnis Semdeg wertilis dasma aucilebeli 

ar aris. 
3.  firmis dasaxelebisas, sityva Limited-is an Incor- 

porated-is, agreTve maTi Semoklebis dros xSirad dais- 
mis mZime, Tumca es aucileblad ar iTvleba: 

The Modern Machine Tool Company, Ltd. 

Smith, White and Co., Inc. 

4.  qalaqisa da Statis, an qveynis dasaxelebebs Soris, 
agreTve, safosto raionis aRniSvnis win mZime daismis: 

Chicago, Illinois 
London, UK 

5.  misamarTSi (konvertze Tu werilSi) Cveulebriv, 
mZime daismis organizaciis dasaxelebis, an adresatis 
gvaris Semdeg, agreTve, raionis, qalaqis, Statis da qvey- 
nis dasaxelebis win. saxlis nomersa da quCis (moed- 
nis) dasaxelebas Soris xSirad mZime ar daismis. 

The British Engineerng Co., Ltd. 
12 City Now Road. 

London. E. C.1 

mZime daismis agreTve Semokleba Esq.-isa da im si- 
tyvebis win, romlebic pirovnebis Tanamdebobas 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 7 Semdeg britaneTSi mZime daismis: 
Dear Sirs, 

xolo aSS-Si ori wertili: 
Gentlemen: 

7.  daskvniTi misalmebis formulis: Yours faithfully, 

Yours truly da sxv. Semdeg yovelTvis daismis mZime, romel- 
ic misalmebas xelmowerisagan gamohyofs: 

Yours faithfully, 

Smith & Company, Ltd. 

A.   Brown 

Chairman.
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komerciuli saqmianobis amsaxveli dokumentebi da maTi 
gaformeba  

 
nebismieri xelSekruleba Sedgeba: preambulis, Ziri- 

Tadi da daskvniTi nawilisagan. 
preambula aris xelSekrulebis Sesavali. masSi 

mocemulia xelSekrulebis dasaxeleba (yidva-gayidvis, 
barteris da a.S.); xelSekrulebis dadebis TariRi, xel- 
Sekrulebis damdeb mxareTa dasaxeleba. isini SeiZleba 
iyvnen rogorc iuridiuli, ise fizikuri pirebi. 

xelSekrulebis ZiriTadi nawili iyofa specifikur 
da saerTo pirobebad. 

specifikurs miekuTvneba is pirobebi, romelic konkre- 
tuli garigebisaTvis aris damaxasiaTebeli. saerTo 
pirobebi ki saerToa yvela xelSekrulebisaTvis, miuxe- 
davad Tavisi Sinaarsisa. 

xelSekrulebis daskvniT nawilSi mocemulia: iuridi- 
ul mxareTa misamarTebi, yvela danarTi, romelic xe- 
lSekrulebis ganuyofeli nawilia, mxareTa xelmowera, 
xelSekrulebis dadebis adgilisa da TariRis miTiTeba 
(Tu es preambulaSi ar gakeTda). 

xelSekruleba werilobiTi SeTanxmebaa, romelsac debs 
ori mxare (ori dawesebuleba, ori calkeuli pirovneba 
an dawesebuleba da kerZo piri) raime faqtis gamo 
(gansazRvruli samuSaos Sesruleba), nedleuliT uzrun- 
velyofa, yidva-gayidva da a.S). 

rogorc wesi, xelSekruleba dgeba or egzemplarad 
(yovel mxares rCeba TiTo egzemplari), xolo mxareTa 
xelmowerebi dasturdeba beWdiT. Tu xelSekruleba regi- 
strirebulia sanotaro kantoraSi, is dgeba sam egzem- 
plarad, erTi rCeba sanotaro kantoris saqmeebSi.  

 
xelSekrulebis Semadgeneli nawilebia: 

1. dokumentis dasaxeleba; 

2. dokumentis Sedgenis TariRi da adgili; 
3. xelSekrulebaSi Semavali mxareebis dasaxeleba; 
4. xelSekrulebis dadebis iuridiuli safuZveli; 
5. xelSekrulebiT gaTvaliswinebuli samuSaos daxa- 

siaTeba; 
6. aRebuli valdebulebis Sesrulebis vadebi; 
7. xelSekrulebiT gaTvaliswinebuli samuSaos Rire- 

buleba da angariSis wesi; 
8. sanqciebi, romlebic gamoiyeneba erT-erTi mxaris 

mier, xelSekrulebis pirobebis darRvevis SemTxvevaSi; 
9. xelSekrulebis gasaCivrebis wesi (gamoiyeneba mxo- 

lod xelSekrulebis kerZo pirTan dadebis SemTxveva- 
Si). 

10. mxareTa iuridiuli misamarTebi; 
11. xelSekrulebaSi monawile mxareTa xelmowerebi 

 

 
komerciuli winadadeba (oferta) 

 
xelSekrulebis dadebamde organizaciebi erTmaneTs 

awvdian informacias momavali kontraqtis Sesaxeb. es 
informacia aisaxeba komerciul dokumentebSi: moTxovna, 
pasuxi moTxovnaze, oferta, SekveTa, kontraqti da a.S. 

gamyidveli (oferenti) (S) ugzavnis myidvels (B) 
komerciul winadadebas, SeTavazebas, anu ofertas (laT. 
_ gTavazobT), romelSic gamyidveli konkretul pirobebSi 
garigebis survils gamoTqvams. 

xelSekrulebis dadebis iniciatori mxare amzadebs 
meore mxarisTvis winadadebis, romelsac uwodeben xe- 
lSekrulebis proeqts anu ofertas. amgvarad oferta 
aris ara yvela xelSekrulebis proeqti, aramed is proeqti, 
romelsac xels awers erTi mxare. Tu meore mxarem 
xeli moawera da gamogzavna is mewarmis misamarTze, es 
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niSnavs, rom maT Soris daido xelSekruleba. 
moTxovnis teqsti ufro moklea vidre oferta. 
saerTaSoriso praqtikaSi, werilobiTi formis gar- 

da, miRebulia SeTavazeba telefoniT an piradi Sex- 
vedrisas. pasiuri SeTavazebis garda, ofertas gagzavna 
SeiZleba gamyidvelis iniciativiTac. 
 

ofertas rekvizitebia:  
1. saqonlis (momsaxurebis) dasaxeleba; 
2. raodenoba; 
3.  xarisxi; 
4. SefuTvis wesi; 
5. fasi; 
6. miwodebis vada; 
7. gadaxdis pirobebi. 
Tavisufali ofertas SemTxvevaSi ramdenime potenci- 

ur myidvelTan erTdroulad igzavneba preiskuranti, 
katalogi. 

mtkice ofertas SemTxvevaSi saqmiani werili-ofer- 
ta igzavneba mxolod erT myidvelTan, konkretuli wi- 
nadadebebiT da fiqsirebuli vadiT. es xelSekrulebis 
dadebis pirveli stadiaa.  

kontraqti. warmatebiT Catarebuli molaparakebis 
Semdeg mxareebi deben kontraqts. kontraqti, xelSek- 
ruleba, garigeba, SeTanxmeba ori an ramdenime iuridiu- 
li mxaris werilobiTi SeTanxmebaa maT Soris sameur- 
neo an sxva valdebulebebze. esaa samoqalaqo uflebeb- 
is dadgenis xelSekruleba saqonlis (momsaxurebis) 
eqsportze, importze, saqonlis gacvlaze da sxva oper- 
aciebze. 

garigeba SeiZleba Sesruldes ucxour, saerTaSoriso 
Tu erovnul valutaSi. kontraqti SeiZleba dadebuli 
iyos garkveuli vadiT, xangrZlivi (3-5 da meti wliT), 
erTi wliT da a.S. 

praqtikaSi, kontraqtis Sedgenisas mxareebi cdiloben 
yoveli muxlis garkveulad da detalurad Camoyali- 
bebas, raTa Tavidan aicilon uTanxmoeba kontraqtis 
dadebis Semdeg. kontraqtis muxlebis raodenoba da 
mimdevroba araa dadgenili da damokidebulia garigebis 
xasiaTze, saqonelze, urTierTvaldebulebebze. 

kontraqti SeiZleba iyos erTjeradi an perioduli 
miwodebiT, saqonlis fasis ganaRdebis fuladi sasaqon- 
lo an Sereuli formiT. 

saTauri, kontraqtis dadebis adgili, TariRi da mxare- 
Ta saxelwodeba Seadgens kontraqtis Sesaval nawils. 

kontraqtis rekvizitebia:  
1. saTauri `kontraqti~ da misi nomeri unda mieTi- 

Tos furclis SuaSi. 
2. adgili da TariRi kontraqtis dadebisas unda 

mieTiTos furclis marjvena mxares. 
3. mxareTa dasaxeleba mocemulia Cveulebriv, Semdegi 

formiT: ̀ ... saaqcio sazogadoebam, Tbilisi, Semdeg wode- 
buli gamyidveli da... saaqcio sazogadoebam, moskovi 
Semdeg wodebuli myidveli, dadebis winamdebare kon- 
traqti Semdegze...~. 

terminebis: `gamyidveli~, `myidveli~-s nacvlad xma- 
roben agreTve `mimwodebeli~, `SemkveTi~, `Semsru-
lebeli~. an organizaciis Semoklebul dasaxelebas. Se-
iZleba am sityvebis brWyalebis gareSe xmareba, magram 
aucileblad gamoyofili (muqi an mTavruli) SriftiT. 

xelSekrulebis sagani, esaa saqonlis (momsaxurebis) 
dasaxeleba, maxasiaTeblebi da asortimenti.  

saqonlis raodenoba gamoixateba wonis, sigrZis,  

farTis da moculobis erTeulebSi. 
saqonlis xarisxi SeiZleba Sefasdes sxvadasxva 

gziT: uSualo daTvalierebiT (bazroba, auqcioni), ni- 
muSebis safuZvelze.
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saqonlis fasi da miwodebis Rirebuleba.  saqonlis 
saxeobaze, xarisxze, markaze cal-calke unda iyos 
dadgenili. sagareo vaWrobaSi aq miTiTebulia fasis 
bazisi, valuta, fiqsirebuli fasi, SeniSvnebi. 

miwodebis vada.  kontraqtSi sxvadasxva formiT Sei- 
Zleba Camoyalibdes: miwodebis miTiTebiT (`araugvianes 
meore kvartlisa~) an raime moqmedebis Sesrulebis momen- 
tidan (`wina partiis mowodebidan erTi Tvis Semdeg~). 

SefuTva da datvirTva. SefuTva uzrunvelyofs sa- 
qonlis dacvas dazianebisagan gadazidvis procesSi. 
kargi SefuTva erTdroulad saqonlis reklamacaa. 

gadaxdis pirobebi da wesi. kontraqtSi miTiTebu- 
lia angariSsworebis formebic. komerciul praqtikaSi 
yvelaze gavrcelebulia inkaso dauyovnebeli gadaxdiT. 
sabanko gadaricxva, akreditivi da CekiT angariSswore- 
ba. aqvea miTiTebuli valuta da sabanko rekvizitebi. 

saqonlis Cabareba da miRebis aqtis xelmowera xdeba 
saqonlis xarisxis da raodenobis Semowmebis Semdeg. 

kontraqtis damateba. ZiriTadi kontraqtis garda 
xSirad aformeben danarTs, romelic kontraqtis ganu-
yofeli nawilia. kontraqtis damatebas cvlilebebi 
Seaqvs SeTanxmebis pirobebSi, magaliTad raodenoba, 
fasi, xarisxi. 

danarTze xels awers orive mxare. xelmowera Sei- 
Zleba gaformdes kontraqtTan erTad, garigebis pro- 
cesSi an garigebis dasrulebis Semdeg (magaliTad, saqon- 
lis damatebiTi raodenobis miwodebis Sesaxeb). 

kontraqtis danarTSi miTiTebulia garigebis dama- 
tebiTi dazustebuli pirobebi, magaliTad, moTxovnebi 
SefuTvaze da sxv. 

Reklamacia komerciuli dokumentia, romliTac au- 
wyeben xelSekrulebis, kontraqtis damrRvev mxares. 

 

reklamacia (pretenzia) ewodeba moTxovnas sauravis, 
saupirosa da jarimis gadauxdelobisa da xelSekrulebis 
(kontraqtis) Seusruleblobis Sedegad warmoSobili 
danakrgebis anazRaurebis Sesaxeb, romelic waredgineba 
damnaSave mxares. 

reklamaciebi ibeWdeba werilis saxiT oTx calad, 
romelTaganac ori SemdegSi gamoiyeneba rogorc sasar- 
Celo gancxadebis danarTi. 

 
reklamaciis Semadgeneli nawilebia:   
1. reklamaciis gamgzavni dawesebulebis kuTxis Stampi; 
2. dokumentis nomeri da TariRi (iwereba StampSi); 
3. im organizaciisa da Tanamdebobis piris dasaxele- 

ba da misamarTi, romelsac gamoecxada pretenziebi; 
4. reklamaciis Sinaarsi; 
5. danarTebis CamoTvla; 
6. Tanamdebobis pirTa xelmowera.  

 

 
 

finansuri angariSsworebis formebi  
 

kontraqtis dadebisas masSi gansazRvruli unda iyos 
angariSsworebis formebi. 

komerciul praqtikaSi, yvelaze xSirad gamoiyeneba 
inkaso dauyovneblivi gadaxdiT, akreditivi, sabanko ga- 
daricxva, angariSsworebis saCeko forma.  

inkaso dauyovneblivi gadaxdiT angariSsworebis iseTi 
formaa, rodesac gamyidveli Tavis banks davalebas aZlevs 
myidvelisagan gadasaxdelebis Tanxis miRebaze (saTana- 
do sabuTebis safuZvelze) sasaqonlo sabuTebis garda 
am SemTxvevaSi gamoiyeneba sainkaso davaleba. 

akreditivi angariSsworebis iseTi formaa, rodesac 
banki iRebs valdebulebas myidvelis miTiTebiT gadauxa- 
dos gamyidvels miwodebuli saqonlis Rirebuleba.
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akreditivi ixsneba garkveul Tanxaze, dadgenili vadiT. 
akreditivi SeiZleba iyos mowveviTi (romelic SeiZle- 
ba gauqmndes vadis gasvlamde myidvelis miTiTebiT). 
arsebobs agreTve dadasturebuli, daudasturebeli ga- 
dasagzavni da sxva saxis akreditivebi (mag. sagareo 
vaWrobaSi xSirad gamoiyeneba sasaqonlo akreditivi). 

sabanko gadaricxva. esaa bankis davaleba, werilo- 
biTi an teleqsiT gadacemuli) meore bankisadmi, moax- 
dinos angariSsworeba an misces nebarTva fulis mimRe- 
bisaTvis garkveuli Tanxis gadasaxdelad. sabanko gada- 
ricxva sruldeba myidvelis moTxovniT. 

angariSsworeba saCeko formiT xdeba Cekis gamcemis 
mier Tavisi bankisadmi gankargulebiT: gadauxados garkveu- 
li Tanxa Cekis mflobels naRdi fuliT an gadaricx- 
viT. 

 
Cekis rekvizitebia:   
 
  saxelwodeba (`Ceki~) 

 gankarguleba Tanxis gadaxdaze 

  TariRi 

 gacemis da gadaxdis adgili 

 mflobelis xelmowera. 

Nnawili mesame  
 

 
Ddokumentebis ena, stili da marTlwera  

 
dawesebulebaTa dokumentebis ena qarTuli enis leqsikur 

fondsa da gramatikul wesebze unda iyos damyarebuli. 
saqmiani metyvelebis ZiriTad Taviseburebas warmoadgens 
sizuste, lakonuroba, logikuroba, Tanmimdevroba da dama- 
rwmunebloba. rac ufro farTodaa dokumentSi gamoyenebu- 
li literaturuli enis leqsikuri maragi, miT ufro 
zustad iqneba Sedgenili dokumenti, miT ufro cxadi da 
naTeli iqneba masSi gamoTqmuli azri. winadadebebSi sity- 
vaTa wyoba unda iyos bunebrivi, gramatikulad gamarTuli. 
mizanSeuwonelia iseTi moZvelebuli sityvebisa da gamoTqme- 
bis gamoyeneba, rogoricaa: ̀ amiT gatyobinebT rom...~, ̀ war- 
momdgeni amisa...~, ̀ mieca ese dasturad imisa, rom igi namd- 
vilad swavlobs (muSaobs)...~ da sxv. 

teqstis Sedgenisas yuradRebiT unda movepyroT gra- 
matikul SeTanxmebebs, magaliTad, Tu dokumenti iwyeba 
mesame pirSi, is mesame pirSive unda damTavrdes da ara 
pirvel pirSi. 

dokumentis teqstis Camoyalibebisas, unda veridoT 
azris orgvarad gagebis SesaZleblobas. 

dokumentSi warmodgenili unda iyos yvela aucile- 
beli monacemi, romelic dasmul sakiTxs exeba, raTa 
SemdegSi saWiro ar gaxdes damatebiTi cnobebi da axs- 
na-ganmarteba. 

dokumentSi (rogorc teqstSi, ise cifrobriv monace- 
mebSi) dauSvebelia gadasworeba, Casworeba, gadaSla da a.S.
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dokumentis ama Tu im punqtis dasazusteblad iye- 
neben SeniSvnebsa da sqolioebs. sqolioebi erTnairad 
unda iyos gaformebuli cifrebiT 1). 2). 3). da a.S. an 
varskvlavebiT da a.S. 

sqolioebi ibeWdeba Sesabamisi gverdis bolos, xazis 
qvemoT, sityva ̀ SeniSvna~ an SeniSvnebi iwereba gansxvave- 
buli SriftiT abzacidan da xazi gaesmeba. 

 

 

Ddokumentis stili  
 

   Ddokumentis teqsti unda moicavdes naTlad, dama-
jereblad da mokled gadmocemul utyuar da argumen-
tirebul informacias, romlis Sinaarsic unda ukav-
Sirdebodes mocemul sakiTxze adre gadmocemul 
dokumentebs.  

  dokumentis teqsti fromdeba gamarTuli teqstis, 
anketis, cxrilis an am formebis SeerTebis saxiT.  

  Ddokumentis erTiani gamarTuli teqsti moicavs 
gramatikulad da leqsikurad SeTanxmebul informacias 
mmarTvelobiTi moqmedebebis Sesaxeb da gamoiyeneba 
wesebis, debulebebis, werilebis, gankargulebiTi doku-
mentebis Sedgenis dros. erTiani gamarTuli teqsti 
SeiZleba Sedges trafaretis safuZvelze, romelic 
moicavs mudmiv informacias da Tavisufal adgilebs 
cvalebadi informaciis Sesatanad. anketis 

  anketis forma gamoiyeneba cifrobrivi an sityvieri 
informaciis gadmocemis dros erTi obieqtis Sesaxeb 
garkveuli niSnebis mixedviT. obieqtis niSnebis dasa-
xeleba da maTi daxasiaTeba gadmoicema arsebiTi saxe-
liT saxelobiT brunvaSi; maCveneblebi SesaZlebelia 
gadmoices cifrebiT anketis saxiT. teqstis Sedgena 
gamoiyeneba saorganizacio-gankargulebiT, safinanso, 
sagegmo da sxva dokumentebSi.   

 cxrilis forma gamoiyeneba cifrobrivi an sityvie-
ri informaciis gadmocemisas ramdenime obieqtis 
Sesaxeb rigiTi niSnebis mixedviT. cxriliani teqsti 
gamoiyeneba sagegmo, statistikur, safinanso, sabu-
Raltro, saorganizacio-gankargulebiT da sxva doku-
mentebSi. grafebisa da striqonebis saTaurebi da qvesa-
Taurebi unda gadmoices arsebiTi saxeliT saxelobiT 
brunvaSi, mxolobiT ricxvSi. cxrilis striqonebisa da 
grafebis saTaurebsa da qvesaTaurebSi gamoiyeneba 
mxolod sayovelTaod miRebuli Semoklebebi da pirobi-
Ti aRniSvnebi.  

 cxrilebsa da anketebSi, romlebic gankuTvnilia 
kompiuteruli teqnikiT dasamuSaveblad, obieqtebs, 
niSnebsa da maT maCveneblebs, saWiroebis SemTxvevaSi 
teqnikur-ekonomikuri informaciis klasifikatorebis 
mixedviT miecema kodebi.  

a) gankargulebiT dokumentebSi, romlebic gamoicema 
erTmmarTvelobis principiT (brZaneba, miTiTeba, gankar-
guleba) teqstis Sedgenisas gamoiyeneba mxolobiTi ri-
cxvis pirveli piri (vbrZaneb, moviTxov), xolo 
xelmZRvanelobisadmi mimarTul dokumentebSi 
(gancxadeba, moxsenebiTi baraTi, axsna-ganmartebiTi 
baraTi) mravlobiTi ricxvis pirveli piri (gTavazobT, 
gTxovT).  

   dawesebulebis gankargulebiT dokumentebSi, rom-
lebic gamoicema koleqtiuri principiT (dadgenilebebi, 
gadawyvetilebebi), teqstis Sedgenisas gamoiyeneba mxo-
lobiTi ricxvis mesame piri (adgens, gadawyvita).  

  erToblivi gankargulebiT dokumentebis (brZaneba, 
dadgenileba, gadawyvetileba) teqstis Sedgenisas gamo-
iyeneba mravlobiTi ricxvis pirveli piri (vbrZanebT, 
gadavwyviteT, vTavazobT.  

 oqmebis teqstis Sedgenisas gamoiyeneba mesame piris 
mravlobiTi ricxvi (moismines, azri gamoTqves, gada-
wyvites), gamomsvlelTa Sinaarsi gadmoicema mesame pi-
riT mxolobiT ricxvSi. 
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   dokumentebSi romlebiTac dgindeba uflebebi da 
movaleobebi (debuleba, wesdeba, insruqcia, wesebi da 

sxv.), agreTve romlebSic aRweren, adastureben faq-
tebs, movlenebs, iZlevian dawesebulebebis saqmianobis 

Sefasebas (aqti, daskvna, cnoba, angariSi da sxv.), teqs-

tis gadmocemisas gamoiyeneba mesame piris mxolobiTi  
da mravlobiTi ricxvi (mTavar inJiners ufleba aqvs; 
komisiam daadgina; institutma SeimuSava, komisiis 

SemadgenlobaSi Sedian...).  
  mimoweris teqstis Sedgenisas gamoiyeneba pirveli 

piris mravlobiTi ricxvi (mizanSewonilad migvaCnia, 
gigzavniT daskvnas).  

dokumentis teqsti formdeba gamarTuli teqstis, 
anketis, cxrilis an am formebis SeerTebis saxiT.   

  dokumentis erTiani gamarTuli teqsti moicavs 
gramatikulad da leqsikurad SeTanxmebul informacias 
mmarTvelobiTi moqmedebebis Sesaxeb da gamoiyeneba wese-
bis, debulebebis, werilebis, gankargulebiTi dokumen-
tebis Sedgenis dros. erTiani gamarTuli teqsti 
SeiZleba Sedges trafaretis safuZvelze, romelic 
moicavs mudmiv informacias da Tavisufal adgilebs 
cvalebadi informaciis Sesatanad.  

 anketis forma gamoiyeneba cifrobrivi an sityvieri 
informaciis gadmocemis dros erTi obieqtis Sesaxeb 
garkveuli niSnebis mixedviT. obieqtis niSnebis dasa-
xeleba da maTi daxasiaTeba gadmoicema arsebiTi saxe-
liT saxelobiT brunvaSi; maCveneblebi SesaZlebelia 
gadmoices cifrebiT. anketis saxiT teqstis Sedgena 
gamoiyeneba saorganizacio-gankargulebiT, safinanso-
sagegmo da sxva dokumentebSi.  

 cxrilis forma gamoiyeneba cifrobrivi an sityvi-
eri informaciis gadmocemisas ramdenime obieqtis Sesaxeb 
rigiTi niSnebis mixedviT. cxriliani teqsti gamoiyeneba 

sagegmo, statistikur, safinanso, sabuRaltro, saorga-
nizacio-gankargulebiT da sxva dokumentebSi. cxrilebs 
aqvs teqstis danawevrebis ori done: Sveuli (vertika-
luri) 7 grafebisa da Tarazuli (horizontaluri) 7 
striqonebisaTvis. Tu cxrili ibeWdeba or an met 
gverdze, cxrilebis grafebi inomreba; Semdeg gverdebze 
ibeWdeba mxolod grafebis nomrebi. grafebisa da 
striqonebis saTaurebi da qvesaTaurebi unda gadmoices 
arsebiTi saxeliT saxelobiT brunvaSi, mxolobiT 
ricxvSi. cxrilis striqonebisa da grafebis saTaurebsa 
da qvesaTaurebSi gamoiyeneba mxolod sayovelTaod miRe-
buli Semoklebebi da pirobiTi aRniSvnebi.     

 cxrilebsa da anketebSi, romlebic gankuTvnilia 
kompiuteruli teqnikiT dasamuSaveblad, obieqtebs, 
niSnebsa da maT maCveneblebs saWiroebis SemTxvevaSi 
teqnikur-ekonomikuri informaciis klasifikatorebis 
mixedviT miecema kodebi. gankargulebiT da sxva 
dokumentebSi    

a) gankargulebiT dokumentebSi, romlebic gamoicema 
erTmmarTvelobis principiT (brZaneba, miTiTeba, gankar-
guleba), teqstis Sedgenisas gamoiyeneba mxolobiTi 
ricxvis pirveli piri (vbrZaneb, moviTxov), xolo xel-
mZRvanelobisadmi mimarTul dokumentebSi (gancxadeba, 
moxsenebiTi baraTi, axsna-ganmartebiTi baraTi) mrav-
lobiTi ricxvis pirveli piri (gTavazobT, gTxovT).  

dawesebulebis gankargulebiT dokumentSi, romlebic 
gamoicema kolegiuri principiT (dadgenilebebi, gada-
wyvetilebebi), teqstis Sedgenisas gamoiyeneba mxolo-
biTi ricxvis mesame piri (adgens, gadawyvita).  

 erToblivi gankargulebiT dokumentebis (brZaneba, 
dadgenileba, gadawyvetileba) teqstis Sedgenisas 
gamoiyeneba mravlobiTi ricxvis pirveli piri 
(vbrZanebT, gadavwyviteT, gTavazobT).  
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 oqmebis teqstis Sedgenisas gamoiyeneba mesame piris 
mravlobiTi ricxvi (moismines, azri gamoTqves, 
gadawyvites). gamomsvlelTa Sinaarsi gadmoicema mesame 
piris mxolobiT ricxvSi.   

 dokumentebSi, romlebiTac dgindeba uflebebi da 
movaleobebi (debuleba, wesdeba, instruqcia, wesebi da 
sxv.), agreTve romlebic aRweren, adastureben faqtebs, 
movlenebs, iZlevian dawesebulebebis saqmianobis 
Sefasebas (aqti, daskvna, cnoba, angariSi da sxv.). 
teqstis gadmocemisas gamoiyeneba mesame piris 
mxolobiTi an mravlobiTi ricxvi (mTavar inJiners 
ufleba aqvs; komisiam daadgina; institutma SeimuSava, 

komisiis SemadgenlobaSi Sedian ...)     
 mimoweris teqstis Sedgenisas gamoiyeneba pirveli 

piris mravlobiTi ricxvi (mizanSewonilad migvaCnia, 
gigzavniT daskvnas). 

 
 /amonaweri kanonidan: „saqmiswarmobis erTiani wesebi“/ 

  
 

marTlwerisa da punqtuaciis wesebi 
 
 

marTlweris sakiTxi.  umarTebulo formebis SemoW- 
risa da xmarebis problema yvela literaturul enaSi 
daismis, rarig ganviTarebuli da gavrcelebulic ar unda 
iyos igi. maT Soris iseTi xangrZlivi istoriis mqone 
literaturul enaSi, rogoric qarTulia. mizezi sadavo 
sakiTxebis gaCenisa bevria: CamovTvliT ramdenimes: kuTxuri 
ena da dialeqtebi, sityvaTa gansasxvaveblad paraleluri 
formebis gaCena da piriqiT, erTi da igive mniSvnelobis 
sxvadasxva formis Serwyma da axali formis gaCena da a. S. 
maT Soris gansakuTrebiT aRsaniSnavia sxva enidan sesxeba 

Tu sxva enis zegavlena (rac bunebrivi movlenaa yvela 
enisaTvis), da romelic marTlwerisas gaurkvevlobas iwvevs. 
saqarTvelos yovelTvis hqonda politikuri da isto- 
riul-kulturuli kavSiri aRmosavleTisa da evropis qvey- 
nebTan, Semdgom _ ruseTTan. am kavSiris meSveobiT, zepiri 
Tu Targmnis gziT Semovida bevri sityva da gamoTqma, romelTa 
nawilic rusulis meSveobiT damkvidrda qarTul enaSi. 
amitomac, bunebrivia formaTa is siWrele (am enaTa Tavise- 
burebis gamo), romelic SeimCneva saqmis qaRaldebis (da ara 
mxolod maTi) Sedgenisas. magaliTad, berZnulidan Semosu- 
li g-s Semcveli sityvebi gadmocemulia xan g-Ti, xan R-Ti: 
`giorgi, grigoli~, magram ̀ aRaTi, Rentori, traRedia~ da 
sxva rusulis gziT sityvebis nawili Semovida erTis mxriv 
bolo a-s mokveTiT: not-i, gazeT-i, hilz-i, meore mxriv a-s 
moukvecavad: loJa, afiSa, anketa da sxva. 

gaugebrobisa da Secdomebis Tavidan asacileblad 
dadgenilia ucxouri enebidan Semosul sityvaTa, ukeT, 
asoebisa Tu asoTa kompleqsebis marTebuli gadmotanisa 
da damkvidrebis wesi. gavecnoT zogierT maTgans:  

 
ucxo enidan momdinare sityvebi romlebSic dedaenaze 

h iwereba, qarTulSic h asoTi gadmoicema.  

 
sworia: abstrahireba, alkoholi, behemoTi, haine, 

halstuxi, herci, hidrosadguri, horizonti 

Secdomaa: alkogoli, abstragireba, begemoTi, gaine, 
galstuki, gerci, gidrosadguri, gorizonti 
 

 
zogjer h-s arasworad enacvleba x; magaliTad ho- 

lis nacvlad amboben da weren xoli, muhajiris nacv- 
lad muxajiri, Sahis _ magivrad Saxi da a.S. 
magram Tu fuZe enaSi g iwereba, es sityvebi qarTulSic 
g asoTi gadmoicema:

 

138                                                                                                                                          139



sworia: gambuzia, geometria, globusi, gangsteri, gonkoki, 
garibaldi 

Secdomaa:  hambuzia, hangsteri, herceni da a.S.  

 
t Tu T  

 

 
zogjer umarTebulod unacvleben erTmaneTs t-s da 

T-s. sakiTxi martivad gadawydeba Tu gaviTvaliswinebT 
rogor iwereba es sityva im enaSi, saidanac igi modis, 
Tu sityvaSi dedaenaze T iwereba, qarTulSi T daiwere- 
ba. amgvarad, swori forma iqneba: 

 

aTeizmi, Termodinamika, maTematika, qrestomaTia, biblioTe- 
ka, sinTezuri, simpaTia, kaTeti, esTetika, kaTodi da sxva. 

Secdomaa:  anestezia, antologia, antropologia, ati- 

patia, apatia da a.S. 

magram sxva enidan momdinare im sityvebSi, romlebSic 
dedaenaze t iwereba, qarTulSic t rCeba: 

 

 

abiturienti, metastazi, etiketi, adaptacia, telesko- 
pi, platforma, laboranti, armatura, termini da a.S 

Secdomaa: adaftacia, adefti, armaTura, kaTalogi, Ter- 

mini da a.S.  

q Tu x 
 

 

berZnul-laTinuridan momdinare sityvebi, romlebSic 
dedaenaze x iwereba, qarTulSi q asoTi gadmoicema: 

 
anarqia, inteleqti, meqanizacia, diaqronia, araqisi, po- 

liteqnikuri, meqanika, teqnologia, arqeologi, arqiteq- 
tori, oligarqia, qromi... 

Secdomaa: anarxia, anaxronizmi, arxaizmi, arxi pelagi, 

arxiteqtori, texnika da a.S. 

ai Tu ei 
 

germanuli enidan Semosul sityvebSi, romlebic ei 

difTongs Seicaven, iwereba ara ei aramed ai: 

ainStaini, raini, grosmaisteri, raisfederi, laib-gvard- 
ia, raixstagi, markSaideri, caitnoti, policmaisteri, haine 
da sxva. 

Secdomaa: einSteini, veimari, leib-gvardia, leibnici, 

markSeideri, reixstagi da a.S. 

 
la Tu lia  

 

qarTulSi rusuli enis meSveobiT Semosulia ram- 
denime aTeuli iseTi ucxo sityva, romelTac rusul 

dawerilobaSi KZ  kompleqsi moudiT, rac CvenSi zogjer 
Secdomas badebs. unda gvaxsovdes _ aseTi sityvebi 
qarTulSi la-Ti gadmoicema: 
 

 

akumulatori, asimilacia, egzemplari, ventilacia, ko- 
relati, mani pulacia, okulari, partikularizmi, regu- 
latori, cirkulacia da a.S 

Secdomaa: akumuliatori, artikuliacia, egzempliari, 

izoliatori, kanceliaria, kapituliacia da a.S. 

 
la Tu lia  

 

rusuli enis meSveobiT Semosuli ucxo sityvebi, 

romlebsac rusul dawerilobaSi K>  kompleqsi mou- 
diT, qarTulSi lu-Ti gadmoicema: 
 

 

absoluti, luqsi, absoluturi, preludia, blumingi, 
rezolucia, ilustracia, flugeri, lustra da sxva. 

Secdomaa: absoliuturi, aliumini, bliumingi, paliu- 

ta, iliustracia da a.S.
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gz Tu kz  
 

rusuli enis meSveobiT ucxo enebidan momdinare si- 
tyvebi, romlebSic rusuli kz kompleqsi gvxvdeba, qarTul- 
Si gz kompleqsiT gadmoicema: 

 
egzarqosi, egzogamia, egzekutori, egzoderma, egzotika, 

egzotikuri, egzemplari da sxva. 
Secdomaa:  ekzarxosi, ekzekucia, ekzema, ekzemplari da 

a.S. 

 
kv Tu qv  

 
laTinuridan momdinareP qu  kompleqsis Semcveli 

sityvebi qarTulSi gadmoicema kv kompleqsiT: 
 

 

adekvati, kvartali, akvareli, kvinta, ekvatori, kvoru- 
mi, kvadrati, rekviziti, kvalifikacia, relikvia da sxva. 

Secdomaa: adeqvaturi, antiqvari, eqvivalenti, reli- 

qvia, aqvareli da a.S. 

 
qt Tu kt  

 

 
qt kompleqsis Semcveli ucxo sityvebi qarTulSi 

gadmoicema ara kt kompleqsiT, rogorc es zogjer xdeba, 
aramed qt kompleqsiT:L 

 
abstraqtuli, veqtori, arqiteqtori, induqtori, aqti 

inteleqti, galaqtika, leqtori, direqtori, speqtri da a.S 
Secdomaa:  antrakti, arqitektori, arktika, akti, ak- 

tiori, galaktika da a.S. 

qc Tu kc  
 

 
kc kompleqsis Semcveli ucxo sityvebi qarTulSi 

gadmoicema qc kompleqsiT: 
abstraqcia, leqcia, auqcioni, koleqcia, produqcia, reaq- 

cia, aqcioneri, reduqcia, induqcia, funqcia da sxva 
Secdomaa:  atrakcioni, akcenti, direkcia, dikcia, vakcina, 

infekcia da a.S. 

 
fs Tu ps  

 

 
ps kompleqsis Semcveli ucxo sityvebi qarTulSi 

gadmoicema fs kompleqsiT: 
apokalisfsisi, elifsi, kafsuli, palimfsesti, raf- 

sodia, fsiqiatri, lafsusi, fsevdonimi, epilefsia, Stef- 
seli da a. S. 

Secdomaa: eli psi, epilepsia, kapsuli, psevdoklasi- 
cizmi, psiqika da a.S. 

 
ks Tu qs  

 

 
ks kompleqsis Semcveli ucxo sityvebi qarTulSi 

gadmoicema qs kompleqsiT: 
aneqsia, eqstrati, aqsioma, veqsili, eqsperimenti, inde- 

qsi, eqsponati, leqsika, eqsterni, refleqsi da sxva; 

Secdomaa: aneksia, aksesuari, eksperti, mikstura, oks- 
fordi da a.S. 

 
fc Tu pc  

 

 

pc kompleqsis Semcveli ucxo sityvebi qarTulSi 
gadmoicema fc kompleqsiT:     

 
apercefcia, laifcigi, koncefcia, percefcia, 

korufcia da sxva. 
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zogi rusuli sityvis qarTulad gadmocemisaTvis   

 

rusuli umaxvilo О qarTulad gadmoicema o asoTi: 
bogdanovi, gorbatovi, golovanovi, griboedovi, boris 
godunovi, oblomovi, dostoevski, novoJilovi, tols- 

 toi da sxva. 
Secdomaa: bagdanovi, baris gadunovi, garbatovi, das- 

taevski da a.S. 

rusuli enis meSveobiT sxva enebidan Semosul si- 

tyvebSi, romlebSic rusulSi ё iwereba, qarTulSi io 

unda daiweros garda im SemTxvevisa roca ё mosdevs ж, 

ш da ч-s: 

antrepreniori, diomini, partniori, montiori, aqtio- 
ri, poziori, budioni da sxva. 
Secdomaa: aqtori, grinevi, guvernori, dublori da a.S. 

 

Ж, ш, ч-s Semdeg ё-s adgilas iwereba o: Joltaia 
(mdinaris saxelia), Corni (gvaria), Corni rinoki (adgi- 
lis saxelia) da sxva.  

 
Ировать, -изировать da -изовать  sufiqsiani 

sityvebis marTlwera 

 
-Ировать sufiqsiT nawarmoeb sityvaTa met wils 

qarTulSi gadmohyveba sufiqseuli ир da gvaqvs aseTi 
formebi: 

 
Амнистировать      - aministireba 
Аннексировать       - aneqsireba 
Апробировать        - aprobireba 
Имитировать          - imitireba 

Рецензировать       - recenzireba 
Экспроприировать - eqspropireba da sxv. 
 

-Ировать sufiqsiT nawarmoeb sityvaTa erTi naw- 
ili qarTulSi Cvenive enis morfologiuri saSualebe- 
biT gadmoicema. fuZed aRebulia arsebiTi saxeli - 
sufiqsis gareSe da misgan iwarmoeba nasaxelari zmna, 
xolo am ukanasknelisagan - sawyisi. magaliTad,        

анализировать sityvis fuZea “analizi”, aqedan - zmna 
“aanalizebs” da sawyisi “gaanalizeba”. 

am wesiT aris nawarmoebi  sufiqsiT daboloebuli 
sityvebisagan qarTulSi Semdegi formebi: 
 

Авансировать       - daavanseba (aavansebs) 
Консервировать -  dakonserveba (akonservebs) 
Проектировать   -  daproeqteba (aproeqtebs) 
Формулировать  - daformuleba (aformulebs) da sxv. 
 

-Изировать sufiqsiT nawarmoeb sityvebs qarTulSi 
gadmohyveba sufiqsiseuli из da gvaqvs aseTi formebi: 
 
Детализировать     - detalizeba 
Легализировать     - legalizeba 
Механизировать    - meqanizeba 
Модернизировать  - modernizeba da sxv. 
 

-Изовать sufiqsiT nawarmoeb sityvebs qarTulSi 
gadmohyveba sufiqsiseuli из da gvaqvs aseTi formebi: 
 
Деморализовать    - demoralizeba 
Локализовать         - lokalizeba 
Парализовать        - paralizeba 
 

Стерилизовать       - sterilizeba da sxv.
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sityvis gadatanis wesebi   
 

 
erTi striqonidan 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 axlavs, ar SeiZleba arc wina 
striqonze davtovoT da arc momdevno striqonze gada- 
vitanoT. magaliTad sityva `azia~ ase daimarcvleba a- 
zi-a, magram, gadatanas Tu movindomebT, igi an mTlianad 
unda davtovoT, an mTlianad gadavitanoT. 

3. Tu sityva Ria marcvlebs Seicavs, misi gakveTa yove- 
li Ria marcvlis bolos SeiZleba. mag: sityva `gaakeTa~ 
SeiZleba ase gadavitanoT: ga-akeTa, gaa-keTa, gaake-Ta. 

4. sityvis damarcvlisa da gadatanisas ar SeiZleba 
gavTiSoT TanxmovanTa jgufebi: Tx, cx, Cx, bR, dR, zR, ZR, 
jR, py, ty, wy, magaliTad, swori iqneba, Tu gadavitanT ase: 
saki-Txi an sa-kiTxi (da ara sakiT-xi). 

5. Tu sityvaSi Tavs iyris ori an meti Tanxmovani, 
pirveli miekuTvneba wina marcvals, meore (an danarCene- 
bi) _ momdevnos, an piriqiT, oRond ise rom wina muxlSi 
dasaxelebuli jgufebi ar gaiTiSos. mag. dar-bazi (an 
darba-zi). 

6. wina muxlSi (me-5) aRniSnul SemTxvevaSi ar Sei- 
Zleba sityvis Ziriseuli Tanxmovani gamovyoT da mi- 
vakuTvnoT zmniswins an Tandebuls. magaliTad, unda ga- 
davitanoT ase: miyvana (an miyva-na) da ara miy-vana. 

7. aseve ar SeiZleba Ziriseuli Tanxmovani prefiqsTan 
davtovoT da sityvis danarCeni nawili gadavitanoT. 
marTebulia: si-mRera an simRe-ra da ara sim-Rera. 

8. kompozitebis an maTgan nawarmoebi sityvebis gada- 

tanisas ar SeiZleba Semadgeneli fuZiseuli bgerebi 

 

erT marcvalSi movaqcioT da ise gadavitanoT. sworad 
gadatanili iqneba: 

mamuli-Svili an mamu-liSvili da ara mamuliS-vili. 
 

 
 

punqtuacia  

 
punqtuacia aris sasven niSanTa gamoyenebisa da das- 

mis wesebis erToblioba xelnawersa Tu nabeWd te- 
qstebSi. igi momdinareobs germanuli sityvidan Punk- 
tuation, romelsac safuZvlad udevs laTinuri punktum 
(wertili). 

sasveni niSnebi migviTiTeben, Tu rogor nawevrdeba 
teqsti winadadebad, winadadebebi _ Semadgenel nawile- 
bad, romelTa sasveni niSnebiT gamoyofasac mniSvneloba 
aqvs, rogorc azris naTlad gadmocemisaTvis, ise dawer- 
ilis sworad gagebisaTvis. sasven niSnebs damatebiTi 
funqciac aqvT. isini miuTiTeben winadadebebis saxeebze 
Sinaarsis mixedviT. zogi niSani winadadebis erT naw- 
ils gamohyofs meorisgan da Tanac aRniSnavs maT logikur 
mimarTebas da a.S. 

punqtuacias mWidro kavSiri aqvs gramatikasTan, ker- 
Zod sintaqsTan. punqtuaciis safuZveli logikur-sin- 
taqsuria. punqtuaciis Seqmnelad iTvleba aleqsandri- 
eli filologi aristofane bizantioneli (Zv. w. 257- 
180). 

qarTul mwerlobaSi sasveni niSnebi uxmariaT ukve 
VI saukuneSi (`saxareba~). 

X s. meore naxevarSi ki efrem mcirem Seqmna punqtu- 
aciis sakuTari sistema, romelsac safuZvlad daudo 
wertili. 

XVIII s-is meore naxevarSi sasven niSanTa xmarebis 
wesebi SeimuSava mecnierma da saeklesio moRvawem an-
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ton I. mZime ixmareboda sasven niSnad winadadebis Sig- 
niT, wertili _ winadadebis bolos. anton pirvelma 
ixmara kiTxvis niSanic. 

dRes qarTul enaSi miRebuli punqtuaciuri wesebi, 
saerTo-evropulia da igi CvenSi XIX saukuneSi damkvidrda. 

 
sasven niSanTa xmarebis ZiriTadi wesebi.  sasveni 

niSnebi saSualebaa, rom naTqvami ufro naTlad gad- 
moices werilobiT; isini exmarebian damwers, rom man 
cxadad da zustad gadmosces is, ris Tqmac mas surs, 
xolo mkiTxvels _ dawerili waikiTxos da gaigos ise, 
rogorc es damwers esmis. sasven niSanTa anu punqtu- 
aciis gamoyenebis ZiriTadi daniSnuleba swored esaa. 
amitomaa, rom punqtuaciis wesebis codna da sasveni 
niSnebis sworad gamoiyeneba ama Tu im adamianis wigniere- 
bis maCvenebelia.  

 
1. wertilis dasmis:  

a) rogorc sruli, ise usruli TxrobiTi winadade- 
bis bolos; magaliTad: movida Suaguli Semodgomisa. 

b). brZanebiTi winadadebis bolos, roca es winadade- 
ba ar aris gadmosacemi grZnobiT: roca gaxval kari 
gaixure. 

g) magram, Tu, xolo, oRond... kavSirebis win, Tu isini 
damoukidebel winadadebas iwyeben (da wina winadadeba 
TxrobiTia): amisaTvis arc momzadeba gvaqvs da arc 
saWiro wyaro. xolo fiqrad mogvdis oriode azri. 

d) sityvis Sekvecis niSnad: a.w. _ ama wlis, e.i. _ ese 
igi. 

e) numeraciisaTvis gamoyenebuli cifrebis an asoe- 
bis bolos, roca ar axlavs frCxili. 
SeniSvna: wertili ar aris saWiro leqsis, moTxrobis 

werilisa da sxvaTa saTaurebis bolos (Tu es saTaure-
bi winadadebaSi aris gamoyenebuli, mas daerTvis is niSa- 

ni, romelsac moiTxovs igi, rogorc winadadebis wevri). 

 
2. kiTxvis niSani daismis:  

a) kiTxviTi winadadebis bolos: CemTan mosvla ram 
gagabedina? 

b) eWvis gamosaxatavad an gaugebari adgilis misa- 
TiTeblad (Caismis frCxilebSi): `blomi (?) nawili 
Tavad-aznaurebisa (??) amJamad naswavlTa dass ekuTv- 
nis~ (ilia). 

 
3. Zaxilis niSani ixmareba:   

a) Zaxilis winadadebis bolos: ax, ra bednieri viqne- 
bi! 

b) agreTve winadadebisagan gamoyofil mimarTvasTan: 

luarsabi dagviRonda, mkiTxvelo! 

g). winadadebasTan gramatikulad daukavSirebel zog 
sityvasTanac, rogoricaa, magaliTad: Sorisdebuli, mima- 
rTva da migebiTi nawilaki, roca es sityvebi gamoyeneb- 
ulia Zlieri grZnobis gamosaxatavad: va! meti raRa 
ginda! ara! ayvavdes imedi! 

d) frCxilebSi Casmuli Zaxilis niSani ixmareba av- 
toris damokidebulebis (dacinvis, gakvirvebis, aRSfoTe- 
bis) gamosaxatavad. avtori miseburi xelgaSliT gvarw- 
munebs, rom asureTi arc politikurad, arc geografiu- 
lad ar exeboda saqarTvelosao (!) ilia). 

 
4. kiTxvisa da Zaxilis niSani daismis:  

a) kiTxviT-Zaxilis winadadebis bolos: (`kacia-ada- 
miani?!~) 

b). kiTxvisa da Zaxilis niSnebi daismis wyvetilad 
warmoTqmuli iseTi arasruli winadadebebis gamosay- 
ofadac, romelnic gamoxataven rogorc kiTxvas, ise 
gakvirvebas: rao?! rao?! bunebis kanonio?! saqarTveloo?! 
waqezebulio?! (akaki)
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5. mravalwertili daismis:  

a) winadadebaSi azris daumTavreblobis aRsanisSna- 
vad: 

me aq pirvelad var da... saubris gabma davapire, magram 
ar damcalda (s. kldiaS.). 

b) winadadebebSi wyvetilad saTqmeli an daumTavre- 
beli sityvis bolos: dedi! xedav... am angelozs!.. (ilia) 
g) winadadebaSi gangeb gamotovebuli sityvis adgil- 
as: 

ar geyureba Se... Svilo daiWyivla mosema (ilia). 

 
6. mZime ZiriTadad or funqcias asrulebs:  

a). erTmaneTisgan mijnavs Serwymulis erTgvar wevrebs 
(Tu naxmari ar aris ̀ da~ da ̀ Tu~ kavSirebi): qali, kaci, 
gogo, biWi ezideba zamTris sarCos (r. erisT.). 

agreTve, rTuli Tanwyobili winadadebis nawilebs 
(Tu maT Soris gamoyenebuli ar aris `da~ kavSiri): 
tyem moisxa foToli, ager mercxali Wyivis, baRSi vazi 
oboli metis lxeniTa stiris (ilia). 

rTul qvewyobilSi ki erTgvarad damokidebul wi- 
nadadebebs (Tu isini `da~ kavSiriT ar arian SeerTe- 
bulni); vici, rasac amboben, rasac SemomCivian. 

b) gamoyofs winadadebebSi Semaval gankerZoebul si- 
tyvebs: derefnis win, erTi ociod nabijze, uSvelebeli 
kakali dgas. 

agreTve winadadebasTan gramatikulad daukavSirebel 
sityva-gamoTqmebs: gmiri fSavlis azriT, swored aseTi 
unda iyos (vaJa). 

 
7. wertil-mZime gamoiyeneba:  

erTgvar sintaqsur odenobaTa (winadadebis wevrebi, 
winadadebebi) gasamijnavad (Tu maT Soris ukve aris 
gamoyenebuli mZime): mze dasavleTisken gadaiwura; saRamo 
axlovdeboda; monadireni Sin wasasvlelad gaemzadnen; 
qalebi urmebSi Calagdnen; vaJebi cxenebze amxedrdnen. 

8. orwertili daismis:  

a) Serwymul winadadebaSi erTgvar wevrTa CamoTv- 
lis win: aq, am patara axmetaSi, yvelaferi malamod ecxe- 
ba Cems grZnoba-gonebas: miwa, wyali, mTa, klde, tye da 
veli... (akaki). 

b). rTul winadadebaSi, Tu misi meore nawili war- 
moadgens pirvelis ganmartebas: eseni kmayofilni iyvnen: 
vali amaT ar emarTaT da vaxSi (ilia). 

g). avtoris sityvebis Semdeg, romelsac mosdevs ci- 
tati: 

akaki wereTeli gvaswavlis: ̀ kaci maSin grZnobs mxo- 
lod sicocxles, roca isurvebs rac enatreba~. 

 
9. tire daismis:  

a) winadadebis romelime gamotovebuli wevris adgi- 
las: rac ginaxavs _ sizmaria, daiviwye isev male (akaki). 
b) tire daismis or an met sityvas an ricxvs Soris, 
roca am sityvebiT an ricxvebiT aRiniSneba manZili, dro 
an raodenoba da igulisxmeba gageba: idan-mdis: gaxsnil- 
ia sahaero trasa baTumi-Tbilisi; axalqalaqis axlos 
mdebareobs qarTuli materialuri kulturis mravali 
Zegli, romelTagan zogi III-I aTaswleuls ekuTvnis Cv. 
welTaRricxvamde. 

g). CvenebiTi nacvalsaxelebis (es, eg, eseni, aseTi...) an ai 
nawilakis win, roca es sityvebi gamoyenebulia winamavali 
erTi an ramdenime wevris dasakavSireblad momdevno Semas- 
menelTan: WurWlis recxva, qvabebis xexva, wylis zidva da 
oTaxebis wmenda _ ai, ra Seadgenda mis movaleobas (g. quC).  

d) ganmazogadebeli sityvebis win, Tu ganmazogadebe-
li sityva mosdevs CamoTvlas, an piriqiT, mas mosdevs 
CamoTvla: kaci, qali, didi, patara, eri, mRvdeli _ 
misTvis sul yvela erTi iyo... waiRebdnen xelsawyo 
rkineulobas _ culs, najaxs... (g. wereT). 
e) tireTi (da abzaciT) iwyeba dialogi (pirTa Soris sa-

 

150                                                                                                                                          151



ubris) monawileTa yoveli naTqvami: 
_ gamarjveba, giorgi! 
_ gagimarjos, arsen! 
_ geZebT da kidev Semxvdi (mix. javaxiS). 
v) avtoris sityvebis gamosayofad pirdapiri naTq- 

vamisagan~ ̀ ax, netavi Sen!~ _ waiduduna (ilia). 
 
10. frCxilebSi Caismis:  

a) sityvebi, romlebic winadadebaSi   CarTulia 
gamoTqmuli azris dasazusteblad, gansamartavad an Sesav- 
sebad: aRmoCnda, rom mamaCema dagvitova zemoxsenebuli 
qoxi... erTi daglejili fardagi da erTi patara xal- 
iCa (dediCemis mziTvi)... (l. ard). 

b) danarTi frCxilebSi: babuaCemi (dedis mama) Tavisi 
SesaxedaobiT qvemo imereli aznauris ti piuri warmo- 
madgeneli iyo (d. kld.). 

g) citirebuli avtoris saxeli, gvari an fsevdonimi 
da wyarod miTiTebuli nawarmoebis saxelwodeba: Tu 
kacsa codna ara aqvs, gastanjavs wuTisofeli (d. gur). 
d) stenografiul angariSebSi frCxilebSi Caismis 
frazebi, romlebic miuTiTeben msmenelTa damokidebule- 
baze momxseneblis an mokamaTis mier gamoTqmuli ama Tu 
im azrisadmi; magaliTad: (taSi); (sicili). 

 
11. brWyalebSi Caismis:   

a) citatebi: SoTa rusTavelma Tqva: ̀ sjobs sicocx- 
lesa nazraxsa, sikvdili saxelovani~. 

b) sityvebi, romlebic gamoyenebuli arian raime sag- 
nis, organizaciis, dawesebulebis, gazeTebis, Jurnalebis 
da sxvaTa saxelwodebebad: didxans gagrZelda sastum- 
ro `odiSSi~ tanisamosis gamocvla (k. gams). 

g) ironiulad gamoyenebuli sityvebi Tu gamoTqmebi: 

`platonis tvini wisqvilis borbaliviT mousvenrad 
brunavda, rom raime xerxi moegona, ̀ Zmurad~ ar gahyofo- 
da misi `simdidre~... (d. kld). 

d) moZvelebuli da araCveulebrivi sityva-gamoTqme- 
bi: `iamSCikma~ Tvalebi aaxila da me bRvera damiwyo 
(ilia). 

e) literaturuli nawarmoebebis, kinofilmebis, speqtak- 
lebis saxelwodebani: Teatrma myurebels uCvena Seqspiris 
`otelo~. 

v) brWyalebSi mTlianad Caismis dawesebulebis, or- 
ganizaciisa Tu firmis saxelwodeba. ase, magaliTad, unda 
vweroT gazeTma ̀ iveriam~ da ara ̀ iveria~-m; firma ̀ sig- 
mam~ da ara `sigma~-m. 

SeniSvna: brWyalebSi ar Caismis saxelwodebebi, romel-
Ta SemadgenlobaSi Sedis sityva `saxelwodebis~, maga-
liTad: rusTavelis saxelobis saxelmwifo Teatri. 

agreTve saxelwodebani, romelTac ar viyenebT piro- 
biTi mniSvnelobiT: agaraki borjomi Zalian momwons.  
 

Aabreviaturebisa da Semoklebuli 
sityvaTa marTlwera   

 
qarTul enaSi, ise rogorc sxva enebSi, gavrcelebu- 

lia sityvaTa Semoklebani, Tumca, waramara da nebismi- 
erad maTi Semoklebani dauSvebelia. magaliTad: a/k (am- 
ierkavkasia), momxs. (momxsenebeli), sax. (saxelobis, sax- 
elmwifo, saxalxo), soc. (socialuri, socialisturi), 
un-ti (universiteti), xe-li (xelmZRvaneli) da sxva. 
amgvarad Semoklebuli sityvebi SeiZleba yvelasaTvis 
gasagebi ar iyos an orazrovnebas badebdes, amitom um- 
jobesia isini sruli saxiT vweroT. 

magram qarTulSi mainc aris rigi sityvebi, romelTa 
SemoklebiT wera garkveul SemTxvevebSi sayovelTaod 
miRebulia, maT Soris saqmis qaRaldebSi. 

SemoklebiT SeiZleba daiweros: 

a) wodebis aRmniSvneli sityvebi Tu isini sazRvru- 
lis win dganan:
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akad. _ akademikosi 
prof. _ profesori 
b) wona-zomis, safas-sazomisa da drois erTeulebi: 

g. _ grami             kv. m. _ kvadratuli metri 
dcm. _ decimetri       l. _ lari 
mm. _ milimetri        T. _ TeTri 
sm. _ santimetri       w. _ weli 
t. _ tona             w.w. _ wlebi 
c. _ centneri          ha _ heqtari 
km. _ kilometri 
mg. _ miligrami 
dl. _ dekalitri 
g) misaTiTeblad gamoyenebuli zogi sityva sqoli- 

oSic da teqstSic: 
gv. _ gverdi                naw. _ nawili 
Txz. _ Txzulebani          t. _ tomi 
ix. _ ixile                Sdr. _ Seadare 
d) msazRvrelad gamoyenebuli sityvebi: 
q. Tbilisi (qalaqi Tbilisi) 
sof. Sxefi (sofeli Sxefi) 
gaz. ̀ kviris palitra~ (gazeTi ̀ kviris palitra~) da a.S. 
e) ori Semoklebuli fuZis SeerTebis Sedegad miRe- 

buli sityvebi: 
zahesi _ zemo avWalis hidroeleqtrosadguri 
genStabi - generaluri Stabi 
dramseqcia _ dramatuli seqcia 
elsadguri _ eleqtrosadguri 
mmaC-i _ moqalaqeobrivi mdgomareobis aqtebis Cawera 
pedinstituti _ pedagogiuri instituti 
pedpersonali _ pedagogiuri personali 
saxbanki _ saxelmwifo banki 
specmomzadeba _ specialuri momzadeba 
finagenti _ safinanso agenti 
xramhesi _ xramis hidroeleqtrosadguri ... 

Cveulebriv, es sityvebi zepir metyvelebaSic Semok- 
lebuli saxiT ixmareba. 

 
saqmis qaRaldis Sedgenisas da saerTod, weriT 

metyvelebaSi miRebuli (ekonomiis mizniT) sityvebis 
Semoklebulad weris nimuSebi: 

 
  iwereba        ikiTxeba  

 
a.w.                      ama wlis 
m.w.                   mimdinare wlis 
mcx.                     mcxovrebi 

a.S.                     ase Semdeg da 
a.S.                  da ase Semdeg 

da sxv.               da sxva (da sxvebi) 
gv.                       gverdi 
e.i                       ese igi 
e.w.                  egreT wodebuli 
ix.                       ixileT 
mag.                     magaliTad 
n.                        naxeT 
nax.                   naxazi (naxati) 
s.                       saukune 
ss.                     saukuneebi 
w.                  weli (wels, wlis) 
w.w.               wlebi (wlebSi, wlebis) 
t.                        tomi 

 
dauSvebelia teqstSi sityvebis Semdegnairi Semokleba: 

q-na _ qarxana 
f-ka _ fabrika 
Tav_re _ Tavmjdomare da sxv. 
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saqmian mimoweraSi gavrcelebuli  

tipuri Secdomebi   

 
 

sworia                  arasworia  
 

 
direqtoris moadgile         direqtori 
(xelmowera)                 (moadgilis xelmowera) 
# 1,2,3                      ## 1,2,3 
§  10 da 15                  §§  10 da 15 
351 750                     351. 750 
#1950                      #1 950 
VI kvartali                 me-VI kvartali 
XIX saukune                 XIX-e saukune 
2006-2007 ww. gegma          2006-2007 ww. gegma 
1998 wlis 10 ivliss         a.w. 10 ivliss 
2006-2007 saswavlo weli    2006-2007 saswavlo weli 
100 wlisTavi                100 _ wlisTavi 
20 toniani                  20 _ toniani 
4 kg                        oTxi kg. 
10 l.                       aTi l.  

cxrilis nomeri              cxrilis #  

ti pobrivi, ti puroba          ti piuri, ti piuroba 
fotopiri                    fotoasli 
gegmuri                      gegmiuri 
250,5                        25,50 
zomiT 20X25mm               zomiT 20mmX25mm 
50%                        ormocdaaTi % 
dedanTan sworia              dedanTan sworea 

nawili meoTxe  
 

 
orgteqnika da sakomunikacio 

saSualebani    

 

Tanamedrove dawesebuleba _ saxelmwifo Tu kerZo, 
mxolod ofisi da maRalkvalificiuri specialisti 
rodia. dRevandeloba biznesisa da misi marTvisadmi 
sruliad axlebur midgomas iTxovs. komerciuli da 
operaciuli kavSiris aucileblobam, dasamuSavebeli 
informaciis siWarbem moiTxova dawesebulebaTa Tu 
biznesiT dakavebul kerZo pirTa Tanamedrove orgteqni- 
kiT aRWurva. 

orgteqnika ewodeba specialur teqnikur saSuale- 

baTa kompleqss, romlis saSualebiTac wydeba kerZo 
firmaTa Tu saxelmwifo dawesebulebaTa sammarTvelo 
saqmianobisa da saqmiswarmoebis avtomatizaciis sak- 
iTxebi. am saqmes emsaxureba: kompiuterebi, sxvadasxva 
saxis gamoTvliTi da gasamravlebeli teqnika, peijeri, 
mobiluri telefoni da bevri sxva, romlebic uzrunve- 
lyofen saqmianobis siswrafesa da sizustes. 

sakomunikacio saSualebani.   informacia dawesebu- 

lebaTa Tu calkeul biznesmenTa efeqturi muSaobis Zi-
riTadi resursi gaxda, amitom informaciis droul 
miReba-gadacemas sul ufro mniSvnelovani roli eniWeba 
komerciul saqmianobaSi. 

korespondencia, saerTod, saqmiani urierTobis amsaxve- 
li masala, organizaciebsa Tu calkeul firma-kompaniebs 
Soris tradiciul safosto kavSiris garda, SeiZleba ga- 
daices telegrafiT, teleqsiT, faqsiT, eleqtronuli fos-
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tiT da sxva teqnikuri saSualebebiT. mokled maT Sesaxeb. 

telegrafi  _ satelefono kavSiris sayovelTaod 
miRebuli Semoklebuli saxelwodebaa. 

satelegrafo kavSiri _ aso-cifruli Setyobinebis 
(telegramis) eleqtronuli an radiosignalebiT raime 
manZilze gadacemaa. 

satelegrafo kavSiri dokumenturia. Setyobinebas 
adresati Rebulobs swrafad da dabeWdili teqstis 
saxiT, rasac gansakuTrebiT didi mniSvneloba eniWeba 
marTvis sferoSi, saqmian da komerciul kavSirgabmulobaSi. 

satelegrafo kavSiri eleqtrokavSirgabmulobis uZ- 
velesi saxeobaa. 

1832 wels pavle Silingma pirvelad ganaxorciela 
satelegrafo signalebis gadacema. 1837w. amerikelma 
mxatvarma samuel morzem gamoigona eleqtromeqanikuri 
telegrafis aparati. momdevno wels ki manve daamuSava 
satelegrafo kodi, romelic cnobilia morzes kodis 
saxeliT. mis mier gaumjobesebuli telegrafis aparatebi 
daidga amerikis komerciul satelefono xazze (vaSing- 
ton-baltimori) 1844w. 

satelegrafo kavSiris Semdgom ganviTarebaSi didi 
wvlili Seitanes r. iakobim, J. bordom, g. daSkeviCma da 
sxvebma. 

Setyobineba depeSiT (teletaiprogramiT) Cable 
_ zogjer organizaciis mier kavSirgabmulobis ganyo- 
filebidan telegramis gagzavnisas standartuli blankebis 
nacvlad gamoiyeneba sabeWd manqanaze (kompiuterze) ori 
intervaliT, or egzempliarad Sedgenili teqsti (saqarTve- 
los farglebSi _ qarTul enaze), safosto indeqsis 
gamoyenebis gareSe. gaugebrobis Tavidan asacileblad 
sasurvelia teqstSi wertilis dasmis nacvlad daiw- 
eros wrt., mZimis nacvlad _ mZ., nomris _ nr. da sxv. 
teqsti cifrebiT ar unda mTavrdebodes. 

telegramis qveS iwereba organizaciis misamarTi, xe- 
lmZRvanelis xelmowera, damowmebuli beWdiT. 

safosto misamarTis garda organizacias SeiZleba 
hqondes satelegrafo misamarTi, magaliTad: Tbilisi 
98-elva. 

teleqsi  _  saabonento telegrafis saerTaSoriso 
specializirebuli (gamoyofili) qselia. is moqmedebs 
100-ze met qveyanaSi. saerTaSoriso kavSirgabmulobaSi 
gamoiyeneba laTinuri anbani, sasveni niSnebiTY(teqsts 
gagzavna laTinuri SriftiT Sedgenili qarTuli si- 
tyvebiTac SeiZleba). 

teleqsiT Setyobineba saqmiani werilis analogiurad 
iwereba: misamarTi _ saTauri _ teqsti _ daskvniTi 
fraza _ gamgzavnis misamarTi. 

faqsi  telefonis da teleqsis sinTezia. is SeiZle- 
ba ganvixiloT, rogorc aslis gadaRebis sistema, romelic 
adresats aZlevs dokumentis asls. faqsimile (faximile 
_ laT. gaakeTe msgavsi) swored aqedanaa termini ̀ faq- 
si~. faqsimiluri dokumentebi sul ufro did rols 
asruleben saqmian mimoweraSi, mas iyeneben kontraqtebis, 
komerciuli winadadebebis, sareklamo Tu sxva masalis 
gadasagzavnad. faqsis teqnikuri SesaZleblobebi ar 
iZleva dokumentis originalis gadagzavnis saSualebas, 
amitom, gaugebrobis Tavidan asacileblad sjobs faqsTan 
erTad, fostiT gaigzavnos (saWiroebis SemTxvevaSi) 
originali. 

Setyobinebis gadacema xdeba satelefono xazebiT, 
amitom faqsis nomeri, faqtobrivad, abonentis nomers 
emTxveva. 

qalaqis farglebSi faqsis gadacema xdeba qveynis da 
qalaqis kodis gareSe. faqsis Semadgeneli nawilebia: 
telefoni, skaneri (wamkiTxveli mowyobiloba), printe- 
ri (sabeWdi mowyobiloba), modemi (satelefono xazi-
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saTvis) dokumenti gardaiqmneba cifrul formaSi da 
gadaecema mimReb aparats, sadac xdeba dokumentis dub- 
likatis _ faqsimiles qaRaldze formireba. printeri 
Setyobinebas beWdavs, rogorc wesi TermomgrZnobiare, 
aseve Cveulebriv, A4 formatis qaRaldzec. 

faqsiT werilebis gagzavnisaTvis organizacia stam- 
buri wesiT amzadebs faqsis blanks emblemiTa da Tavi- 
si rekvizitebiT. 

dasavleTis qveynebis praqtikaSi, faqsiT eleqtronu- 
li xelmowera (faqsimile) kontraqtebisa da mniSvnelo- 
vani sabuTebis gagzavnisas savsebiT sakmarisia. 

faqsi programirebadi xelsawyoa, romlis gamoyene- 
bac mraval reJimSi SeiZleba. erT-erTi reJimi iZleva 
aslebis gadacemis saSualebas. praqtikaSia agreTve 
eleqtronuli fostidan faqs-modemis saSualebiT gag- 
zavnili Setyobinebis faqsiT miReba. 

faqsis gagzavna saqarTvelodan sxva qveynebSi marti- 
vad xdeba (saTanado telefonis kodebis gamoyenebiT). 

eleqtronuli fosta _ E - mail gaxda internetis 
arsebobis mizezi. igi muSaobs ise, rogorc tradiciu- 
li fosta, im gansxvavebiT, rom eleqtronulad gadacema 
ufro swrafad xdeba. E - mail-is saSualebiT gadaicema 
ara marto teqnikuri informacia, aramed suraTebi, nax- 
atebi, audio da videomasalebic. 

E - mail _ saqmiani urTierTobebis erT-erTi yvelaze 
gavrcelebuli saSualebaa. is ofisis, sxvadasxva dawese- 
bulebaTa avtomatizaciis mniSvnelovani komponentia, 
uqaRaldo meTodiT informaciis miReba-gadacemis da 
damuSavebis qseluri sistemaa, sadac dokumentis formire- 
ba da Senaxva kompiuteris mexsierebaSi xorcieldeba, 
xolo qaRaldi ki gamoiyeneba rogorc kompiuteris 
mexsierebidan miRebuli dokumentis asli. 

telefoniT Setyobinebis mniSvnelovani nawili sxva- 

dasxva mizeziT ver gadaecema (abonenti adgilze araa, 
dazianebaa da sxv.) eleqtronuli fostiT ki, dialogSi 
kompiuterebia CarTuli, romelTa mexsierebac wakiTxu- 
li Setyobinebis da waukiTxavi gzavnilebis Senaxvis 
saSualebas iZleva. gamgzavni programa _ redaqtoris 
saSualebiT ayalibebs Setyobinebas adresatebis siiT. 
gagzavnis Semdeg is miRebuli dokumentebis `safosto 
yuTSi~ inaxeba, saidanac mimRebi Sesabamisi programiT 
(`moTxovnamde~ reJimiT) amoiRebs, daamuSavebs, gaagzav- 
nis arqivSi da sxv. kompiuterSi (serverSi) `safosto 
yuTs~ miniWebuli aqvs saxeli (misamarTi). 

informaciis gadacema xdeba satelefono qseliT, 
monacemTa gadacemis diskretuli arxebiT, Tanamgzavru- 
li (satelituri) arxebiT (erTdroulad erT an ram- 
denime adresats). 

aRsaniSnavia _ dokumentebis el-fostiT gagzavna gac- 
ilebiT iafia, vidre faqsiT, magram mis naklad iTvleba 
is, rom gadacemuli informacia naklebad aris daculi, 
da kidev erTi, _ misamarTi el-fostiT gagzavnili wer- 
ilis aucilebeli elementia. 

kavSirgabmulobis tradiciuli Tu sxva, Tanamedrove 
orgteqnikasTan erTad, arsebobs personaluri (piradi) 
saSualebani, romlebic awesrigeben, saTanado atmosfer- 
osa da imijs qmnian, aadvileben da efeqturs xdian 
saqmian adamianTa muSaobas. maT gareSe dRevandeli sax- 
elmwifo moxele Tu kerZo mewarme warmoudgenelia. 

personaluri orgteqnikidan saqmiani adamianebisaTvis 
yvelaze aucilebelia eleqtronuli TanaSemwe 7 nouT-

buki, (Notebook), esaa msubuqi, portatuli kompiuteri, 
romlis sxvadasxva modeli arsebobs. 

naklebi teqnikuri SesaZleblobebi aqvs da Sesabam- 
isad iaficaa jibis (Palmtop) eleqtronuli biznes- 
bloknotebi (eleqtronuli mdivnebi). biznes-blokno-
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ti inaxavs dRis gegmas, fasebs, dokumentis nomrebs, aqvs 
maRviZara, taimeri, konfidencialuri Caweris (paroliT) 
reJimi. 

calke jgufs qmnian sxvadasxva modelis eleqtronu- 
li Tarjimnebi (8-10 enaze TargmniT), jibis da magidis 
kalkulatorebi da a.S. 

saqmiani adamianis Tavisuflebis xarisxis gazrdas 
emsaxureba personaluri radiogamoZaxebis sistema 
peijeri. 

peijeri -   (Page  _ gamoZaxeba) _ esaa alfabeturi  
cifruli faqsi jibeSi, informaciis calmxrivi gadace- 
miT. telefoniT peijingur terminalTan darekvis Sem- 
deg ramdenime wuTSi peijeris ekranze gamoCndeba saWiro 
informacia. 

mobiluri telefoni. ukanasknel wlebSi saqmiani      

adamianebis aucilebeli atributi, metad saWiro ele- 
menti, gaxda mobiluri telefoni fiWuri qselebiT, 
romelic sul ufro da ufro xSirad cvlis Cveu- 
lebriv telefons. igi wamatebiT gamoiyeneba ara marto 
respublikis SigniT kavSirisaTvis. saerTo evropuli 

GSM _ 900 cifruli standartiT, mobiluri telefo- 

nis aparatiT pirovnebas SeuZlia sxvadasxva qveynebidan 
pirdapiri daSifruli kavSiri iqonios (igive nomriT) 
Tavis qveyanasTan (e.w. avtomaturi riumingi). amisaTvis 
gamoiyeneba sabaziso sadgurebi (gamaZliereblebi), rom- 
lebic seqtorebad dayofili teritoriis (fiWebis) 
kuTxeebSia ganlagebuli. 

Tanamedrove, civilizebuli samyaro warmoudgenelia 
globaluri kompiuteruli qselis _ internetis gareSe. 

interneti (Internet). erTmaneTTan SeerTebul ram-

denime kompiuters, romlebic erTad iyeneben resursebs 
da cvlian informacias, qseli ewodeba. maT lokaluri 

qselebis saxeliT icnoben (Lokal area network 

(SemoklebiT LAN). aseTi qselebi geografiulad ganla-
gebulia erT adgilze (SeiZleba erT oTaxSi, 
dawesebulebaSi, ramdenime korpusSi da a.S). Tu loka-
luri qselebi gaerTiandeba, maSin isini did terito-

riaze gaiSleba. aseT qselebs globaluri (Wide Area 

network) qseli ewodeba. 

interneti swored aseTi globaluri da lokaluri 
qselebis gaerTianebas warmoadgens msoflio masSta- 
biT. anu interneti msoflio Ria sakomunikacio in- 
frastruqturaa, romelic urTierTdakavSirebuli ko- 
mpiuteruli qselebisagan Sedgeba da daSorebuli in- 
formaciis mopovebasa da kompiuterebs Soris infor- 
maciis gacvlas uzrunvelyofs. 

internetis Seqmna daiwyo 1969 wels aSS-Si (pentago- 
nis perspeqtul gamokvlevaTa saagentoSi). Tavidan oTxi 
kompiuteri gaerTianda... Semdeg TandaTan izrdeboda maTi 
raodenoba da programuli uzrunvelyofis nairsaxeoba. 
axali era internetSi 1991 wlidan daiwyo, rodesac 

internetis Semadgenel nawilad iqca WWW (World wide 

web _ msoflio obobas qseli, SemoklebiT web). misi 

teqnologia eyrdnoba hi perteqstur da hi permedia in- 

formaciis Ziebas da gacvlas. WWW qseli saSualebas 

iZleva nebismier internetSi movZebnoT da wavikiTxoT 

web-gverdi. 
imisaTvis, rom sxvadasxva qselebTan (misamarTebTan) 

muSaoba gaadvilebuliyo, Seiqmna sakvanZo kompiuterebis 
domenuri sistema, romelTa misamarTi Sedgeba ramdenime 
asosa da cifrisagan, isini erTmaneTisagan wertiliT ari- 
an gamoyofilni. wertilebs Soris monakveTs domeni (ing. 
are, teritoria) ewodeba. domenis marjvena mxare aRniS- 
navs globalur qsels da ewodeba pirveli donis, an ama 
Tu im qveynis domeni. marcxniv ganlagebuli ki, am globaluri 
qselis calkeuli ubnis dasaxelebas warmoadgens.
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saerTaSoriso SeTanxmebiT TiToeuli qveynisaTvis 
gamoyofilia garkveuli, 2-3 asosagan Semdgari koduri 
aRniSvna (misamarTi). ase, magaliTad, Tu saitis misamar- 

Tis dasasrulia `GE~, maSasadame saiti saqarTvelos 

domenSi imyofeba, Tu `UK~ _ didi britaneTis da a.S. 
garda amisa, arsebobs pirveli donis ramdenime domeni, 
romlebic geografiasTan ki ar arian dakavSirebulni, 

aramed saitis mimarTulebasTan _ magaliTad: `COM~_ 

komerciuli, ̀ ORG~_ arakomerciuli, ̀ EDU~_ saganmanaTle- 
blo organizaciebisaTvis da a.S. TiToeul maTgans Tavisi 

specifika da Tvisebebi gaaCnia. mag. `COM~ zona inter- 
netis ganviTarebis gariJraJze Seiqmna komerciuli or- 
ganizaciebisaTvis da masSi moxvedra SeeZlo nebismier 
firmas, romelic registraciis xarjebs gaiRebda. mis- 

gan gansxvavebiT, ̀ EU~ domenis abonentebi mxolod evrokav- 
Siris wevrebiT Semoifargleba da a.S. 

meore donis domenebi organizaciebsa da kerZo pirebs, 
rogorc wesi, ijariT, yovelwliuri gadasaxadiT eZleva, 
am domenis saxelwodebac, ise rogorc nebismieri sxva 
donisa, unda Sedgebodes laTinuri anbanis asoebisa da 
cifrebisagan. sakuTari saitisaTvis meore donis dome- 
nis saxelwodebad iseTi sityvis amorCevas cdiloben, 
romelic organizaciis saqonlis dasaxelebas an saqmi- 
anobis mimarTulebas Seesabameba, iolad ikiTxeba da 
advilad dasamaxsovrebelia. 

meore donis domenis mflobels mesame da Semdgomi 
doneebis ganusazRvreli raodenobis misamarTebis Seqm- 
nis SesaZlebloba aqvs. 

pirveli donis (saerTaSoriso) domenebis magaliTebi: 
 

Ge _ saqarTvelosaTvis 
UK _ didi britaneTisaTvis 
US = aSS-saTvis 

Ru = ruseTisaTvis 
fr = safrangeTisaTvis 
com = komerciulisaTvis 
edu   _ saganmanaTleblo organizaciebisaTvis 
Org   _ arasamTavrobo da arakomerciuli organiza- 

ciebisaTvis 
Net _ im organizaciebisTvis qselebis mmarTvas rom 

emsaxurebian 
 

@ _ komerciuli at. am niSnis marcxniv aris domeni, 
romelic organizaciis dasaxelebas an konkretuli piris 
saxels aRniSnavs.
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saqmian urTierTobebsa da saqmis qaRaldebSi 
gamoyenebuli cnebebisa da terminebis mokle 

leqsikoni  

 
abzaci _ 1. teqstis nawili, romlis pirveli striqo- 

ni cotaTi Seweulia. 2. TviT Seweuli striqoni. 

Abreviatura  _ 1. pirobiTi Semokleba sityvebisa 
weraSi. 2. sityva, romelic warmoadgens ori an ramden- 
ime sityvis Semoklebas. 

administracia   _ 1. mmarTvelobis organoebi war- 
moeba-dawesebulebaSi. 2. warmoebis mmarTveli pirebi. 
3. aRmasrulebeli xelisuflebis organoebi, qveynis 
calkeuli nawilebis mmarTveloba. 

adresanti _ piri, romelic gzavnis werils, depeSas da misT. 
adresati _ dawesebuleba an piri, romelsac egzavne- 

eba dokumenti. 
avTentikuri teqsti _ TviTmyofi, sarwmuno pirvel- 

wyaroze damyarebuli, xelSekrulebis namdvili teqsti, 
Sesrulebuli yvela formaluri mxaris dacviT da xel- 
mowerili saTanadod uflebamosili pirebis mier. 

avtografi _ 1. dokumenti, dawerili avtoris xe- 

liT. 2. xelnaweri niSani, Sesworeba, damateba an xel- 
mowera dokumentze. 

avtori piradi warmoebis dokumentisa -  piri, rome-
lmac Seadgina an xeli moawera sxva vinmes mier 
momzadebul piradi warmoSobis dokuments. 

avtori samsaxurebrivi dokumentisa - dawesebuleba 
an Tanamdebobis piri, romlis saxeliTac Sedgenilia do-
kumenti. 

albomi  _ fotosuraTebis, naxatebis, leqsebis, naxa- 

zebis, graviurebisa da a.S. krebuli, moTavsebuli (gaer- 
Tianebuli) saqaRaldeSi, rveulSi an wignSi. 

amonaweri _ teqstobrivi dokumentis nawilis asli. 
anotacia dokumentacia: 1. saarqivo cnobari (megzu- 

 

rebSi, mimoxilvebSi da a.S.) da sainformacio doku- 
mentebis masalebis Sinaarsisa da maT Semadgenlobaze 
cnobebis mokled gadmocema. 2. mokle daxasiaTeba gan- 
sakuTrebiT mniSvnelovani dokumentebisa, romelTa Si- 
naarssa da Taviseburebebs ar Seicavs saqmis ydaze mo- 
Tavsebuli saTauri. 

argumenti _ raime debulebis dasamtkiceblad moy- 
vanili sabuTi, mtkicebis ZiriTadi nawili. 

arqivi _ 1. dawesebuleba an dawesebulebis struqtu- 
ruli nawili, romlis ZiriTad funqcias warmoadgens 
dokumenturi masalis miReba, aRricxva, Senaxva, maTze same-
cniero-sacnobaro aparatis Sedgena da dokumenturi 
masalebis gamoyenebis organizacia politikuri, samecni- 
ero, kulturul-saganmanaTleblo da sxva mizniT. 2. 
dokumenturi masalebi, dagrovili dawesebulebis, calkeu- 
li piris, ojaxis, gvareulobis saqmianobis Sedegad. 

arqivsacavi  _ saarqivo masalebis Sesanaxad spe- 
cialurad mowyobili Senoba, an oTaxi. 

arqivis dakompleqteba _ arqivis sistemuri Sevseba 
dokumeturi masalebiT misi profilis Sesabamisad. 

arqivis pasporti _ perioduli angariSgebis doku-
menti, romelic Seicavs cnobebs Senaxvis pirobebis 
Sesaxeb dokumenturi masalebis moculobasa da arqivis 
kadrebze. 

aslis piri _ grafikulis, teqnikuri dokumentis 
nawilis asli, damowmebuli dadgenili wesiT, agreTve 
kino-foto, an fonodokumentis nawilis asli. 

auqcioni - sajaro vaWrobiT raime qonebis, nivTebis 
gayidva, rodesac nivTi rCeba yvelaze meti safasuris 
gadamxdels. 

aqtebi _ ganmazogadebeli dasaxeleba dokumentebisa, 
romlebsac aqvT samarTlebrivi mniSvneloba da gaforme- 
bulia dadgenili wesiT.
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aqcenti _ 1. Tanxmoba xelSekrulebis dadebaze; 2. 
warwera gadasapirebel Tamasuqze, romliTac gadamxde- 
li adasturebs Tavis valdebulebas, gaanaRdos Tamasu- 
qi masze miTiTebul vadaSi. aqcepti formdeba aqceptan- 
tis mier warweriT: ̀ aqceptirebulia~ da xelis mower- 
iT. 3. bankis Tanxmoba gadasapirebel Tamasuqze aRniSnu- 
li gadasaxadis garantiis Sesaxeb. 

aqcia _ fasiani qaRaldi, gamoSvebuli aqcionerTa  

sazogadoebis mier, romelic uflebas aZlevs mis mflo- 
bels miiRos garkveuli Semosavali aqcionerTa sazoga- 
doebis mogebidan. 

aqcizi _ arapirdapiri gadasaxadi brunvis gadasa- 

xadis msgavsad, magram vrceldeba mxolod zogi-
erT saqonelze (sigaretebi, spirtiani sasmelebi da 
a.S.) 

aqcioneri  _ piri, romelic aqcionerTa sazogadoe- 

bis wevri xdeba misi aqciis an aqciebis SeZenis safuZ- 
velze. 

 
b  

bazari 7 sabazro ekonomikaSi aRwarmoebis mTeli 
procesis momcveli fenomenia, ekonomikuri sivrce, 
sadac TviTregulirebis meqanizmis safuZvelze yalib- 
deba urTierToba saqonlisa da momsaxurebis, mwarmoe- 
blebsa da momxmareblebs Soris. 

banki  _ sakredito-safinanso dawesebuleba, romlis 

mTavari funqciac aris droebiT Tavisufali saxsrebis 
akumulacia da maTi gacema kreditis saxiT droebiT 
sargeblobaSi fizikur an iuridiul pirebze. 

banknoti _ fulis sakredito niSani, romelsac uS- 

vebs centraluri saemisio banki. 
baJi _ saxelmwifo fuladi mosakrebeli, riTac ibe- 

greba Semotanili, gatanili da tranzituli saqoneli, 
qoneba da sxvadasxva faseuloba. 

Tavisi mizandasaxulobiT baJi ori saxisaa: fiskaluri, 

 

romelic emsaxureba saxelmwifo biujetis Semosavlis 
gadidebas da proteqcionuri, roca sabaJo gadasaxadi 
gamoyenebulia ucxouri warmoebis iafi da ma- 
Ralkonkurentunariani saqonlisagan saSinao bazris 
dasacavad. 

barteruli vaWroba  _ erTi saqonlis an momsaxu- 

urebis meore saqonelsa da momsaxurebaze naturaluri 
gacvla. 

beWedi _ specialuri StampiT qaRaldze, luqze, san- 

Telze an sxva masalaze gakeTebuli anabeWdi. warmoad- 
gens dokumentebis damowmebis erT-erT saSualebas. 

bibliografiuli cnoba _ saarqivo cnoba, romelic 

Seicavs monacemebs pirovnebis (pirovnebebis) Sesaxeb. 
biznesi _ nebismieri saqmianoba, pirvel yovlisa, same- 

warmeo, romelsac mogeba moaqvs. 
birJa _ organizebuli bazari, sadac xdeba fasiani 

qaRaldebis (safondo birJa), valutis (savaluto bir- 
Ja), masobrivi warmoebis, standartuli da erTsaxovani 
saqonlis (saqonlis birJa), yidva-gayidva; rogorc wesi, 
birJas hyavs wevrTa fiqsirebuli Semadgenloba da ey- 
rdnoba vaWrobis mkacr wesebs. 

brakeraJi _ mza saqonlis xarisxis Semowmeba, gan- 

sazRvra; cudi xarisxis nawarmis gadarCeva; wundeba. 
brauzeri _ informaciuli masalis vizualizaciis 

(daTvalierebis saSualeba) komponenti, romelic Tana- 
medrove kompiuterebis programuli uzrunvelyofis 
SemadgenlobaSi Sedis da internetSi muSaobis mxar- 
dasaWeradaa gaTvaliswinebuli. brauzeri qselidan gada- 
gzavnili informaciuli masalis (teqstis, grafikis, 
animaciis) daTvalierebisa da xmovani Tanxlebis mosme- 
nis saSualebas iZleva. 

brifingi  _ saxelmwifo moRvaweTa Sexvedrebi da 

saubrebi masmediis warmomadgenlebTan. pres-konferen-
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ciebisagan gansxvavebiT ufro xanmokle da naklebad 
oficialuri. 

brokeri _ Suamavali myidvelsa da gamyidvels Soris 
kontraqtebis dadebisas, komerciuli, savaluto da 
sadazRvevo operaciebSi. igi daspecialebulia gansazRvru- 
li saxiT saqonelsa da momsaxurebaze, moqmedebs klient- 
Ta davalebiT da maT xarjze, maTgan iRebs anazRaurebas. 

g 

gadasaxadi _ savaldebulo mosakrebeli, romelic 
fiqsirebulad gadairicxeba saxelmwifo (adgilobriv) 
biujetSi mocemuli qveynis fizikuri da iuridiuli 
pirebis mier kanonmdeblobiT dadgenili sagadasaxado 
ganakveTis Sesabamisad. 

gadaxdisunarianoba _ saxelmwifos, iuridiuli an 

fizikuri piris unari, droulad da mTlianad Seasru- 
los savaWro, sakredito da fuladi xasiaTis sxva 
operaciebidan gamomdinare sagadasaxado valdebulebani. 

gadasaxadis zRvruli ganakveTi 7 damatebiTi (gada-
saxadiT dasabegri) Semosavlis wili, romlis gadaxdac 
aucilebelia gadasaxadis saxiT. 

gakotreba - finansuri kraxi, romelic dadgenilia 

sasamarTlos mier. gakotrebis oficialurad gamocxa- 
debis dRidan kompania kargavs Tavisi qonebis gankargvis 
uflebas. 

ganmkargulebeli dokumentebi - dokumentebi, romle- 

bSic fiqsirebulia dawesebulebis gadawyvetileba ad-
ministraciul da organizaciul sakiTxebze. 

gasuli dokumenti - dawesebulebidan gagzavnili 

dokumenti. 
gasuli nomeri dokumentisa - dokumentis saregis- 

tracio nomeri, dasmuli gamgzavnis mier. 

gauTvaliswinebeli inflacia - inflaciis done, ro-
melic gansazRvruli periodisaTvis mosalodnelze 
ufro maRali aRmoCnda. 

gerbis qaRaldi - qaRaldi saxelmwifo gerbis an 
sxva romelime saxelmwifo emblemis gamosaxulebiT. 
gamoiyeneba samoqalaqo-samarTlebriv sakiTxebze doku- 
mentebis Sedgenisas. 

geSefti - gamorCenis (mogebis) mizniT wamowyebuli 
saqme, urigo saqmianoba. 

globalizacia - cneba, romelic kaciobriobis sa- 
zogadoebrivi yofierebis sxvadasxva formiT gaerTianeb- 
isa da Serwymis survils aRniSnavs. 

granti - inovaciuri xasiaTis (ix. inovacia) samu- 
SaoTa miznobrivi SeRavaTiani an daubrunebeli dafi- 
nanseba. grantis miRebis pretendenti SeiZleba iyos erTi 
piri an garkveuli jgufi, romelsac damuSavebuli aqvs 
progresuli idea, magram ar gaaCnia dafinansebis saku- 
Tari wyaro. granti Cveulebriv gaicema konkursis wes- 
iT. igi eZlevaT saxelmwifo struqturebs, mewarmeebs, 
kerZo firmebs garkveul valdebulebaTa dakisrebiT. 

grifi dokumentze - _ aRniSvna dokumentis saidum- 
loebis, mniSvnelobis, Sesrulebis siswrafisa da a.S. 
xarisxis Sesaxeb.  

d 

dagegmili investiciebi - Tanxebi, romelTa inves-
tirebasac firmebi gegmaven an varaudoben. 

dazvervadi riski - movlena (romlis saSualo game- 

orebadoba SeiZleba sakmarisi sizustiT davadginoT), 
romelsac SeuZlia zarali gamoiwvios da Tavis mxriv, 
SeiZleba aviciloT sadazRvevo polisis SeZeniT. 

damatebiTi Rirebuleba - firmis mier gayiduli  

produqciis Rirebuleba minus nakeTobaTa (masalebis) 
Rirebuleba, romelic firmam SeiZina da gamoiyena mis 
sawarmoeblad; tolia amonagebisa, romelic moicavs xe- 
lfass, qiris, sargeblis da mogebis eqvivalents. 

damatebiTi Rirebulebis gadasaxadi 7 firmis  mier
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gayidul saqonelTa Rirebulebasa da mis mier sxva 
firmebisagan SeZenil saqonelTa Rirebulebas Soris 
gansxvavebis gadasaxdeli. 

damcavi, proteqcionistuli baJi - baJi, romelic 
dawesebulia saqonlis saSinao mwarmoeblebis dacvis 
mizniT ucxouri mwarmoeblebis konkurenciisagan. 

danazogebi - Semosavali gadasaxadebis gadaxdis Se- 

mdeg, romelic daxarjulia, ara samomxmareblo saqonelTa 
SeZenaze: igi gadasaxadebis gadaxdis Semdeg darCenili 
Semosavlebisa da piradi moxmarebis xarjebis sxvaobis 
tolia. 

daskvniTi oqmi - oficialuri dokumenti, romelic 

rogorc wesi, daerTvis ZiriTad xelSekrulebas da 
moicavs SeniSvnebs, dazustebas an calkeul muxlTa gan- 
martebas. 

dafraxtva - gemis daqiraveba. 
dawesebulebis rekvizitebi - dokumentis blankze 

asaxuli monacemebi (misamarTi, telefonis, faqsis no- 
meri da sxv). 

daxuruli ekonomika - qveynis ekonomika, romelsac 

ar Semoaqvs da ar gaaqvs saqoneli da momsaxureba. 
debeti - Canawerebi buRaltrul angariSSi, romel- 

ic mowmobs, rom aqtivis Rirebuleba (magaliTad, ucxo- 
uri valutis, romelic mocemuli qveynis moqalaqis 
kuTvnilebaa) Semcirda. 

debitori - davalianebis mqone fizikuri da iuridi- 

uli piri. 
devalvacia - fulad erTeulSi (erovnul valutaSi) 

oqros Semcvelobis oficialuri Semcireba an misi kur-
sis dacema sxva qveynebis valutebTan SedarebiT. 

dezavuireba - visime gancxadeba, rom igi ar eTanxme- 
ba Tavisi warmomadgenlis, rwmunebulis moqmedebas (ufle- 
bamosilebis gadaWarbebis gamo). 

dezinformacia - informaciis erTi obieqtidan me- 
orisaTvis mizanmimarTuli gadacema im situaciaSi, rode- 
sac misi realizacia mizanSewonilia pirvelisaTvis da 
mizanSeuwoneli meorisaTvis. 

deklaracia - saxelmwifos an saxelmwifo jgufis 

mier gancxadeba, romelSic ayalibeben TavianTi saqmiano- 
bis mimarTulebasa da princi pebs, gamoxataven TavianT 
pozicias konkretul sakiTxTan dakavSirebiT. 

dekreti - xelisuflebis umaRlesi organos dadge- 

nileba, gankarguleba, romelsac kanonis Zala aqvs. 
deliveri - werilobiTi gankarguleba saqonlis ga- 

cemis Sesaxeb. 
dempingi - saqonlis eqsporti xelovnurad daqveiTe- 

buli fasiT (TviTRirebulebaze dablac), potenciuri 
konkurentebis Seviwrovebisa da bazris dapyrobis mizniT. 

depoziti - 1. Sesanaxad Setanili fuladi saxsrebi 

an fasiani qaRaldebi safinanso-sakredito, adminis- 
traciul da sabaJo organizaciebSi. 2. movalis mier 
sasamarTlo dawesebulebaSi kreditorisadmi gasacemad 
Setanili fuladi Tanxa an fasiani qaRaldebi. 

depozituri dawesebuleba - firma, romelic anab- 

rebs Rebulobs sawarmoebisa da calkeuli pirebi- 
sagan; komerciuli banki, Semnaxvel-gamsesxebuli asoci- 
acia, urTierTSemnaxveli banki da sakredito kavSiri. 

dileri - fizikuri an iuridiuli piri, romelic 

safondo birJis wevria da profesiul doneze vaWrobs 
fasiani qaRaldebiT. brokerisagan gansxvavebiT, romel- 
ic Suamavalia, dileri operaciebs sakuTari xarjebiT 
awarmoebs. mas ara aqvs ufleba, uSualod klientebTan 
dados SeTanxmeba. igi garigebas awarmoebs brokerebTan. 

distributori - firmis agenti, romelsac evaleba 
am firmis produqciis realizacia garkveul regionSi. 
igi muSaobs Sesabamisi saqonlis mwarmoebel firmasTan
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dadebuli saxelSekrulebo SeTanxmebis safuZvelze. igi 
birJasTan ar aris dakavSirebuli da moqmedebs Tavisi 
saxeliTa da angariSiT. 

dokumenti - 1.raime uflebis an iuridiuli mniS- 

vnelobis faqtis damadasturebeli sabuTi (mindobi- 
loba, metrika); visime vinaobis damadasturebeli mow- 
moba. 2. faqtebis, SemTxvevebis, sagnebis, obieqturi si- 
namdvilis, movlenebisa da adamianis gonebrivi saqmiano- 
bis, werilis, grafikis, naxatis, fotografiis, bgerweris 
saSualebiT, an sxva xerxiT specialur masalaze asaxvis 
Sedegi. 

dokumentis asli -  dokumentis teqstis piris (ga- 

mosaxulebis, xmis) gadaReba. 
dokumentireba - dokumentebis Seqmnis procesi. 
dokumentis TariRi -  dokumentis Sedgenis an xe- 

lmoweris dro (ricxvi, Tve, weli), miTiTebuli masze. 
dokumentis daTariReba - dokumentis Seqmnis  

drois dadgena. 
dokumentTbrunva - 1. dokumentebis moZraoba dawese- 

bulebaSi maTi miRebis an Seqmnis momentidan Sesruleb- 
is damTavrebamde an gagzavnamde. 2. drois garkveul 
monakveTSi dawesebulebaSi Semosuli Sida an gasuli 
dokumentebis raodenoba. 

dokumentis gacema -  gasuli dokumentis asli, ro- 

melic rCeba dawesebulebaSi. 
dokumentis dedani: 1. oficialuri warmoSobis do- 

kumenti saboloo redaqciiT, damowmebuli Sesabamisi 
wesiT. 2. xelwerili. 

dokumentis xelmowera - dokumentze Tanamdebobis  

piris an avtoris xelmowera, romelic adasturebs mis 
namdvilobas (utyuarobas) an amowmebs dokumentis 
asls. 

dokumentis interpretacia - ganmarteba dokumentis 

avtoriseuli azrisa. 

dokumentis originali - 1. dokumentis pirveldaw- 
yebiTi egzemplari. 2. dokumentis egzemplari, romelic 
warmoadgens sawyis masalas aslis gadaRebisaTvis. 

dokumentidan amoReba _ dokumentis gancalkevebuli 
nawili, SerCeuli gamosaqveyneblad. 

dokumentis formulari - dokumentis elementebis 

is erToblioba, (avtori, misamarTi, saxeoba, TariRi, sa- 
Tauri, Sinaarsi da a.S.) 

dokumentebis avTentikuroba - erTi dokumentis (Zi-
riTadad diplomatiuri da iuridiuli xasiaTis) 
ramdenime namdvili egzemplaris Sinaarsis sruli Sesa- 
tyvisoba. 

dokumentis blanki - qaRaldis furceli, romelze- 

dac winaswar, beWdurad an sxva raime saSualebebiT 
moTavsebulia dawesebuleba _ avtoris rekvizitebi, 
agreTve, rig SemTxvevebSi gaformebis, daxazvis, teqstis 
standartuli elementebi. 

dokumentis saxeoba - saklasifikacio cneba, romelic 

ixmareba erTi dasaxelebis dokumentebis jgufis (ma- 
galiTad, oqmebi _ erTi saxeobaa, brZanebebi _ meore, 
angariSebi _ mesame da a.S.) aRsaniSnavad. 

dokumenturi masalebi - dokumentebis zogadi saxel- 

wodeba miuxedavad maTi Sinaarsis gadmocemis xerxisa. 
dokumenturi fondi - mudmivi da droebiT Senaxvis 

vis yvela dokumenturi masala (miuxedavad maTi ad-
gilmdebareobisa) romlebic iqmneba dawesebulebis an 
calkeuli pirovnebis saqmianobis Sedegad. 

dokumenturi masalebis Senaxvis vadebi 7 drois pe- 

riodebi, romelTa ganmavlobaSi aucilebelia saqmis 
warmoebaSi damTavrebuli dokumenturi masalebis Senaxva. 

dokumenturi masalebi pirad Semadgenlobaze 7 do- 

kumentebi, romlebic asaxaven calkeuli pirebis samar-
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Tlebriv, SromiT, samsaxurebriv da sxva urTierTobas 
saxelmwifo, sazogadoebriv, kooperatiul Tu sxva 
dawesebulebebTan, adastureben SromiT staJs, Sromis 
anazRaurebas, ganaTlebas, Tanamdebobrivsa da socialur 
mdgomareobaSi momxdar cvlilebebs. 

dokumentis gasuli nomeri -  dokumentis saregis- 

tracio nomeri, dasmuli gamgzavnis mier. 

dokumentis saregistracio nomeri - rigiTi nomeri, 

romelic miekuTvneba Semosavlis an gasavlis dokuments 
misi registraciis dros, warmoadgens saqmiswarmoebis 
indeqsis nawils an mis Semcvels. 

dokumentis saTauri - 1. saqmiswarmoebaSi dokumen- 

tis Sinaarsis mokle gadmocema. 2. saarqivo saqmesa da 
arqeografiaSi dokumentis Sinaarsis mokle gad- 
mocema da dokumentis saxeobis an saxesxvaobis, misi 
Sedgenis TariRis, avtorisa da a.S. aRniSvna. 

dokumentis saregistracio Jurnali 7 dawesebule- 

bis saqmiswarmoebaSi dokumentebis aRricxvis Jurna- 
li asaxavs dokumentebis miRebis an gagzavnis Tar- 
iRebs, maT Sinaarss, Sesrulebas, Senaxvis adgils da a.S. 

dokumentis saxesxvaoba - saklasifikacio cneba, ix- 

mareba aRsaniSnavad erTi saxis dokumentebisa, romelTac 
aqvT erTnairi miznobrivi daniSnuleba da formulari 
(mag. sxdomis oqmebi _ erTi saxeoba, dakiTxvis oqmebi _ 
meore da a.S.). 

domeni (ing. are-teritoria) saerTaSoriso SeTanxme- 

biT, internetSi TiToeuli qveynisaTvis gamoyofili 
garkveuli, 2-3 asosagan Semdgari koduri aRniSvna (mis- 
amarTi), romelsac pirveli donis domeni anu am qveynis 
domeni ewodeba. 

dosie - raime sakiTxTan, saqmesTan dakavSirebuli 

dokumentebi, erTad Sekrebili; aseTi dokumentebis Sem- 
cveli saqaRalde. 

e  

 
evro (EURO)  erTiani evropuli valuta, romelic 

SemoRebulia ekius nacvlad evrozonaSi Semavali 12 
qveynisTvis (avstria, belgia, germania, espaneTi, irlandia, 
italia, luqsemburgi, niderlandebi, portugalia, saberZneTi, 
safrangeTi, fineTi). 

ekonomikuri informacia - informacia saqonlisa da 
momsaxurebis warmoebis, danawilebis, gacvlisa da 
moxmarebis procesebis Sesaxeb. 

embargo - saxelmwifo xelisuflebis mier, saqon- 
lis, oqros, fasiani qaRaldebis sazRvargareT gatanis 
an sazRvargareTidan Semotanis akrZalva an savaWro  
urTierTobis mTlianad aRkveTa ama Tu im qveyanasTan 
ekonomikuri da politikuri mosazrebiT. 

erTiani saarqivo fondi - kompleqsi saxelmwifoeb- 
rivi, politikuri, samecniero, saxalxo-sameurneo an kul-
turuli mniSvnelobis dokumenturi masalebisa, 
romlebic iqmneba ori an meti dawesebulebis (orga- 
nizaciis, sawarmos) saqmianobaSi, romelTac aqvT (hqon- 
daT) erTmaneTs Soris istoriulad ganpirobebuli 
kavSiri (funqciebis erTgvaroba, daqvemdebareba, adgil- 
mdebareoba, memkvidreoba da a.S.), an calkeuli pirebisa, 
romlebic erTmaneTTan dakavSirebulni arian naTesauri, 
profesiuli an sxva urTierTobiT. 

etiketi - 1. saqonelze, produqciaze dakruli safa- 

briko an savaWro niSani, romelzedac naCvenebia saxel- 
wodeba, fasi da sxv; iarliyi. 2. mefis karze, di ploma- 
tiur wreebSi da a.S. Tavis daWeris, urTierTobis wese- 
bis krebuli. 3. Tavis daWerisa da Tavaziani mopyrobis 
wesebi, rac miRebulia romelime sazogadoebaSi. 

eqsporti - sazRvargareT saqonlis, momsaxurebisa  
da kapitalis gatana sagareo bazrebze realizaciis 
mizniT.
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v 

 
valuta - qveynis fuladi erTeuli, romelic monaw- 

ileobs saerTaSoriso ekonomikur gacvlaSi da saer- 
Tod, dakavSirebulia yovelgvar fulad angariSswore- 
basTan saerTaSoriso urTierTobebSi. valutas miekuTvneba 
agreTve, saerTaSoriso saangariSsworebo, fuladi er- 
Teulebi. 

valutis bazari - meqanizmi, romelic uzrunvel- 

yofs valutebisa da ucxour valutebSi gamoxatul sa- 
gadasaxado dokumentebis (Cekebis), Tamasuqebis, akredi- 
tivebis da a.S. yidva-gayidvas. es procesi xorcieldeba 
valutebis gacvlis formiT da moTxovna-miwodebis safuZ- 
velze dadgenili kursis Sesabamisad. 

valutis birJa - bazris instituti, romlis meSve- 

obiTac xdeba ucxouri valutebis kursis kotireba. 
valutis kursi - warmoadgens erTi qveynis fuladi 

erTeulis `fass~ gamoxatuls sxva qveynebis fulad 
erTeulebSi. 

valutis kursis gansazRvra (kotireba) 7 kursis  

gansazRvra da kotireba savaluto sistemis mniS- 
vnelovani elementia. oqros standartis pirobebSi valu- 
tis gasacvleli kursi yalibdeba maTi oqros Sencvelo- 
bis _ oqros paritetis safuZvelze. 

veb-gverdi - internetis qselis logikuri erTeulia, 

romelic erTmniSvnelovnad misi misamarTiT ganisazRvreba. 
(interneti saitebisgan Sedgeba, xolo saitebi, veb-gver- 
debisagan). veb-gverdi SeiZleba Seicavdes agreTve su- 
raTebs, animacias da sxva. 

T 
 

Tavisufali (specialuri) ekonomikuri zona 7 qvey-
nis teritoriis is nawili, sadac specialuri sa- 
marTlebrivi reJimis safuZvelze iqmneba xelsayreli 
pirobebi sxvadasxvagvari sagareo ekonomikuri opera- 

 

ciebisaTvis. misTvis damaxasiaTebeli niSania Tavisufa- 
li an SeRavaTiani mewarmeoba. 

Tamasuqi - kanoniT dadgenili formis werilobiTi 

sagadasaxado valdebuleba, fuladi dokumenti msesxeb- 
lis mier gacemuli kreditoris saxelze, romliTac am 
ukanasknels eniWeba ufleba mosTxovos msesxebels Tama- 
suqSi miTiTebuli Tanxis gadaxda gansazRvrul vadaSi. 
saerTaSoriso vaWrobaSi Tamasuqi angariSsworebisa da 
komerciuli dakreditebis erT-erTi ZiriTadi saSu- 
alebaa. 

Tezisi - debuleba, momxseneblis an avtoris mier 

dasamtkicebel-gasaviTarebeli. 
 
i 
 

iarliyi - 1. etiketi (Senakravze) an nawebi (kolofze), 
uCvenebs saarqivo Sifrs da sxva cnobebs SenakravSi 
(kolofze) arsebuli Sesanaxi erTeulebis Sesaxeb. 2. 
saqonelze dakruli furceli, romelzedac aRniSnulia 
saxelwodeba, raodenoba, fasi da sxva. 

identoba - igiveoba, erTgvaroba. 
imiji - 1. mizanmimarTulad formulirebuli, gan- 

sakuTrebuli maxasiaTebliT gamorCeuli saxe (pirovnebis, 
movlenis, sagnis), romelic mowodebulia garkveuli 
mizniT (popularizacia, reklama da a.S.) emociur- 
fsiqologiuri zemoqmedeba moaxdinos sazogadoebaze. 
2. saqonlis, momsaxureobis, sawarmos da a.S. reputacia, 
is saqoneli, momsaxureba, sawarmo da a.S. romelTa ̀ sax- 
emac~ momxmarebelTa aRiareba moipova, SemdgomSi uzrun- 
velyofs momxmarebelTa erTgulebas Sesabamisi safir- 
mo da savaWro markebisadmi da maT mtkice, myar mdgo- 
mareobas bazarze. 

importi - sazRvargareTidan saqonlisa da momsaxu- 
rebis, agreTve teqnologiisa da kapitalis Semotana 
importiori qveynis saSinao bazarze sarealizaciod da 
dasabandeblad.
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importze gadasaxadi - (saimporto baJi) _ sazRvar- 
gareTidan Semotanil saqonelze dawesebuli arapirda- 
piri gadasaxadis saxe. gamoiyeneba importis moculo- 
bisa da struqturis regulirebisaTvis. 

importuli garigeba - saqonelTa an momsaxurebis 

Sesyidva, romelic amcirebs ucxouri valutis raode- 
nobas mocemuli qveynis calkeul pirebze, firmebze da 
mTavrobaze. 

importuli kvota - qveynis mier sxva qveynidan Se- 

mosatani saqonlebis raodenobrivi limiti drois gan-
sazRvrul periodSi. 

individualuri moTxovna - saqonelsa da momsaxure- 

baze calkeuli myidvelis moTxovnis mrudi. 
idemniteti - zaralis anazRaureba, kompensacia (ro- 

gorc wesi, saerTaSoriso samarTalSi). 
indosamenti - fasiani qaRaldis (veqsili, Ceki da 

a.S.) sxva pirisaTvis gadacemis damadasturebeli warwe- 
ra mis meore gverdze. 

investicia - kerZo seqtorisa da saxelmwifos 

grZelvadiani kapitaldabandeba qveynis SigniT da sazR- 
vargareT. 1. dabandeba ZiriTad kapitalsa da materia- 
lur-sasaqonlo maragSi warmoebis ganviTarebisaTvis. 
2. dabandeba finansur aqtivebSi (depoziciaSi, fasian 
qaRaldebSi) Semosavlis mizniT. 

inicialebi 7 saxelwodebis (umTavresad saxelgva- 

ris) Tavkiduri asoebi. 
inkaso - sabanko operaciis saxeoba, romliTac banki 

saangariSsworebo dokumentebis, Tamasuqis, Cekis da a.S. 
safuZvelze klientis davalebiT da mis angariSze iRebs 
mis kuTvnil fulad Tanxas mesame pirisagan. sainkaso 
operaciebis CatarebisaTvis banks sakomisio ekuTvnis. 

inovacia - Sromis organizaciisa da marTvis axali 
formebis danergva ara mxolod calkeul sawarmoebSi, 
aramed mTel dargSi. 

instancia - erTmaneTs daqvemdebarebuli saxelmwi- 
fo mmarTvelobis organoebis calkeuli rgoli, safexuri.  

instruqcia - darigeba kanonis gamoyenebis Sesaxeb. 
wesebis krebuli, saxelmZRvanelo miTiTebani. 

inflacia - mimoqcevis arxebSi Warbi qaRaldis fu- 
lisa da daxurdavebuli banknotebis dagroveba, rac iw-
vevs maT gaufasurebasa da fasebis saerTo donis 
zrdas. 

ipoTeka - 1. uZravi qonebis girao sesxis misaRebad. 
2. i poTekuri sesxi (i poTekuri krediti) _ bankis mier 
uZravi qonebis giraoTi gacemuli fuladi sesxi. 3. gi-
ravnobis sigeli _ uZravi qonebis saqmiani mowmoba, 
romlesac banki msesxebels aZlevs. 

iuridiuli piri - firma, organizacia, gaerTianeba da 
a.S. romelic kanoniT iTvleba samoqalaqo samarTlisa da 
valdebulebebis subieqtad, e.i. SeuZlia damoukideb- 
lad moi povos qonebrivi ufleba, aiRos valdebulebe- 
bi da iyos pasuxismgebeli sasamarTlosa da arbitraJis 
winaSe. yovel iuridiul pirs Tavisi saxelwodeba aqvs. 

ijara - qonebis (miwis) gacema misi mepatronis 
mier droebiTi sargeblobisaTvis sxva pirebze saxelSek- 
rulebo pirobebiT, qiris aRebiT. 

 
k 
 

kalkulacia - produqciis erTeulis TviTRire- 
bulebis gaangariSeba danaxarjebis saxeebis mixedviT. 

kancelaria - ganyofileba, romelic ganagebs saqmiswar- 
moebas. 

kapitali - adamianis mier Seqmnili resursebi, rom- 
lebic saqonelTa da momsaxurebis sawarmoeblad gamo- 
iyeneba, saqoneli, romelic uSualod ar akmayofilebs
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adamianis moTxovnilebas. investiciuri saqoneli, war- 
moebis saSualebebi. 

kapitalis gatana -qveynis firmebisa da moqalaqeebis 
mier gaweuli xarjebis jami, realuri aqtivebisa da 
fasiani qaRaldebis SesaZenad sxva qveynebSi. 

kargo - 1. sagareo-savaWro operaciebSi _ xomal- 

dis tvirTi; kargo _ gegma _ xomaldze tvirTis gan- 
lagebis gegma. 2. xomaldis tvirTis dazRveva. 

kart-blanSi - 1. xelmowerili sufTa blanki, rom- 

lis Sevsebis uflebas aZlevs sxva pirs xelmomweri. 
2. (gadat). ganusazRvreli rwmunebani. 

karteli - formaluri, werilobiTi an zepiri saxis 

SeTanxmeba firmebs Soris produqciis fasis, indi- 
vidualur formaTa warmoebis moculobis am produq- 
ciis bazris geografiuli ganawilebis Sesaxeb. 

kaf-i (CAF)  _ Rirebuleba da fraxti _ saerTaSo-

Soriso vaWrobaSi sazRvao gadazidvisas saqonlis 
gayidvis sabaziso piroba, romelic iTvaliswinebs eqspor- 
tioris valdebulebas gaitanos saqoneli kontraqtiT 
gaTvaliswinebul navsadguramde, dafraxtos gemi da 
dafaros amasTan dakavSirebuli xarjebi. importiori 
valdebulia miiRos saqoneli SeTanxmebiT gaTvaliswineb- 
ul portSi da dafaros mis gadmotvirTvasTan dakav- 
Sirebuli xarjebi. 

kerZo arqivi - kerZomflobelobiTi dawesebulebis 

an calkeuli piris (ojaxis, gvareulobis) arqivi. 
kerZo sakuTreba - kerZo pirTa da firmebis ufleba, 

SeiZinon, kontroli gauwion, gayidon da anderZiT dato- 
von miwa, kapitali da sxva aqciebi. 

kvota - 1. nawili, wili, norma, pai; sagadasaxado 
kvota. dabegvris gansazRvruli erTeulidan akrefili 
gadasaxadis sidide. 2. warmoebasa da gasaRebaSi _ wili, 
dadgenili sakartelo SeTanxmebis farglebSi misi Ti- 
Toeuli monawilisaTvis. 

klauzula - 1. sagangebo piroba, romelic Setanilia 
xelSekrulebaSi, anderZSi. 2. ritorikaSi: warmoTqmuli 
sityvis bolo nawili, romelsac gansakuTrebul yurad-
Rebas aqceven. 

kliringi - saSinao da saerTaSoriso unaRdo anga- 

riSsworebis sistema savaWro da sxva operaciebi- 
saTvis, dafuZnebuli moTxovnisa da valdebulebis urT- 
ierTCamoTvlaze. ganasxvaveben sabanko da savaluto 
klirings. sabanko kliringi gamoiyeneba qveynis SigniT 
da warmoadgens bankebs Soris unaRdo angariSsworebis 
sistemas. savaluto kliringi xorcieldeba saxelmwi- 
foebs Soris sakliringo SeTanxmebis formiT da iTval- 
iswinebs urTierTdavalianebis dafarvas. 

kodeqsi - gansazRvruli wesiT sistemaSi moyvanili 

kanonTa krebuli. 
kodi - pirobiT aRniSvnaTa sistema. gamoiyeneba info- 

rmaciis meqanizebuli Zebnis dros. 
komentarebi - (Sinaarsis SeniSvnebi) _ SeniSvnebis  

saxeoba dokumentebis publikaciisas. Seicavs Sinaarsis 
ganmartebas dokumentebisas, romelTa gagebisaTvis 
saWiroa specialuri codna, agreTve gamosaqveynebeli 
dokumentebis ganmarteba _ damatebani. 

kolegia - 1. Tanamdebobis pirTa jgufi, romlebic 

qmnian administraciul, saTaTbiro an ganmkargulebel 
organos. 2. zogi profesiis pirTa gaerTianeba. 

komercia - 1. vaWroba 2. saqmianoba, romelic mima- 

rTulia mogebis miRebisaken. 
komerciuli banki - sabanko dawesebuleba, romelic 

specializebulia depozitebis miRebaze; moklevadiani 
kreditebis gacemasa da klientebis saangariSsworebo 
momsaxurebaze. 

komerciuli krediti - krediti, romelsac gamyid-
veli aZlevs myidvels im pirobiT, rom igi nayidi saqo-
nlis safasurs ganvadebiT gadaixdis.
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komivoiaJori - savaWro firmis agenti, romelic da-
dis erTi adgilidan meoreSi, Tan daaqvs saqonlis 
nimuSebi preiskurantebi da misT; debs xelSekrulebas 
da sxv. 

kondicia - norma, standarti, xarisxi, romelsac  

saxelSekrulebo pirobis Tanaxmad, unda Seesabamebodes 
esa Tu is saqoneli. 

konvencia - 1. saxelmwifoebs Soris dadebuli saer- 

TaSoriso xelSekruleba sagangebod raime sakiTxis 
Sesaxeb. 2. ekonomikuri xasiaTis xelSekruleba sameur- 
neo organizaciebs Soris. 

konvertirebadoba - erovnuli valutis unari, Ta-
visuflad gaicvalos ucxour valutaze yvela saxis 
operaciis dros da nebismieri formiT. 

konkurencia - baz arze d id i r a o d e n o bis damo-  

ukidebel myidvelTa da gamyidvelTa arseboba da myid-
velTa da gamyidvelTaTvis bazarze Tavisufali gasvlis 
da datovebis SesaZlebloba. 

konsensusi - sadavo sakiTxebze zogadi Tanxmoba. 
kontraqti - werilobiTi xelSekruleba, SeTanxmeba, 

romelic gansazRvravs misi damdebi mxareebis valde- 
bulebas. 

konfidencialuri - saidumlo, iseTi ram, ris gax- 

maurebac ar SeiZleba. 
koncerni - formalurad Tavisufali sawarmoebis 

da bankebis kavSiri (Cveulebrivi isini miekuTvnebian 
mrewvelobis, vaWrobis, transportis da a.S. sxvadasxva 
dargebs), romlis farglebSic saTavo firma axorcielebs 
yvela monawileTa finansur kontrols. 

koncesia - 1. xelSekruleba, romlis safuZvelzec 
saxelmwifo gansazRvruli vadiT saeqsploatiod gada- 
scems kerZo mewarmeebs, ucxour firmebs, samrewvelo 
sawarmoebs an miwis nakeTebs sxvadasxva nagebobaTa 

 

mSeneblobis, sasargeblo wiaRiseulis mopovebis da a.S. 
uflebiT. 2. TviT sawarmo, organizebuli aseTi xelSek- 
rulebis safuZvelze. 

kooperativi - koleqtiuri sawarmo, romlis Tanxebi 
Sedgenilia monawileebis (wevrebis) mier Setanili 
sapaio gadasaxadisagan. 

kooptacia - arCeviT organoSi axali wevris Seyvana  
TviT am organos mier arCevis gareSe. 

korespondenti - dawesebuleba an calkeuli piri,  
romelTanac warmoebs mimowera. 

korporacia - Tanamedrove mewarmeobis, biznesis erT- 
erTi organizaciuli forma. misi TanamesakuTrea aqciis 
mflobel adamianTa jgufi, romelTac akisriaT SezRuduli 
pasuxismgebloba korporaciis aqcionerul kapitalSi 
Tavisi wilis odenobis mixedviT. 

kotireba - ucxouri valutebis, fasiani qaRaldebis 
kursis an saqonlis fasebis dadgena birJaze moqmedi 
sakanonmdeblo normebisa da Camoyalibebuli praq- 
tikis Sesabamisad. 

krediti - 1. droebiT Tavisufali fuladi saxsrebis 
an saqonlis gacema valad, gansazRvruli vadiT, fiq- 
sirebuli procentis safasurad. kreditis formebia: 
sabanko, komerciuli, saxelmwifo, saerTaSoriso. 2. 
sabuRaltro angariSis marjvena mxare. angariSis aqtiv- 
Si krediti aris gasavali nawili, sadac Setanilia 
yvela danaxarji mocemuli angariSis mixedviT. 3. ndoba, 
ndobiT sargebloba. 

kupiura - nominaluri Rirebuleba qaRaldis fulisa, 
obligaciisa an sxva fasiani qaRaldebisa. 

kursivi - sastambo Srifti, romelic xeliT nawers 
waagavs (odnav marjvniv gadaxrili).
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l 
laJi - fasiani qaRaldebis kursis aweva nominalur 

RirebulebasTan SefardebiT. 
lizingi - komerciuli saqmianobis forma, saarendo 

operaciebis nairsaxeoba, romelic gulisxmobs manqane- 
bis, mowyobilobebis, satransporto saSualebebis, war- 
moebiTi saSualebebis grZelvadian arendas. salizingo 
kontraqtis vadis gasvlis Semdeg arendators SeuZlia 
SeiZinos mowyobilobebi darCenili Rirebulebis gada- 
saxadis kvalobze. 

likvidoba - fuli an nivTebi, romlebic SeiZleba 
advilad da swrafad gadaiqces fulad, udanakargod an 
maTi msyidvelobiTi unaris umniSvnelo danakargiT. 

likviduri bazari - bazari, sadac garigebebi yidva- 
gayidvis Sesaxeb yovelgvari SezRudvebis gareSe xor- 
cieldeba. 

licenzia - oficialuri nebarTva, gacemuli saxelm- 
wifos mier zogierTi saxis sameurneo saqmianobis war- 
moebisaTvis, sagareo-savaWro operaciebis CaTvliT. saer- 
TaSoriso praqtikaSi gamoiyeneba salicenzio SeTanxme- 
bis sami ZiriTadi saxe: martivi, gansakuTrebuli da 
sruli. martivi saxis salicenzio SeTanxmebisas licen- 
ziari (mesakuTre) gascems da amave dros TviTonac 
itovebs gamogonebis an ̀ nou-haus~ gamoyenebis uflebas. 
gansakuTrebuli saxis salicenzio SeTanxmebisas li- 
cenziants eZleva gamogonebis gansakuTrebuli ufleba 
da licenziants ukve aRar SeuZlia sxva pirebs an firmebs 
misces igi analogiuri pirobebiT. sruli saxis sali- 
cenzio SeTanxmebisas licenziari mTlianad licenziants 
uTmobs gamogonebis yvela uflebas xelSekrulebis 
moqmedebis mTeli vadis ganmavlobaSi. 

m 
makleri - Suamavali, gamrigebeli (savaWro saqmeeb- 

Si). 
memorandumi - 1. saqmis arsis Semcveli mokle amonawe- 

ri. 2. diplomatiuri mimarTva _ dokumenti. Seicavs 
mTavrobis azrs ama Tu im sakiTxze. 

makulatura - dokumenturi masalebi, romelTac ar 

gaaCniaT samecniero Rirebuleba da dakarguli aqvT 

praqtikuli mniSvneloba. 
menejeri - marTvis specialisti, mmarTveli, romel- 

sac qiraobs saxelmwifo, kompania, an kerZo mewarme. 
menejmenti - warmoebis marTva; warmoebis princi- 

pebis, meTodebis, saSualebebisa da formebis erToblio- 
ba, warmoebis efeqtianobis amaRlebisa da mogebis ga- 
didebis mizniT. 

mimdinare angariSi - uvado anabari an moTxovnamde 

anabari komerciul bankSi an Semnaxvel dawesebulebaSi. 
mimowera - 1. dokumenturi kavSir-urTierTobebis 

sistema dawesebulebebsa da kerZo pirebs Soris. 2. 
saxeoba saqmisa, romelic Sedgeba dokument-SekiTxvebisa 
da dokument-pasuxebisagan. 

minaweri _ dokumentis Sedgenaze pasuxismgebeli piris 
xelmowera, romelic keTdeba dokumentis ukana mxares. 

miwodeba (miwodebis mrudi) _ romelic gviCvenebs 

saqonelTa an momsaxurebis raodenobas, romlebsac gamy- 
idvelebi (gamyidveli) sTavazoben gasayidad, sxvadasxva 
fasebSi, gansazRvruli periodis manZilze. 

mogeba - ekonomikuri mogeba an normaluri mogeba; 

imaTi Semosavali vinc ekonomikas mewarmeobiT unariT 

an normaluri mogebiT uzrunvelyofs. 
moTxovna - (moTxovnis mrudi) _ mrudi, romelic 

gviCvenebs gansazRvruli saqonlisa da momsaxurebis ra 
raodenobis SeZena SeuZliaT myidvelebs sxvadasxva fase- 
biT, drois mocemuli periodis farglebSi.
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momsaxureba - Sromis ekonomikuri forma, eko- 
nomikuri kategoria, romelic gamoxatavas urTier- 
Tobas Sromis sargeblianobis safuZvelze. momsaxureb- 
is sasargeblo efeqti vlindeba materialuri da arama- 
terialuri momsaxurebis saxiT. 

monopolia - 1. bazari, romelzedac gamyidvelTa 

raodenoba imdenad umniSvneloa, rom yovel maTgans Seu- 
Zlia zegavlena moaxdinos miwodebis saerTo moculo- 
baze da saqonlisa da momsaxurebis fasze. 2. msxvili 
dargi, romelSic firmaTa mcire raodenoba kontrols 
uwevs misi warmoebis mTel an did nawils (nawilobri- 
vi monopolia). 

morali - im wesebis, normebis erToblioba, romle- 

bic gansazRvravs adamianTa urTierTdamokidebule- 
bebsa da yofaqcevas ama Tu im sazogadoebaSi. 

moratoriumi - saSinao an sagareo valdebulebaTa 

Sesrulebis gadadeba mTavrobis mier raime sagangebo 
mdgomareobis gamo. 

motivi - 1. moqmedebis an qcevis aRmZvreli mizezi. 

2. mosazreba, sabuTi risame sasargeblod. 
motivireba da motivacia - motivebis, mosazrebe- 

bis moyvana risame dasamtkiceblad, dasabuTeba. 
mudmivi xarjebi - danaxarjebi, romelTa sidide. 

mTlianad ar icvleba, rodesac firma aregulirebs ga- 
moSvebuli produqciis raodenobas; mudmivi resurseb- 
is Rirebuleba. 

msoflio fasi - fasi, romelic gamoiyeneba msoflio 
bazarze saqonlisa da momsaxurebis realizaciisas. 
saerTaSoriso vaWrobis praqtikaSi msoflio fasi Cveu-
lebriv aris ama Tu im saxis saqonlis (momsaxurebis), 
umsxvilesi gamyidvelebis da myidvelebis garigebis, an 
ZiriTadi msoflio savaWro centrebis (Cikagos, niu-
iorkis, londonis Tu sxva birJebis) fasi. 

mtkice fasi - ucvleli fasi xelSekrulebis dadebis 
momentidan misi moqmedebis mTeli periodis ganmavlo- 
baSi. 

mcire biznesi - sabazro struqturis mniSvnelo- 

vani elementi, samewarmeo saqmianobis yvelaze moqnili 
da dinamikuri forma, romelic wvrili mewarmeobis princi-  
pebzea dafuZnebuli da warmodgenilia umciresi da 
mcire formebis saxiT. 

mwarmoeblis fasi - fasi, romelic moicavs saqon- 

lis (momsaxurebis) sabaziso fass, yvela arapirdapir 
gadasaxads damatebul Rirebulebaze gadasaxadis garda 
da gamoricxavs subsidiebs. 

 
n 

novacia - valdebulebis gauqmeba mxareTa SeTanxmebis 
safuZvelze misi axali valdebulebiT Secvlis gziT. 

nomenklatura - terminTa da saxelwodebaTa sia,  

romelic ixmareba mecnierebis, xelovnebis, warmoebisa 
da sxvaTa ama Tu im dargSi. 

nomenklaturuli - nomenklaturasTan dakavSirebu- 
li muSaki, romelsac personalurad amtkicebs umaR- 
lesi instancia. 

norma - 1. risame dawesebuli raodenoba; 2. dakanon- 
ebuli ram; 3. sayovelTad aRiarebuli wesi, mdgomareo- 
ba risame. 

normaluri gasacvleli kursi - Tanafardoba erov-
nuli da ucxouri valutebis erTeulebis raodenobas 
Soris, romlis safuZvelzec angariSsworeba SeiZleba 
moxdes rogorc fiqsirebuli, ise mcuravi kursis 
mixedviT. 

nominaluri Rirebuleba - Rirebuleba, romelic mi-
TiTebulia fasian qaRaldze, qaRaldis fulze, ban- 
knotbze, monetebze.
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normatuli dokumentebi - dokumentebi, romlebiTac 
dgindeba raime wesebi, normebi. 

nou-hau - warmoebis saidumloebaTa amsaxveli gan- 

zogadebuli termini, mTlianad an nawilobriv konfi- 
dencialuri codnis, teqnikuri, ekonomikuri, administraci- 
uli, finansuri xasiaTis cnobebis erToblioba, romel- 
Ta gamoyeneba gansazRvrul upiratesobas aZlevs maT 
mimReb pirovnebas Tu firmas. 

numeracia - nomrebis dasma miyolebiT, danomvra. 

 
o 

obligacia - 1. gansazRvruli vadiT gamoSvebuli 
myari kursis mqone fasiani qaRaldi, romelic Seicavs 
miTiTebul droSi sesxis dafarvisa da procentis yovel- 
wliuri gadasaxadis valdebulebas. sagadasaxado valde- 
buleba, romlis mixedviTac kreditori yovelwliurad 
Rebulobs Semosavals fiqsirebuli procentis saxiT. 
2. fiqtiuri kapitalis erT-erTi forma. 

oligarqia - msxvili monopolisturi kapitalis 

mcirericxovani warmomadgenlebis politikuri da 
ekonomikuri batonoba. 

orientacia - 1. (gadat.) garemomcvel pirobebSi 

raime sakiTxSi garkeva. 2. (gadat) sazogadoebrivi, poli- 
tikuri da sxva moRvaweobis warmarTva garkveuli mimar- 
TulebiT. 3. moqmedebis gegmis aReba. 

oferta - 1. garigebis Sesaxeb winadadebis forma- 
luri SeTavzeba ama Tu im pirisaTvis yvela aucilebe- 
li pirobis miTiTebiT. 2. garkveuli formis oficialu- 
ri ganacxadi sakonkurso vaWrobaSi (tenderSi) monaw- 
ileobis Sesaxeb. vaWrobis organizatori (Cveulebriv 
tenderis komiteti) TviTon adgens ofertis formas 
sakonkurso vaWrobaSi monawileobisaTvis aucilebel 
moTxovnebs, kompaniebs, firmebs. Cveulebriv, ofertis ward- 
genis vadaa sami Tve da zogjer metic. 

oficialuri - 1. xelisuflebis, administraciis 
mier an Tanamdebobis piris mier dadgenili, maTgan mom- 
dinare. 2. mTavrobis sabuTebis, saqmiani qaRaldebis 
damaxasiaTebeli. mag. oficialuri stili. 3. rac yvela 
wesis, yvela formalobis dacviT xdeba. 4. (gadat). uSua- 
lobas, ubraloebas moklebuli, TavSekavebuli, civi. mag. 
oficialuri urTierToba, oficialuri toni. 

 
p 

pablisiti - 1. reklama, popularoba; 2. saqonelmi- 
moqcevis arxebSi informaciis gavrceleba saqonlisa 
da momsaxurebis da maTi mwarmoebeli firmebis Sesaxeb 
moTxovnis stimulirebis mizniT; propagandistuli 
kompania. 3. reklamis saxelwodeba aSS-Si. 

paginacia - wignis an xelnaweris gverdebis numera- 

cia. 
paragrafi - 1. wignis, statiis, oficialuri doku- 

mentis teqstis nawili, romelsac TavSi Cveulebriv 
niSani uzis rigiTi nomris win. 2. TviT am niSnis sax- 
eli. 

pariteti - 1. toloba, tolfasovneba, Tanasworoba, 

Tanabari mdgomareoba; 2. Tanafardoba sxvadasxva qvey- 
nis valutebs Soris oqros woniTi raodenobis an maTi 
msyidvelobiTi unaris mixedviT. 

partnioroba - firmis erT-erTi organizaciuli fo- 

rma, romelic aerTianebs ori an meti sameurneo subi- 
eqtis kapitals, arsebobs partniorobis ori saxe: gene- 
raluri da SezRuduli. generaluri partnioroba 
gulisxmobs firmis yvela valdebulebaze misi TiToeu- 
li mesakuTris SeuzRudav pasuxismgeblobas. SezRudu- 
li saxis partniorobisas valdebulebebze pasuxismge- 
bloba ganisazRvreba kompanionebs Soris iuridiulad 
gaformebuli xelSekrulebis Sesabamisad.
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pasivi - fuladi valdebuleba, firmis an calkeuli 
piris davalianeba. 

personali - piradi Semadgenloba, erTi da imave 

profesiis adamianTa erToba. 
paqti - saerTaSoriso xelSekruleba, Cveulebriv 

didi politikuri mniSvnelobis. 
piradi saqme - saqme, romelic Seicavs dokumentebs 

romelime pirovnebaze (biografiis, ganaTlebis, SromiTi 
da a.S. saqmianobis Sesaxeb). 
piradi dokumenti - oficialuri dokumentebi, rom- 

lebic adastureben maTi mflobelis pirovnebas. mis uf-
leba-movaleobebs, sazogadoebriv mdgomareobas da sxva sa-
xis cnobebs mis Sesaxeb. 

piradi Semosavali - calkeuli fizikuri piris Se- 

mosavali gadasaxadebis gadaxdamde. 
pirdapiri gadasaxadi - regularuli sagadasaxado 

anaricxi, romelsac mocemuli qveynis fizikuri da 
iuridiuli pirebi uxdian saxelmwifos, Semosavlis yvela 
saxidan, mogebisa da sakuTrebidan miRebuli Semosav- 
lebis CaTvliT. 

porto - wvrili xarji, damkveTis safosto xarjebi. 
porto-franko - navsadguri, romelSic saqoneli 

ubaJod gaivlis. 
postskriptumi - werilis bolos minaweri, iwyeba 

ori laTinuri asoTi P.S.  (e.i. `Semdeg dawerilisa~). 
postulati - debuleba, romlis miReba aucilebe- 

lia momdevno mtkicebisaTvis dasabuTebis gareSe. 
preambula - raime mniSvnelovani aqtis, saerTaSoriso 

SeTanxmebis, xelSekrulebis Sesavali nawili. 
prezentacia - wardgena, warmodgena. 
preiskuranti - sxvadasxva saxis produqciis, saqon- 

lisa da momsaxurebis fasebis cnobari. 

preliminariebi - winaswari SeTanxmebani, droebiTi 
gadawyvetilebani. 

pres-konferencia - saxelmwifo, politikuri, sazo- 

gadoebrivi moRvawis (moRvaweTa) Sexvedra, saubari 
presis warmomadgenlebTan farTo sazogadoebisaTvis sain- 
tereso sakiTxebze. 

pres-relizi - samTavrobo dawesebulebebisa da sae-
rTaSoriso organizaciebis specialuri biuleteni 
masobrivi informaciis muSakTaTvis, romelic saswrafod 
gamosaqveynebel masalas Seicavs. 

pres-papie - 1. saweri mowyobilobis nawili; warmo- 

adgens rkalisebur firfitas, Zelaks, romelzedac 
gadakrulia saSrobi qaRaldi. 2. brinjaos, marmarilos 
da sxv. mZime sagani qaRaldebze dasadebad. 

privatizacia - saxelmwifo sakuTrebis gardaqmna per- 

sonificirebul kerZo sakuTrebad. 
primati - upiratesi mniSvneloba, upiratesi mdgoma- 

reoba, pirveloba. 
prioriteti - upirvelesi mniSvneloba, upiratesoba. 
provaideri - kompania, romelic momxmarebels in- 

ternetSi SeRwevas da sxva momsaxurebas sTavazobs. 
proporciuli gadasaxadi - gadasaxadi, romlis sa- 

Sualo ganakveTi ucvleli rCeba gadasaxadis gada- 
mxdelis Semosavalis gadidebis an Semcirebis dros. 

protokoli - oqmi. 
procenti - 1. ricxvis measedi, aRiniSneba niSniT %. 

2. Semosavali, romelsac mesakuTre iRebs gadasaxadis 
saxiT sxva fizikuri da iuridiuli pirebisagan, misi 
sakuTrebis obieqtebis gamoyenebisaTvis. 3. sasesxo  
procenti, sargebeli, romelsac iRebs kreditori gacemul 
sesxze. 

punqti - 1. ramisTvis gankuTvnili, risame mxriv  

mniSvnelovani adgili. 2. oficialuri dokumentis an
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raime teqstis patara nawili, romelic gamoyofilia 
nomriT an asoTi. 3. raime calkeuli momenti risame 
ganviTarebaSi.  

punqtuacia - sasven niSanTa gamoyenebis wesebi. 
 
J 

Jiranti - Tamasuqis gadamcemi. 
Jiro - warwera Tamasuqze, Cekze da misT. sxva piri- 

saTvis misi gadacemis Sesaxeb. 
Jurfiqsi - stumrebis misaRebad winaswar daniSnu- 

li garkveuli dRe. 
r 

randevu - paemani, Sexvedra. 
rantie - uSromeli SemosavliT (mag. gasesxebuli 

fuliT) mcxovrebi adamiani. 
realizacia - 1. risame ganxorcieleba, cxovrebaSi 

gatareba. 2. qonebis an fasiani qaRaldebis fulad qce- 
va, gayidva. 

ratifikacia - saerTaSoriso xelSekrulebis damt- 

kiceba. 

realuri Semosavali - saqonlisa da momsaxurebis 
is raodenoba, romlis yidva SeuZlia calkeul pirs an 
pirTa jgufs Tavisi normaluri SemosavliT garkveuli 
periodis manZilze; nominaluri Semosavali fasebis donis 
cvlilebebis gaTvaliswinebiT. 

registraciis cneba - registracia aris iurdiuli 
li mniSvnelobis faqtebisa da movlenebis Setana spe- 
cialur saxelmwifo reestrSi (mag. samewarmeo reestrSi), 
rogorc wesi, registracias orgvari mniSvneloba aqvs, 
erTi, rogorc faqtis, movlenis aRniSvnis da meore, kon- 
stituciuri mniSvneloba. 

kanoni erTmaneTisgan ganasxvavebs ori saxis regis- 
tracias, sawarmos registracia da sawarmos saqmia- 
nobasTan dakavSirebuli faqtebisa da movlenebis regi- 

stracia. registraciis pirvel saxes gansazRvravs im- 
peratiuli norma. sawarmos registracia savaldebu- 
loa. 

registri - risame sia, maCvenebeli, Casaweri dav- 

Tari. 
reestri - 1. sia, nusxa. 2. saqmeebisa da dokumente- 

bis Casaweri davTari. 
rezervi - valdebuleba, rac risame garantias iZleva. 
reeqsporti - adre importirebuli saqonlis gata- 

na (gadamuSavebis gareSe) mesame qveyanaSi. 
reziume - Sromis, moxsenebis, statiis da misT. mok- 

le Sinaarsi, daskvna. 
rezolucia dokumentze - xelmZRvanelis werilo- 

biTi miTiTeba Semsruleblisadmi dokumentis Sesru- 
lebis xasiaTisa da vadebis Sesaxeb. 

rekviziti - dokumentebisaTvis kanoniT dadgenili 

savaldebulo monacemebi. Tu rekvizits Tundac erTi 
monacemi aklia, mis mflobels ufleba ara aqvs daniS- 
nulebisamebr gamoiyenos igi. 

reklama - 1. gancxadeba, plakati, radio da telega- 

dacema an sxva RonisZieba momxmarebelTa, mayurebelTa 
da sxv. mizidvis mizniT. 2. visime an risame Sesaxeb 
cnobebis gavrceleba misi popularizaciis mizniT. 

rTuli dokumenti - dokumenti, romelic Seicavs 

ramdenime sakiTxs an Temas. 
remarka - SeniSvna, minaweri. 
remisia - komerciuli fasCamokleba angariSis mixed- 

viT gadasaxdeli Tanxis damrgvalebis mizniT. 
renta - 1. regularuli Semosavali kapitalidan, 

qonebidan an miwis nakveTidan, romelic ar ukavSirdeba 
misi mimRebis samewarmeo saqmianobas. 2. yovelwliuri 
Tanxa, romelsac sadazRvevo kompania uxdis dazRveuls. 

referencia - daxasiaTeba, romelsac saqmian wreebSi
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Si ndobiT aRWurvili organizacia: banki, aqcionerTa 
sazogadoeba da sxv. aZlevs fizikur an iuridiul pirs, 
masSi aRniSnulia im piris saqmiani Tvisebebi da kre- 
ditunarianoba, visac daxasiaTeba eZleva. 

 
s 

saavtoro xelnaweri - xelnaweri an manqanaze da- 
beWdili teqsti avtoris mier gamosacemad momzadebu- 
li dokumentisa. 

saarqivo asli - arqivSi daculi dokumentis asli, 
damowmebuli dadgenili wesiT. 

saarqivo cnoba - cnoba, gacemuli arqivis dokumen- 
tur masalebSi arsebuli monacemebis safuZvelze garkveu- 
li sakiTxis, Temis, sagnis an piris biografiuli mo- 
nacemebis Sesaxeb damowmebuli dadgenili wesiT. 

saaqcio gadasaxadi - danaxarjebis gadasaxdeli,  
romelic dakavSirebulia konkretuli saqonlis SeZena- 
sTan an sayidi saqonlis raodenobasTan. 

sabazro fasi - fasi, romelic yalibdeba bazarze  
moTxovnisa da miwodebis gavleniT da gasayidi saqon- 
lis (momsaxurebis) erTeulze subieqturi sargebliano- 
bis mixedviT. masSi garda warmoebis danaxarjebisa da 
mogebisa, Sedis arapirdapiri gadasaxadebi da wvril- 
mani gadasaxadi. sabazro fasi is faqtobrivi fasia, 
romelsac myidvelebi ixdian saqonlis (momsaxurebis) 
SesaZenad. 

sabanko krediti - bankis mier akumulirebuli Ta-  
visufali fuladi saxsrebisa da sakuTari kapitalis 
nawilis gacema klientebze droebiT sargeblobisaTvis.  

sabanko sesxi - bankis fuladi saxsrebi, gacemuli 

kreditis saxiT procentis gadaxdis wesiT. ganasxvave- 
ben moklevadian, saSualo da grZelvadian sesxs. 

sabaJo tarifi - romliTac saxelmwifo begravs 

qveyanaSi Semotanil saqonels, sabaJo tarifi SeiZleba 
miznad isaxavdes Semosavlebis gadidebas (fiskaluri 
tarifi) an samamuli firmebis interesebis dacvas (pro- 
teqcionisturi tarifi). 

sabiTumo vaWroba - saSinao vaWrobis forma, romelic 

gulisxmobs mwarmoebeli sawarmoebis mier samomxma- 
reblo saqonlis didi partiebiT gayidvas sacalo 
vaWrobis sawarmoebze. 

sabiTumo fasi 7 fasi, romliTac sakuTrebis nebis- 

mieri formis mqone sawarmo an gamsaRebeli organiza- 
cia Tavisi produqciis realizacias axdens msxvili 
partiebiT (biTumad). gasayidi saqonlis fasi, Cveulebriv, 
saqonlis did partiebze SedarebiT naklebia, vidre 
mcireze da sagrZnoblad dabalia sacalo fasze. 

sagadasaxado ganakveTi - Semosavlebis, samomxareb- 

lo xarjebis an mogebis procentuli nawili, romel- 
sac saxelmwifos uxdis yvela iuridiuli da fizi- 
ikuri piri, Tuki maT qveynis kanonmdeblobis Sesabami- 
sad dabegvra exebaT. 

sagareo gadasaxdelebi - calkeuli pirebis, firme- 

bis da erTi qveynis mTavrobis mier valutis (sakuTari 
an ucxouris) daxarjva saqonelTa da momsaxurebis 
SesaZenad sxva qveynebSi; fuladi gzavnilebani sazR- 
vargareT; investiciuri Semosavlebis moTavseba sxva 
qveynebSi da kapitalis gatana. 

sadazRvevo kompania - organizacia, romelic eweva 
momsaxurebas dazRvevis sferoSi da gamodis Tavisi 
klientebis qonebisa da sicocxlis damzRvevis rolSi. 
sadazRvevo kompania Tavis Tavze iRebs valdebulebas, 
sxvadasxva gauTvaliswinebeli viTarebisas anu sadazRvevo 
SemTxvevisas, aunazRauros klientebs zarali. sadazRve- 
vo kompania SeiZleba iyos; saxelmwifo, saxelmwifo- 
komerciuli, aqcioneruli, kooperatiuli da kerZo.
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saerTaSoriso krediti - krediti, romelic gamoi- 
yeneba sxvadasxva qveynis firmebsa da saxelmwifoebs 
Soris sakredito urTierTobebSi. arsebobs komerciu- 
li, sabaJo da saxelmwifo kreditis saxiT. 

saeqsperto komisia (sk) - saTaTbiro organo da- 
wesebulebebisa da saxelmwifo arqivebSi. iqmneba doku-
menturi masalebis Sesanaxad Tu gasanadgureblad Ser- 
CevasTan dakavSirebuli meToduri da praqtikuli saki- 
Txebis gadasawyvetad. 

savaluto dempingi - saqonlis gatana gaufasure- 
beli valutis mqone qveynidan ufro mtkice, an nakle- 
badgaufasurebuli valutis mqone qveyanaSi, msoflio 
fasze dabali fasiT. 

savaluto kursi - fasi, romelsac sakuTari va- 
lutiT ixdian ucxouri valutis erTeulze; kursi, 
romlis mixedviTac erTi qveynis valuta icvleba sxva 
qveynis valutaze. 

savaWro marka - savaWro sawarmos saxelwodeba, ni- 
Sani-simbolo, an emblema. safirmo markisagan gansxva- 
vebiT nawarmi savaWro markiT SeiZleba gaiyidos mxo- 
lod im sawarmos savaWro qselidan, romlis markiTac 
aris gamoSvebuli saqoneli. 

saimporto kvota - sagareo vaWrobis saxelmwifo 
regulirebis forma, romelic gulisxmobs qveyanaSi 
garkveuli saxis saqonlis, Semotanaze raodenobrivi 
SezRudvis dawesebas. 

sainventaro wigni - dokumenturi masalebis aRwe- 
ris saxeoba. 

sainvesticio banki - specialuri sakredito insti- 
tuti, romelic axdens grZelvadiani sasxeso kapi- 
talis mobilizacias da Semdeg gascems mas obligacie- 
bis an sxva sasesxo valdebulebaTa gamoSvebisa da gavr- 
celebis gziT. 

sakanonmdeblo aqtebi - kanonebi da sxva dokumente- 
bi, romlebsac kanonis Zala aqvT. 

sakuTari kapitali 7 aqtivebis saerTo sidides mi- 
nus firmis an calkeuli piris valdebulebaTa saerTo 
sidide. firmis mesakuTreTa wili aqtivebis saerTo 
moculobaSi. 

sakuTreba - yvelaferi is, rasac aqvs fasi da ekuTvnis 
vinmes. aqedan gamomdinare ekonomisti sakuTrebas ganixi- 
lavs rogorc adamianis damokidebulebas nivTisadmi. 

samecniero-teqnikuri dokumentacia 7 teqnikuri da 
samecniero-kvleviTi dokumentaciis zogadi saxelwo- 
deba teqnikis, mrewvelobis, mSeneblobis, transportis, 
kavSirgabmulobisa da teqnikur mecnierebaTa sferoSi. 

sanqcia - 1. risame dadastureba-dakanoneba. 2. saerTa- 
Soriso samarTalSi: damsjelobiTi RonisZiebani xel- 
Sekrulebis damrRvevTa mimarT. 3. zemdgomi organos 
mier raime aqtis damtkiceba, rac mas iuridiul Zalas 
aniWebs. 4. iZulebis, zemoqmedebis zoma kanonis damr- 
RvevisaTvis. 5. mowoneba, dadastureba, Tanxmoba. 

sargebeli - fulis (an sesxis) sargeblobis safa- 
suri. 

satranzito gadasaxadi - sabaJo gadasaxadi, akre- 

fili mocemuli qveynis teritoriis gavliT tranzi- 
tis tvirTis gadazidvisaTvis. 

saqme - 1. saklasifikacio cneba, romelic ixmareba 
dawesebulebis saqmianobis romelime garkveuli mimar- 
Tulebis an sakiTxis Sesaxeb erT ydaSi, saqaRaldeSi 
moTavsebuli dokumentebis (an erTi dokumentis) er- 
Tobliobis aRsaniSnavad. 2. arqivSi daculi teqsto- 
brivi dokumentis SenaxviTi erTeuli. 3. saxeoba saqmisa, 
romelic warmoadgens erT sakiTxze (magaliTad, sasa- 
marTlo saqme) arsebuli dokumentebis Tavmoyras Si- 
naarsisa da warmoebis Tanmimdevrobis mixedviT.
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saqmis TariRi (TariRebi) - saqmis dawyebisa da   
damTavrebis weli (wlebi). 

saqmis gaformeba - samuSaoTa kompleqsi, romelic 

Seicavs saqmis furclebis Cakerebas, numeraciasa da ydis 
gaformebas. 

saqmis warmoeba - Tavmoyra namuSevrebisa, romlebic 

dakavSirebulia dawesebulebis saqmianobis dokumentire- 
basa da dokumentebis organizaciasTan. 

saqoneli - momsaxurebaTa da nakeTobaTa erTobliobaa, 

rasac firma (mwarmoebeli) miawodebs miznobriv bazars. 
sertifikati - 1. zogi saxelmwifo sesxis bile- 

Tis saxelwodeba. 2. vaWrobaSi: sabuTi, romelSic aRniS- 
nulia saqonlis xarisxi, fasi da sxv. 

sindikati - sawarmoTa gaerTianeba, romlebic erT- 

gvarovan produqcias amzadeben. gaerTianebis monawilee- 
bi inarCuneben warmoebis materialur faqtorze sakuTre- 
bis, xolo mza produqcia, rogorc maTi saerTo kuTv- 
nileba iyideba realizaciisaTvis Seqmnili kantoris 
meSveobiT. 

spici - mokle sadRegrZelo (banketze). 
standarti - 1. sanimuSo saxis nawarmoebi (saqone- 

li) gansazRvruli wonis, zomis, Tvisebisa da sxv. risame 
sazomi, norma, nimuSi, safuZveli. 2. araoriginaluri ram, 
Sabloni, trafareti. 

status-qvo - saerTaSoriso samarTalSi: raime 

garkveul momentSi (winaT an amJamad) arsebuli mdgo- 
mareoba. 

statusi - 1. wesdeba, debuleba risame Sesaxeb. 2. 

zogierT qveyanaSi: mTavrobis dadgenileba, kanoni risame 

Sesaxeb; saxelmwifos kanonTa krebuli. 
subordinacia - daqvemdebareba, damorCileba erTi- 

sa meoris mimarT. ufrosebisadmi umcrosebis samsaxu- 
reobrivi daqvemdebarebis sistema. samsaxureobrivi dis- 
ci plinis dacva. 

subsidia - fuladi an nivTieri daxmareba, romel- 
sac uwevs saxelmwifo firmebs, saojaxo meurneobebs, 
calkeul pirebs an sxva saxelmwifoebs. 

sqema - 1. risame gadmocema, aRwera zogadad, ZiriTad 

xazebSi. 2. winaswari monaxazi, gegma. 
sqolio - axsna-ganmartebiTi SeniSvnebi nawarmoebis 

teqstze. Cveulebriv miewereba areebze, teqstis qveS, 
gverdis boloSi. 

t 
tarifi - risame dabegvris an anazRaurebis ganakveTebis 

cxrili, krebuli. 
tenderi - sawarmos mier myidvelisaTvis SeTavaze- 

buli fasi, romlis gansazRvris drosac amosavalia ara 
asaqonlis sakuTari danaxarjebis done an moTxovna, 
aramed konkurentTa mier dadebuli fasi. 

teqsti - risame Sinaarsi, Camoyalibebuli werilo- 

biT; dawerili an dabeWdili Txzuleba, oficialuri 
dokumenti da sxv. 

tipobrivi dokumentebi - 1. normatuli da gankar- 

gulebiTi dokumentebi, romlebic gansazRvraven dawese- 
bulebis muSaobis wess (ti pobrivi wesdeba, ti pobrivi 
struqtura), an maT calkeul mxareebs (ti pobrivi xe- 
lSekruleba) da warmoadgens dawesebulebis mier erT- 
nairi dokumentebis Sedgenis nimuSebs maTi saqmianobis 
specifikis gaTvaliswinebiT. 2. dokumentebi, romlebic 
iqmneba dawesebulebebSi im funqciebis gamoyofisas, 
romlebic damaxasiaTebelia dawesebulebaTa umravle- 
sobisaTvis, miuxedavad maTi uwyebrivi kuTvnilebisa 
(xelmZRvaneloba, dagegmva, aRricxva da a.S). 

tranziti - tvirTis gadazidva _ gadagzavnis adgi- 

lidan daniSnulebis adgilamde Sualedur punqtebSi 
gadmoutvirTvelad. 

trafaretuli dokumenti - dokumenti, romelic Sei-
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cavs winaswar dabeWdil standartul teqsts (teq- 
stis nawils) da warmoadgens misi konkretuli Si- 
naarsis damatebas (SromiTi xelSekruleba, saarendo xe- 
lSekruleba, cnoba xelfasis Sesaxeb, sacxovrebeli ad- 
gilis Sesaxeb da a.S.) 

transferti - 1. fulis gagzavna erTi safinanso 
dawesebulebidan meoreSi an qveynidan qveyanaSi. 2. saxe- 
lobiTi fasiani qaRaldebis gadaformeba erTi mflo- 
belidan meoreze. 3. garigebis gadatana erTi angariSidan 
meoreze. 

transfertuli gadasaxdeli - mTavrobis mier mTa- 
vrobis an firmis mier saojaxo meurneobaze an firmaze 
fulis gadaxda (an saqonelTa da momsaxurebis gada-
cema), romelTa sanacvlod gadamxdeli uSualod ar 
Rebulobs saqonelsa da momsaxurebas. 

tresti - mewarmeTa gaerTianeba, romlis Semadgen- 
lobaSi Semavali sawarmoebi kargaven warmoebriv, komer- 
ciul da iuridiul damokidebulebas da erTian 
mmarTvelobas eqvemdebarebian. 

 
u  
 

ubralo dokumenti - dokumenti, romlis Sinaarsi 
exeba erT sakiTxs an erT Temas. 

uikendi - `kviris bolo~, dasvenebis dro paraskev 

saRamodan orSabaT dilamde (romelsac Cveulebriv 
atareben qalaqgareT). 

unaRdo angariSsworeba - angariSsworeba, romelic 

xorcieldeba sakredito dawesebulebaSi angariSidan an-
gariSze gadaricxvis gziT an urTierTmoTxovnisa da 
valdebulebis CaTvliT (ix. kliringi). gamoiyeneba ro-
gorc qveynis farglebSi, ise saerTaSoriso ekonomikur 
urTierTobebSi. 

utili - saxmarad gamousadegari, magram nedleulad 

vargisi nivTebi. 

ucxouri valutis bazari - bazari, romelzec erTi 
qveynis valuta gamoiyeneba meore qveynis valutis 
SesaZenad (gasacvlelad). 

uwyebrivi arqivi - dawesebuleba an dawesebulebis 

struqturuli nawili, romlis ZiriTad movaleobas 
Seadgens faseulobaTa miReba, aRricxva, eqspertiza, mocemu- 
li dawesebulebis, erTi uwyebis dawesebulebaTa jgufis 
an saxalxo meurneobis erTi dargis dokumenturi 
masalebis Senaxva, samecniero-teqnikuri damuSavebis da 
yovelmxrivi gamoyenebis organizacia saxelmwifo ar- 
qivisaTvis Sesanaxad gadacemamde.  
 

f 
fabrikacia - 1. risame yalbis (fulis, sabuTis) da- 

mzadeba. 2. saerTod risame gakeTeba, damzadeba. 
favori - warCinebuli, gavleniani piris keTilganw- 

yoba, mfarveloba. 
faili - monacemTa krebuli, monacemTa specialurad 

organizebuli struqtura, kompiuteris (egm) Sida max- 
sovrobis, romelic informaciis gadacemis da damuSave- 
bis procesSi ganixileba rogorc erTi mTliani. 

falsifikacia - yalbis gakeTeba, nayalbi. raime nam- 

dvilis, WeSmaritis Secvla mcdariT, yalbiT, risame xarisx- 
is gauareseba. 

falsifikati - nayalbi, yalbi produqti, nakeToba. 
falsifikatori - yalbis mkeTebeli, gamyalbebeli, 

siyalbis Camdeni. 
fasebis indeqsi - maCvenebeli, romelic gamoxatavs 

saqonelsa da momsaxurebaze fasebis Tanafardobas or 
sxvadasxva periodSi. 

fasi - erTeuli saqonelsa da momsaxurebis sayid- 

lad gadaxdili fulis odenoba.
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fasiani qaRaldebis bazari - fasiani qaRaldebis 
mimoqcevis sfero, romlis saSualebiTac xdeba sawar- 
moTa droebiT Tavisufali fuladi saxsrebisa da mosa- 
xleobis danazogebis mobilizacia ekonomikaSi inves-
tirebisaTvis. 

faqsi, faqsimiluri kavSiri - fotosatelegrafo 

kavSiri, brtyeli uZravi gamosaxulebis (grafikebis, 
suraTebis, aslebis cifrebis) manZilze gadacema da maTi 
aRwarmoeba miRebis punqtSi sadenebiT gadacemuli 
eleqtruli signalebis an radiosignalebis saSualebiT. 

faqsimilie - 1. xelnaweris, sabuTis, xelmoweris da 

sxv, zusti piri, romelic gadaRebulia fotomeqanikuri 
wesiT. 2. visime xelnaweris kliSe, beWedi. 

faqsimiluri asli - dokumenti, romelic aRadgens 
teqsts an gamosaxulebas. 

faqti - 1 namdvili, WeSmariti ara gamogonili am- 
bavi, SemTxveva, movlena. 2. sinamdvile, realuroba. 3. 
monacemi, masala raime mosazrebis dasadastureblad, 
daskvnis gasakeTeblad. 

faqtori - raime movlenis, procesis mizezi, mamoZrave- 
beli Zala. 

faqtura - gamyidvelis mier myidvelis saxelze 
gamowerili da saqonlis an momsaxurebis da maTi faq- 
tobrivi miwodebis damadasturebeli angariSi. 

fizikuri piri - samarTalurTierTobis monawile 
(pirovneba). 

firma - biznesis organizaciuli erTeuli (sxvagvar- 
ad kompania) mewarmeobis yvelaze zogadi saxelwodeba, 
misi warmoebiTi ujredis sididis, organizaciuli Tu 
sakuTrebis formis miuxedavad. arsebobs firmis sami saxe: 
1. erTpirovnuli, 2. partnioruli, 3. korporaciuli. 

firmis likviduri saxsrebi - saxsrebi, romlebic 
Sedgeba naRdi fulis, fasiani qaRaldebis, bankebSi an- 

 

gariSze arsebuli resursebisa da sasaqonlo-materi- 
aluri maragis zogierTi elementisagan. 

fiskaluri - saxazino. 
fiqsirebuli - kursi, fasi, ganakveTi da a.S. romel- 

ic xelSekrulebiT daTqmul vadaSi ar icvleba.  

fors-maJori - gadaulaxavi dabrkoleba.           

fotoasli - faqsimiluri aslis erT-erTi saxeoba, 
Sesrulebuli fotografirebis xerxiT. 
franko - sagareo vaWrobaSi: termini, romelic aRni- 

Snavs saqonlis datvirTvas da gagzavnas gamyidvelis 
xarjiT. 

fraxti - 1. qira, romelsac transportis patrons 

uxdian wyalsavali gziT tvirTis gadazidvisaTvis. 2. 
dafraxtul (daqiravebul) gemze gadasazidi tvirTi, 
agreTve TviT aseTi gadazidva. 

fuli - gansakuTrebuli saqoneli, romelic sayo- 

velTao eqvivalentis rols asrulebs; fulis fun- 
qciebia: RirebulebaTa zoma, mimoqcevis, gadaxdis da da- 
grovebis saSualeba da a.S. nebismieri sagani, romelsac 
gamyidvelebi, rogorc wesi iReben TavianT saqonelsa da 
momsaxurebaze gasacvlelad. 

funqcia - 1. Sesasrulebeli saqme, movaleoba. 2.  

roli, mniSvneloba, daniSnuleba. 3. movlena, romelic 
meore movlenazea damokidebuli da icvleba am movle- 
nis cvlilebasTan erTad.  

 
y 

yadaRa - akrZalva an SezRudva dawesebuli saxelm- 
wifo organoebis mier raime qonebis gamoyenebaze an 
gankargvaze, konfiskacia, CamorTmeva. 

yidva-gayidvis kontraqti - xelSekruleba, romelsac 
deben komerciul safuZvelze da iTvaliswinebs saqon-
lis an momsaxurebis miwodebas. masSi dadgenilia mxare-
Ta garkveuli uflebebi da movaleobebi, kontraqtSi
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miTiTebulia xelSekrulebis subieqtebi, sagani, fasi, 
saerTo Tanxa, miwodebis vadebi da pirobebi, gamyidvel- 
Ta garantiebi, dazRveva da a.S.  
 

S  
Sabloni - 1. nimuSi, romlis mixedviTac amzadeben 

erTnair nakeTobebs. 2. mowyobiloba mza nawarmis for- 
mis Semosamowmeblad. 3. (gadat.) erTxel da samudamod 
miRebuli nimuSi, romelsac brmad baZaven; trafareti, 
Stampi. 

Savad naweri (Savi piri) - dokumentis pirvandeli 
teqsti, winaswari redaqciiT, masSi Setanili Sesworebe-
rebebiT. 

Sansi - risame ganxorcielebis, rameSi warmatebis 

SesaZlebloba. 

SezRuduli pasuxismgeblobis organizacia (Sps) -  

organizacia, Seqmnili iuridiuli an fizikuri pire- 
bis SeTanxmebis safuZvelze, maTi anabrebis gaerTianebis 
gziT sameurneo saqmianobis ganxorcielebis mizniT. Sps 
unda Sedgebodes ara umcires ori wevrisagan. sazoga- 
doeba iqmneba da moqmedebs sadamfuZneblo xelSekrule- 
bisa da wesdebis safuZvelze. iZens iuridiuli piris 
uflebas registraciis momentidan. 

Sesanaxi erTeuli - dokumentebis gancalkevebuli 

jgufi (calkeuli dokumenti), romelic arqivSi aRiri- 
cxeba damoukidebeli nomriT (ix. saqme (1), proeqti, 
albomi, fotodokumenti, mikrofilmi da a.S. 

Semosuli dokumenti - dawesebulebis mier miRbu- 

li dokumenti. 
SeniSvnebi - dokumentebis, saarqivo cnobaris, pub- 

likaciis samecniero-sacnobaro aparatis nawili. Sei- 
cavs cnobebs, romlebic warmoadgens maTi Sinaarsis gan- 
martebas an damatebas. SeniSvnebi Tavsdeba ZiriTadi 
teqstis bolos an striqonqveSa gamotanis saxiT. 

Sifri - 1. saidumlo werilisaTvis saWiro pirobi- 
Ti niSnebis sistema. 2. wignebis, xelnawerebis, saqmiani 
qaRaldebisa da misT. aRsaniSni pirobiTi niSani, romelic 
miuTiTebs maTi Senaxvis adgilze. 
Stati - 1. ama Tu im dawesebulebis TanamSromelTa 

mudmivi Semadgenloba. 2. administraciuli erTeuli. 
Sualedur gamyidvelTa bazari - is kompaniebia, rom-

lebic saqonels da momsaxurebas iZens piradi mox- 
marebisaTvis. 
Stampi - beWdis saxeoba, Cveulebriv samkuTxa, dawese- 

bulebis rekvizitiT (saxelwodeba, misamarTi...)  
 
C 

CanarTi - 1. svetis furceli. 2. svetSi erTi doku- 
mentis meoreze dawebebis adgili. 
CaniSvnebi - minawerebi an niSnebi dokumentze. miuTi- 

Teben dokumentisadmi im piris damokidebulebaze, ro-
melic mas ecnoboda, an dokumentis moZraobaze saqmis-
warmoebaSi (rezolucia, aRniSvna Sesrulebis Sesaxeb da 
sxv). 
Ceki - 1. dokumenti, romelic Seicavs meanabris gan- 

kargulebas bankisadmi, raTa man mimdinare angariSidan 
gadauxados an gadauricxos warmomdgens garkveuli Tanxa. 
2. salaroSi (bankSi) warsadgeni qviTari, romelzedac 
aRniSnulia saqonelSi gadasaxdeli Tanxis odenoba; 
agreTve salarodan miRebuli taloni, romelic adas- 
turebs, rom saqonlis fasi gadaxdilia. 
Cekis inkaso - fulis gadatana Cekis gadamweri pi-

ris angariSidan Cekis mimRebi piris angariSze; sxva 
saxelwodeba _ Cekebis kliringi (ix. kliringi).  

 
c  

ceremonia - 1. oficialuri xasiaTis zeimi, romel- 
ic garkveuli wesebiT, winaswar Sedgenili gegmiT tar-
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deba. 2. moqmedebis wesi, romelic miRebulia an dadge- 
nilia sazeimo SemTxvevebisaTvis. 

ceremoniali - raime ceremoniis oficialurad dad- 

genili ganwesrigeba. 
citata - raime teqstidan ucvlelad moyvanili 

nawyveti ama Tu im azris dasasabuTeblad, dasamowme- 
blad.  

Z 
ZiriTadi kapitali - sawarmos, dargis, mTeli ekono-

mikis masStabiT arsebuli Senobebis, manqanebisa da mowyobi-
lobebis Sejamebuli Rirebuleba garkveuli TariRisaTvis.  

 
x 

xelnaweri - 1. xeliT dawerili dokumenti. 2. av- 
toris xelnaweri.  

j  

jarima - fuladi gadasaxdeli, romelsac ixdian 
fizikuri an iuridiuli pirebi moqmedi kanonmdeblo- 
bis, dadebuli xelSekrulebis an dadgenili wesebis 
darRvevisaTvis. jarimis gadaxda ar aTavisuflebs ga- 
damxdels nakisri valdebulebebis Sesrulebisagan. 

jentlmenuri SeTanxmeba - saerTaSoriso xelSekru- 

leba, romelsac deben oficialur formalobaTa daucvelad, 
dauwerlad (zepirad).  

h  

holdingi - aqcioneruli kompania, romelic flobs 
sxva firmebis, kompaniebis aqciebis sakontrolo pa- 
kets. 

honorari - fuladi gasamrjelo, romelsac Sromis 

sazRaurad aZleven (xelSekrulebis safuZvelze) sxva- 
dasxva profesiis adamianebs.  

inglisurenovan saqmian werilebsa da 
dokumentebSi gamoyenebul sityvaTSemoklebaTa 

mokle nusxa 

AI _ first class _ pirveli klasi 

a/c an acct _ account _ angariSi 

advt. _ advertisement _ gancxadeba-reklama 

agt _ agent _ agenti 

amt _ amount _ Tanxa 

arrvsl _ arrivals _ Camosuli partiebi 

art an Art-article _ statia; sagani; saqoneli; 

a/s. _ 1. after sight _ wardgenis Semdeg (xarjis); 

2. account sales  _ angariSi (komisioneris) saqon- 

lis gayidvis Sesaxeb 

a.w. _ actual weight _ faqtobrivi wona 

a.w.b. an A.W.B. _ air waybill _ zednadebi TviTmfri- 

naviT gadatanili tvirTisa 

b. an B. _ 1. bale _ Sekvra, fuTa; 2. bid  _ fasis 

SeTavazeba (myidvelis mxridan). 3. bill of exchange _ 
gadasagzavni Tamasuqi (xarjva). 

B.S. _ british standard _ britanuli standarti 

bxs - boxes _ yuTebi 

c. 1. cent _ centi; 2. centimetre _ santimetri; 3. 

Cubic _ kuburi; 

c&f. an c. and f. - cost & freight   _ Rirebuleba da 

fraxti 

c&f. an c. and i. - cosk & insurance  _ Rirebuleba da 

dazRveva 

cert. - certificate _ dadastureba, mowmoba, sertifikati 

ch. fwd. - charges forward _ xarji ekisreba tvir- 

Tis mimRebs.
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Chges - charges  _ xarjebi 
chq. - cheque  _ Ceki 
C.N. - 1. credit note _ sakredito avizo; 2. consign- 

ment note _ satransporto zednadebi; 
Co. _ sazogadoeba, kompania; 
Con. inv - consular invoice  _ sakonsulo faqtura; 
cont. - 1. continuation _ gagrZeleba; 2. contract _ 

kontraqti, xelSekruleba; 
Cr.- creditor, credit, credited _ kreditori, krediti, 

kreditirebuli; 
crs - cars   _ avtomanqanebi; 
C.T. - cable transfer  _ satelegrafo gzavnileba; 

 
D/D - documentary draft _ dokumentirebuli xarj- 

va; 2. demand draft _ xarjva, saswrafod warmosadge- 
ni; 

fact (s) - Factory (s)  _ fabrika, fabrikebi, qarxana, 
qarxnebi; 

f.e. - For example _ magaliTad; 
fgt - freight _ fraxti, tvirTi; 

 
gal (1) - gallon (s) _ galoni; 
G.C. - general cargo  _ generaluri tvirTi, Sereuli 

tvirTi; 
gds - goods  _ tvirTi, tvirTebi, saqoneli; 
G.M. - general menager _ mTavari mmarTveli (mene- 

jeri); 
gr. 1. grade   _ xarisxi, sorti, gradusi; 2. gramme 

_ grami; 3. gross _ bruto; grosi; (12 duJini); 
G.R.T. - gross register tons _ bruto _ registrire- 

buli wona;

Dep - 1. departament  _ ganyofileba, departamenti; 
2. deputy   _ moadgile; 
di (a) - diameter  _ diametri; 
disbs - disbursements  _ gasavali, danaxarji; 
dis (c) - discount _ fasdakleba; 
do - 1. ditto _ igive; 2. dollar _ dolari; 
d.w. an D/W - deadweight _ dedvaiti, gemis sruli 

tvirTamweoba; 
dz. - dozen  _ duJini; 

 
emb - embargo _ embargo, akrZalva, yadaRa; 
encl - enclosed, enclosure _ darTuli, danarTi; 
E.P. - English Patent _ inglisuri patenti; 
Esq - esquire _ eskvairi; 
etc - et cetera _ da ase Semdeg; 
ex. gr. - exempli gratia = For example  _ magaliTad; 
exps, exs - expenser  _ xarji, gasavali; 

h. - hour _ saaTi; 
ha - hectare _ heqtari; 
hdbk _ handbook _ cnobari; 
h.p. an H.P. _ horse - power _ cxenisZala; 

 
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-faqtura; 

 
jnt - joint _ gaerTianebuli, erToblivi; 
L.C.an  _ L/C _ letter of credit _ akreditivi; 
LD. - limited  _ SezRuduli pasuxismgeblobis; 
lic - licence  _ licenzia;
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Ltd. - limited  _ SezRuduli pasuxismgeblobis; 
 

M. - 1. metre (s), metric  _ metri (metrebi); 2. mile 
(s) _ mili; month   _ Tve; 

man. - manufacture  _ nakeToba; 
manfd - manufactured   _ damzadebuli, damzadebu- 

lia; 
mem (0) - memorandum  _ memorandumi; 
Messrs - messieurs  _ batonebo; 
Mgr - manager _ gamge, mmarTveli; 
M.I.P. - marine insurance policy  _ sazRvao dazRve- 

vis polisi; 
mtk. - market _ bazari; 
Mr. - mister  _ mister, batono; 
M.S. - motor - ship  _ Tbomavali; 

 
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 (a.S.S.); 2. New british Stan- 
dard _ axali britanuli standarti; 

n.r.t. - net register tonnage  _ sufTa registrirebu- 
li tonaJi, sufTa tevadoba; 

nt.wt. - net weight _ neto; sufTa wona; 
 

O.C. - office copy  _ asli, romelic saqmeSi rCeba; 
O.K. - all correct   _ yvelaferi rigzea, yvelaferi 

sworia; damtkicebulia, SeTanxmebulia; 
O/o - order of - ....  davalebiT, gankargulebiT; viRa- 

cis brZanebiT; 
P. - 1. patent  _ patenti; 2. perishable  _ malfuWe- 

badi; 3. port   _ porti; 4. power   _ Zala, simZlavre, 
energia; 

Pay (m) t an 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 baraTi; 
per pro - per procurationem _ davalebiT; 
P.O. - 1. posta; order _ fuladi gzavnileba fostiT; 

2. post office   _ safosto ganyofileba; 
P.O.B. - post office box _ safosto yuTi (romelime 

dawesebulebis an organizaciis); 
P.O.C. - port of call  _ Sesvlis poti; 
P.O.O. - pay on delivery _ fasdadebiT; 
p.p. - per procurationem=p.p _ davalebiT; 
P.S. - 1. postscript  _ postskri ptumi, minaweri xel- 

moweris Semdeg; 2. private secretary _ piradi mdivani; 
pt - 1. part -  nawili; 2. payment   _ gadaxda; 3. 

point   _ punqti; 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; 
qty - quantity   _ raodenoba; 
qual - quality _ xarisxi; 

 
R - 1. railway - rkinigza; sarkinigzo; 2. rouble (s) _ 

maneTi, maneTebi; 3. rupee _ rupia; 
r - 1. receipt   _ xelwerili, qviTari; 2. received _ 

miRebulia; 
rcts - receipts  _ Semonatani, Semosavali; 
regd - registered  _ registrirebuli, SekveTili 

(safosto gzavnilebani); 
rem - remitance _ fuladi gzavnileba, gadaricxva;
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Rem - representave  _ warmomadgeneli; 
R.M. - registered mail   _ SekveTili fosta; 
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 sadResaswaulo dReebis gamoklebiT; 
sp - 1. signature   _ xelmowera; 2. signed   _ xel- 

mowerili, xelmowerilia; 
Soc. - society _ sazogadoeba; 
St. - 1. street  _ quCa; 2. station _ sadguri, vagzali; 
st. - standard   _ standarti; 
stg - strerling  _ sterlingi; 
sx - sacks _ tomrebi; 

 
T. - 1. tare  _ taras wona; 2. transfer  _ gzavnileba, 

gadaricxva; 
Tel. 1. telephone    _ telefoni; 2. telegram, tele- 

graph, telegraphic _ telegrama, telegrafi, satelegrafo; 
Tel. add. - telegraphic address  _ satelegrafo mis- 

amarTi; 
T.M. - trade mark   _ savaWro niSani; 
T.M.O. - telegraph money order    _ fuladi gzav- 

nileba telegrafiT; 
T.T. - telegraphic transfer  _ satelegrafo gzavnileba; 
T.W. - total weight   _ saerTo wona; 
tx - tax (es)   _ gadasaxadi (gadasaxadebi); 

 
U. - 1. union _ kavSiri; 2. universal _ saerTo, msof- 

lio, universaluri; 
U.S.S. - United States Standard   _ amerikuli stan- 

darti; 

V. - 1. vessel   _ gemi; 2. vice   _ vice; 3. volume _ 
moculoba, tomi; 

Val. - value   _ Rirebuleba, faseuloba; 
V.P. - vice - president _Pvice prezidenti; 

 
W.B - way bill _ zeddebuli, satransporto zeddebuli; 
W.R - warehouse receipt       _ sasawyobo xelwerili, 

sawyobis cnoba.
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danarTi  

 

Tu werili aSS-Si igzavneba, maSin aucilebelia qala- 
qis dasaxelebis Semdeg mieTiTos Stati. es imiT aixs- 

 

merilendi 
minesota 
misisi pi 
misuri 

Maryland 

Minnisota 

Mississippi 

Missouri 

Md. 

Minn. 

Miss. 

Mo. 

neba, rom aSS-s sxvadasxva StatSi erTi da igive dasax- 
elebis ramdenime qalaqi arsebobs. mag., 5 niu-iorki, 20 
bostoni, 5 filadelfia... amitomac, misamarTSi aucile- 
belia Statis miTiTeba, romelic xSirad SemoklebiT 
iwereba (gamonaklisia: aidaxo, aiova, meni, ohaio, iuta). 

miCigani 
montana 
nebraska 
nevada 
niu-iorki 
niu-meqsiko 

Michigan 
Montana 

Nebracka 

Nevada 

New York 

New Mexico 

Mich 
Mont. 

Nebr. 

Nev. 

N.Y. 

N. Mex. 

     aSS-s Statebis dasaxeleba 
 

niu-jersi New Jersey N.J. 
(sruli da Semoklebuli) niu-hempSiri New Hempshire N.H. 

 oklahoma Oklahoma Okla 
alabama Alabama Ala. oregoni Oregon Oreg. 
arizona Arizona Ariz. pensilvania Pennsylvania Pa. 
arkanzasi 
delaveri 
vaiomingi 
vaSingtoni 
vermonti 

Arkansas 
Delawere 

Wyoming 

Washington 

Vermont 

Ark. 
Del. 

Wyo. 

Wash. 

Vt. 

rod-ailendi 
samxreTi 
dakota 
samxreTi 
karolina 

Rhode Island 
 

 

South Dakota 
 

 

South Carolina 

R.I. 

S.D. (an S.Dak.) 

S.C. 
virjinia Virdginia Va. tenesi Tennessee Tenn. 
viskonsini 
ilinoisi 
indiana 
kalifornia 
kanzasi 
kentuki 
kolorado 
koneqtikuti 

Wisconsin 
Illionis 

Indiana 

California 

Kansas 

Kentucky 

Colorado 

Connecticut 

Wis. 
I. Ind. 

Calif. 

Kans. 

Ky. 

Colo. 

Conn. 

florida 
Crdilo 
dakota 
Crdilo 
karolina 
jorjia 
(an georgia) 

Florida 
 

 

North Dakota 

North Carolina 

Georgia 

Fla. 
 

 

N.D. (an N.Dak.) 

N.C. 

Ga. (an Geo.) 

kolumbiis District of     

olqi Columbia D.C.    

luiziana Louisiana La.    

masaCusetsi Massachusetts Mass.    
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notingemSiri Nottinghamshire Notts. 

oqsfordSiri Oxfordshire Oxon. 

pembrukSiri Pembrokeshire Pemb. 

somersetSiri Somersetshire Soms. 

stafordSiri Staffordshire Staffs. 

uiltSiri Wiltshire Wilts. 

uorikSiri Warwikshire Warw. 

flintSiri Flintshire Flints. (an Flint.) 

CeSiri Cheshire Ches. 

hantingdonSiri Huntingdonshire Hunts 

hartfordSiri Hertsfordshire Herts. 

hempSiri Hampshire Hants. 

 

didi britaneTis sagrafoTa 
dasaxeleba  

(sruli da Semoklebuli) 
 

 

Tu Tqven werils agzavniT britaneTis romelime dasaxe- 
lebul punqtSi, maSin qalaqis, soflis da a.S. dasa- 
xelebis Semdeg iwereba saTanado sagrafos sruli an 
Semoklebuli dasaxeleba: 

 
 

argilSiri 
bakingemSiri 
bedforSiri 
berkSiri 
glamorganSiri 
glosterSiri 
devonSiri 
denbiSiri 
derbiSiri 
vusterSiri 
iorkSiri 
kamberlendi 
karmartenSiri 

Argyllshire 

Buckinghamshire 

Bedfordshire 

Berkshire 

Glamorganshire 

Gloucester 

Devonshire 

Denbigshire 

Derbyshire 

Worcestershire 

Yorkshire 

Cumberland 

Carmarthenshire 

Argyl. 

Bucks. 

Beds. 

Berks. 

Glam. 

Glos. 

Devon. 

Den. 

Derbs.(an Derb.) 

Wo.(an Worcs.) 

Yks.(an Yorks.) 

Cumb. 

Carm. (an Car- 

marths) 

kornarvonSiri 
kembrijSiri 
kornueli 
lankaSiri 
lesterSiri 
linkolSiri 
midlseqsi 

 
monmutSiri 
nortgemptonSiri 

Carnarvonshire 

Cambridgeshire 

Cornwall 

Lancashire 

Leiceatershire 

Lincolnshire 

Middlesex 

 
Monmoutshire 

Northamptonshire 

Carn. 

Cambs. 

Corn. 

Lancs. 

Leics. 

Li. (an Lincs.) 

Midd.(an Midd’x 

an Mx.) 
Mon. 

Northants. (an 
Northn.) 
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koreqturis zogierTi niSani  
 

saqmis qaRaldebTan muSaobisas zogjer saWiro xde- 
ba teqstSi damateba-Sesworebis Setana. aseT dros, 
operatorTan muSaobis gasaadvileblad, aucilebelia 
koreqturis zogierTi niSnis gamoyeneba. 

1.  teqstSi gamotovebuli asoebi an sityvebi gasagebad 
striqonebs Soris 

 

iwereba da figuruli frCxiliT Caismeba saTanado adg- 
ilze. 

2.  asoebs Soris gamotovebuli areebi ivseba 

See rTebis niSniT. didi intervalebi sityvebs Soris 

ivseba horizontaluri xaziT da (      ) rkalebiT. 
3.  SecdomiT mWidrod dabeWdili asoebis an si- 

tyvebis gayofa xdeba gancalkevebisniSniT. 
4.  zedmeti sityvebis amoSla xdeba horizontaluri 

xaziT xaziT. zedmeti asoebi iSleba SeeerTebis niSniT. 
5.  SecdomiT Cawerili sasveni niSnebis waSla 

xdeba. talRuri xazebiT. 
6.  teqstis zedmeti nawilis waSla xdeba daxrili 

xazebiT. 
teqstis zedmeti nawilis waSla xdeba daxrili 

xazebiT. 
7.  SecdomiT gadaSlili sityvebis aRdgena xdeba 

qveS dasmuli wertilebiT. 
8.  erTmaneTis gverdze ganlagebuli sityvebis an 

asoebis araswori mimdevrobis xdeba gasworeba niSinT 
“gadaadgileba”. 

9. ramdenime sityvis gadasaadgileblad am sityvis 
zeviT gasmul horizontalur xazebis Tavze iwereba 

 

nebi (magaliTad, 5 2 ) gamoyofilia indeqsis niSniT. 
11. Tu frazis dawera saWiroa abzaciT, gamoiyeneba 

abzacis niSani Z. abzacis gauqmeba xdeba niSniT: 
Tu abzacis gauqmeba xdeba gverdis bolo striqonze, 

gamoiyeneba isaris niSani 
Sesabamisad igive niSniT iwyeben morigi gver- 

dis pirveli frazis dasawyiss. 
12. Cveulebrivi Sriftis mTavruliT (didiT) Secv- 

lisas asos (sityvis) qveS gavusvaT ori xazi da piri- 
qiT, mTavruli SriftiT akrefili sityvis zomebis Sem- 
cirebisTvis ori xazis gasma xdeba zeviT.

          2      1             3  

cifrebi, romlebic mimdevrobas swor uCveneben. 
10. teqstSi indeqsebi, SeniSvnebi * da xarisxis niS- 
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zogierTi gavrcelebuli simbolo da  

Semoklebuli sityva 
 

©             copywrite, saavtoro ufleba 
#             kvadrati, nomeris niSani (#) 
®                            saqonlis niSani, registrirebuli 
& (an )       ampersandi, kavSiri “da” 
@                           at, to (-mde) 
?                             funti sterlingi 
$                             dolari 
Ltd.                         Limited, SezRuduli pasuxis- 

mgeblobis sazogadoeba 
Co (an C0)             kompania 
Inc                          Incorporated (aSS), registri- 

rebulia rogorc kompania 
TIR                         saavtomobilo gadazidva 
N                            diumi (daaxl. 2,5 sm) 
ISO                        saerTaSoriso standarti 
DINN          germaniis standarti 
ANSI                     aSS nacionaluri standarti 
E.&O.E. an 
(S.E.&O.)               Secdomebi da Sesworebebi 

gamoricxulia 
VIP                        sapatio stumari 
InCoTerm               saerTaSoriso komerciuli 

terminebi 
S                             gamyidveli 

 
B                            myidveli 

 

 
-              sabaJo 

 

 
xarjebis da riskis zRvari 

EXW, FAS, FOB               saqonlis miwodebis sabazi- 
FRC, C&F, CIF                 so pirobebi 
EXS, EXQ, DAF 

DDP, CIP, FOR 

ISBN                                  wignis saerTaSoriso niSani 
ISSN                                  Jurnalis saerTaSoriso 

niSani
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avstralia 
avstria 

avstraliuri 
evro* 

dolari AUD 

EUR 

azerbaijani 
albaneTi 

azerbaijanuli 
leki 

manaTi AZM 

ALL 

saemiroebi dirhemi  EAD 

argentina argentinuli peso ARP 

aSS dolari  USD 

orgteqnikis Rilakze gamosaxuli zogierTi 
standartuli niSani da Semoklebani  

 
P/S                                                 Pal/Secam sistema; 
R      Rcl      Redial               # *            nomris ganmeorebiT 

avtomaturi akrefa; 
SP-Phone                                                 xmamaRali (yurmilis 

gareSe) kavSiri; 
Mute                                                        mikrofonis gamorTva 

(“munji” reJimi); 
Clr                                                            gamoTiSva, sawyis re- 

JimSi gadayvana; 
Pwr                                                          kveba; 
Vol                                                           xmis donis regula- 

tori; 
CarTva-gamorTva. 

sxvadasxva qveynis valuta  
 

 
qveynis dasaxeleba           valutis dasaxeleba  valutis kodi  

 
a 

 
 
 
 
 
 

alJiri         alJiruli dinari       DZD 

andora         evro                   EUR 
arabTa gaerT. 

 
 
 
 

axali zelandia axalzelandiuri dolari NZD 
 

 
b 

bangladeSi teka BDT 

bahreini bahreinuli dinari BHD 
 

*1999 wlis 1 ianvridan evrokavSirSi Semavali 12 qveynisaTvis 
(avs- tralia, belgia, germania, espaneTi, irlandia, italia, luqsemburgi, 
nider- landebi, portugalia, saberZneTi, safrangeTi, fineTi) SemoRebul 
iqna ofi- cialuri fulis erTeuli _ evro. 2002 wlis 1 ianvramde 
igi arsebobda unaRdo angariSis saxiT. naRdi banknotebisa da 
monetebis saxiT mimo- qcevaSi Sevida 2002 wlis 1 ianvridan. 
saxelwodeba _ evro SeTanxmebul iqna evrokavSirSi 1995w. dekemberSi. 
evros simboloa _ E. evrokavSirSi Semavali qveynebidan did britaneTSi 
darCa erovnuli valuta _ funti sterlingi. 

daniam da Sveciamac uari Tqves sakuTari valutis gamocvlaze. 

evro mimoqcevaSia patara (juja) saxelmwifoebSi, romlebic 

for- malurad ar Sedian evrokavSiris SemadgenlobaSi: vatikani, 

san-marino, andora da monako. 

agreTve, safrangeTis zRvisiqiTur departamentebSi: gvadelupa, 

mar- tinika, safrangeTis gvinea, reiunioni. 

kunZulebze, romlebic portugaliis SemadgenlobaSi Sedian: 

madeira da azoris kunZulebi. 

kosovoSi (serbeTis mxare) romelsac akontroleben 

saerTaSoriso samSvidobo Zalebi da CernogoriaSi. 
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belgia 
belorusi 
bolivia 
brazilia 
bulgareTi 

 

evro 
belorusuli rubli 
bolivano 
braziliuri reali 
levi 

EUR 

BYR 

BOB 

BRL 

BGL 

z 

zairi                axali zairi      ZRN 
zambia                kvaCa (zambiuri)   ZMK 

zimbabve              zimbabves dolari  ZWD 

      T  

 g  TurqeTi  Turquli lira TRL 

gana sedi GTC TurqmeneTi  Turqmenuli manaTi TMM 

gvadelupa 
gvatemala 

evro 
ketsali 

EUR 

GTQ 

   
i 

 

gvinea gvineis franki GNF iaponia  iena JPY 

gvinea-bisau gvinea bisaus peso GWP iemeni  iemenuri riali YER 

germania evro EUR irlandia  evro EUR 

gibraltari gibraltaris funti GIP islandia  islandiuri krona ISK 

grelandia daniuri krona DKK italia  evro EUR 
  

d 
 indoeTi 

indonezia 

 induri rupia 
rupia 

INR 

IDR 

dania daniuri krona DKK iordania  iordaniis dolari JOD 

didi britaneTi funti sterlingi GBP iranis islamuri resp. iranuli riali IRR 

dominikis respubl ika  dominikuri peso DOP israeli  Sekeli ILS 
 

 
 
egvi pte 

e 

egvi pturi 

 
 
funti 

 

 

EGP 

 
 

kamboja 

k 

rieli 

 

 

KHR 

eTiopia eTiopiuri biri ETB kanada kanaduri dolari CAD 

ekvadori sukre  ECS kenia keniuri Silingi KES 

espaneTiY evro  EUR kvi prosi kvi prosis funti CYP 

estoneTi kroni  EEK kolumbia kolumpiuri peso COP 

  
v 

  kongo 
korea (ksdr) 

franki 
CrdiloeT koreuli 

XAF 

vatikani qalaqi saxelmwifo evro  EUR  vona KPW 

venesuela bolivari  VEB respublika korea vona KRW 

vietnami dongi  VHD kosta-rika kostarikuli  

     koloni CRC 
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kuba 
 

kuburi peso CUP 
 
 

pakistani 

p 

pakistanis rupia 

 

 

PKR 
 l  panama balboa; PAB 

latvia lati LVL  amerikuli dolari USD 

libani libanuri funti LBP paragvai guarini PYG 

libia libiuri dinari LYD peru axali soli PEN 

liberia liberiuli dolari LRD poloneTi zloti PLZ 

litva liti LTL portugalia evro EUR 

lixtenSteini Sveicaruli franki CHF puerto-riko amerikuli dolari USD 

luqsemburgi evro EUR    

    r  

 m  ruanda ruandis franki RWF 

madagaskari madagasiuri franki MGF rumineTi lei ROL 

mavritania ugia MRO ruseTis federacia rusuli rubli RUR 

malaizia 
malta 

malaiziuri ringiti 
malturi lira 

MYR 

MTL 

  
s 

 

maroko marokouli dirhami MAD saberZneTi evro EUR 

meqsika meqsikuri axali peso MXN salvadori salvadoruli  

mozambiki metikali MZM  koloni SVC 

moldaveTi moldavuri lei MDL samxreT afrikis   

monako evro EUR respublika rendi ZAR 

monRoleTi tugriki MNT san-marino evro EUR 

   saudis arabeTi saudis riali SAR 
 n  safrangeTi evro EUR 
namibia               rendi            ZAR                                                         saqarTvelo lari  GEL 
nepali               nepaluri rupia   NPR                                                         seiSelis kunZulebi seiSelis rupia SCR 

 

    

nigeria naira  NGN 

slovakeTi slovakuri krona SK 

slovenia tolari  SIT 
 

nikaragua 
 

oqros kordoba NIO

norvegia norvegiuli krona NO

 
 
omani 

o 

omanuri riali 

 

 

OM

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

niderlandebi (holandia) evro             EUR 
siriis arabTa respublika siriuli funti   SYP 

K 

 
somali               somaluri Silingi SOS 

somxeTi              somxuri drami    AMD 
sudani               sudanis dinari    SDD 

surinami             surinamis guldeni SRG
 

228                                                                                                                                          229



 
 
tailandi 

t 

bati 

 

 

THB 

 
 

jibuti 

j 

jibutis 

 
 
franki 

 

 

DJF 

tanzania 
tajikeTi 

tanzaniuri Silingi 
tajikuri maneTi 

TZS 

TJR 

  
h 

  

tunisi tunisuri dinari TND haiti hurdi  HTG 

    amerikuli dolari USD 

u 

uganda 
uzbekeTi 
ukraina 
ungreTi 
urugvai 

uganduri Silingi 
uzbekuri sumi 
grivna 
forinti 
urugvauli peso 

UGS 

UZS 

UAH 

HUF 

UYP 
  

f 
 

fili pinebi 
fineTi 
fiji 

fili pinuri peso 
evro 
fijis dolari 

PHP 

EUR 

FJD 

  

y  

yazaxeTi 
yirgizeTi 

yazaxuri tenge 
yirgizuli somi 

KZT 

KGS 
  

S 
 

Sveicaria 
SvedeTi 
Sri-lanka 

Sveicaruli franki 
Sveduri krona 
Srilankuri rupia 

CHF 

SEK 

LKR 
  

C 
 

Cernogoria evro EUR 

CexeTis 
respublika 

 

 
evro 

 
EUR 

Cile 
CineTi 

Ciles peso 
iuani 

CLP 

CNY 
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ekvivalentur sazomTa cxrili (farTis, 
(zedapiris) tevadobis, sigrZis, 

moculobisa da wonis)  

 
akri   _ miwis sazomi erTeuli inglissa da Crd. 

amerikaSi: udris: 4,047 kv. metrs. 
ari _ miwis sazomi erTeuli; udris: 100 kv.m (heq- 

taris 1/100). 
bareli (benzinisaTvis) _ tevadobis sazomi erTeuli; 

udris 158,9 litrs. 
bareli (amerikuli) _ fqvilisaTvis _ wonis sa- 

zomi erTeuli; udris 88,90kg. 
bareli   (Txevadi) _ tevadobis sazomi erTeuli; 

udris: 31,5 galons, 119,237 litrs. 
bareli  (mSrali) _ tevadobis sazomi erTeuli _ 

xilis, bostneulisa da sxva mSrali produqtebisaTvis; 

udris: 95,47 litrs. 
buSeli (amerikuli) _ tevadobis sazomi erTeuli 

(marcvleulisaTvis); udris: 35,2383 litrs. 
buSeli (britanuli) _ tevadobis sazomi erTeuli 

(marcvleulisaTvis); udris: 1,0320 amerikul buSels. 
galiioni (amerikuli) _ tevadobis erTeuli; udris: 

3,7853 litrs. 
galiioni (britanuli) _ tevadobis erTeuli; udris; 

4,5460 litrs. 
grani _ wonis erTeuli; udris: 64,799 miligrams. 
dekalitri  _ tevadobis erTeuli; udris: 2,6418 

galons; 10 litrs. 
dekastri _ moculobis erTeuli; udris: 10 kub. 

metrs. 
deciari _ farTis sazomi erTeuli: 10 kv. metrs. 
decigrami _ wonis erTeuli; udris: 0,1 grams. 
decilitri _ tevadobis erTeuli; udris: 0,1 litrs. 

decisteri - moculobis erTeuli; udris: 100 
litrs. 

draqma saafTiaqo - wonis erTeuli; udris: 3,888 

grams.  

duimi - sigrZis erTeuli; udris 2,54 santimetrs.  
draqma - (Txevadi amerikuli) _ tevadobis erTeuli; 

udris: 3,69 mililitrs.  
iardi - sigrZis erTeuli; udris: 0,9144 metrs. 
kabeltovi - sigrZis erTeuli navigaciaSi; udris: 

182,88 metrs.  

karati - Zvirfasi qvebis wonis erTeuli; udris 

0,2 grams. 
kvadrati - (nagebobebisaTvis mSeneblobaSi) _ udris 

9,29 kv. metrs. 
kvadratuli mili - farTis sazomi erTeuli, udris 

2,5899 km; 258,999 heqtars. 
kvadratuli rodi - farTis sazomi erTeuli; udris: 

25 933 kv. metrs. 
kvarta - Txevadi, amerikuli _ tevadobis erTeuli; 

udris 0,9463 litrs. 
kvarta - mSrali, amerikuli _ tevadobis erTeuli; 

udris 1,1012 litrs. 
kvarta - britanuli an saimperio _ tevadobis er- 

Teuli; udris: 1,1365 litrs. 
kvarteri - sigrZis erTeuli; udris: 402,34 metrs. 
kvarteri - qsovilebis sazomi erTeuli; udris 

22,86 santimetrs. 
kvintali - wonis erTeuli; udris 100 kilograms. 
kordi - xis masalis moculobis sazomi (Cveulebriv, 

sigrZe 8 futi, simaRle 4 futi, sigane 4 futi); udris 

3,625 kub. metrs. 
kubiti - sigrZis erTeuli; udris 19 duims. 
kuburi futi - moculobis erTeuli; udris 0,0283
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kub. metrs. tevadobis erTeuli; udris 28,316 litrs. 
metri - sigrZis erTeuli; udris: 0,0936 iards; 

3,280883 futs; 39,37 duims; 10 decimetrs; 100 santi- 
metrs. 

mileri - metruli tona _ wonis erTeuli; udris: 

1000 kg. 1 metrul wonas. 
mili - (amerikuli, geografiuli an sazRvao) _ sigr- 

Zis erTeuli; udris: saerTaSoriso sazRvao hidro- 
grafiis biuros 1,0007 mils, 1,1515 sawesdebo mils, 
1,85324 kilometrs. 

mili - (britanuli, sazRvao an saadmiralo) _ sigr- 

Zis erTeuli; udris: 6080 futs; 1,8532 kilometrs. 
milimetri - sigrZis erTeuli; udris 0,03937 duims; 

0,001 metrs. 
peki - amerikuli _ tevadobis erTeuli; udris: 

8,8096 litrs. 
peki britanuli - tevadobis erTeuli; udris: 1,0320 

amerikul peks; 0,0919 litrs. 
pinta amerikuli - (Txevadi) _ tevadobis erTeuli; 

udris 0,47317 litrs. 

pinta amerikuli - (mSrali) _ tevadobis erTeuli; 
udris: 0,5506 litrs. 

pinta britanuli - (Txevadi) _ tevadobis erTeuli; 
udris: 0,5682 litrs. 

rodi - sigrZis erTeuli; udris: 5,0292 metrs. 
ruloni - sigrZis erTeuli Spaleris qaRaldisaT- 

vis: udris: 16 iards; 14,6304 metrs. 
skori - Tvladi erTeuli _ udris 20 cals. 
skupuli saafTiaqo - wonis erTeuli; udris: 1,2559 

grams. 
tuni - tevadobis sazomi; udris: 953,9 litrs. 
uncia everdiupoisi - (Seesabameba sazomTa ingli- 

sur sistemas yvela saqonlisaTvis, garda Zvirfasi liTo- 

nebis, Zvirfasi qvebisa da wamlebisa) _ wonis erTeuli; 

udris: 28,3495 grams. 
uncia saafTiaqo - wonis erTeuli; udris: 31,1035 

grams. 
funti everdiupoisi - (Seesabameba inglisur siste- 

mas yvela saqonlisaTvis, garda Zvirfasi liTonebis, 
Zvirfasi qvebisa da wamlebisa) _ wonis erTeuli udris: 
543,592 grams. 

funti saafTiaqo - wonis erTeuli; udris 373,24 

grams. 
futi - sigrZis erTeuli; udris: 0,3048006 metrs. 
heqtari - farTis sazomi erTeuli; udris: 2,471 

akrs; 10 000 kv. metrs. 
hoqtolitri - tevadobis erTeuli; udris: 26,418 

galons; 100 litrs; moculobis erTeuli; udris: 0,1 
kub.metrs.
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