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sagmiswarmoebis wesi saswavlo organizacia- kolej “arsSi

winamdebare wesi warmoadgens saswavlo organizacia- koleji “arsis” saavtoro wess sagmiswarmoebis Sesaxeb da
aregulrebs kancelarias dagvemdebarebuli dokumentebis /Semosuli, gasuli werilebis, brZanebebis/ aRricxva-
damuSavebis wesebs.

1.

Semosuli dokumentebi.

organizacia “arsSi” Semosuli dokumentebis gacnoba da maTze muSaoba xorcieldeba organizaciis SenobasSi.
Semosul korespondencias aregistrirebs kancelariis mdivani da daregistrirebis Semdeg warudgens direqtors.
Semosul doguments pirvel gverdze marjvena qveda kuTxeSi daesmeba Stampi registraciis nomriTa da
Semosvlis TariRiT. TariRi iwereba Semdegnairad: “15.01.2011” an “15 ianvari, 2011”.

ar registrirdeba: statistikuri krebulebi, wignebi, broSurebi, bukletebi, gazeTebi, Jurnalebi da sxva perioduli
gamocemebi, sareklamo cnobebi, misaloci,mosawvevi baraTebi.

gasuli dokumentebi

werils, romelic formdeba organizaciis blankze, xels awers organizaciis direqtori da bardeba kancelariis
mdivans registraciisa da gagzavnisaTvis.

gagzavnili dokumentis asli inaxeba kancelariaSi.

gagzavnili dokumenti SesaZloa kolejSi darCes dublkatis saxiT, romelsac sakancelario ugerbo beWdiT
ukeTdeba warwera “ dublirebuli dokumeti” an darCes qgsero-aslis saxiT, asls ukeTdeba warwera “asli
dedanTan sworia”, mdivani siswores amowmebs xelmoweriT da sakancelario mrgvali ugerbo beWdiT.

Tu dokumenti egzavneba Tanamdebobis pirs, marjvena zeda kuTxeSi mieTiTeba adresatis Tanamdeboba an
organizaciis dasxeleba da Tanamdebobis pirTa vinaoba micemiT brunvaSi. moqalageTaTvis gadagzavn
werilebSi jer iwereba safosto misamarTi, Semdeg adresatis iniciali da gvari.

brZanebebi

brZaneba formdeba blankze, dasturdeba organizaciis diregtoris xelmoweriTa da gerbiani beWdiT.
brZanebebis aRricxva iwyeba wlis dasawyisSi.

xelmowerili brZaneba tardeba Sesabamisi indeqisi mixedviT.

sajaro /zogadad organizaciisTvis sauwyebo/ informaciis gacemas uzrunvelyofs direqtoris moadgile direqtoris
mier delegirebis SemTxvevaSi.

organizaciis internetgverdze brZanebebisa da sajaro informaciis ganTavsebas uzrunvelyofs moderatori.

organizaciaSi “arsi” brZanebebi, demosuli, gasuli dokumentebi, xelSekrulebebi registrirdeba indegsebis mixedviT.

es indegsebia:

brZaneba



1-01/rigiTobis numeracia/ - saorganizacio brZanebebi (organizaciis ZiriTadi sagmianoba)

2-01/rigiTobis numeracia/ - sxva danarCeni mimarTulebis (sakadro, kursantTa, studentTa miRebis, Caricxvis,
aRdgenis. . .) brZanebebi.

gasuli werilebi

yoveli kalendaruli wlis dasawyisSi aRiricxeba Cveulebrivi numeraciiT 01-dan da Semdeg.
Semosuli werilebi

3/01 —gare saorganizacio werilebi — Semdeg 01/rigiTobis numeraciiT/

3/02 _Sida sauwyebo —(organizaciis strugturuli erTeulebidan Semosuli, samsaxurSi miRebis, samsaxuridan gasvlis
Sesaxeb. . .)...- Semdeg 01/rigiTobis numeraciiT.

xelSekrulebebi:
organizaciebs Soris dadebuli xelSekrulebebi, memorandumebi formdeba kodiT:
4 — 01/rigiTobis numeraciiT. Dda registrirdeba calke JurnalSi

SromiTi da momsaxurebis xelSekrulebebi registrirdeba rigiTobis numeraciiT, Semdeg drobi da SromiTi xelSekrulebis
kodi- 1/ an momsaxurebis xelSekrulebis kodi — 2 Dda registrirdeba calke JurnalSi; (mag: 1/1 — SromiTi xelSekruleba;
¥%-% - 2/1 momsaxurebis xelSekruleba)¥:

studenturi xelSekrulebebi registrirdeba rigiTobis numeraciiT, Semdeg drobi da saswavlo programisTvis miniWebuli
kodi Dda registrirdeba calke JurnalSi; (mag: 1/01 — saeqTno ganaTlebis kodi; %1/02 - saafTiago programis kodi;
1/03- safinanso servisebis programisTvis miniWebuli kodi)

profesiuli diplomebis registraciis da aRricxvis wesi

aRniSnuli wesi SemuSavebulia “mkacri aRricxvis formebis (dokumentebis) nusxis, mkacri aRricxvis formebis
(dokumentebis) registraciis wesisa da mkacri aRricxvis formebis (dokumentaciis) registraciis Jurnalis formis
damtkicebis Taobaze” saqarTvelos finansTa ministries 2005 wlis 2 agvistos #669 brZanebis danarTi #2-iT
damtkicebuli “mkacri aRricxvis formebis registraciis wesis” me-2 muxlis me-2 punqtis “b” qvepungtis safuZvelze

mimdinare periodisTvis profesiuli diplomebi saregistraciod inomreba eqvsniSna ricxviT da Sesabamisad diplomebi
daregistrirdeba Semdegi wesiT: 000001 da a.S. ricxviT zemoT.

studentTa moZraobis registraciisa da aRricxvis wesi

studentTa moZraobis registracia warmoebs “studentTa registraciis JurnalSi”; aRiricxeba: aplikantis ganacxadis TariRi,
sasurveli specialoba Sesabamisi safexuriT, gaformebuli xelSekrulebis nomeri.

SromiTi/ momsaxurebis xelSekrulebebis registraciisa da aRricxvis wesi

SromiTi/momsaxurebis xelSekrulebebis registracia da arRicxva warmoebs SromiTi xelSekrulebebis JurnalSi;
aRiricxeba: saregistracio nomeri, TariRi, xelSekrulebis meore mxaris vinaoba, xelSekrulebis vada.

kadrebis aRricxvisaTvis savaldebulo dokumentebi:

miRebuli ganaTlebis damadasturebeli dokumentis gqsero-asli
piradobis damadasturebeli dokumentis gsero-asli

Ccv

saWiroebis SemTxvevaSi -cnoba wina periodis samsaxuridan.

W N e



sagamocdo/Sefasebis uwyisebis registraciis da aRricxvis wesi

sagamocdo uwyisebi aRiricxeba uwyisebis aRricxvis JurnalSi; aRiricxeba jgufis nomeri, TariRi, saswavlo moduli;
TiToeuli saswavlo jgufis uwyisebis numerireba warmoebs sawyisi ricxvidan, yoveli jgufisTvis Tavidan;

Sefasebis uwyisis nomeri formdeba Semdegi wesiT: 1) nomeri rigiTobiT 2) modulis nomeri / jgufis nomeri — mag: 1-
090109-1/02

kalendaruli wlis damTavrebis Semdeg kancelariis mdivani akeTebs Semajamebel Canawers
sagmeTa/dokumentTa raodenobis Sesaxeb, amowmebs sakuTari xelmoweriT da organizaciis sakancelario ugerbo
beWdiT.

arqivi
argivi warmoadgens kancelariis nawils da xelmZRvanelobs kancelariis mdivani;

arqivi dawesebulebis xelmZRvanelTan erTad pasuxs agebs dokumentebis dacvis uzrunvelyofis pirobebis darRvevaze;
dokumentebis dakargvasa da arasanqcirebul ganadgurebaze;

arqgivSi gadatanili dokumentacia tardeba Sesabamis reestrSi kolej “arsSi” dadgenili dokumentbrunvis indeqgsebis
Sesabamisad;

argivi Rebulobs zomebs dokumentebis mosaZebnad; ararsebul dokumentebze, romelTa Ziebam uSedegod Caiara,
dgeba aqti dokumentis dakargvis Sesaxeb. dokumentis dakarguli dednebi SeiZleba maTi pirebiT Seicvalos.

arqividan gasul korespondencias — saargivo cnobebs, amonawerebs, aslebs — xels awers kancelariis menejeri da
amowmebs sakancelario beWdiT.

dokumentis dednis moTxovnis SemTxvevaSi Tu dokumenti gaicema sxva pirze, warmodgenili unda ignes piradobis
mowmoba an mindobiloba.

mudmivad da droebiT (sami weli da zeviT) Sesanaxi dokumentebi sami wlis ganmavlobaSi rCeba Sesabamis
samsaxurebSi /erTeulebSi/, xolo Semdeg bardeba argivs.

saswavlo procesTan dakavSirebuli dokumentacia:

saswavlebelSi mudmivad inaxeba: kolejis direqtoris mier gamocemuli brZanebebi, gaformebuli xelSkrulebebi;
Semosuli da gasuli dokumentebis reestrebi; studentis piradi sagme; programis dasrulebis Semdeg sakvalifikacio
uwyisebi da sagamocdo/ Sefasebis ogmebi. aRniSnuli dokumentebi 3 weli inaxeba saswavlo procesis menejerTan,
xolo Semdgom saswavleblis arqivSi;

saswavlo programis dasrulebis Semdeg Sefasebis uwyisebi, studentebis mier dokumentis saxiT Segmnili Sesafasebeli
namuSevari/ testi, produqgti../ inaxeba 3 wlis ganmavlobaSi, xolo Semdgom eqvebdebareba ganadgurebis aqtiT
ganadgurebas Seqgmnili komisiis xelmoweriT.

saswavlo aRricxvis Jurnalebi gamoiyeneba mxolod mimdinare saswavlo procesis msvlelobisas, saswavlo procesis
dasrulebisa da monacemTa uwyisebSi gadatanis Semdeg Jurnali eqvemdebareba ganadgurebas;

dokumentebis momzadeba arqivSi Casabreblad moicavs dokumentebis eqspertizas, aRweras, dokumentebis
gasanadgureblad gamoyofis aqtebis Sedgenas.

droebiT Sesanaxi dokumentebi, rogorc wesi, daculia Sesabamis samsaxurebSi da Senaxvis vadis gasvlis Semdeg unda
ganadgurdes.
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