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Article 6. Legal Services Office Manager 

 

6.1. The functions of Office Manager are: 
 

6.1.1 Preparers or take part in the process of the acts and/or drafts regulating the activities of the 

University;  

6.1.2. If necessary, preparers draft agreements / agreements / memoranda to be approved by the 

University; 

6.1.3. In case of an application or a certain assignment, provides advice to interested parties on legal 

issues; 

6.1.4. Prepares documents to be submitted to the court and administrative body (lawsuits, draft 

lawsuits and appeals, attached documentation); 

6.1.5. Informs the relevant structural units of the University regarding amendments made in the 

legislation of Georgia; 

6.1.6. Prepares responses to correspondence related to public information; 

6.1.7. Performs the assignments of the Head of the Office based on the Office goals. 

6.2. Per by the order of the President of the University and/or as defined by the employment 

contract, if necessary, different and/or additional functions and/or obligations from the functions 

defined in this article.  

3. The Manager is accountable to the Head of the Office. 
 

Article 7. Final Provisions 

 

7.1. Approval of the regulations of the Office, as well as amendments to it are carried out based on 

the order of the President of the University. 

 

 


