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HacrosimaaT AOKYMEHT € M3rOTBeH Ha ObJrapckd M aHrMiickm esuk. Ilpm
HECHOTBETCTBHE MEXK/Y JABETE €3MKOBM BEPCHH NPEJIMMCTBO MMa OBJrapCKUAT TEKCT.
Koraro BBIpOCHT ce ypekia OT NpaBWIa WIH INPOUEIYPH HA NAPTHHOPCKA
HHCTHTYLHS, Ce MPWIATaT CbOTBETHUTE NPABHJIA MJIH NPOLEJYPH HA TA3H HHCTHTYIHSA.

This document is prepared in Bulgarian and English. In case of discrepancy between the
two language versions, the Bulgarian version shall prevail. Where a matter is governed
by the rules or procedures of a partner institution, the relevant rules or procedures of

that institution shall apply.

ObJArapcKu

English

HHCTPYKIMA

3A YIIPABJIEHUE HA CBbABPXAHUETO B
YEBCAUTOBETE U COHIUAJIHUTE MPEXHA

INSTRUCTION

FOR CONTENT OF WEBSITES AND SOCIAL
MEDIA

Ynen 1. BbBegenune

Bucme yuwimme no wMeHuDKMBHT (BYM) e
HMHCTUTYLUS C YTBBPJEH MEXIYyHapOAEeH IpopuiI u
MHOroo0Opa3Ha akaJeMH4YHa OOIIHOCT, BKJIIOYBAIIA
CTYACHTH U IPENOJABaTEIH OT Pa3jIMYHHU AbPIKABH,
KyJITypu U oOpa3oBaTenHu cucteMu. [lopagu Tosa
HAYMHBT, N0 KoWTo BYM KOoMyHHKHpa OHIaiH -
ype3 odUIMATHUTE CH yeOCaHTOBE, COIMAIHH
MpEXHU M IOIBIHHUTEIHHU IUIATGOPMH - € HE CaMo
BBIPOC HA TEXHHWYECKAa IOAAPBHKKA, a KIIOYOB
€IEMEHT OT HHCTUTYIHMOHAIHOTO IIPEJICTaBsHE,
nyOIMYHaTa OTYETHOCT M M3IPaXKIaHETO Ha JIOBEPHE.

Article 1. Introduction

Varna University of Management (VUM) is an
institution with an established international profile
and a diverse academic community, including
students and faculty from different countries,
cultures, and educational systems. Therefore, the way
VUM communicates online — through its official
websites, social media, and additional platforms — is
not only a matter of technical maintenance, but a key
element of institutional presentation, public
accountability, and building trust.

Yien 2. [Ipeamer u e Ha JOKyMeHTa

Hacrosmata MHCTpYKIMS ypexna MPHHIUIIKTE,
OTrOBOPHOCTHTE, TIPOLECUTE ¥ CTaHIAPTUTE 3a
yIpaBJIeHHE, Ch3/1aBaHe, nyOIuKyBaHe U
NOANBPKAHE HA ChIBPXKaHWE B yeOcaWTOBETE W
COLIMATHUTE MPEXH, aIMUHUCTPpUpanu oT BYM.

Article 2. Subject and Purpose of the Document

This  Instruction sets out the principles,
responsibilities, processes and standards for the
management, creation, publication and maintenance
of content on the websites and social media channels
administered by VUM.

Yiaen 3. Onpenenenns

I[To cMuchIIa Ha HACTOSIATa UHCTPYKLIKS:

(1) ,,Odbuuuanuu JUTUTATHH KaHa'" ca
yeOcaliToBeTe, COLMAIHUTE MPEXH H APYTH
wI1aTGOPMH/TIPOPHIH, TOCOUEHH B Wi. 7, KOHTO
ca Ch3JaJieHH, aIMUHUCTPUPAHHU WU ODHUIIHATIHO
yrnpasisiBaiu or BYM.

Article 3. Definitions

For the purposes of this instruction:

(1) “Official digital channels” are the websites,
social media, and other platforms/profiles
specified in Art. 7, which are created,

L R—

administered, or officially managed by VUM.
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(2) ,,Crabpxanue’ ca BCSIKaKBH TEKCTOBE,
u300paxkenus, rpaGuky, BUIEO, ayauo, haiiose,
JIMHKOBE, IyOJIUKalluH, KOMEHTapH, ChOOIEHHS,
OIOIETHHM, KaKTO M €JEeMEHTH Ha BHU3yalHaTa
UIEHTHYHOCT u IpyTH MaTepuan,
IpEeJHa3HAYCHH 3a IyOIMYHO pa3pOCTpaHEHHE.

(3) ,,IlybnukyBane* e BcAko AeiicTBHE MO IyOIHYHO
CIoJeNsiHe, KauyBaHe, U3IIbYBAHE, [TOKA3BaHE WIIH
pa3npocTpaHeHue Ha ChABPIKAaHUE B
ouLmanTHUTe TUTHTATHA KaHad Ha BYM.

(4) ,,Texauyecko myOnHKyBaHe" € U3BBPIIBAHETO HA
NEUCTBUATA 110 T. 3 B aAMUHUCTPATOPCKH IIAHEIIH
(CMS), comuamau miatrhopMH, peKIaMHH
aKayHTH U APYTU CUCTEMH.

(5) ,,JIomaren e BcskO nHMIE/3BEHO/OpraHM3aLus,
KOETO IPenoCTaBs ChIbp)KaHUE WIH
NPEVIOKEHUE 32 ITyONMKyBaHE, BKJIKOUUTEIHO
TPETH JIUI[A U U3ITBITHUTEIIH.

(6) ,,YOBTHOMOIIIEH  M3MBIHUTEN® €  BBHIIHO
JIMIE/OPTaHM3aMs WIH BBTPEIIEH W3ITbIHUTEI
(cmyxwuren Ha BYM), Ha KOHTO/KOSTO ¢ MUCMEH
aKT (moroBop/BB3NIATATEIIHO
MHCMO/3aN0BE I/ ITHXHOCTHA XapaKTEPUCTHUKA) ca
BB3JI0XKEHU JEHHOCTH o TEXHUYECKa
NOAAPBXKKA H/MIIM TEXHHYECKO MyOIMKyBaHE M
Ca NPeI0CTaBeHU ChOTBETHH MPaBa 3a JOCTHII.

(7) ,,YyBcTBUTENHA TeMa/myOnuKanus ¢ BUCOK PUCK™
€ ChABbpXKAHUE, KOETO MOXE Ja MOPOAY 3HAYUM
penyTallMOHEH, MpaBeH WM (QUHAHCOB PUCK 3a
BVYM, BximouyuTenHo (HO He camMo) myOiauKaium,
CBBP3aHU C MHIMICHTH, JKAJIOH, AUCIUIUIMHAPHH
cirydau, ChIeOHN/aIMUHUCTPATUBHHI
IIPOU3BO/ICTBA, [apTHLOPCTBA/AOTOBOPH,
nyOnMYHN OOBUHEHMS, KPU3HCHH CHUTYallHH,
NOJUTUYECKH/PETUTUO3HH TEMH, KAaKTO M BCSIKA
nyOmukanus, 3a kosto Otaen ,,MapkeTuHr u
npueM” IpEeLEeHH, Y€ H3HUCKBAa OJO0OpEHHE OT
PrvkoBoaCTBOTO.

(8) ,,HemybnukyBana wuH(OpM™MaIms/MaTepranu® ca
UHpOpMaIUsi WM MaTepuald, KOWTO HE ca
ny6mukyBanu opuimanao or BYM u/unu He ca
IpeJHa3HauYeH: 3a MyOJIMYHO pas3lpoCTpaHEHHe,
BKJIIOYUTEJIHO  BBTpEIIHA  KOPECHOHIEHIIHS,
9YEPHOBH, ,,33/1 KYJIHUCUTE KaJpH, HEYTBBPICHH
BU3yaJI3alMY U JaHHH.

(9) "Bpanx  HapbUHUK" €  YTBBPAEHHAT  OT
PvKOBOACTBOTO JIOKYMEHT, ChIbpIKAII
[IpaBHJIaTa 3a M3IOJI3BAaHE Ha JIOTOTO, IIBETOBETE,
TUnorpadgusTa, BH3yallHaTa HIACHTHYHOCT M
KOMYHHMKallMOHHMs ctun  Ha BYM. Ilpu

(2) “Content” means any texts, images, graphics,
video, audio, files, links, posts, comments,
messages, newsletters, as well as elements of
visual identity and other materials intended for
public distribution.

(3) “Posting” means any action of publicly sharing,
uploading,  broadcasting,  displaying, or
distributing content on VUM's official digital
channels.

(4) “Technical posting” means performing the
actions under item 3 in administrative panels
(CMS), social platforms, advertising accounts,
and other systems.

(5) “Sender” means any person/unit/organisation that
provides content or a proposal for posting,
including third parties and contractors.

(6) “Authorised contractor” means an external
person/organisation or an internal contractor
(VUM employee) who, - by a written act
(contract/assignment letter/order/job description),
has been assigned activities for technical
maintenance and/or technical posting and has
been granted relevant access rights.

(7) “Sensitive topic/high-risk post” means content
that may generate significant reputational, legal,
or financial risk for VUM, including (but not
limited to) posts related to incidents, complaints,
disciplinary cases, legal/administrative
proceedings,  partnerships/contracts,  public
accusations, crisis situations, political/religious
topics, as well as any post which according to the
Marketing and Admissions Department requires
approval from the Management.

(8) “Unpublished  information/materials” means
information or materials that have not been
officially published by VUM and/or are not
intended for public distribution, including
internal correspondence, drafts, 'behind-the-
scenes' footage, unapproved visuals, and data.

(9) “Brand Book™ refers to the document approved
by the Management of VUM, which contains the
rules for the use of the VUM logo, colours,
typography, visual identity and communication
style. In the event of an update to the Brand
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akTyaJlu3MpaHe Ha bBpaHj HapbYHHMKa HOBara

Book, the new version shall apply from the date

BepcHsd ce  Ipwiara OT  JaTara Ha of its approval.
YTBBPKIaBaHETO I1.

(10) ,bpamnx axtuBu“ ca enementure Ha | (10) “Brand assets” mean the elements of visual
BU3yallHaTa MICHTHYHOCT M  MaTepHaJuTe, identity and materials described in Art. 8, |
onucany B 4. 8, an.(8) u [Ipumoxenue Nel. para.(8) and Appendix Nel.

Ynen 4. DyHKIHMH HA HHCTPYKIUSATA Article 4. Functions of the Instruction

Uncrpykuusara wsneianssa — cnepnure  kmodoBH | The Instruction has the following key functions:

byHKIHR:

(1) na rapanTupa, 4Ye IyONUYHOTO CBHABPIKAHUE,
nyOnuKyBaHO OT uMero Ha BYM, e BspHO,
aKTyajlHO ¥  IIPEJCTaB€HO B  YTBBPJEH
aKaZIcMU4€H ¥ HHCTUTYLIIMOHAIEH CTHII;

(2) na ocurypu siceH W mpocieauM paboTeH MpoLec
MEXy OTJEIHUTE 3BEHA, TaKa Y€ ChABPKAHUETO
Ja INpeMHHaBa IO IPO3padeH MapiupyT - OT
cpOupaHe, Ipe3 peNaKUus M ChIJIACYBAHE, 0
yOIMKyBaHe;

(3) na  mpemOTBpaTH  PHCKOBE, CBBP3aHH C
HEMNOAXOJAIIO ChAbp)KaHHE, HapyllaBaHE Ha
JUYHH JaHHH, (aKTOJIOTHYHHU I'PEIIKH U CTHUIOBH
HECBOTBETCTBHS ¢ OpaHJa Ha HHCTUTYIUATA;

(4) na mo;gbpXKa IOCIENOBaTENHA BH3yalHa M
KOMYHUKAlIMOHHA MIEGHTUYHOCT Ha BYM m
HETOBUTE  MEXIYHApOAHM MAPTHHOPH BB
BCHUYKH JIUTUTAIIHU KaHAIH;

(5) na moanomMorHe eheKTUBHOTO Pa3MPOCTPAHEHHE

(1) to guarantee that the public content published on
behalf of VUM is accurate, up-to-date, and
presented in an approved academic and
institutional style;

(2) to ensure a clear and traceable workflow between
the individual units, so that content follows a
transparent path — from collection, through
editing and coordination, to posting;

(3) to prevent risks associated with inappropriate
content, personal data breaches, factual errors,
and stylistic inconsistencies with the institution's
brand;

(4) to maintain a consistent visual and
communication identity of VUM and its
international partners across all digital channels;

(5) to support the effective distribution of content

Ha CBHIABPXKAHMETO 4Ype3 IUIAaHUpaHO, a00pe through a planned, well-structured, and
CTPYKTYPHPAaHO ¥ CTPAaTErHYECKH HACOYEHO strategically targeted digital presence.
JUTHUTATHO MPUCHCTBHE.
Yien S. OcHOBHM NPMHUMNM HAa JWTMTadHaTa | Article 5. Main Principles of Digital
KOMYHHMKaIUSA Communication

(1) Besixo  ceappxanue, OyOJMKYBAaHO — WM/WJIM
PasnpOCTPaHsiBaHO 9pe3 ourranHUTe
JUruTalHu KaHaiu Ha BYM, ce pasriexna karo
otunmanHa komyHukauus Ha BYM wu ciensa na
OTroBaps Ha YCTaHOBEHHWTE NPHHLUUIHN Ha
JUTUTATHATa KOMyHUKauus. [lyGiukyBaHeTo
W/MIH U3TI0JI3BAHETO Ha ChABPXKaHHE, CBBP3aHO C
BYM, B nuuHM W/uinM npogecHOHATIHH KaHAaIH

U3BbH OQHUIMAIHHTE, C€ U3BBPIIBA [IPH
YCIIOBUATA U 110 peja Ha 4. 14.

(2) [IybnukyBaHOTO  CBHABpPXAHWE  Cil€JBa  J1a
ChOTBETCTBA HA  yTBbpJAEHATa  JUTHTAIHA
ctparerus Ha BYM wu pna pompunacs 3a
U3rPaXKJAHETO U NOJIBPKAHETO Ha
WHCTUTYLHOHAJIIHUS aBTOPUTET Ha BHUCIIETO

YYHUIIULIC, 06IIICCTBCHHSI HMHUJK U aKaCMHUYHaTa

(1) Any content posted and/or distributed through
the official digital channels of VUM is
considered an official communication of VUM
and must comply with the established principles
of digital communication. The posting and/or
use of content related to VUM in personal
and/or professional channels outside the official
ones shall be carried out under the conditions
and in accordance with the procedure of Art. 14.

(2) The posted content must comply with VUM's
approved digital strategy and contribute to the
building and maintenance of the university's
institutional authority, public image, and
academic reputation.
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peryTanusi.
(3) TouHOCT, TOCTOBEPHOCT U ABTEHTUYHOCT

1

2)

3)

Hy6nm<y13a Ce ECAHUHCTBCHO nponepeﬂa H
NOTBBpAEHA  HUHOpMAIMs,  KOATO €
(aKTOIOTHYECKH KOPEKTHA, OCHOBaHAa Ha
NPOBEPUMH  M3TOYHHMIM ©  GakTH |
cboOpazeHa ¢ O(QHUIMAIHUTE IIO3MLKU Ha
BHCILIETO YYHJIHILE.

[Ty6nukyBaHOTO CBABpPIKAHHME ClleaBa 2
IPEACTABs PEAJHH JIMLA, ChOUTHS, JEHHOCTH
U TIOCTHOKEHHUSL.

[lpy Hanmuuue Ha CHMHEHHE OTHOCHO
JOCTOBEPHOCTTA Ha uHbOpMaIHATa,
NyOlIMKYyBaHETO Ce IpPEyCTaHOBABa 10
HEHHOTO IIOTBBPXKIABAHE,

(4) TlocemoBaTeNHOCT U BU3yaJIHA UAEHTHYHOCT

D

2)

3)

Bcuuky TEKCTOBM W BU3YQIHH MaTepHaiH
cresiBa J1a ObJ1aT U3TOTBSIHU B CHOTBETCTBHUE C
yTBBpACHUS OpaHA HapbuyHUK Ha BYM,
KakTo M C TPWIOKUMHUTE YyKa3aHWs Ha
MEXIYHApOJHUTE TApPTHHOPU HA BHUCIIETO
YUUIIHIIE.

Busyannata MIEHTHYHOCT ce MOAIbPKA
IIOCJIEIOBATEIHO U C€ NpHIara eIHaKBO BbHB
BCUYKM JUTWTAJIHM KaHAJIM, KAaTO YacT OT
MHCTUTYLHOHAIHHS 00pa3 Ha BYM.

bpann HappunuksT Ha BYM, odopmen kato
[Ipunoxxenue Nel (PDF), e nepasnenna yacr
OT  HacToAw@ara  uHCTpykuus.  Otaen
»MapKeTUHr u npuem* NOABPIKA,
CbXpaHdABa M TPaBH JOCTBIIHA aKTyajHATa
Bepcusi  Ha  [Ipuwioxenue  Nel, kato
obo3HayaBa BepcHS M JaTa HAa BIM3aHE B
CuJla;, aKTyaJlHaTa BEPCHs CE€ M3IMOI3Ba KaTo
€IMHCTBEH BAIMJEH AOKYMEHT 3a LIEJIUTE Ha
HacTosm@ara MWHCTpyKuusA. OTKIOHEHUS OT
U3UCKBaHUATa Ha OpaHa HapbuHHKA C€
JIOITyCKAaT caMo CJeJl MIUCMEHO ChIVIACYBaHE C
Otnen ,,MapkeTuHr u npuem™.

(5) ErugHOCT M yBaXxkeHHE

1y

2)

Jlururannara xomyHukanmus Ha BYM ce
OCHOBaBa Ha IIPUHLMIIUTE HAa aKageMHUYHA
YECTHOCT, PaBHOIIOCTABEHOCT, YBAXEHUE KbM
MHOroo0pa3uero U MEXyHapoaHaTa
aKaJieMU4Ha cpeja.

He ce pomyckar AMCKpUMUHAIIMOHHH,
arpecMBHM, OOWMJIHHM, TOIBEXIAINA WK
YPOHBAILM IPECTHKA HA BHUCILETO YYHIUILE,
HETOBHU CITY)KUTEIH, IIPEToIaBaTeNH,
CTYJICHTH U IIAapTHHOPH, (OPMYIHPOBKH H

(3) Accuracy, Credibility, and Authenticity
a) Only verified and confirmed information
that is factually correct, based on verifiable
sources and facts, and aligned with the official
positions of the university shall be posted.

b) The posted content must present real
persons, events, activities, and achievements.
c) In the event of doubt regarding the
credibility of the information, posting shall be
suspended until it is confirmed.

(4) Consistency and Visual Identity
a) All text and visual materials must be
prepared in accordance with VUM's approved
Brand Book, as well as with the applicable
guidelines of the university’s international
partners.
b) The visual identity shall be maintained
consistently and applied uniformly across all
digital channels as part of VUM's institutional
image.
¢) VUM’s Brand Book, formatted as Appendix
Nel (PDF), is an inseparable part of this
Instruction. The Marketing and Admissions
Department maintains, stores, and makes
accessible the current version of Appendix |
Nel, by indicating the version and the date of
entry into force; the current version shall be
used as the sole valid document for the
purposes of this instruction. Deviations from
the requirements of the Brand Book are
permitted only after written confirmation by
the Marketing and Admissions Department.

(5) Ethical Standards and Respect
a) VUM's digital communication is based on
the principles of academic honesty, equality,
respect for diversity, and the international
academic environment.
b) Discriminatory, aggressive, offensive,
misleading, or prestigious-harming wording
and messages regarding the university, its
academic and administrative staff, students and
partners, are not permitted.
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[IOCTIaHus.
He ce 3acAraT momuTHYECKd WK PEITUTHO3HU
TeMH OT uMeTo Ha BYM no HayuH, KOHTO
MOXe J1a JIOBEJE JI0 IOJIAPU3aINS, J1a YBPEIH
penyTanusaTa Ha MHCTUTYLMATA WM Ja Bie3e
B IIPOTHBOpEYHe c IIPHIIOKAMOTO
3aKOHO/ATENCTBO.
KomyHukamusta e yBakuTeaHa KbM BCHYKH
HAllMOHATHOCTH, KyJITYPH U TPYIIH.
(6) 3amura Ha TUIHHATE JAHHU

1) IlybnukyBaHeTo W/WiIM H3IOA3BAHETO HAa
JUYHY JaHHH, U300paKeHHs, KaKTO M Ha
ayaMo- M BHMJICO3AllMCH CE JOIyCKa [pH
HaJIMYUE Ha IPUIOKUMO IIPAaBHO OCHOBaHHE
(BKJIIOUMTETHO HHGOPMHPAHO  ChHIJIACHE,
KOraro € HeoOXOIUMO) B CHOTBETCTBHE C
IPUI0XHMOTO 3aKOHOAATEJICTBO.
KonkpeTHUTE M3MCKBAaHWS W OrpaHUYEHHMS
IpHM M3M0J3BaHE HA TEKCT, H300paKeHwMs,
ayJIMo- ¥ BUJEOMATEPHUATH Ca YPEIEHH B 4.
16.
(7) ABye3uuHoct

1) Jurutannara xoMmyHukamus Ha BVYM ce
OCBIECTBSIBA Ha OBJTAPCKH M AHIJIMHUCKH
€3HK.
Komynukanusara Ha OBIrapcku €3uK €
HACOYEHa KbM HAI[MOHAJIHATA ayJUTOpUs, a
Ta3y HA  AHITUMHCKH  €3MK -  KBbM
MEXIYHApOJHUTE CTYJCHTH, NAPTHBOPU U
IIpeToIaBaTeNu.
IIpeBoaute crensa OblaT  TOYHH,
npodecHoHATHH U cboOpazeHH c
Opirapckara u OpuUTaHCKaTa €3MKOBA HOPMA,
Karo CTHWJIBT OTrOBapsi Ha CTAHAAPTUTE Ha
aKaZIeMU4YHA HHCTUTYIIHSL.

3)

4)

2)

2)

3) na

c) Political or religious topics shall not be
addressed on behalf of VUM in a way that
could lead to polarisation, damage the
reputation of the institufion, or conflict with
applicable legislation.

d) Communication shall be respectful of all
nationalities, cultures, and groups.

(6) Personal Data Protection
a) The posting and/or use of personal data,
images, as well as audio and video recordings
is permitted only in the presence of an
applicable legal basis (including informed
consent, when necessary) in accordance with
the applicable legislation.
b) The specific requirements and restrictions
regarding the use of text, images, audio, and
video materials are regulated in Art. 16.

(7) Dual-Language Policy
a) VUM's digital communication shall
carried out in both Bulgarian and English.

be

b) Communication in Bulgarian addresses the
national audience, while communication in
English is targeted at international students,
partners, and faculty.

Translations must be accurate, professional,
and aligned with both Bulgarian and British
linguistic standards, with the style meeting
the expectations of an academic institution.

Yien 6. O0xBaT mo JiMIa ¥ 3BeHA

HMucTpykuusTa ce npuiiara 3a ClieIHUTE KaTeropuu

JIMLIA ¥ 3BEHa:

(1) cmyxwurenn or Otnen ,MapKeTHHr U TpHEM®,
OTrOBOPHHM 3a IUTAHUPAHETO, KOOPIUHALIUATA,
pelaKuMATa M KOHTpOJAa Ha JUTUTAITHOTO
ChIbPXKAHUE,;

(2) cmyxuTenu OT APYTM aIMUHHCTPATHBHH 3BEHA,
KOMTO  TONIBPXKAT,  aKTyalu3upar  WIH
OpenoCTaBAT HMHGOpMaUMs 32  KOHKPETHH
paszenu B yebOcaitoBere M Ipyrd O(QHUIMATHA
JOUTUTAIHU KaHaau Ha BYM;

Article 6. Scope by Persons and Units

The instruction applies to the following categories of

persons and units:

(1) employees of the Marketing and Admissions
Department responsible for the planning,
coordination, editing, and control of the digital
content;

(2) employees from other administrative units who
maintain, update, or provide information for
specific sections on the websites and other
official digital channels of VUM,;
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(3) ciryxuTenu ¥ 4YiIEeHOBE Ha aKaJEMHYHHUSI CHCTaB,
KOUTO MPENOCTaBAT HH(OpMAIMs, MaTepUalI
WIM NpPEMJIOKEHHA 3a NyOnuKyBaHe /WM

ydacTBaT B  KOMYHHKAl[MH, CBBP3aHH C
npencrassgHeTo Ha BYM B aururansa cpena,
(4) BbHIIHM ~ U3NBJIHUTENH  (JIMIA/OpraHu3aluy

u3BbH mmara Ha BYM), kakro u BwTpeurHu
U3NBIHUTENH (ciyxurend Ha BYM), na xouro
ca BB3JIOKEHH JEHHOCTH II0 TEXHHYECKA
NOANPBKKA, JU3akiH, pa3paboTka, MyOJIMKyBaHe
WM YTIIPaBJICHUE Ha ChAbPIKAHKE;

(5) Tpetm  nMIA,  BKIIOYMTENHO  IIAPTHHODH,
OpraHM3allv¥, areHLUH, CTYJCHTH, Bh3IIMTaHULIH,
JOCTaBYHIH U JPYTH JIHLA/OpraHu3alii, KOUTO:

1) mpenmocraBst uHpOpManus, TEKCTOBE,
U300paXKeHHsl, BUACOMATEPUATH WM APYTH
MaTepHaIH 3a nyGiMKyBaHe 4ype3
ounmaTHUTEe IUTHTAIHM KaHaId Ha BYM;
W/unu

2) pasnpocTpaHsBar, CIIOJIETISAT (share),
pernyOIuKyBaT (repost), LUTHPAT,

BB3IPOMU3BEX/IAT, MPEpaboTBaT WIK MO APYyT
HAYMH M3II0JI3BAT ChAbpXKAaHUE, UHPOPMAIHUs
WM BU3YaJHH €JIEMEHTH, IMPOU3XOXKIAIIH OT
ounmanHuTe IUrUTATHK KaHaiu Ha BYM, B
CBOHU JTUYHU 17001 OpraHu3alMOHHU
JUTMTAIHA KaHAJIM, KOraTo TOBA M3IOJ3BaHE
€ CBBP3aHO C JEWHOCTH, CHbOMTHS, KaMIIaHUHU
uny npencraBsHe Ha BYM w/wnm moxe na
Ch3[aJ€  BIEYATIICHHE 3a  oduIMaIHa
no3uuus, omoOpeHue, MapTHBOPCTBO WM
KOMYHMKaLus oT umeto Ha BYM.
(6) cimyxuTeNnM M WICHOBE HA AKAJEMHYHHUS CHCTAB
Ha BYM, koraro JeiicTBaT U3BbH Ci1y)KEOHUTE CH
3aAb/DKCHUS (B JMYHO Ka4yeCTBO WJIM 4pe3

CBBP3aHH C TAX  OpPraHH3aIUH/THPTOBCKH

JIPY>KECTBA), U KOUTO:

1) pasmpocrpaHsBar, CHOJEJISAT (share),
IpernmyOJIuKyBaT (repost), LUTHPAT,

BB3NIPOU3BEXK/IAT, IPepaboTBAT WU MO APYT
HA4MH M3IMOJI3BAT ChIbpXKAHUE, HHPOPMALIUS
HIM BHM3YyaJHH €JIEMEHTH OT OQHUIUATHUTE
JOUTATAIHU KaHaatu Ha BYM 3a nemu Ha
BBHIIIHA KOMYHHUKALIMA, peKjiama, MapKeTHHT
WJIM NIPEJCTaBsHE Ha JAEHHOCTH U3BbH BYM,
Karo B TE3M CIOydad H3MOJI3BAHETO Ha
CBIBp)KAaHUE W/WIM BU3YAJHH €JIEMEHTH Ha
BYM 3a pexnamMHM UM MapKeTHHIOBH 1I€JIH
ce JIomycKa caMo ciel IpeIBapUTEITHO
NHCMEeHOo chritacyBane ¢ Otnen ,,MapkeTHHr

(3) employees and members of the academic staff
who provide information, materials, or proposals
for posting and/or participate in communications
related to the presentation of VUM in a digital
environment;

(4) external ~ contractors  (persons/organisations
outside the payroll of VUM), as well as internal
contractors (VUM employees), who are assigned
activities for technical maintenance, design,
development, posting, or content management;

(5) third parties, including partners, organisations,
agencies, students, alumni, suppliers, and other
persons/organisations that:

a) provide information, texts, images, video
materials, or other materials for posting
through the official digital channels of VUM,;
and/or

b) distribute, share, repost, quote, reproduce,
adapt, or otherwise use content, information,
or visual elements originating from VUM's
official digital channels in their personal or
organisational digital channels, when such
use is related to activities, events, campaigns,
or the presentation of VUM and/or may
create the impression of an official position,
approval, partnership, or communication on
behalf of VUM.

(6) employees and members of the academic staff of
VUM, when acting outside their official duties
(in a personal capacity or through
organisations/commercial companies related to
them), and who:

a) distribute, share, repost, quote, reproduce,
adapt, or otherwise use content, information,
or visual elements from VUM's official
digital channels for the purposes of external
communication, advertising, marketing, or
presenting activities outside VUM, whereby
in these cases the use of VUM's content
and/or visual elements for advertising or
marketing purposes is permitted only after
prior written consent from the Marketing and
Admissions Department.
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U ipueM"™.

2) myOnuKyBaT ChIBpPXKAHHUE, CBBp3aHO ¢ BYM
II0 Ha4YuH, KOUTO MOXe Jia Chb3aAaje
BIIEYATJIEHWE 32 OQHIMAIHA  I[TO3ULIHA,
HUHCTUTYLIHOHATHO onobpeHue WIH
[IApTHBOPCKA KOMYHHMKAIMs OT HMETO Ha
BYM.

b) post content related to VUM in a manner that
may create the impression of an official
position, institutional approval, or partner
communication on behalf of VUM.

Yuien 7. IMrdTaJIHA KaHAJIHA

(1) Hacrosmara MHCTPYKUMS Ce TpWiara 3a
yIpaBlIeHHE Ha CHABPXKAHUETO, MyOIUKYBaHO U
pasIpoOCTPaHABAHO 4Ype3 CICAHUTE IUTHTATHU
kaHaiu Ha BYM, 6e3 ToBa na orpaHu4aBa
IOPUJIOXKEHUETO M [0 OTHOLIECHHE HAa HOBH
KaHaIM, npouinu win 1wiathOpMH, Ch3AaACHH
WM BHEIPEHU B ObJerne.

(2) YebcaiiroBe

1) OcHoBeH caiiT: vum.bg;

2) CnomaraTeHH calToBe U JIEHIUHT
CTpaHMIIH;

3) Ilnardopmu/cTpanurmy, IIpeICTaBALIN
CIEIHATHOCTH, KaMIIaHUW, CBOUTHS WIH
IIPOEKTH.

(3) Couunannu Mpexu
1) Facebook ctpanumu (Varna University of
Management; Culinary Arts Institute) u
Facebook rpynu;
2) Instagram (vum_bulgaria;
culinaryartsinstitute);
3) LinkedIn (Varna University of Management);
4) TikTok (vum_bulgaria);
5) YouTube (VUM Bulgaria; Culinary Arts
Institute);
6) X/ Twitter (Varna University of
Management);
7) VKontakte (Varna University of
Management).
(4) Ilpomenu B cnuchbka Ha opUIMAIHUTE TPOGHITH
ce u3BbpmBaTt ot Otaen ,,Mapketunr u npuem*
o pen, onpenenes oT BYM, BkiouuTenHo 4pe3
aKTyaJIu3UpaHe Ha HACTOAUIATA MHCTPYKLMS HIH
NPUIOXKEHHE KbM Hesl, KOTaTo € IPUIIOKHMO.

Article 7. Digital Channels

(1) This instruction applies to the management of
content posted and distributed through the
following digital channels of VUM, without this
limiting its application with respect to new
channels, profiles, or platforms created or
implemented in the future.

(2) Websites
a) Main site: vum.bg;
b) Auxiliary websites and [anding pages;
c) Platforms/pages presenting
campaigns, events, or projects.

majors,

(3) Social media

a) Facebook pages (Varna University of
Management; Culinary Arts Institute) and
Facebook groups;

b) Instagram (vum_bulgaria;
culinaryartsinstitute);

¢) LinkedIn (Varna University of Management);

d) TikTok (vum_bulgaria);

e) YouTube (VUM Bulgaria; Culinary Arts
Institute);

f) X/ Twitter (Varna University of
Management);

g) VKontakte (Varna University of
Management).

(4) Changes to the list of official profiles shall be
made by the Marketing and Admissions
Department in accordance with the procedure
determined by VUM, including by updating this
Instruction or an Appendix to it, where
applicable.

Uien 8. BugoBe opuHIHAIHO CHABPKAHUE H
HH(GOPMALHOHHH MaTePHAIH

Hacrosmmar 4wieH ompejaens BHOOBETE OQHUIIUAIHO
ChIbpXKaHHe W MHOOPMAIMOHHH MaTEepPHaIH, KOUTO

Article 8. Types of Official Content and
Information Materials

This article defines the types of official content and
information materials that are created, processed,
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ce ch3aaBar, o0pabOTBaT W/MIM pPa3lpOCTpaHABAT

4ype3 OPUUIUAIHUTE IUTHTAIHU KaHaiu Ha BYM wu

BKJIFOYBAT, 0€3 /1a ce OrpaHuYaBar J10, CICIHUTE:

(1) mpeccbobLIeHHUS;

(2) HOBMHH, MyOIMKAKUN U CHOOICHHUS;

(3) TexkcroBe 3a yeOcaWTOBE, JEHIMHI CTPAaHHULIU H
IIPOrPaMHU OITMCAHUS;

(4) Bu3yaiHM ~ MaTepHalld:  CHUMKH, Tpadukw,
WIIOCTpaluy, uHporpaduky, OaHepH, MOCTEPH,
Kapycemnu, CTOpUTa U Jp.;

(5) Buneomarepuanu W ayauomarepuand  (BKIL.
MHTEPBIOTA, TOAKACTH, 3allUCH OT CHOUTHS,
U3ITbYBaHUS HA KHUBO);

(6) mpe3enTanyy ¥ 0OY4HUTEIIHU MaTEPUAIIH;

(7) pexnaMHM ¥  OPOMOLMOHAJIHU  MaTepHUaIu
(Opomrypu, kaTtamo3d, (¢uaepu, JAUTHTAIHU
KaTaJjo34 U J1p.);

(8) eneMenTH Ha BHU3yallHaTa UICHTUYHOCT U OpaH
aKTUBHU: Jioro(a), BapHallMd Ha JIOTO, IIBETOBH
nanuTpy, mpudToBe,  IMAOIOHHM, JAU3alH
cucremu, GUPMEHHU TTOMUCH, BOJHH 3HAIM U JIP.;

(9) opunmasH  JOKYMEHTH M NOyOJHMKauud B
auruTanHa opma, KoraTto ca npeJHa3sHauYeHH 3a
myOJIM4HO pasnpocTpaHeHue (mpaBua,
npouexypH, GopMyssipu, 00sIBH, IIOKAHHU U JP.);

(10) wumeitn KOMyHHKALMK/OIOJETHHH, KOTaTO Ce
u3npamar or umMero Ha BYM KbM BBHIIHU
ayJUTOPUH.

and/or distributed through VUM's official digital

channels and include, but are not limited to, the

following:

(1) press releases;

(2) news, publications, and announcements;

(3) texts for websites, landing pages, and programme
descriptions;

(4) visual materials: photos, graphics, illustrations,
infographics, banners, posters, carousels, stories,
gt

(5) video and audio materials (including interviews,
podcasts, event recordings, live streams);

(6) presentations and training materials;
(7) advertising and promotional materials (brochures,
catalogues, flyers, digital catalogues, etc.);

(8) elements of visual identity and brand assets:
logo(s), logo variations, colour palettes, fonts,
templates, design systems, corporate signatures,
watermarks, etc.;

(9) official documents and publications in digital
form, when intended for public distribution
(rules, procedures, forms, announcements,
invitations, etc.);

(10)  email communications/newsletters, when sent
on behalf of VUM to external audiences.

Yien 9. Poid ¥ 0TTOBOPHOCTH

(1) Otnen ,,MapkeTUHr ¥ IpreM "
Makap JAWIMTaJHUTE KOMYHHMKAallMM Ja ca
KOJIEKTUBHO YCHJIUE, OCHOBHATA POJIA 33 TAXHOTO
IUTAaHUpaHe, KOOpAMHAIMs M  KadyecTBO €
KoHLeHTpupaHa B Otaen ,,MapKkeTHHT U npueMm™.
Enuncreeno Otnen ,,MapKeTHHT U IipueM** 1/
H3PUYHO YITBIHOMOILEH M3ITBIHUTENI UMAT IIPaBO
Ha JUPEKTHO IyONUKyBaHe B OQUIMATHUTE
npodunu Ha BYM B conmanaute Mpexu, OCBEH
aKko He € IpPEeIBUACHO Ipyro B HacTosmaTa
MHCTPYKIUS WIK APYT AEUCTBAL] [IUCMEH aKT.
Otnen ,,MapKkeTuHr U npueMm:

1) ympaBnsiBa  CTpaTerMYecKd  JAWTHTAIHUTE
KOMyHHUKanuu Ha BYM;
2) orroBaps 3a IPUIOCTHOTO  IUIAHUPAHE,

yIIpaBJICHUE U MOJbpKaHe Ha O(UIMATHUTE
npodwiu Ha BYM B coumanHure Mpexu;

3) otroBaps 3a KOOpPAMHALIUSATA 1o

Article 9. Roles and Responsibilities

(1) Marketing and Admissions Department
Although digital communications are a collective
effort, the primary role for their planning,
coordination, and quality is concentrated in the
Marketing and Admissions Department. Only the
Marketing and Admissions Department and/or an
explicitly authorised contractor have the right to
post directly to VUM's official social media
profiles, unless otherwise provided for in this
instruction or another active written act.

Marketing and Admissions Department:

a) strategically manages VUM's
communications; .

b) is responsible for the overall planning,
management, and maintenance of VUM's
official social media profiles;

c) is responsible for the coordination of the

digital

9
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4)

5)

6)

7)

8)

9

[OJUIP)KAHETO Ha OCHOBHHUS yeOcalT Ha
BYM;

IIOArOTBsA H Banymnpa C’BLI'BPX(aHHeTO Ha
ocHoBHHS caiiT Ha BYM B ciennute pasgenu
Y TIOJIpa3Ieiu:

-,,JIpuemM* (BCHYKHU NOJpa3iein);

-,,HoBHHH;

-,,3a CTYAEHTH' - IOAPa3JeIH
,,DJIaTOCHCTOSIHAE HA CTYIEHTUTE",
,KapuepeH nesrop®, ,,HacransBane*;

-,3a BYM® - noppasgenu ,Peiituarn u
akpeauTauuu’, ,,Anymuau’, , Ilaprasopu’;
-,,KOHTaKTH".

NOArOTBA M BaIMAUMpa CBABPKAHUETO HaA
criomararenuus yeOcait Ha HMHcTtuTyTa 1O
KyJIMHApHH M3KyCTBAa M  OTroBaps 3a
KOOPIMHALMATA U TIOJUTBPXKAHETO MY;
IUIaHHpa W yOpaBsiBa KaJeHaapa Ha
nyOJMKalMUTe BBB BCHYKM  OQUIMATHA
JUTUTAITHA KaHAJIH;

MOATOTBS,  peJaKTHpa U
W3rOTBSIHETO  Ha  TEKCTOBE,
BHU3YyaJIHH MaTE€PHUAIH U IPauKH;
OCBIIECTBSIBA  MOHWUTOPHHI, AaHAIM3 H
OTYETHOCT Ha MOKa3aTely 32 e)EKTUBHOCT HA
JUTUTATHATA KOMYHHUKALUS;

KOOpIMHHpA
IIPEBO/IH,

ChIVIaCyBa M KOHTPOJIUPA CBABPXKAHUETO H
MaTepUaIuTe, TpeAHa3HAYCHU 3a
nyOIuKyBaHe, KOTaTo TEXHUYECKaTa

MOJUIPBXKKA W/WIM CaMOTO ITyOJIMKYBaHE C€
M3BBPIIBAT OT JpPYTd JIMLIA WIA 3BEHA
(BBHIUHM WJIM BBTPELIHH), OCBEH aKoO
CHOTBETHOTO IIPAaBO HE € IPEJOCTaBEHO Ha
Jpyro 3BEHO IO peAa Ha HacTosara
HHCTPYKLMS WIM JpYr AEHCTBAl] BBTPEIICH
aKT;

10)3a menuTe Ha MNOAABPKAHETO HA BApHA U

aKTyaJHa HHpOpMauus HUMa IpaBoO Ja
HM3KUCKBA aKTyanaHa U JIOCTOBEpHA
uHboOpMaIUs OT BCHYKHU 3BE€HA U OTTOBOPHH
ymmiia BB BYM;

11)uma mpaBo, ciiefi MHUCMEHO OH0OpeHHE OT

PwxoBoacTBoTO HAa BYM 1o wi. 9, ain. (9), 1.

(n), ma pasnopend TpeKpaTsBaHE W/WIK
OrpaHMYaBaHE Ha JOCTBIA 3a TEXHUYECKO
nyOnMKyBaHe Ha BCHYKM JMua (BKIL
cryxurenu Ha BYM), nHa Kxouro ca
NpeJIOCTaBeHU NpaBa 3a IyOIMKYBaHE WIIM
aJIMUHUCTPUpAHE, KaTo  TEXHHYECKOTO

d)

g)

h)

),

k)

maintenance of VUM's main website;
prepares and validates the content of VUM's
main website in the following sections and
sub-sections:

-Admission (all sub-sections);

-News;

-Students — sub-sections Student Welfare,
Career Centre, Accommodation;

-About us — sub-sections Rankings and
Accreditation, Alumni, Partners;
-Contacts;

prepares and validates the content of the
auxiliary website of the Culinary Arts
Institute and is responsible for its
coordination and maintenance;

plans and manages the publication calendar
across all official digital channels;

prepares, edits, and coordinates the
production of texts, translations, visual
materials, and graphics;

monitors, analyses, and reports on the
performance indicators of digital
communication;

coordinates and controls the content and
materials intended for publication when
technical maintenance and/or the posting
itself are carried out by other persons or units
(external or internal), unless the respective
right has been granted to another unit in
accordance with the procedure of this
Instruction or another active internal act;

for the purposes of maintaining accurate and
up-to-date information, has the right to
request current and reliable information from
all units and responsible persons within
VUM;

has the right, following written approval from
the Management of VUM pursuant to Art. 9
para. (9), item (e), to order the termination
and/or restriction of access for technical
posting for all persons (including VUM
employees) who have been granted posting or
administration rights, whereby technical

10
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12) nogawpixa,

U3IBIHEHHUE Ce OCUIYpsiBa IO peAa Ha 4wi. 9,
an. (8), T. (k);

aKTyaJu3upa U KOHTPOJIHpa
noctbna (moTpeOUTENCKH Mpoduiny, poaud U
mpaBa) M HMIACHTH()UKAHMOHHUTE JaHHU 3a
odunMaTHUTe OUTHTAIHU KaHand Ha BYM
(Bkn. CMS, aIMUHUCTPAaTOPCKM IIAHEINH,
COLMATHUA TPOQUIIH, PEKIaMHH aKayHTH H
CBBbp3aHM HMHCTPYMEHTH). BbHIIHHUTE H
BBTPEILHUTE U3I'BITHUTEITH M3I10J13BaT
IIPEOCTABEHUTE MM JOCTBIIM CaMoO 3a
U3IBIHEHHE Ha BB3JIOKECHUTE 3aJayd M ca
JU'BXHA  TIpH  nouckBane ot  Oraen
»~MapkeTuHr ¥ npuemM* na ChICHUCTBAT 3a
IPOMSHA, BB3CTAHOBABAHE, POTALUA WU
IpeKkpaTsBaHe Ha JOCTHIHM (BKJI. CMsSHA Ha
[ApOJIH/KITIOYOBE/TOKEHH), KAKTO M 32
BBBEXJaHE Ha JONBIHHTEIHH MEpPKH 3a
CHTYpHOCT.

(2) Yueben otaen / AkageMU4eH AUPEKTOD
VYuebeH otaen / AkaieMH4YeH AUPEKTOP:

)

2)

3)

4)

5)

MOJATOTBA W BaIMIUpa CBABPKAHUETO HAa
ocHOBHMS cailT Ha BYM B ciiennure paspenu
Y TIOAPAa3/IeIH:

-,,O0yduenue” - moxpasnenu 3a 6aKalaBbPCKU
¥ MaruCTbpPCKH IPOTrpamy;

-,,3a CTYJICHTH - IMOJpa3aeiiu ,,YueOeH
orxen”, ,,I'padpux®, ,,Online Campus*;

-,,3a BYM* - nogpasnenu ,,Hammnre
IIpenojaBaTenu’;

IpeIOCTaBsi CHOTBETHaTa HMHGpOpManus 3a
nyOnuKyBaHe ¥ HOJIPBHKKA Ha OIpPENEICHH
BBHIIHMA WIM BBTPEIIHHU HU3ITBIHUTEIU, KATO
3aIBJDKUTEIHO yBenoMsiBa (komupa) Otaen
»MapKEeTHHI U NpUEM* ¢ LeJ1 KOOPAHHALMUS U
CBOTBETCTBHUE c MHCTUTYIIMOHATTHUTE
KOMYHHKAIIMOHHH IIPaBUIA;

aKTyaJU3upa JUPEKTHO Ha OCHOBHUS yeOcaiT
€IUHCTBEHO WH(OpMauusaTa, CBbp3aHa C

yueOHus  rpaguk, B  paMKUTE  Ha
MIPeIOCTaBEHHUTE My IIpaBa 3a JOCTBII;
npenoctaBs  uHbopmanma Ha  Otgen

,»MapKEeTHHI' U IpUeM* 3a aKTyaJIu3UpaHe Ha
uHpopMalMsiTa U B JAPYTH  pa3lenw,
(YHKIMOHAJIHO CBBpP3aHH C IpsKaTa My
JIEMHOCT;

npenoctaBs  uHbopmanma Ha  Otaen
»,MapKeTHHI U mpueM* 3a IIyOIMKaluu B
COLIMATTHUTE MPEXH.

D)

execution shall be ensured in accordance with
the procedure under Art. 9, para (8), item (g);
maintains, updates, and controls access (user
profiles, roles, and rights) and credentials for
the official digital channels of VUM
(including CMS, admin panels, social
profiles, advertising accounts, and related
tools). External and internal contractors shall
use the access provided to them solely for the
execution of assigned tasks and are obliged,
upon request by the Marketing and
Admissions Department, to assist in
changing, restoring, rotating, or terminating
access (including changing
passwords/keys/tokens), as well as in
implementing additional security measures.

(2) Student Affairs Department / Academic Director
Student Affairs Department / Academic Director:

a)

b)

d)

prepares and validates the content of VUM's
main website in the following sections and
sub-sections:

-Study  Programmes —  sub-sections
Bachelor’s Degrees and Master’s Degrees;
-Students — sub-sections Student Affairs
Office, Semester Schedule, Online Campus;
-About us — sub-sections VUM Academics;
provides the relevant information for posting
and maintenance to specific external or
internal  contractors, while obligatorily
notifying (copying) the Marketing and
Admissions Department for the purpose of
coordination  and compliance with
institutional communication rules;

updates directly on the main website solely
the information related to the academic
schedule, within the scope of the access rights
granted to them;

provides information to the Marketing and
Admissions  Department for  updating
information in other sections as well, which
are functionally related to their direct
activities;

provides information to the Marketing and
Admissions Department for posts on social
media.

11
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(3) dupexuus ,,VIlHTepHaMOHATHM3AaMA U TII00AJIHO

CHTPYAHUYECTBO

Hupexuus ,,JIHTepHaIHOHAIH3AHA H TI00ATHO

CBHTPYAHUYECTBO:

1) moarotBs ¥ Bamuaupa HHQOpMaIMATA,
CBBp3aHa C MEXIYHApOJHH IpPOrpami,

2)

3)

4)

5)

(4) PexoBoauTen

apTHBOPCTBA W MOOWJIHOCTH B pasnel
,,Erasmus+* Ha ocHOBHU:A caiiT Ha BYM;
npenocTaBs “HGoOpMaLus 3a MyOIUKyBaHE U
IOJAPBXKKA Ha OINpEIesieHHM BBHIIHU WIH
BBTPELIHA U3IBIHUATEIH, KaTo
3aBDKUTEIHO yBenomsBa (kommpa) Otmen
»MapKeTHHT 1 TIpuemM*;

aKTyaJlu3upa JUPEKTHO NOACTpaHHLA C
nomeitH https://erasmusplus.vum.bg/ B pasaen
,,Erasmus+-, BMEHEHA B HeWHara
OTrOBOPHOCT B PAMKHUTE Ha MPEIOCTABEHUTE
mpasa 3a J10CTHII;

npenocraBs  mHpopmamms Ha  Otgen
»MapKeTUHI ¥ NpHUeM"‘ 32 aKTyaJu3upaHe Ha
uHbopMaIMATa W B JPYTH pasgend Ha
ocHOBHMs caiit Ha BYM, dyHkuuoHanHo
CBBP3aHH C NPSAKATa MYy JEHHOCT;

npenoctaBs  uHbopmamms Ha  Otaen
,2MapkeTuHr u mnpuem“ 3a nyOnukauuu B
COLIMATHUTE MPEXKH.

,»LIEHTBp 32

poGheCUOHATHO

obyuenue* kb BYM
PwroBoauTensat Ha ,,I{eHTHp 3a nmpodecrnoHanHo

o0y4enue:

1) moxroTBs W Bamugupa uHPOpMaLUATa Ha
ocHoBHMs cautr Ha BYM B pasgen
,O0yduenue™“ - mnoxpasgen llenTsp 3a

2)

3)

4)

npodecuoHanHo obyueHue™;

aKTyaJM3upa IUPEKTHO pa3ziesia, BMEHEH B
HEroBata OTTOBOPHOCT, B pPaMKHUTE Ha
NpPEeAOCTaBEHUTE IIpaBa 3a JOCTBI, WIH
npexoctas UHGopManus 3a MyOnMKyBaHE U
MOJUIPBXKKA Ha OINpPEJCICHH BBHIIHM WX
BBTPELIHH U3ITBIHUTEIIH, KaTo
3aJIbJDKUTENIHO yBeaoMsBa (komupa) Otaen
,,MapKeTHUHT ¥ pueMm";

npenoctaBs  uHbopmammsa Ha  Otgen
»MapKeTHHT ¥ NpHUeM‘‘ 3a aKTyaJu3upaHe Ha
uHpopMalUsATa ¥ B JPYTH paszgend Ha
ocHOBHMs caiT Ha BYM, QyHKuuoHaNHO
CBBpP3aHHM C IIpsAKaTa My JAEHHOCT;

npepoctaBs  uHpopmamms Ha  Otzen
»MapKkeTHHI ¥ TpueM* 3a MyOJMKaluu B

(3) Internationalisation and Global Engagement
Department
Internationalisation and Global Engagement
Department:
a) prepares and validates the information related

b)

d)

e)

to international programmes, partnerships,
and mobility in the Erasmus+ section of
VUM's main website;

provides the relevant information for posting
and maintenance to specific external or
internal ~ contractors, ~while obligatorily
notifying (copying) the Marketing and
Admissions Department;

updates directly the sub-page with the domain
https://erasmusplus.vum.bg/ in the 'Erasmus+'
section, assigned to its responsibility within
the scope of the access rights granted to it;

provides information to the Marketing and
Admissions  Department for updating
information in other sections as well, which
are functionally related to their direct
activities;

provides information to the Marketing and
Admissions Department for posts on social
media.

(4) Head of the Vocational Training Centre at VUM

The Head of the Vocational Training Centre at
VUM:

a)

b)

d)

prepares and validates the information on
VUM’s main website in Study Programmes
section — Vocational Training Centre sub-
section;

updates directly the section assigned to their
responsibility, within the scope of the access
rights granted to them, or provides the
relevant information for posting and
maintenance to specific external or internal
contractors, while obligatorily notifying
(copying) the Marketing and Admissions
Department;

provides information to the Marketing and
Admissions  Department for updating
information in other sections as well, which
are functionally related to their direct
activities;

provides information to the Marketing and
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WHCTPYKLIUA 3A YMPAB/TEHVE HA CbAbPXAHMETO B YEECAMTOBETE U COUUATHUTE MPEXKU
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(5) 3amMecTHUK-PEKTOP o

COITMATTHUTE MPEXKH.

HAay4YHO
U3CIIeI0BaTeNICKaTa AEHHOCT M pa3BHTHE Ha
akageMuyHusi cbcTaB / JlekaH Ha CTONaHCKH
daxynrer

3aMeCTHHK-PEKTOPBT 1 (0]
HAayYHOU3CIIEOBATENICKATa JEHHOCT M pa3BUTHE
Ha aKaJgeMuuHHs CcbctaB / JlekaHbT Ha
Cronancku dakynrer:

1) moaroTBs ¥ BanuAupa CbhABPKAHMETO Ha
OocHOBHUs caiT Ha BYM B cienuure paspenu
Y TI0APAa3Iein:

-,,O0yueHue - moapaszmen 3a JIOKTOPCKH
IIPOrpaMu;
-,3a BYM*“ - noppasumenu ,,Konkypcu no

3PACPB%, ,,Hayuna neitHocT®;
-,,3a CTyIeHTH - mozapasnen ,,bubnuoreuno-
UH(POPMaIHOHEH KOMIUIEKC";

2) mpemocTaBs CBHOTBETHaTa WH(opMmauus 3a
myONMKyBaHe W TOMJIPBKKA Ha ONpeaesIeHH
BBHIIHM WM BBTPELIHW H3ITBIHUTENH, KaTo
3aJbJDKATENHO yBenomsiBa (komupa) Otaen
»MapKETHHT U TIpUeM** ¢ LIeJl KOOPAUHALMSA U
CbOTBETCTBHE ¢ WUHCTUTYLMOHAJIHUTE
KOMYHHMKAIIMOHHU MPaBUIIA;

3) npenocraBs  uHpopmanms Ha  Otxen
»MapKeTUHI ¥ NMpUEM"‘ 3a aKTyaJlu3upaHe Ha
uHpopmalmsiTa U B JPYrd paszgend Ha
ocHOBHHUsI caiiT Ha BVYM, ¢yHKIMOHATHO
CBBP3aHH C NpsKaTa My JEHHOCT;

4) mpemocraBs  uHpopmamus Ha  Otgen
,2MapkeTHHr ¥ mpueM” 3a nyOiuKanuu B
COIMATTHUTE MPEXH.

(6) Otnen ,,JIpoeKkTH U NPUIIOKHU H3CICIBAHUA

Otnen ,,JIpoeKTH ¥ MPUIOKHY U3CIIEIBAHUA ":

1) moaroTBs ® Bamuaupa HHPOpMauuATa,
CBbp3aHa C  pa3pabOTBaHM  IPOEKTH,
U3CIIEJOBATEIICKA HHUIIMATHBH W Y4acTHs II0
eBpOIIEHCKH MporpaMu B paszzien ,,3a BYM® -
noapasen ,,JIpoexktu’;

2) aKTyalnu3upa IUPEKTHO pasjesia, BMEHEH B
HEroBaTta OTrFOBOPHOCT, B paMKHTE Ha
NpPeIOCTaBEeHUTE IIpaBa 3a JOCTBI, WIH
npepoctaBs HHGopManus 3a MyOIUKyBaHE H
MOJIPBXKKAa HAa OIpPENENeHH BBHIIHM WU
BBTPELIHH U3IBJIHUTENH, KaTo
3abJDKATENIHO yBenoMsiBa (komupa) Otaen

Admissions Department for posts on social
media.

(5) Vice-Rector for Research and Academic Staff

Development / Dean of the Faculty of Economics
The Vice-Rector for Research and Academic
Staff Development / the Dean of the Faculty of
Economics:

a) prepares and validates the content of VUM's
main website in the following sections and
sub-sections:

-Study Programmes — PhD Programmes sub-
section;
-About Us — Competitions under the
Development of Academic Staff in the
Republic of Bulgaria Act and Research sub-
sections;
-Students — Library Information Centre sub-
section;

b) provides the relevant information for posting
and maintenance to specific external or
internal  contractors, while obligatorily
notifying (copying) the Marketing and
Admissions Department for the purpose of
coordination and compliance with
institutional communication rules;

¢) provides information to the Marketing and
Admissions  Department for  updating
information in other sections as well, which
are functionally related to their direct
activities;

d) provides information to the Marketing and
Admissions Department for posts on social
media.

(6) Projects and Applied Research Department

The Projects and Applied Research Department:

a) prepares and validates the information related
to projects under development, research
initiatives, and participation in European
programmes in the About Us section —
Projects sub-section;

b) updates directly the section assigned to their
responsibility, within the scope of the access
rights granted to them, or provides the
relevant information for posting and
maintenance to specific external or internal
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,»MapKeTHHT U IpueM";

3) mpemocraBs  uHbopmamms Ha  Otzen
»MapKETHHI' M IpHeM* 3a aKTyaJld3UpaHe Ha
uHpopMaLuATa U B JpPYTrd pazleld Ha
ocHOBHHUA caiitr Ha BYM, dyHkuunonamHo
CBBP3aHU C NpsAKaTa My JEHHOCT;

4) npenocrass uHpOpMaLUT Ha Otnen
»~MapKkeTHHI ¥ mpueM* 3a IyOIHKalKUU B
COLIMATHUTE MPEXKH.

(7) Benuku aMHHHACTPATUBHH 3BEHa U

)

2)

[IperoaaBaTesu:

Koraro w4ieHoBe Ha agMUHHCTPAaTHBHHS WU
NPENoaBaTENCKUs ChCTaB, KAKTO U TPETH JIMLA
0e3 oTpemeHa pois IO NOAAPHKKaTa Ha
yeOcaiiToBeTe, pasnoiarar ¢ HHOOpPMALMS WIH
NPeUIOKEHUsT 32 NPOMEHM Ha ChHIIECTBYBAIa
uHbOpMAaIUs WIH 32 IyOJIIMKyBaHe Ha HOBA, T€ TH
momgaBatr a0 Otnen ,MapkeTMHr u npuem Ha
info@vum.bg, oceen ako Otnen ,,MapkeTHHT U
npueM’ He € ONpeAenil APYT MPOCIeIuM KaHajl
(cuctema 3a 3aaun/popma).

Beuuku aJIMAHUCTPATUBHU 3BEHA,
NpenojaBaTelM M aKaJeMHYHH CTPYKTYpH Ha
BVYM ca otroBopuu:

na momaBat a0 Otmen ,MapkeTHHr U mpuem*
CBOCBPEMEHHA, aKTyalHa, IbJIHA U IPOBEPEHA
uHpOpMaIMsi  OTHOCHO  HOBHHH, CHOWTHS,
WHHUIIMATHBH, TIOCTHXKCHUS U JIPYTH JIEHHOCTU B
TEXHUTE KOMIICTCHIIMHM, KOraro ChIIUTE ca
pelieBaHTHU 3a MyONMKyBaHE W JIONPHHACAT 3a
MHCTUTYLHOHAIHUSA UMUK Ha BYM;

Ja cpobOmaBar mpeaBapurenHo Ha  Oraen
»,MapKeTUHr ¥ mpueM C Orjiej IUIAHUPaHE H
oTpa3siBaHe B OQUIMATHUTE AUTUTAIHU KaHAIH
Ha BYM 3a 1uiaHupaHu CHeUMalHU CHOUTHUS M
JEHHOCTH (BKJIIOYHUTEIIHO KOH(EpEeHIUH, TocT-
JIEKIUHY, LIEPEMOHUH, HarpakJlaBaHus,
HHHUIAATUBY, KaMIIaHUM U JAPYTH), BKIIOYBAIIA
CTYICHTH, aKaJJEMUYCH U/UIH PBKOBOJIEH CHCTAaB,
CITY>KUTEITH WU aCOLIMUPAHU JIUIIA;

(8) BBHIIHYM ¥ BHTPEUIHU HU3ITBIHUTEIN

BBHIIHATE W3MBIHUATENH  (JIHMIA/OpraHu3ayuy
M3BbH Imara Ha BYM) wu  BbTpemIHUTE
U3MBIHUTENH (Ciryxuteny Ha BYM), Ha kouTo ca
BB3JI0)KEHU JEHHOCTH o TEXHUYECKa
OJUIPBXKKa, OU3aifH, pa3paboTka, MyOIuKyBaHE
VI yIIPaBJICHUE Ha ChIbpIKaHHE:
1) obesmeuaBar CHUTypHOCTTa M TEXHHYECKaTa
HOJUIPBKKAa Ha yeOCalTOBETE M CBBP3aHUTE

contractors, while obligatorily notifying
(copying) the Marketing and Admissions
Department;

¢) provides information to the Marketing and
Admissions  Department for  updating
information in other sections as well, which
are functionally related to their direct
activities;

d) provides information to the Marketing and
Admissions Department for posts on social
media.

(7) All administrative units and faculty:
When members of the administrative or faculty
staff, as well as third parties without an assigned
role for website maintenance, have information
or proposals for amendments to existing
information or for the posting of new
information, they shall submit them to the

Marketing and Admissions Department at

info@vum.bg, wunless the Marketing and

Admissions Department has designated another

traceable channel (a ticketing system/form).

All administrative units, faculty, and academic

structures of VUM are responsible:

a) to submit to the Marketing and Admissions
Department timely, up-to-date, complete, and
verified information regarding news, events,
initiatives, achievements, and other activities
within their competence, when these are
relevant for posting and contribute to the
institutional image of VUM;

b) to notify the Marketing and Admissions
Department in advance, with a view to
planning and coverage in VUM's official
digital channels, of planned special events
and activities (including conferences, guest
lectures, ceremonies, award presentations,
initiatives, campaigns, and others) involving
students, academic and/or executive staff,
employees, or associated persons;

(8) External and internal contractors

External  contractors  (persons/organisations

outside the payroll of VUM) and internal

contractors (VUM employees) who are assigned
activities for technical maintenance, design,
development, posting, or content management:

a) ensure the security and technical maintenance
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2)

3)

4)

5)

6)

7)

CHCTEMU;
OATbpXKAT U aKTyaJlu3upaT npu
HeOoOXOIUMOCT au3aiiHa u

GyHKIMOHATHOCTUTE Ha yeOcaiiToBeTe B
paMKHTe Ha BB3JI0XKECHUTE 3a]Ja4H;

U3BBPIIBAT TEXHUYECKOTO ITyOIHMKyBaHe B
yeOcallTOBETe W/WIH COLHATHUTE MPEXKH
€IMHCTBEHO I10 3asBKa U ciel ofo0peHue ot
Otmen ,MapkeTuHr W IpUeM W/WIA OT
IIOCOYEHOTO  OTIOBOPHO  3B€HO,  IIPH
3ab/DKATENIHO  yBEJOMsBaHE (KOIHE) [0
Ortnen ,,MapkeTusr u npuem*;

CBhXpaHABAaT IPOCIEAUMOCT HA IOIY4YEHOTO
onobpeHue (JIMHK/MMEHII/THKET), Karo IIpH
HEOOXOAMMOCT To mpenocraBaT Ha Otxen
»MapKeTHHT ¥ rnpueM" u/mim PpKoBOACTBOTO
Ha BYM;

IPEIOCTAaBAT  TEXHUYECKHM  CIPaBKH |
CBHAEUCTBAT 3a MPOCIEASBaHE Ha MMOKA3aTeJH
3a €pEeKTHUBHOCT IIPHU HEOOXOIUMOCT;
peanmuM3WpaT ¥ YIpaBISABAaT  JUTHTATHU
peKiamMM 10 T[apaMmeTpd, 3aJafAeHd H
yTBBbpAeHH 0T OTHen ,,MapKeTuHr u npuem*;

npu pasnopexgane mo uwi. 9, an. (1), 1. (x)
U3IBJIHABAT  HEOOXOAMMHUTE  TEXHHYECKHU
MEPKHU (neakTuBHpaHe/MpeMaxBaHe Ha
noTpeduTeny u poiu, OrpaHHYaBaHE Ha
IpaBa, NpPEKpaTsABaHE HA AaKTUBHHU CECHH,
NPOMsIHA Ha TAPOJM HPHU HEOOXOAMMOCT) B
CHCTEMHUTE M MPOPMIUTE, KOUTO MOIABPKAT
WIA aJMUHHMCTPUPAT, M HOTBBPXKJIABAT
NUCMEHO  u3mbiHeHuero mnpex  Oraen
»MapKETHUHT ¥ IpUeM"‘.

(9) PrroBoacTBo Ha BYM
PwroBoscTBOTO Ha BYM:!

1)

2)

3)

4)

0100psiBa CTPATETMHECKH M YYBCTBUTEIHH
nyOnMuKamuy W KaMIaHWM, BKIIOYHTEITHO
TaKUBa C BHUCOK PEMYTAaIMOHEH, IIPAaBEH WU
(uHAHCOB PHCK;

OpeNoCTaBs Y YTBBpXKJAaBa oOQUIMATHU
TIO3UIMH U CTAaHOBHIIA IIPYU HEOOXOAUMOCT;
ChIJacyBa KPUTUYHH HOBMHU U O(QHUIIMATHH
chOOIIeHUsT (aKpeauTallMy, MapTHbOPCTBA,
opuLMaTHU U3SABIEHUS U IP.);

ompeness OTTOBOPHM 3BEHAa W/HIM JiMIa 3a
pas3Aeiy ¥ MoJpasJieiii, KOUTO HE ca U3PUIHO
pasnpeneneHu B HACTOSIIHA YJIEH,
BKJIIOUUTEIIHO IIPH Ch3JlaBaHE Ha HOBH

b)

d)

g)

of the websites and related systems;

maintain and update, where necessary, the
design and functionalities of the websites
within the scope of the assigned tasks;

perform technical posting on the websites
and/or social media solely upon request and
following approval by the Marketing and
Admissions  Department  and/or  the
designated responsible unit, with obligatory
notification (copy) to the Marketing and
Admissions Department;

maintain traceability of the received approval
(link/email/ticket), providing it upon request
to the Marketing and Admissions Department
and/or the Management of VUM,;

provide technical reports and assist in
tracking performance indicators where
necessary,

implement and manage digital advertisements
according to parameters specified and
approved by the Marketing and Admissions
Department;

upon an order pursuant to Art. 9, para. (1),

item (k) implement the necessary technical
measures (deactivation/removal of users and
roles, restriction of rights, termination of
active sessions, password changes where
necessary) in the systems and profiles they
maintain or administer, and confirm the
execution in writing to the Marketing and
Admissions Department.

(9) Management of VUM
The Management of VUM:

a)

b)

c)

d)

approves strategic and sensitive posts and
campaigns, including those with a high
reputational, legal, or financial risk;

provides and approves official positions and
statements where necessary;

coordinates critical news and official
announcements (accreditations, partnerships,
official statements, etc.);

designates  responsible  units  and/or
individuals for sections and sub-sections that
are not explicitly allocated under this article,
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3)

JUTUTAIHYA KaHaH, CEKIMH HIH HHHIHATHBH,
U BB3JIara M3MBJIHEHUETO 4Ype3 ChOTBETHUTE
BBTPELIHH aKTOBE;

MpeNocTaBs  IUCMEHO  OofoOpeHue  3a
pasnopexxaaHe Ha Mepkure 1o wi. 9, an. (1),

T. (k) (IpeKkpaTsBaHe W/WIM OrpaHHYaBaHE HA
JOCThIIA 32 TEXHUYECKO ITyOJIHKYBaHE).

e)

including during the creation of new digital
channels, sections, or initiatives, and assigns
execution through the respective internal acts;
provides written approyval for ordering the
measures under Art. 9, para. (1), item (k)
(termination and/or restriction of access for
technical posting).

Yien 10. Ynpas/ienue Ha yebcaliToBere

(1) Caiir VUM.bg

D

2)

3)

4)

Veb6caitteT Ha BYM € 0CHOBHHAT ImyOJIn4eH
JUCATAJICH  KaHal  Ha  MHCTUTYLUATA.
Chapp)XaHHETO Ce MOAAbpXKa AaKTYalHO M
KOPEKTHO Taka, 4e Ja OTpassiBa PEaTHOTO
CHCTOSIHUE Ha CIELIHAITHOCTHUTE,
aJIMUHUCTPATUBHUTE YCIYTH, aKaAeMHYHHS
KaJIeH/ap ¥ Bb3MOXKHOCTHUTE 32 CTYJCHTHTE.

Chabp)kaHHETO W BH3MATA Ha CalTa ClenBa

Jla  OTroBapAT HAa  IPUHUUIATE  Ha
JUTUTAIHATa KOMYHHMKAIUs, ONpPEAEIEHH B
HACTOs[aTa HMHCTPYKIMSA, KaKTO M Ha
yrBbpaeHus bpann Happunuk Ha BYM.

OtroBopHUTE JMua, ONpeAeIIeH! B
HacTosLaTa MHCTPYKIMS, U3TOTBSAT
HEOOXOQUMHTE TEKCTOBE 3a CBOTBETHUTE
pasjens B JBye3MYEH BAapUaHT U TH
NpeROoCTaBAT 3a MyOIMKyBaHE C  SICHH

ykazanus. OTroBOpHOCTTa 3a HCTMHHOCTTA
Ha uHpOpMalLMATa, CTWIA HA TEKCTa H
TOYHOCTTa HA NPEBOJA HOCHU NOAABALIMAT
unpopmanusta. Ilpu HeobxomumocT OT
penakiys, NPeBOJHA KOHCHCTEHTHOCT WIIM
MOArOTOBKA HA  BU3YaJHU  MaTepUalu
(cHUMKHM, BU3UHM, TIpadUKH) Cce€ TbpPCH
ceaeiictBue ot Otgen ,MapkeTHHr ¥
nmpueMm™.

AXTyanu3upaHe Ha CBABPXKAaHHETO  C€
U3BBPIIBA [IPU NIPOMAHA HA 00CTOATENCTBATA
U B CpPOK, ChboOpa3eH ¢ Xapakrepa Ha
NPOMSIHATA.

(2) Caiir CulinaryArtsEurope.com

1)

C’Bll’bp)I(aHI/ICTO M BHU3HUSATA Ha caiTa cieaBa

Ja OTroBapiaT Ha IIPAHIUATIATE Ha
JUTdATAJIHATa KOMYHHUKaIUA, OIIPCACIICHH B
HacTosdlara MWHCTPYKIHUA, KakKTO MW Ha

yTBBpAeHUS OpaH HapbYHUK Ha BYM.

Article 10. Websites Management

(1) VUM.bg website

a)

b)

d)

VUM's website is the primary public digital
channel of the institution. Content shall be
kept up-to-date and accurate so that it reflects
the  actual state of  programmes,
administrative  services, the academic
calendar, and opportunities for students.

The content and visual design of the website
must comply with the principles of digital
communication defined in this Instruction, as
well as with VUM's approved Brand Book.

The responsible persons designated in this
instruction shall prepare the necessary texts
for the respective sections in a bilingual
version and provide them for posting with
clear guidelines. The responsibility for the
truthfulness of the information, the text style,
and the accuracy of the translation lies with
the submitter of the information. In the event
of a need for editing, translation consistency,
or the preparation of visual materials (photos,
visuals, graphics), assistance shall be sought
from the Marketing and Admissions
Department.

Updating of the content shall be carried out
upon a change in circumstances and within a
timeframe aligned with the nature of the
change. :

(2) CulinaryArtsEurope.com website

a)

b)

The content and visual design of the website
must comply with the principles of digital
communication defined in this Instruction, as
well as with VUM's approved Brand Book.

All interested parties — units within the VUM
administration, members of the faculty staff,
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2) BcuukM 3aMHTEPECOBAHM JHIA - 3BCHA B
agMuHECTpanusaTa Ha BYM, uineHoBe Ha
IPENOJABATEIICKHs. ChCTaB M TPETH JHIA -
mojgaBar WHbopManus 3a MyOJMKyBaHe [0
Otpen  ,,Mapketunr ¥  npueM™  Ha
info@vum.bg.

3) Otanen ,,MapkeTUHT ¥ IIpUEM® UMa IIpaBoO JAa
M3KMCKBa JOIBIHUTEIHA HHGpOpMaIUs WIK
aKTyanu3alys, KOraTo  IpELEeHd,  4Ye
CHIBPXKAHUETO € HEeMBJIHO, HETOYHO WU
0CTapsuIo.

4) OxoHuaTeNnHaTa PEJAaKIys Ha TEKCTOBETE H
IpeleHKaTa 3a ChABPXKAHUETO, KOETO Ja Ce
myOnMKyBa Ha calTa, C€ M3BBPIIBAT OT
Otnen ,,MapkeTuHr u npuem*.

and third parties — shall submit information
for posting to the Marketing and Admissions

Department at info@vum.bg.

c) The Marketing and Admissions Department
has the right to request additional information
or an update when they consider that the
content is incomplete, inaccurate, or outdated.

d) The final wording of the texts and the
assessment of the content to be posted on the
website shall be carried out by the Marketing
and Admissions Department.

Ynen 11. YnpasiieHHe Ha COHAJIHATE MPEKH

(1) Camo Ortpmen ,MapkeTHHr H TpUeM™ W/WIH
M3PUYHO YITBIIHOMOIIECH U3ITBIHUTEN ITyOIHMKyBa
B oduumanaute mnpopwm Ha BYM B
COLHAJHUTE MpPEKU. BCHYKM JOpyru 3BeHa
HoJaBaT NPEIUIOKEHHS W MaTepHa I, HO HsAMaT
[paBO Ha JUPEKTHO ITyOJMKyBaHE, OCBEH IIpHU
HU3PHYHO ITHCMEHO JEJIETUPaHe U ONUCaH IIPOIIEC.
(2) IlnasupaneTo ¥ NOAAPBKKATA HA COLHMAIHUTE
MpexHu ce oceiuecTBsiBar ot Otaen ,,MapkeTuHr
U TpHeM” W/WIH YIBIHOMOLIEH HW3IIBIHUTEI.
AXaJleMUIHUTE W aJMHHHUCTPATHBHHUTE 3BEHA H
TPETH JIMIAa  TIOAaBaT  INPEIOKEHHs  3a
nyOMMKAalMKd B JBYE3WYEeH BapHaHT, MOCOYBAT
NPEANOYUTAHATE MPEXH 32 MyOJIMKYBaHE WU

OpPEJOCTaBAT  MOAXOASAINA  BH3HA/CHUMKOB
Mmarepuai Ha info@vum.bg.
(3) Komynukanusra B COLMAIHUTE MpEXH CE

ajianTipa KpM crienubuKuTe Ha Iardopmara
neinesara  ayauTOpUsA, KaTo  Cce  Cras3BaT
NPUHLUIATE ¥ CTAHAAPTUTE, ONpPEICICHU B
HACTOSIIATa UHCTPYKLIUA.

(4) llenTa Ha npuckcTBUETO HAa BYM B conpannuTe
MpEXH HE € eJUHCTBCHO IyOIHKyBaHe Ha
uHGOpPMaLKs, a U3TPAKIAAHE HA IOCIIEI0BATEIIHO
JUTUTATHO  NPHUCBCTBME, KOETO  OTpassiBa
JUHAMHUKATa Ha aKaJIeMUYHUS JKUBOT,
ABTEHTHMYHOCTTA HA YHHBEpPCUTETCKaTa Cpeja H
MYJITUKYJITYpHHS XapakTep Ha OOIIHOCTTa, KaTo
CHIIEBPEMEHHO MOJABbpXKA NPO(ECHOHATIEH H
HHCTHTYIIHOHAIIHO ChOOpa3eH TOH.

Article 11. Social Media Management

(1) Only the Marketing and Admissions Department
and/or an explicitly authorised contractor shall
post on VUM's official social media profiles. All
other units shall submit proposals and materials,
but do not have the right to post directly, except
in cases of explicit written delegation and a
described process.

(2) The planning and maintenance of social media
shall be carried out by the Marketing and
Admissions Department and/or an authorised
contractor. Academic and administrative units, as
well as third parties, shall submit proposals for
posts in a bilingual version, indicate the preferred
networks for posting, and provide appropriate
visuals/photographic material to info@vum.bg.

(3) Communication on social media shall be adapted
to the specific characteristics of the platform and
the target audience, while adhering to the
principles and standards defined in this
Instruction.

(4) The purpose of VUM's presence on social media
is not solely the publication of information, but
the building of a consistent digital presence that
reflects the dynamics of academic life, the
authenticity of the university environment, and
the multicultural character of the community,
while simultaneously maintaining a professional
and institutionally appropriate tone.

Yaen 12. CopabpKaTeJHM HANPaBJICHUA M
(opMaTH B COLHATHHUTE MPEKH

Article 12. Content Streams and Formats in

Social Media
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(1) CpoppxaHHeT0O B  COLHAJIHUTE MpEXHU C€
IUTaHUpa M MyOJIMKyBa B CBOTBETCTBHE C
KOMYHHUKalIMOHHUTE 1iend Ha BYM u Britousa

UH(OPMAIMOHHH, IPEeACTaBUTEIIHH "
aHraxupamy  GopmaTH, cpobpazeHn ¢
wiatpopmara.

(2) PerynsipHo ce CIIOAEmAT:
1) HOBWHU OT BHCIIETO YYHIIHIIIE;
2) CTYIEHTCKH y4acTHs, YCIIEXHU U pPa3KasH;
3) axaJeMHUYHH ITOCTHIKEHUS;

4) cpOUTHS - TOKaHW, PENOPTaXU, CHUMKU H
BUJIEA;

5) mome3na  wHpOpMAnMsA 32  KaHIWAAT-
CTYICHTH;

6) KaMmaHWM, CBBbpP3aHH C NPUEM U CECUHU 3a

Obaeuy CTyICHTH;

OpasHUIM W T[OBOAM -  OBArapcky,

MEXJIyHapOJHH U  PEIUIHMO3HH,  Karo

CBHABPXKAHUETO C€ NMOAOHpa C BHUMAHHE KBM

MYJITHKYJITypHaTa Ay JUTOPUSI.

(3) Busyannara crtpana e wiro4oBa. M3mosssar ce
CHUMKH W BUICOMATEPHUATH OT PEaHU CHOUTHS,
KpaTKH HMHTEPBIOTA, CTYICHTCKH IPEKUBABAHHS
M 3aAKyJUCHM KaJpH, Karo Te ca 3a
MPEAIIOYUTAaHE TIpeJ CTOKOBH H300paKeHHMs,
KOTaTO TOBA € BH3MOXKHO U Pa3pelieHO ChINIACHO
ui. 16.

7)

(1) Content on social media shall be planned and
posted in accordance with VUM's
communication goals and includes informational,
representative, and engaging formats tailored to
the platform.

(2) The following shall be shared on a regular basis:
a) university news;

b) student participations,
stories;

¢) academic achievements;

d) events — invitations, reports, photos, and
videos;

e) useful information for prospective students;

f) campaigns related to admissions and sessions
for prospective students;

g) holidays and occasions—Bulgarian,
international, and religious, whereby the
content shall be selected with attention to the
multicultural audience.

(3) The visual aspect is key. Photos and video
materials from real events, brief interviews,
student experiences, and behind-the-scenes
footage shall be used, and these are preferable to
stock images whenever possible and permitted in
accordance with Art. 16.

achievements, and

Ynen 13. [lnanupane, ogo0penue u nyoauKyBaHe

(1) Otmen ,,MapkeTuHr ¥ IpueM* NoAIbpPIKa IJIaH 3a
nyomukanuu  (Posting Plan), B koiito ce
BBBCXKIAT BCHYKM IUTAHUPAHH IyOIMKaLUu.
[InaneT ocUrypsisa:
1) paBHOMEpHO

ChJbP)KAHUETO;

2) wu30sArBaHe Ha MOBTAPSIIYU CE TEMH;

3) cpobpassBaHe C aKaZEMUYHHS KalIeHAAD;

4) BB3MOXXHOCT 3a peaklys NPU HENPEIBUIACHHU
CHOUTHS,

5) cwoOpa3siBaHe C 4YacoBeTe C HaHW-BHCOKa
MOCEIIaeMOCT B CBHOTBETHATa COLMAIHA
Mpexa.

(2) Besika myOnukanys - HE3aBUCHMO JalId €
noarorseHa ot Otaen ,,MapKkeTHHT ¥ IpHEM
WK € TI0aJIeHa OT IPYT MOZJATeN - ce IyOnuKyBa
camo ciep nmpoBepka u onobpenue. IIpoBepkara
BKJIIOYBA:

1) TexcT Ha OBITAPCKU M aHTIIUICKH;

2) BU3yanM3aLUsA/MYITUMEINS;

3) TaroBe U JMHKOBE;

pasmpeneneHue Ha

Article 13. Planning, Approval, and Posting

(1) The Marketing and Admissions Department shall
maintain a Posting Plan in which all planned
posts are entered. The Plan ensures:

a) an even distribution of content;

b) avoiding repetitive topics;

¢) alignment with the academic calendar;

d) the ability to react in the event of unforeseen
occurrences;

e) alignment with the peak traffic hours on the
respective social network.

(2) Every post — regardless of whether it was
prepared by the Marketing and Admissions
Department or submitted by another sender —
shall be published only after verification and
approval. The verification includes:

a) Bulgarian and English version of the text;
b) visualisation/multimedia;
c) tags and links;
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4) xamrarose, KOraTo ca IpHUIOXKHMHU,

5) mpoBepka 3a KOPEKTHOCT U aKTyaJIHOCT;

6) mpoBepka 3a Cria3BaHe Ha CTHJIOBHTE H OpaH.
U3UCKBaHUATA.

(3) IlomarensaT HOCH OTTOBOPHOCT 33 UCTUHHOCTTA U
aKTyaJIHOCTTa Ha IpeiocTraBeHaTa MHGOpMalus,
KaKTO ¥ 33 HQJIUYHETO Ha HEOOXOJUMUTE
npaBa/OCHOBaHUA (BKJI. CBIVIACHS, KOraTro e
HE00X0IMMO) 3a U3IOJI3BAHUTE MAaTEPUAIIH.

(4) OmoOpenueTo 1o ai. 2 ce mpenocrass ot Otnen
»MapKeTUHr u mnpueM™ (Hamp. 4Ype3 HME,
cucTeMa 3a 3a1aud, onobpenune B CMS wiu apyr
npocieidM — kaHan). be3  JHOKymeHTHpaHO
onobpenue myoOaukanus He ce myOIuKyBa.

(5) 3a uyBCTBUTEIIHH TEMH/ITyOIMKAIMH C BHCOK
puck mo cmucwhia Ha wi. 3, 1. (7),
myOIMKYBaHETO Ce JOMyCKa caMo CJeJl MUCMEHO
chIyIacyBaHe u 000peHne oT PBKOBOICTBOTO HA
BYM, B jgombiIHEHHWE KBM OHOOPEHHUETO OT
Otnen ,,MapkeTHHT U mpueM‘‘ MpH Cla3BaHe Ha
pena o wi. 17.

(6) Cnen (buHanM3Upane " onobOpeHwue
nyOnuKamusaTa ce 1mojaBa  3a TEXHHUYECKO
ny0OMKyBaHe KBM YI'BIIHOMOIICH HU3IIBIHUTEN,
KOraro mnyOJMKyBaHETO HE CE€ U3BBPIIBA
nupekTHO oT OTaen ,,MapKkeTUHr U npueM*‘.

(7) Otnen ,,MapkeTuHr u npueM MMa IpaBo Ja
OTKaXe MyOJIMKYBAaHETO WM CIOJAEISIHETO Ha
NPEIIONKEHO ChIAbPXKAHKUE, KOraTo:

1) chabpKaHHETO HE OTTOBapsi Ha CTaAHAAPTHUTE
3a JWTUTAIHA KOMYHHUKALHUsS, ONPEICICHU B
HACTOSALATa HHCTPYKLIHUS;

2) CBABPKAHUETO IIPOTUBOPEYH Ha
yTBBpJEHATa KOMYHMKALIMOHHA CTPaTErus
WIH HE € ChOOpa3eHo ¢ TUIaHa 3a MyOIuKaluu

(Posting Plan);

3) ChABPXKAHHMETO  HE  CBHOTBETCTBA  HA
TIPUHIUITATE 3a UHCTUTYLUOHAITHO
npeAcTaBsiHe, OpaHJ  HICHTUYHOCT U

npodecuonaneH Tod Ha BYM;
4) mpemocTraBeHaTa HH(OpMalLus € HENBIHA,
HENpOBEpEeHa WIM € IIpelCcTaBeHa Cleq

d) hashtags when applicable;

e) verification of accuracy
relevance;

f) wverification of the compliance with style and
brand requirements.

(3) The sender bears responsibility for the
truthfulness and current relevance of the provided
information, as well as for the existence of the
necessary rights/grounds (including consents,
when required) for the materials used.

(4) The approval under paragraph 2 shall be provided
by the Marketing and Admissions Department
(e.g. via email, a ticketing system, approval
within the CMS, or another traceable channel).
Without documented approval, a post shall not be
published.

(5) For sensitive topics/high-risk posts within the
meaning of Art. 3, item (7), publication shall be
permitted only after written co-ordination and
approval by the Management of VUM, in
addition to the approval from the Marketing and
Admissions Department, in compliance with the
procedure pursuant to Art. 17.

(6) Following finalisation and approval, the post
shall be submitted for technical posting to an
authorised contractor, when the posting is not
carried out directly by the Marketing and
Admissions Department.

(7) The Marketing and Admissions Department has
the right to refuse the posting or sharing of
proposed content when:

and current

a) the content does not meet the digital
communication standards defined in this
Instruction;

b) the content contradicts the approved
communication strategy or is not aligned with
the Posting Plan;

¢) the content does not conform to the principles
of institutional presentation, brand identity,
and the professional tone of VUM,;

information is

d) the provided incomplete,

HU3THYAHE Ha pa3yMeH CpOK 3a unverified, or has been submitted after the
KOMYHHUKAIIHOHHO OTpPa3siBaHE. expiry of a reasonable timeframe for
communication coverage.
Ynen 14. Ily6auxyBane B Ju4HH W/uwiam | Article 14. Publication on Personal and/or

npo)ecHOHATHH KaHAJIM M3BbH OQHIMATHUTE
KaHAJIH

Professional Channels Outside the Official
University Channels
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(1) BYM HacppuaBa CTYAEHTUTE, NPEIOJAaBATEIUTE,
CIIY)KMTEIUTE, BB3NUTAHHULUTE W MApPTHHOPHUTE [a
crioaesiT B CBOHUTEC JIMYHH @ H HPO(I)CCI/IOHaJIHI/I
JUTUTAIHA KaHAJIM TIOJOXKUTEIHU BIIEYATIICHHUS,
aKaJIEMUYHH IIOCTIDKEHUS, ydacTHe B CHOUTHA H
OpYTH NEeHHOCTH, CBBP3aHU C YHHBEPCHTETa, KOraro
TOBa C€ M3BBHPIIBA JOOPOCHBECTHO M IIPU CIIa3BaHE
Ha HACTOSIIATa HHCTPYKLIMS.

(2) Ilpu nybnukyBaHe Ha ChABPKAHHE, CBBP3aHO C
BYM, ce nmpenoppuBa  M3MOJI3BAHETO  Ha
o(UIIHaTHUTE HAUMEHOBAHUS HA UHCTUTYLUSATA:

o Bucme yynimme no MeHHJKMBHT / Varna
University of Management (VUM);

e MHWHCTHTYT DO KyJMHApHH M3KycTBa /
Culinary Arts Institute (CAI);

KakTO M, KOraro € IOJXOAALI0, OTOeIsI3BaHe
(tag/mention) Ha odpuumamauTe npodumu Ha BYM B
COLIMAJTHUTE MPEXH C LEeN YJIEeCHSIBaHE Ha OCThIIA
10 obunuamHaTa MHGOpPMAIMA M TOMYJIsSpH3UpaHE
Ha JIEHHOCTTA Ha YHHUBEPCUTETA.

(3) IIpenBapuTeHO MACMEHO chIylacyBaHe ¢ Otaen

,2MapkeTHHr ¥ TpUeM* ce H3HCKBA KOraro
Ty OTUKALIAATA:
a) chabppka  HemyOumkyBaHa — MH(bopMmauus,

MaTepHaIi WA BU3YaJHO Chbp)KaHUE, KOUTO HE ca
6win oduuranHo ornoBecTeHH oT BYM;

0) cpappka OQHUUUAIHMA [OKyMEHTH, BBTPELIHA
uHbOpMaLUs WK Apyra HHGOpMaLus C OrpaHUYEH
JIOCTBII;

B)  M3IO0J3Ba HKMETO, JIOTOTO,  BH3yajlHaTa
UIEHTHYHOCT WIH APYrH OpaHa akTuBU Ha BYM 1o
HAaYMH, KOHUTO MOXE Jila Ch3Ha[E€ BIICUATIICHUE, Ye
yOJIMKAIKATa TIPEICTaBlIsABa OGUIMATHA ITO3UIK,
U3SBJICHHME WM KOMyHHKalUs oT uMeTo Ha BYM;

I) H3I0J3Ba CHIBPXKAHHETO, MMETO WM OpaHj
enemenTutTe Ha BYM c nien pexiiamMa, MapKeTHHT MIIH
NPOMOTHpPaHEe Ha BBHIIHK [JEHWHOCTH, YCIyTH,
WHHULUATHBU WJIM THPrOBCKA JEMHOCT, HECBBP3aHU C
BYM.

(4) He ce wm3uckBa NpeABApUTEIHO ChITIACyBaHE
IpHu:

(1) VUM encourages its students, academic staff,
employees, alumni and partners to share positive
experiences, academic achievements, participation in
events and other university-related activities through
their personal and professional digital channels,
provided that such content is shared in good faith and
in accordance with this Instruction.

(2) When publishing content related to VUM, the use
of the University's official names is recommended:

¢ Varna University of Management (VUM);
o Culinary Arts Institute (CAI);

Where appropriate, individuals are also encouraged
to tag or mention VUM's official social media
accounts in order to facilitate access to official
information and support the promotion of the
University's activities.

(3) Prior written approval from the Marketing and
Admissions Department is required where a
publication:

a) contains unpublished information, materials or
visual content that has not yet been officially
released by VUM;

b) contains official documents, internal information
or any other information with restricted access;

¢) uses the name, logo, visual identity or other brand
assets of VUM in a manner that could create the
impression that the publication constitutes an official
position, statement or communication on behalf of
VUM;

d) uses the content, name or brand elements of VUM
for the purpose of advertising, marketing or
promoting external activities, services, initiatives or
commercial activities unrelated to VUM.

(4) Prior approval is not required for:
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a) cnogensHe (share) wnu npemyOiukyBane (repost)
Ha ChABbpXaHHE OT opunHaTHUTE KaHami Ha BYM,
KOTaToO ChIBPXKAHUETO HE Ce pelaKkTUpa M0 HAuUH,
KOMTO M3MEHS HETOBHUS CMUCHII,

0) nmyOnukyBaHe Ha  JMYHM  BIEYaTJICHUS,
aKaJieMU4eH WIK NPOPECHOHAJICH ONUT, y4acTHE B
y4eOHHU 3aHATHA, KOH(EpeHLUH, CHOUTHS,

LEPEMOHMH WM APYrH AerHoctd Ha BYM, koraro
nyOauKanuaTa;

e HE ChABpPKa HemyOnuKyBaHa HHGOpPMALIKS;

e He paskpuBa HHOPOpMalUMA C OTPaHUYCH
JOCTHII,

e HE HapyllaBa IpaBaTa Ha TPETH JHLIA U
HU3MCKBAHUATA 3a 3alIUTa HAa TUIHUTE IaHHU;

e HE Ch3JaBa BIEYATIIEHHE, Y€ TMPEJICTABISABA
odpunmanHa no3uuus Ha BYM;

e HE € C IeJ peKiamMa, MapKETHHT WIH
IIPOMOTHpaHe Ha BHHIIHHU JEHHOCTH, YCIYyTH,
HHUIMATHBH WIM  THProBCKa  JEHHOCT,
HecBbp3aHu ¢ BYM.

B) myOiauKyBaHe Ha COOCTBEHM CHHMKH W BHJEO,
HallpaBeHU [0 BpeMe Ha IyOnu4Hu CHOMTHS Ha
BYM, cnex oQUIMATHOTO MM IPOBEXJIaHE, IPHU
Clia3BaHe Ha M3UCKBAaHMATA 3a 3allUTa Ha JIMYHUTE
JaHHH ¥ HACTOSIIATa HHCTPYKIIHA.

r) nyOnMKyBaHe WIM CHOJCHAHE Ha OQUIHUAIIHO
OmoBecTeHa HMH(GOpPMALMs OTHOCHO IIPOEKTH U
nporpamu, no kouto BYM e koopaunarop, Bozaeia
OpraHM3allds WIM TAapTHbOP, IIPU ClAa3BaHE Ha
HM3UCKBaHHWATa Ha CBOTBETHAaTa IIporpaMa 3a
MyOJIMYHOCT, BHU3yallHA HACHTUYHOCT M 3allUTa Ha
uH(popManusTa.

(5) Ilpu cnopensHe wiu npenyOIuKyBaHEe Ha
ChIbpXKaHHe OT odunuanHure kaHaau Ha BYM e
HEOOXOIHMO:

a) CHIBPXKAHMETO Ja He ObJe pPEe’aKTUPAHO IO
HAaYWH, KOWTO W3MEHSA HEroBUS CMHUCBI HIH
KOHTEKCT;

0) ma He ce A00aBAT JWYHU JaHHH, KOUTO HE
IPUCHCTBAT B OPUTHHAJIHATA Iy OJIMKALHS;

B) JIMYHUTE KOMEHTApH SICHO Ja CE pa3rpaHuyaBar OT
odunmanHuTe o3uiuy Ha BYM.

a) sharing or reposting content published through
VUM's official channels, provided that the content is
not edited in a way that alters its meaning or context;

b) publishing personal experiences, academic or
professional achievements, or participation in
classes, conferences, events, ceremonies or other
VUM activities, provided that the publication:

e does not contain unpublished information;

e does not disclose restricted information;

e does not infringe the rights of third parties or
applicable data protection requirements;

e does not create the impression that it
represents an official position of VUM; and

e is not intended to advertise, market or
promote  external activities, services,
initiatives or commercial activities unrelated
to VUM;

c) publishing photographs or videos personally
taken during public VUM events after the official
conclusion of the event, provided that the

publication complies with applicable data
protection requirements and the provisions of this
Instruction.

d) publishing or sharing officially released

information relating to projects and programmes
for which VUM 1is a coordinator, lead
organisation or partner, provided that the
publicity, visual identity and information
protection requirements the respective
programme are observed.

of

(5) When sharing or reposting content from VUM's
official channels:

a) the content must not be edited in a way that alters
its meaning or context;

b) personal data that do not appear in the original
publication must not be added;

c) any personal comments must be clearly
distinguished from the official positions of VUM.
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(6) 3abpanssa ce:

a) myOnMKyBaHe Ha HEMyOIUMKYBaHHM MaTepHally,
CHMMKHM, BHaco win uHpopmamus (,behind the
scenes®) mpeau OQUIMAIHOTO MM ITyOJHMKyBaHE OT
BYM;

0) myOiukyBaHe Ha MHGOpMalWMs, NPeICTaBIABaIla
cnyxeOHa TaliHa, BBTPEIIHA KOPECIOHJEHLUS WIH
npyra uHGOpManus ¢ OrpaHUYEH JOCTHII;

B) W3MOJ3BAaHE Ha MMETO, JIONOTO, BHU3yalHaTa
HIEHTHYHOCT WJIM JpyTu OpaHn eneMeHTH Ha BYM
3a peKiaMa WM [OMyJIsApHU3MpaHe Ha JIU4YHH,
npoeCHOHATHA  WJIM  TBPrOBCKH  JEHHOCTH,
HecBbp3aHu ¢ BYM, 6e3 mpenBapUTEeIHO NMHCMEHO
CHIJIACyBaHE;

I') IIpeICTaBsiHe Ha JIMYHU MHEHHs KaTo OQHIIMAIHU
no3ury Ha BYM.

(7) Tlpu ceMHEHHWE Hdald JageHo IyOJIMKyBaHe
monaza B Xuroresute mo ar. (3) wi ain. (6), 1uiero
ce koHcynrupa ¢ Otmen ,MapkeTHHr M mnpuem
Ipeay IMyOIMKyBaHEeTO.

(6) The following are prohibited:

a) publishing unpublished materials, photographs,
videos or information (including "behind-the-scenes"
content) before their official release by VUM;

b) publishing information constituting confidential
University information, internal correspondence or
any other information with restricted access;

¢) using the name, logo, visual identity or other brand
elements of VUM to advertise or promote personal,
professional or commercial activities unrelated to
VUM without prior written approval;

d) presenting personal opinions as official positions
of VUM.

(7) Where there is any doubt as to whether a
proposed publication falls within the scope of
paragraphs (3) or (6), the individual shall consult the
Marketing and Admissions Department before
publishing the content.

Ynen 15. KomyHukanus ¢ ayiuTopusTa

(1) Komenrapute u choOLIEeHHATA (BKIFOUUTEIIHO
yaToBe) Ce€ CIeOIT eXEeIHEBHO. BaxHu
3aMTBaHUs (HApUMeEp OT KaHIUAAT-CTYIAEHTH
WIH POJMTENH) MOJyYyaBaT OTIOBOp 10 24 Jaca B
pabotHu aHu. Korato e HeoOXoauma IpoBEpKa
OT JPYyTO 3BEHO, C€ M3IpaIlla MEeXXIHHEH OTIOBOP
(OTBBPXKIACHUE 3a TOITy4aBaHE U OPHEHTHDP 3a
CpPOK), a 3alMTBAaHETO C€ HacouBa KbM
KOMIIETEHTHOTO aJIMUHHUCTPATUBHO WIH
aKaJIEMHUYHO 3BEHO.

(2) Ilpu HeraTMBHH WIM KOHQIUKTHH TEMHU C€
npuiara OamaHcupaH M IpodecHoHaleH TOH.
[Ipu HEOOXOAMMOCT TeMara Ce€ HacouBa KbM
KOMIIETEHTHOTO aJIMUHHUCTPATUBHO WA
aKaJeMHUYHO 3BEHO.

Article 15. Audience Engagement

(1) Comments and messages (including chats) are
monitored daily. Important enquiries (for
example, from prospective students or parents)
receive a response within 24 hours on working
days. When verification from another department
is required, an interim response is sent
(acknowledgement of receipt and an estimated
timeframe), and the enquiry is forwarded to the
competent administrative or  academic
department.

(2) In the event of negative or conflictual topics, a
balanced and professional tone shall be
maintained. If necessary, the matter shall be
forwarded to the competent administrative or
academic department.

Yuen 16. 3amura Ha JaHHATE H eTHYHH
cboOpakeHus

(1) Ilpu murmranHata koMmyHukamuss Ha BYM ce
crasBaT M3MCKBAaHMATA 3a 3allUTa HAa JIMYHUTE

Article 16. Data Protection and Ethical

Considerations

() In  VUM's digital communication, the
requirements for personal data protection,
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JaHHH, MNPWIOKHMOTO 3aKOHOJATENICTBO U
BBTPEIIHUTE ETHYHH [IpaBUiIa Ha BYM.

(2) He ce myGiukyBaT JIMYHE JaHHU 6€3 IPHIOKHMO
[paBHO OCHOBaHWE W/WIM  HHOOPMHUPAHO
ChIJIacHe, KOraTo € Heo0X0IuMo.

(3) CHuUMKH M BHIEOMATEpHAJIA CE€ M3I0JI3BAT CaMO
IpU CHasBaHe Ha MPUIOKUMHUTE H3UCKBAHWA,
BKJIFOYMTEIHO OTHOCHO HMH(OPMUPAHOCT W/MIIH

ChIVIaCHE Ha 3aCHETUTE JIMLA, KOraro e
He00X0qMMO.
(4) Korato 3a myOJuMKyBaHETO € HE0OX0IUMO

uH()OPMHUPAHO ChHITIACHE, CHITIACHETO ce ChOHpa
B mHcMeHa ¢opMa (BKI. EIeKTpOHHA) U Ce
ChXpaHsiBa 10 pel, onpexneieH or BYM, taka ge
Ia € JOKa3yeMo IIpU IIPOBEPKa.

(5) Otmen ,MapketuHr ¥ 1npuUeM OCHUTYpsBa
CbXpaHsBaHe (B apXUB/PErMCTBp, ONpEENIeH OT
BYM) Ha cn0OpaHuTe CBIVIACHS 3a LEIUTE Ha
JMTMTATHATa KOMYHHUKAIMS M TOJIBPXKA BPb3Ka

MEXIy  MyONHMKYBaHOTO  CBABPXKAHUE  H
OCHOBaHHMETO 3a H3IOJ3BAaHE HA CHOTBETHUTE
MaTepHaIH.

(6) [lpu  mony4eHO  BB3paXKECHHUE/HUCKaHE  3a

3aJM9YaBaHe WM OTTersHe Ha chriacue, Otaen
,,MapKeTHHT U NMpHeM"* IpeanprueMa JIeHCTBUS 3a

OrpaHu4YaBaHe Ha pasnpoCTPaHEHUETO
(penaxuus/CKpuBaHe/IpeMaxBaHe) U
KOOpIMHHMpA  CIydas ChC CHOTBETHOTO

KOMITETEHTHO 3BeHO Ha BYM B pasymeH cpok,
chOOpa3eH ¢ XxapakTepa Ha UCKAHETO.

(7) llpu cpabpkaHUE, BKIIOYBAIIO Pa3lO3HABAEMHU
nauia (CHUMKH/BUIEO), MOAATENAT € JUIBXKEH Ja
[IOCOYH HAJIMYHOTO IIPABHO OCHOBAaHME (BKIL
chIylacMe, KOrato € HeobxoaumMo) H Ja
NPEeNOCTaBH JIOKA3aTEICTBO IPHU IOMCKBAHE OT
Otnen ,,MapKeTHHT U IpueM*.

applicable legislation, and VUM's internal ethical
rules shall be observed.

(2) Personal data shall not be published without an
applicable legal basis and/or informed consent,
where required.

(3) Photos and video materials shall be used only in
compliance with the applicable requirements,
including those regarding the information and/or
consent of the filmed individuals, where required.

(4) Where informed consent is required for posting,
the consent shall be collected in writing (incl.
electronic form) and stored in accordance with a
procedure determined by VUM, so that consent
can be proven upon inspection.

(5) The Marketing and Admissions Department
ensures the storage (in an archive/register
determined by VUM) of the collected consents
for the purposes of digital communication and
maintains a link between the published content
and the basis for using the respective materials.

(6) Upon receipt of an objection/request for erasure
or withdrawal of consent, the Marketing and
Admissions Department shall take action to
restrict dissemination (editing/hiding/removal)
and coordinate the case with the relevant
competent department of VUM within a
reasonable timeframe, appropriate to the nature
of the request.

(7) In the case of content involving identifiable
individuals (photos/video), the submitter is
obliged to state the available legal basis (incl.
consent, where required) and to provide proof
upon request by the Marketing and Admissions
Department.

Ynen 17. Kpu3ucHu cHTyanuM ¥ 4YyBCTBHTEJIHH
TeMH

(1) Tlpu HHIMJICHTH, HETaTUBHU MeIUNHHU
nyOnuKkaupy,  KOHQIMKTHM  ClIy4ad WM
qyBCTBUTEIHU  TEMH, MNyOIMKyBaHETO  Ha

ChIBbpPXKAHUE IO TEMaTa Ce€ IPEYCTaHOBsBA [0
koopauHaimsa ¢ PwkoBoactBoto M Otaen
,»MapKEeTUHI U IpueM"™.

(2) OdurranHy MO3ULKH ce IMyOIHKyBaT CaMo CIIE]
chriacyBase ¢ PekoBoacTBoTo Ha BYM.

(3) He ce myOJIUKyBaT MPEION0XKEHU,
HCTIOTBBPJCHA PIH(bOpMaIH/IH WA JIMYHU BEPCUHU

Article 17. Crisis Situations and Sensitive Topics

(1) In the event of incidents, negative media
publications, conflict situations, or sensitive
topics, the publication/posting of content on the
matter shall be suspended until coordination with
the Management and the Marketing and
Admissions Department.

(2) Official positions shall be published only after
approval by the Management of VUM.

(3) Speculation, unconfirmed information, or
personal accounts shall not be published on
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OT UMMCTO Ha HHCTUTYIIUATA.

behalf of the institution.

Ynen 18. Aktyanusupane

Hacrosimata  MHCTpyKIMA  ce  IIpepasriexnja
NIEPHOIUYHO U CE aKTyaIu3Upa MPU HEOOXOAUMOCT C

Article 18. Updates

This Instruction shall be reviewed periodically and
updated as necessary in view of the development of

oryliel  pasBUTHETO Ha  JWIuTanHara cpena, | the digital environment, the introduction of new
BbBEXJaHeT0 Ha HOBH Iuiarpopmu u mnpomenu B | platforms, and changes in the communication
KOMYHHUKallMOHHaTa cTparerus Ha BYM. strategy of VUM.

Yien 19. KoHTpoJi ¥ moc/ie UM NPH HApYLIeHUS

(1) KoHTponbT 1O HU3M'BIHEHHETO Ha HACTOSIATa
MHCTPYKUHMsT ce ocbluectBsiBa or Otxaen
»MapKeTHHI U NpUeM B paMKUTE Ha HETOBUTE
KOMIIETEHTHOCTH IO OTHOIIEHHE Ha IPOLIECUTE
10 Ta3W MHCTPYKIHSA, KaTO IIPU HEOOXOIMMOCT Ce
U3UCKBAa CBJAEUCTBHE OT CHOTBETHOTO 3BEHO
u/umu PrkoBoacTBOTO HAa BYM.

(2) [Ipu ycraHOBEHO HapylleHHE WIM CbMHEHHE 3a
HapylleHUe Ha Hacrosara MHCTpykuus, Oraen
»MapKeTUHTI ¥ npueM™ IpeanpueMa He3abaBHH
NeCcTBUS 32  OrpaHMYaBaHE Ha  PHCKa,
BKJIFOYHUTEIIHO HMCKAaHE 3a KOPEKIMS, peIaKius,
BPEMEHHO CKpUBaHE WJIM IIpeMaxBaHe Ha
ChIbPXKaHUE, KOTaTO TOBA € HEOOXOIUMO.

(3) Hapymenusara ce DOKyMeHTUpaT (naTa, KaHal,
ChABbpPIKaHUE, 10JaTeN/0TTOBOPHO nuie,
NpeANpHeTH NEHCTBHSA) U Ce YBEIOMSBA MIPEKHIT
PBKOBOJIUTEI HAa CHOTBETHOTO JIMIIE/3BEHO.

(4) B 3aBHCHMMOCT OT XapakTepa M TeXecTTa Ha
HaApyLIEHUETO MOraT Ja ce€ IMpuiarar CIECIHHUTE
MEPKH:

1) nmucMeHO yka3aHME 3a KOpPEKLHsS U CpOK 3a
U3IIBITHEHHUE;

2) BpEMEHHO OrpaHHYaBaHE WJIM OTHEMaHE Ha
npaBa 3a JIOCTBII/ITy OJIMKyBaHe B
opHuLMaTHUTE TUTUTAITHA KaHAJIH;

3) 3amBiDKEHHE 3a MPEeIOCTaBsiHE Ha O(HUIMATHO
YTOYHEHHE/KOPEKIHs, KOTaTO € MPHUIIOKHUMO;

4) eckamauus kbM PwkoBoacTtBoTo Ha BYM
W/WIA CHOTBETHOTO KOMIIETEHTHO 3BEHO 3a

TpeiIpueMaHe Ha JNEeUCTBUA o
KOMIIETEHTHOCT  CBIVIACHO  BBTPEUIHUTE
akToee Ha BYM wu  npuinoxumoro
3aKOHOJATEeNICTBO;

5) npu HapyIIEHUS oT BBHHIIIHU
U3IBJIHUTEIN/TPETH  JIMIAa -  [THCMEHO
NpeNyNnpexIeHue, HCKaHE 3a He3a0aBHO

MpeMaxBaHe/KOPEKIUS W/WIM TIPEKpaTsABaHE
Ha CHTPYAHUYECTBO CBITIACHO AOTOBOpA H

Article 19. Monitoring and Penalties for Non-
Compliance

(1) Control over the implementation of this
Instruction shall be exercised by the Marketing
and Admissions Department within the scope of
their competences regarding the processes under
this Instruction, with assistance being requested
from the relevant unit and/or the Management of
VUM as necessary.

(2) Upon establishing a breach or suspected breach
of this Instruction, the Marketing and Admissions
Department shall take immediate action to
mitigate the risk, including requesting a
correction, amendment, temporary hiding, or
removal of content, where necessary.

(3) Breaches shall be documented (date, channel,
content, submitter/responsible person, actions
taken) and the line manager of the respective
individual/unit shall be notified.

(4) Depending on the nature and severity of the
breach, the following measures may be applied:

a) a written instruction for correction and a
deadline for implementation;

b) temporary restriction or revocation of
access/posting rights in the official digital
channels;

c) an obligation to provide an official
clarification/correction, where applicable;

d) escalation to the Management of VUM and/or
the relevant competent unit for taking
appropriate action in accordance with VUM's
internal acts and applicable legislation;

e) in the case of breaches by external
contractors/third parties'— a written warning,
a request for immediate removal/correction,
and/or termination of cooperation in
accordance with the contract and applicable
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law.

Yaen 20. 3akiI04HTeTHE pa3nopenon

(1) Hacrosmarta MHCTPYKIIMS BMa 3a LEJ Ja OCUT'YpPH
IIOCJIEZIOBATENIHO, KOPEKTHO M KOOPAUHHPAHO
yIpaBJI€HUE HAa ChIbP)KaHUETO B OQHUIMATHHUTE
JUTHTaIHU KaHa Ha BYM.

(2) Bcuukn 3BeHa H JMI@, MONAJaIlld B HEHHUS
obxBaT, cChAEHCTBAT 3a  CIa3BaHETO Ha
YCTaHOBEHHS Pell U NPEIOCTaBAT CBOCBPEMEHHO
HeoOxoaumaTa HHGOpMaIIKs.

Article 20. Final Provisions

(1) This Instruction aims to ensure the consistent,
accurate, and coordinated management of content
across VUM's official digital channels.

(2) All units and individuals falling within its scope
shall cooperate to ensure compliance with the
established procedure and provide the necessary
information in a timely manner.

YrBbpaena ot Ilpe3unenta na BYM na 13.08.
2026

Approved by the VUM President on 13 August
2026.

IIpunoxenue Nel: Bpana napbunnk (Brand
Book) na BYM (PDF), Bepcusi 1/ Jlara
11.08.2026/

OrroBopHo 3BeH0: OTaea ,MapKeTHHI ¥ npHeM*

Appendix 1: VUM Brand Book (PDF), Version 1 /
Data 11.08.2026/

Responsible unit: Marketing and Admissions
Department

YTBBpanI:

Jou. 1-p Tonop Pane

Assoc. Prof. Todor Rad
President of Varna Uni
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