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Chapter 1: General Provisions
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Objectives: The BNBU's email system serves as the official channel for formal
notifications. Public email groups are provided as a convenient way to send

announcements and notifications. To prevent misuse, only authorized staff members

and public email accounts are allowed to send emails through these groups.
T IERVEH e A EEE R AR A R 2 RS A N .

Scope of Application: This policy applies to all staff members of Beijing
Normal-Hong Kong Baptist University (BNBU).
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Chapter 2: Email Sending Groups

Requiring Permission
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Public Email Groups: To meet the needs of the BNBU, the Information Technology

Services Centre (ITSC) has established multiple public email groups to facilitate mass

notifications within the campus. The list of public email groups is as follows:

5 | BT HRARA4 ]

1 | all_staff@bnbu.edu.cn 5 HRO i 7€ i 4 F A HRER 51
Includes all staff confirmed by HRO

2 | teaching_staff@bnbu.edu.cn A2 HRO #5€ 4= B AE HR M
Includes all teaching staff confirmed by
HRO

3 | all_students@mail.bnbu.edu.cn EBARL A
All undergraduate students

4 | bnbu_ugyearl @mail.bnbu.edu.cn | LK HIARL 22 R AEREA
bnbu_ugyear2@mail.bnbu.edu.cn | Email groups for undergraduate students
bnbu_ugyear3@mail.bnbu.edu.cn | of each cohort
bnbu_ugyear4@mail.bnbu.edu.cn

R BT ARSI — A EE X A R RS AR N AR, IREF WEE RRARER R AR E, ik i
FAERIEYE, FrUASE LA BB, RS BR T o UL B A, T H ORI AR, R GS A ESS, HA
DEUUAETT R MBF GG PUO, BB M A6 55 (¥4 A AR «

Note: Since most mass emails targeting students are intended for undergraduates, and many events or notices are not relevant to graduate
students, a separate group is designated for graduate students. Permissions to send emails to this group must be approved by the Graduate
School (GS). Generally, external applications are not accepted. Only GS, PUO, and a limited number of departments (e.g., the President's

Office) have permission to send emails to this group.
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Chapter 3: Principles for Permission

Application
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Permissions for public email groups are automatically granted only to staff or
department emails confirmed by the Human Resources Office. By default, this
includes: all primary department emails and personal BNBU emails of senior
management.

L IRATE LU 5 AR A FEHEAE, Wa & EEnT LA AR R, R 2RO

DAL 55 BRI Bt e, T DLIRAF ) A SEHE P RE AL RSB . L

Public mailbox that meet the following conditions can apply to the BNBU for
permission to send to public email groups, upon approval from the Unit Head and

Provost. These include:
(1) ZHEBTTHRFE: ATEEBIIA T A dLinfa thig, ¥l —BATEAR
() —H IR

Secondary department mailbox: Administrative departments do not support
applications for secondary public emails; within faculties, generally only program

(center) level public emails are supported.

(2) BBITRFIR 3G 2 SEHRAR : BRIk i) R METE 3l . ARSI /5 BRI 4
A B 5

Department-specific purpose public mailbox: For example, emails for special
campus-wide events or those with special needs to send notifications to students or
staff.

(3) SRURESMRAR: s g i siin s A dh A .
Laboratory mailbox: Public emails for national or provincial key laboratories.

(4) & 55 BRI AT IR o Ak HL At B A
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Other emails specially approved by Provost.
B DLV MR AE &b, A BEAE AN H A 2 SR A 3] 44 AOE AR

Mailbox beyond the above categories are not permitted to apply for public email alias

sending permissions.

2. HIETFEM R RER VO K, BERRZEBAE R b WA R K,
JRLAE FRTR I SR

The default duration for granted group email sending permissions is long-term, until

the mailbox is deactivated. If there are special requirements, they should be stated at

the time of application.

3. IR E i AT IR AR RIRUR,  NAZ A PR B AR F I -

If there is a need to revoke group email sending permissions midway, an application

should be made according to the permission cancellation process.
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If a public email is deactivated or canceled due to organizational restructuring, project

cancellation, etc., the group mail sending permissions granted to that public email will

be automatically revoked. If permissions are needed again after reactivation or

reconstruction, a new application must be submitted.
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Chapter 4: Application Process
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Preparation of Application Materials
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The applicant must review existing accounts in their department (and higher-level

departments) that already have group mail sending permissions and evaluate whether

those accounts can meet the current needs.

2. T EVHAG R BT IR AR
The applicant must estimate the frequency of group mails required annually.
3. MR ERIENE BT MR, R R 7 A Y SR R b A

A summary of the information to be sent must be provided, including the reasons and

necessity for using group mails.

4. WERCARERIK S HIE NAASRER 2 T oK, 75 208 HE BORE P VRGN 1 i J5
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If existing accounts with group mail sending permissions are deemed insufficient, the
application must include a detailed explanation of why they cannot meet the

requirements.

T VI ITSC Wl NEITEHASRIR A (BUH) Higk:
Application Form: Visit the ITSC website to download and complete the "Public Mail
Aliases Access Right Application (Termination) Form

Public Mail Aliases Access Right Application (Termination) Form

TERIGEDR, SRAGHTAE AT T AR B ZR IR A R S R T3 A 25 44 L HE

Obtain approval signatures from the unit head and other relevant BNBU approvers as
specified in the form.

B LNl I NEE R B TE 7 s BEA I EE . HER AR, 5] DI
i A B RBOR A IRAE T AR, W B A 785y . BAE L BEVERE R . BUEK
PRARIRAG, BOEBHEANB B AR IK 5 3475 B A0S

#7010


https://itsc.uic.edu.cn/Public_mail_aliases_access_right_applicationtermination_form_ver2.3.doc

Approvers must evaluate whether the applicant’s reasons are sufficient, whether
group mail are necessary, and whether existing accounts could be used instead. If the
reasons are insufficient, the need is not essential, or the frequency of group mails is
very low, the approver should recommend that the applicant use existing accounts for
sending messages.

= RRBRE BRI L, A5 BRI 0 P TAE H WA BE5E R
3 5 B A 368 R AR P 5 v
Submission and Processing: - Submit the completed form to ITSC. - ITSC will

process the application within two working days and notify the applicant via email
with instructions on how to use the permissions.
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Chapter 5: Usage Regulations

v HBFE DT N TGS A [ 2 SR BRSO BT, AR DA
LT BB AR D RE, AN AR S ZOEBERL . A RIE BB LR SRR 1R
B RS IR A

The person responsible for the email account must bear full legal responsibility for the
use of the public email account. Authorized users must not misuse the group mail
function to send emails that violate national laws, BNBU policies, or include spam,

scams, phishing, or other inappropriate content.

T AN TR, U SRR SERE, BE AN R, {5
SRR S5 HH A B I 25 A B PR 308 AR O 8 T T A&7

If permissions are misused in violation of national laws or BNBU policies, or if
misuse causes negative impacts, ITSC reserves the right to revoke permissions

immediately and notify relevant departments and leaders.

= HIE AR 1R IF EAE SRR 55 i A BEHE R IR 55— 5E Rgi A2 F
R, BRI R IR 55 7 CRBTRIRAR ) FRGu i, Bl o0 2% e adk Ff i A1 2 226 A
O RS SRS DL .

Applicants must understand that ITSC cannot guarantee that the email service will
meet all user requirements. For example, email losses due to system failures of the

email service provider (Tencent Mail) or network issues are beyond ITSC’s control.



BANE B
Chapter 6: Supplementary Provisions
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This policy is formulated, interpreted, and revised by ITSC of Beijing Normal-Hong
Kong Baptist University (BNBU). It is reviewed and approved by the BNBU IT

Committee before implementation.
T A BE B R A Z HAE AT .
This policy is effective from the date of publication.
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All modifications, approvals, and releases of this policy are recorded here in

chronological order.

FAs BHAE B HHA

Version Revision Details Revised By Approved By

#
S
p=i
H
S
p=i



	第一章总则
	Chapter 1: General Provisions
	第二章需要申请发送权限的邮件群组Chapter 2: Email Sending Groups Requi
	一、根据学校的需求，信息科技服务中心已设立多个公开电邮群组，方便校园内的信息群发通知等。公共电子邮

	备注：由于学校各部门一般的针对学生的群发邮件内容都是针对本科生的，很多事项、活动对象群体都是本科生，
	Note: Since most mass emails targeting students ar
	第三章权限开通申请原则
	Chapter 3: Principles for Permission Application
	Permissions for public email groups are automatica
	1.如果符合以下条件的公共邮箱，如有需要可以向学校申请，在得到部门领导以及常务副校长的批准，可以获得向公
	Public mailbox that meet the following conditions 
	2.申请开通的群发权限默认为长期，直到该邮箱停用为止。如果有特殊需求，应在申请时提出。
	The default duration for granted group email sendi
	3.如果需要中途停止群发邮件的权限，应按权限取消流程申请。
	If there is a need to revoke group email sending p
	4.公共邮箱因组织架构调整、项目取消等原因被停用或取消，授权给该公共邮箱的群发权限相应自动取消。如果重新
	If a public email is deactivated or canceled due t

	第四章申请流程
	Chapter 4: Application Process
	一、申请资料准备
	Preparation of Application Materials
	1.申请人应了解并在申请资料中提供本部门（以及上级部门）已有群发权限的账号。并评估是否可以使用已有群发账
	2.需要评估每年进行群发的频率
	3.对将要发送的信息进行概述，阐述其需要群发的原因及必要性。
	4.如果已有群发账号申请人认为不能满足需求，需要在申请资料中详细阐述原因。
	二、访问ITSC网站，下载打印填写权限申请（取消）申请表:  
	Application Form: Visit the ITSC website to downlo
	按表格要求，获得所在部门领导和表单要求的相关学校领导的签名批准。
	Obtain approval signatures from the unit head and 
	三、提交表单到信息科技服务中心，信息科技服务中心将两个工作日内处理完成，并通过邮件通知使用方法。

	第五章使用规定
	Chapter 5: Usage Regulations
	第六章附则
	Chapter 6: Supplementary Provisions

