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Introduction and Purpose of The Policy

BURNMAKREWN

The Tianjin Juilliard School ("Tianjin Juilliard" or "School") distribution list (DL) is a
pre-populated list of Tianjin Juilliard email accounts that enables mass
communication via email on topics pertaining to Tianjin Juilliard business. This Policy
specifies the School’s policy regarding DL acceptable use, creation, naming,
authorization-to-send and ongoing governance. It also specifies the process/workflow
for managing exceptions to the policy. The purpose of this Policy is to facilitate mass
communication and to minimize complexity while reducing inappropriate, offensive
or excessive email.

RERFFML 2P (LT REBRAL R F/k ) BRA (DL) ATLRER RFHERF
e F R ik B IR |, ANEN B FERAF RS RIESRFIL A 5548 5k F BT AMER
e AREAETZHRBMATESER, OB, @8, REBENNSFLEEEEE
Bt iR T BERAISNMEE/ TERE. ABERENARREARDE , ERDTRE,
BLMFIZE T ENRERDERM,

Email Distribution List Purpose

WIS RA B Y

The purpose of a DL is to facilitate mass communication to individuals possessing
Tianjin Juilliard email accounts on topics pertaining to Tianjin Juilliard business and
where such topics are of interest to all members of the DL.

BIRA B BN RIA RBLRF I B F RS BN ARS RIFHRFIL b 55485k = B
TRARZR , BMXEBHRBRAPFIARKR R,

Email Distribution List Acceptable Use and Authorization to Send

R 38 THAA TR 32 Al I AR R 3

The use of a DL enables mass communication and therefore also carries risk. The
broader the distribution list the greater the vulnerability to miscommunication, over-
communication, unwanted communication and/or the generation of communication
n H n

noise".

ERABRATARITARRZR , Bt tbFERK, BRABSCEB , RS HN
HiRBE. JEBE. T4EEEN/H=EERFERE .

Sending to certain DLs is limited to specific individuals or entities within Tianjin
Juilliard. Although sending to these DLs is often restricted via technical measures, an
individual or entity should never assume they have permission to send to any DL, and
therefore must confirm such privileges prior to sending. Questions regarding DL
permissions should be directed to the IT Service Desk (See Section Error! Reference
source not found.).

RRZBZEFL A BB E N ALK [0 K LB RA R EEB, RE L RE A R IEHR
HEEZIEARRE , EMATEFERTEBREEERAEMBRARE , RURAELR
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EREIAEXNR, REBERANREXBDBNEZERNITRSE (AE+T=T ),

Authorization to send email to a DL may only be granted by the relevant DL owner or
their proxy. Note that no attempt should be made to circumvent or subvert
permissions to send and/or alter a DL.

RBRAFMEERHERE X @B RARE S FERARITERN. FEE  FTHRESEY
SRR R 15 F/ 2 S S B A AR

DLs may only be used when the email message content is relevant to all members of
the DL, and such content directly relates to Tianjin Juilliard business. A DL may never
be used to participate in or promote activities that are illegal, violate Tianjin Juilliard
policy and/or are not relevant to officially sanctioned School activities.

RAIEBRFHERNTSENIAMRERARX , BEXRREFRFL S EEMEXEER S
B, TERIERTSERM FE BRRERATVBERN/NEE HEZBES
ERHNEH,

Provisioning and De-Provisioning Tianjin Juilliard Email Accounts

FFE R EUE K2R HIL 58 F H4F ik /=

Sending to a DL presupposes that message recipients possess a Tianjin Juilliard email
account. In general, only individuals with an active Tianjin Juilliard email account will
receive messages sent to a DL unless an exception is granted by the DL owner and an
alternative email account is added to the list (see Section Error! Reference source not
found. regarding exceptions to this Policy). It is important to define criteria for
establishing and maintaining a Tianjin Juilliard email account since email affects the
flow of information and provisioning/de-provisioning of such accounts carries
administrative burdens.

EERAREEENAREEEBRERERERFAL B FERAKS. —RHE , RE
WARZERAILER B FER 4K 7N AT TR RS S B IRA R | BRIEBMARR
BEMEFSNER , BEBRASTRMT HtbeE FEBMEIKS ( BREBERBIIMER
BESHET-T ). BTBRFEREFEEERRS , Bk F KT &/BUE R RE
HEHE , RtWER I M4 RIEFRF L B T ERAKS WA EFREREE,

The decision to provision a Tianjin Juilliard email account is driven by a need to
remain aware of internal issues, events or programs by individuals who maintain an
ongoing and sustained academic, operational and/or business relationship with the
School. The following are the general categories of individuals that have such a need,
and are therefore eligible for a Tianjin Juilliard email account:

ZFTRERBRBHEAL B FERMHKS , RHTEZRARFHFEZR, SN/
FSRENNMAZTHEARRE, EHHIE. LUTFTAERPMAN—#KEKI , BTFHEAL
ARFER , F A AR ERIRRFIL B FERLFK S

1. A contractor/consultant/affiliate who either a) possesses a valid, Tianjin Juilliard-
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issued ID?, b) maintains a sustained relationship/affiliation with the School
requiring ongoing knowledge of internal issues, activities and/or programs, or c)
acts in an oversight and/or coordinating capacity in support of academic,
operational and/or business-related programs, e.g., member of the Board of
Trustees

ATE/FE/MENN : A) FEERN, XERFALMENREF ; b) 5EFEK
REFENXR/MNERR , FESFETHRNEFE, FHM/EME ; Sc ) Ak
BEN/SDRAFOXZFFER , SEN/HELSHEXRNIT , Sl , EELKA

2. Astudent currently enrolled in a degree-granting or certificate-issuing
program
BARMRTERFMFERMEATENFE

3. An employee currently on the Tianjin Juilliard payroll, e.g., full and part-
time faculty and staff

BRERERATTALEENRAT , MLBRMBRATRR T

For example, students in a degree-granting or certificate-issuing program maintain an
ongoing and sustained academic relationship with the School. A Tianjin Juilliard email
account is required in order to facilitate communication on matters that affect the
completion of their degree or program.

Bl MRTEZRFVNREBRRIENFEEZRREEFEZRAKR. HRER
T, EXRA R EEF B F iR A ER M E 2 U RIRET RN BIHTHE.

Full or part-time faculty are on the Tianjin Juilliard payroll, which in itself signifies an
ongoing and sustained relationship with Tianjin Juilliard. In addition, each faculty
member affects their students’ relationship with the School, which further justifies
the provisioning of a Tianjin Juilliard email account.

SRYRAHMEERRZRALTHE L LZIKEJEDEJER HERREEFALREEFE
XRo I, SUBTHRLEWFESZRAXEK B —FIE TR ERIREFL
B FHR K R A,

In contrast, a contractor or consultant, i.e., a paid non-employee, who is minimally
on-site and/or is working on a project of limited duration does not have an ongoing
and sustained relationship with the School. Therefore, that person would be ineligible
for a Tianjin Juilliard email account unless exigent circumstances dictated otherwise
as substantiated by the relevant department or program head. Note that a contractor
possessing a Tianjin Juilliard ID presumably requires unescorted building access
privileges, which signifies an ongoing requirement to be on-site thereby implying an
ongoing and sustained relationship with the School.

BT  ABEHMF , BAEFER , ELERGN/HE-—NERBARME+HT

1 Possession of a Tianjin Juilliard ID implies an individual has unescorted access privileges within the
Tianjin Juilliard building, and therefore has passed a Tianjin Juilliard or Tianjin Juilliard-equivalent background
investigation.

BEREZEHIREFEREMAERERALARNAELTARRFESN , RLHES T REFFHTRREXANTREE R
&,



VI.

1, BEEREFERR. Bt , RESFE , AEMAXIIIIME AT AL, EN
HFTEZRRARERFAL B THEKS B, HIER , FRERAIREFEAZTEHH
FELEEEBTHARR  ISRERZTEFEENY , REEZRFEREXR,

Email accounts must be de-provisioned as soon as the relevant individual terminates
their relationship with the School, e.g., is no longer paid by Tianjin Juilliard or is no
longer enrolled in a degree or certificate-granting program. Therefore, it is imperative
that hiring managers inform the Office of Human Resource of an employee or
contractor’s impending departure from Tianjin Juilliard as soon as possible. Similarly,
the Office of Academic and Student Affairs should inform IT as soon as a student is no
longer registered for classes.

—BRXNMALUEEZRXR , fINABRRXERFAT XN TIRHFBES MFAVHIESH
RFUWE , W BNECEME R B FEp ik P iRiE. Rt , BITEELARMRER IR
AEEHRERBERENEANTRNLE. BF , —BE2EFHFIM LR, MWERR
BAHSA

Approval to Create an Email Distribution List

Rt 2 e FHRFE A

A DL may only be created for purposes of regular communication to official entities or
groups within the Tianjin Juilliard community, e.g., students registered in a degree or
certificate-granting program, current faculty, staff members, or to an official
organizational unit of Tianjin Juilliard?, e.g., a Tianjin Juilliard division, Tianjin Juilliard
department, Tianjin Juilliard office or Tianjin Juilliard-sponsored program.

HEBRANBNNRTERERALHXNE B REREFERTERDE , fiw, &£
FUREBRTFHE PEMOFEE, AEHT, AT, RRFRFALEFALEN |, W
REBFFL S B, RBFEFALE], REFEALDRNEFREZRFALHEETE

Prior approval by the head of the relevant organizational unit is required before a DL
may be created. DLs may only be created by the IT Department via submission of a
Service Desk ticket (see Section Error! Reference source not found.).

EoZBRAR  FEIMXEALABNATASAAE BRAREHITIHTEIRER
BSERE (ABE+=T ) 6.

Email Distribution List Creation Procedure

BB FHR 4 E A B R R

A DL is created by submitting a Service Desk ticket via email (see Section Error!
Reference source not found.). The following information should be specified in the

2

Such organizational units include entities not specified on the official Tianjin Juilliard organization chart

but exclusive of entities and associated DLs specified in the Appendix.

AN B BERERALE HARLEWE P RTALN , BERSEM KA EZENERERL,
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VII.

ticket:
BRARBIBFHHRERBRFSEERVEN (AE+T=T )., EFLREAUTE
S

1. The name of the DL subject to IT Department approval (See Section Error!
Reference source not found.)

ZITERIIHOEBRABH (LENAT )

2. The relevant division, department, office or program
BROX. 8, PAERWMA

3. Astatement that the relevant organizational unit head has approved the
creation of that DL. For example, creating a DL for a division requiresthat

division head’s approval, a department DL requires that department head’s
approval, etc.

1EEH$E%£H,,\$1_LﬁfAE}tt/EﬁIJElZJEH AIFEH, flm, Ar<eI2EN4E
EOXTEHE  FNBERNATEZHNETEMLESTSE

4, The DL owner and other individuals who are authorized to send to this DL per
the relevant organizational unit head

BIRAMRAEMEMEERARERRAR RNV AT AERREAE AR IEER A4
A

The names of the DL Administrator (as defined below in section Error!
Reference source not found.) and back-up administrator if different than the
DL Owner and if applicable

BRAAEER (EXATXELT ) IZAEEAKE (WRSEENEAMEET

BEER)

Note that once a Tianjin Juilliard email account is created, the address will
automatically be included in the hierarchy of DLs that apply to that individual. For
example, if an individual is hired by the IT Department, that person will automatically
be added to the IT Department’s DL, the "@AIlEmployees" DL and the "@AlIStaff" DL
(see the Appendix).

AR, —BAIETXERFLE FHAKST | ZititFEIRSEEERTIZIAN
BHAH. flm, MREMAKITHRIEAR , ZAZRFEEIHFNBNTHRIHERA
“@AllEmployees”F1“@AlIStaff’ 1 ( ESHMFK ) .

Email Distribution List Administration and Governance

B ER B TR EERMAE

Every DL requires a designated DL owner who is ultimately responsible for ongoing DL
housekeeping and the permission to send to that DL. A DL owner can designate an
individual in charge of DL administration ("DL Administrator").

BIMENABEE-—IMEENMEE , ZAEERANREEH#HTNANRSLE , 7
EREZEBRAREEG, FIEEATUEE-MAAREEBRA ("BRAEE

n ) o
Either the DL owner or DL Administrator should regularly review the DL to ensure
7



VIIL.

membership is up-to-date.? A back-up administrator should also be identified in the
event the primary DL Administrator is unavailable.

BHAMEEREEANEHREENA , UBRKAN&EH. IRFEELRFRA
R, ENBEZEREER,

Email Distribution List Naming Convention

B ERA RN

Standardization of DL names is important to ensure clarity and coherence in
communicating to the Tianjin Juilliard community. To that end, DL names should
adhere to a standard naming convention to help reduce stakeholder confusion and
assist in ongoing governance. Therefore proposed DL names are subject to approval
by the IT Department. The following guidelines should be used in establishing DL
names:

BRABMHRAELCT FRRERZRFFALH XHTABHNEMMENEREFEEEE,
A, BRABMEEFIVERBAE , ABBEDRBEXEERNRE , HEBT
BFaoaE, Bk, BUNBRABSHANLITERT#E, EIREBNA SR NEFUT
LR :
® Minimize the length of the DL name

BHAENKEBEBT
® Accurately describe the intended email recipients

AT R IR R A K
* Include the official business unit name/title that owns the DL

DEWEZBNEANE H L FH A/
The most prominent and inclusive DLs are specified in the Appendix along with their
owners and descriptions.

MXFEFAGATREENTSCTER WHNBRAREMEENER.

Email Distribution List Sending Protocol

BB, F BB 438 TR A & X L

When sending emails to a DL, the DL name should always be placed in the Blind Copy
Count (BCC) of the email header. This helps to prevent email clutter, which inevitably
results from replying "To All".

EERARIEE FERMFE , BRABRHNALKRERFERALNEE NIt (BCC)
Fo XFEBTHILEFHARILLTE , BERABEMSBEES FIAEA

Adding Authorized Email Distribution List Senders
AMBRBEFHABERAZHA

Permission to add authorized senders to a DL may only be granted by the relevant

3

Automation of DL additions and deletions should be part of the on-boarding and off-boarding process as

facilitated by Kingdee SHR.

ESIRSHRIBEIT |, BIRARAMIBR B 3L RN ABRMEIRRES — 82,
8



Xl.

Xil.

organizational unit head or the DL owner.

AR AL BN RTARBRAREE T V@ IZERARMNRREAF Ao

A Service Desk ticket must be submitted to request additional authorized senders to a
DL (see Section Error! Reference source not found.). Note that if required approval is
not specified in the Service Desk email ticket, the request will be referred to the
relevant organization head or DL owner.

HRRZBF ERFEUFEROBRAKERNERIEE (AF+=T ) . HEE, 0RER
SEBRTHMAERBEPIARAEEMELE , WBERFREXEAXARATARBRARE
Eo

Exceptions to the Email Distribution List Policy and the Exception
Process/Workflow

B R E A BRENGIAGE/ THERE

Exceptions to this Policy should be avoided unless absolutely necessary in order to
reduce the dependence on manual processes and to minimize complexity.

BRIFBI LT , BB R ERBRGIIMERL , BURD N F R REBEN KB FER

EERIK,

However, should such an exception be required, a request should be made by
submitting a ticket to the Service Desk (see Section Error! Reference source not
found.). The ticket must include the following information:

BR , MEFEMELRHINER  WNBEERSERIFFEARHER (RE+=
). REXMNEBEUTER

® The reason for the exception
HIBIANMERRE

® A statement that approval for the exception has been granted by the relevant
Tianjin Juilliard organization head or DL owner

REFFTMAXALNRARNBRAFMEE S HAEHIMEIRAF A

If the required approval has been granted, the Service Desk will facilitate the request,
close the ticket and inform the requestor. If a statement of approval has not been
included in the request for an exception, the ticket will be escalated to the appropriate
organization head or DL owner for adjudication.

MREFMEFENHAECED , RSAFDEIER , RARBHEABERE, MRS ERP
REEHAEFH  NZRERFELREENA[/ATERBRAMEE , UEER,

Questions Regarding This Policy and Obtaining Assistance from the IT Service Desk

B BUERARX R R MITHRS & REH B

Questions regarding email account provisioning, DLs and/or the Tianjin Juilliard Email

9



Provisioning and Distribution List Policy may be submitting a Service Desk ticket via
email to helpdesk-it@tianjinjuilliard.edu.cn or by calling +86 022 6633 8852.
BXRBFHEKFIRE., BIER/HRIBEFIL B F 418 B R & A BUER R & Al B

&l BB 44 b 31k helpdesk-it@tianjinjuilliard.edu.cn & 3% ZHE =R & £ $T+86 022 6633 8852E% R,
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Appendix FfHfF
DL Name BRA B DL Description & 4 ik DL Owner BiREMREH
All Staff All administrative and non- Alexander Brose
SETHAR educational employees N4 BH
EETHREIFBERRESR Lauryn LiZE#Z , Luna Wang £ 8

All Senior Staff All senior staff Alexander Brose
sHhEE SHEREEAR & ER

Lauryn Li

=Hs
All Chinese All Chinese employees Luna Wang
SEHEEZEAT P EERER FH
All Expats All foreigner employees Luna Wang
LHEAEAT L HNEEER FH
All Faculty All educational employees Wei He
EHHT SHHBFHEXER G|

Bethany Marshall

=Yy
All GS Faculty Graduate Student Faculty Katherine Chu
SR LRI AT KEL
All PC Faculty Pre-College Faculty Robert Ross
S HEmBHET Tl m ZR%SZH
TJE Tianjin Juilliard Ensemble Yiwen Shen
RIBZRFI ZE A K FIBHFI = A KE IR
Resident Faculty Resident Faculty Wei He
SHRETHIM BEIEHUT G|

Bethany Marshall

5Nk
GS-Studio Faculty Graduate Student Studio Faculty | Katherine Chu
2R EIEHUD o EEHm KRED
@Class20XX-GS All graduate students Katherine Chu
SHRELE_FRE LHHRE KED
All Students-PreCollege All Pre-College students Robert Ross
SHELE R4 SHMBFEE F RS FH
Committee -Technology Technology Committee Katherine Chu
ERa—BER BRRERS KEA

Robert Ross

ER(SESTE )




