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Guidelines on the Management of Email Accounts
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I. These guidelines are formulated to specify the rights and obligations of faculty,
staff, students, and alumni when using the University’s email (hereinafter

referred to as the “Email’”) (not applicable to Google Workspace) for official
duties and academic research.
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I1. Individuals meeting the following eligibility may apply to the Office of Library
and Information Services (OLIS) through the procedures stipulated in the
application form.
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(1) units at the second level or above (in accordance with NSYSU Charter), or

hosting international academic conferences (confirmed by the chair of the
hosting department/institute)
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(2) faculty and staff (confirmed by the Office of Personnel Services):
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Each member may apply for only one Email account with a storage
capacity of 20GB during the period of employment. The Email account
may remain accessible after retirement; however, all emails shall be
forwarded to a personal email account in accordance with Article 11

herein, with the storage capacity reduced to 10GB.
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The University reserves the right to cancel the account six months after
the member leaves the University.

(2)8 4 (4 Tt AP SR/E)

(3) Students (confirmed by the Office of Academic Affairs or Center for
Alumni Services and Social Engagement):
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Each student may apply for only one Email account with a storage
capacity of 500MB, and those with multiple Email accounts shall retain
only one. The account remains accessible after the graduation as a service
to alumni, but all emails shall be forwarded to a personal email account in
accordance with Article 11 herein.
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I11. For reasons of effective resource utilization, Email accounts may be suspended,
reactivated, or canceled under the following conditions:
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(1) Suspension: Email accounts may be suspended if they have not been
accessed for more than 6 months, or if the storage exceeds the limit and
the situation remains unresolved for 1 month after notification.
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(2) Reactivation: Suspended accounts may be reactivated through a separate

application before they are canceled, provided that the reason for
suspension is resolved.

(Z)FE8 0@ F 0800 G T SR D RER T e
B A FHROB T A FRATEA A R BT HEH
P\? o

2
Any dispute over interpretations of these regulations shall be resolved in the court of law based on the Chinese version.



(3) Cancellation: Users may request immediate cancellation of their Email
accounts, or accounts will be canceled six months after the resignation of
faculty/staff, dismissal of students, or after six consecutive months of
account suspension without application for reactivation. Once canceled,
Email accounts shall not retain any content.
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(4) The University shall notify users at least one month, in principle, prior to
the suspension or cancellation of their Email accounts.
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(5) The University reserves the right to take emergency measures to suspend

any Email accounts suspected of being used for sending spam or
disrupting the normal operation of the Email system.
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IV. Users shall set up a backup email address and ensure its accuracy to facilitate
account recovery procedure.
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V. For services involving privacy such as mailbox inquiries, changes, or deletions,
users shall submit proof of identity (such as diploma, employment ID, student
ID, or alumni ID) to the OLIS for review and approval.
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VI. Users shall promptly notify the OLIS of any changes to the information they
provided during the application process.
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VII. Users shall abide by the principles for secure Email password settings, and
change their password periodically in accordance with the University’s
cybersecurity policy.
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Hard disk space provided for Email accounts is only for temporary storage.
Users are responsible for downloading and storing their own data, and the
University shall not be liable for data retention.
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Users shall adhere to the following provisions. Violations may result in
the suspension of access rights and may be even reported to relevant units for
further action depending on the severity of breaches.
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(1) the University’s Regulations for Campus Network Usage
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(2) the University’s Guidelines on Cybersecurity Management
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(3) the University’s Code of Cyber Ethics
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(4) policies and measures announced by the OLIS

(IHEEFEMAWN > 2 FRI N2 BITEMAWZ 75 o

(5) respecting intellectual property rights and refraining from any activities
that infringe upon such rights
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(6) strictly refraining from actions that violate laws or damage the
University’s reputation
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(7) neither misappropriating resources from others’ systems nor disrupting the
normal operation of any system in any way
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(8) not giving Email accounts to others to use
4‘§${%%i%?%i$%’iﬁ@%%%*i%ﬁﬂ%o

X. The Uniuversity may suspend access to Email accounts in accordance with
Acrtile 9 until the circumstances are resolved.
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XI. Retired faculty, staff, and graduates shall complete the forwarding setup of
their Email accounts before leaving the University. Future emails will be
automatically forwarded to the external email address they provided. The
University no longer retains any copies of forwarded emails, and yet the
validity of these Email accounts shall be maintained. An Email account
without forwarding setup shall be suspended after regular checks, and the
account holder may apply for reactivation.
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XIl. The University reserves the right not to provide the Email service to users with
a history of violations.
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XII1. The University reserves the right to inspect the relevant information of Email
accounts or take emergency measures as necessary for system maintenance
and operation.
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XIV. The University reserves the right to amend or suspend the provisions herein.
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XV. These guidelines are approved by the OLIS Division Director Meeting before
implementation. Amendments to these guidelines shall follow the same
procedure.
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