BB RRFEXH

A A (2020) 45 &

RO A SO FE LG B A TAE
{BFGipAL

AR E BAL:

FmikEHFREGRUERIE, RBEFRETTAENEIFR
AT, HHEFRFEXNAXFERLXAAL, AFFREFLR
g

—. BREX

ARELZEMNEFENTERMAFELA, HEFNLFHE
A EELINAT I LY, TRETRAIFARE, BAE®
*RERCAF”FA. FEWA, ﬂ%%lﬁ MERE 2K
FRARXAXBENRERUE, #—FARAXKTNER, 7T
n&ﬁﬂ%%#%X@XE%&IM%%K¢%E§¢HO



. EREHE

SRR A, RBHFAWARENTFRAE
THEFHIE. HE. aWREABHE, RARE IR
KA REBE. XH. XHF, EFEEAEFEURFRE
FREW. EFBEART. HiE. £ RXGAELLAAHNERE
2 YN

REFELARZPAL, 2hAR L, HARERLKA X
ZBRETHRNEFERAAERAERITHNERAX, NENTEHE

J%, 5 3 SR FRA KA
= HRAXHRXBENERIE
(=) ALK

L AT : ABHFARNX — RN EEmA, Bk, E
CEHEA, BHEHERTKRA. BRRATRX; HBENIFHHA
; EXNEHARE, FRENAHAZH, W RESFRZ,
1B F X555 R HATHA

2. BAME: WANEFFIENME25, TH3IBE; EX
WARNERGR3 S, THE28%; EMERFH, 8—FHF “—7
BHR3G, B_EH“ (=) " BK3F, F=ZFN “1.7 RS
5, FHEN “ (DGR3 F” « AXFHEF, BHML%EMHE
RFFRARE, RAE. %%iE, BFEHFERESTIENNA
ZWHRFUAER XTI, HeNATEEKT.

(=) EXLHE

1B EE: BE R ESURAR AN A, M LR
FXHNEAECR AR, Bk, EX. EREML. KK

_2_

2



FERAZN. BRR TR F WA H#AT P T, B85 AN 7R
5% XR XA B R — B

2. AN : FTANAENEEXERAHEREX, UFEX
HW, FERBRFER T, WLXNF, BEXRELNT; NE
AAYATRES, TRAFTENRKRE 1 ME%; NYEA Times
New Roman. Arial. Calibri B Helvetica % % %t BR ik 3 X F14K;
EHAW, EXMNEHFS 125, 1TH 18 8; #AEHMRAFH
Y AFEFATIE;, Wik, RBESFTE LR ANFTTE;
BT, X REBERELAE, EHERFH, F—
BAL, BZE1L1, $=ZEA1.1.1., DK,

(=) FAARE

AN I 0 K BR Y  E LT R A BR B R AT IR A DA R KA
THEAMEIAT, W E TEFEAT ST ANE. HAHATH
PLEE

PO, BR#A N AR E AT

(=) KA R

BIAEH, OA ARG, REW, AiEEFFEREL 4
REBAL., 2hARAESLURFARENE RN X —HRAE A
BUARAFREL M. BERERIAFFHG LA XKF
RA K EHAT .

(=) AA%EK

1. DABR R X AT By 0 X, Al £ Rl K A “ (XX £ @l+38 %0 )
R R AR KA, e [TFEEm] TERSEFOX
TAEKEEN TELHWHES Notice of Administration

_3_



Service Center on Full Resumption of Regular Work ; FE A

AR HEE: [(4WNLE, @m) . [T, #E. FadE
ml %, WARTEERASR, w. [EE, RRd@Em]
Bl 1B SR 3 BR P 3 SO F A R R UE], FEME B KM,
WENRAXREEE#ES. BRELETEHEMAN L,

2. L OA BARFERAMAX, ZBAFTRER “REX
X” REFE, PXXRERENEAERREXXBERK
I ERHETZIAE, FEX XM E BIREE#F %,

3UFERELEKREN., EFAMELANRT. ME. ERAEE
RAMARNX, RN ENAFRERXEARF XA, EREEN
REEFE AR RIMRE L LA BARE o ik g #H

. BRAE

(—) BEEA, WEMF, EENETEEN, BMAR
RN, WMEHENAT, AEZRARE A E0E T I XN X
FEMNE R LA T, FHRABFUER AT

(=) BAHE, PFREHR., L ENEETELAAEMNE
T I ERE, RHARNTEXKTE, FEEREIEN
Bt ZREREZR/ER, TIIATABEMUAXFEXHEEF
REMGAEERNES. EZMBRFEFZER, THREAATRE.
(=) W%, BAKRF. FREEZEITELAXFEX
BEREFTE, PRITRERF XA XEIN, 28R Ir#IR
INXFEXHEHNTHEA RN S Z 5.

(W) mEEh, BorhEd, FRAIRKEEFMATED
HESFARIME, P EXHERRAGAREZLBFILNNEL

_4_

=
D‘

N



ZRwmER, TGO LG T LA,
I 40




Lo s Al N 2020 4 A 14 HE X




Notice on Standardizing the Writing and Issuance of
Official Documents in Chinese and English of SUSTech

April 14, 2020
Dear all,

With an aim to promote the internationalization of SUSTech and to standardize
international practices, we prepare the below guideline for the writing and issuance of
official documents in Chinese and English of SUSTech for your action:

1. General Requirements

In order to cultivate an international working environment and advance the
internationalization of SUSTech, all departments and offices should adhere to the
principle of establishing SUSTech as a world-class university with global vision,
effectively improve the quality and efficiency for the preparation of official documents,
follow the guideline for the issuance of these documents, and give full play to the
important role of standard bilingual official documents in the internationalization of
SUSTech.

2. Scope of Application

Unless otherwise specified, this Notice applies to daily notices on work arrangements,
lectures and conferences. The application also includes all kinds of letters,
announcements and other documents circulated on campus or submitted to parties off
the campus, rules and regulations at all levels as well as all the official documents
published on all SUSTech websites, WeChat official accounts, Weibo accounts, bulletin
boards, etc.

All documents targeted at all faculty and staff, undergraduates, postgraduates or
concerned with international faculty and students should be published in both Chinese
and English.



3. Guidelines on the Writing of Official Documents in Chinese and English

3.1. Guidelines on Chinese documents

3.1.1. Content: The official documents mentioned in this Notice shall generally include
the title, salutation, body of the document, name of the department or office, date and
contact information. The salutation should be precise and clear and the body of the
document should be concise. The closing remarks should reiterate the purpose of the
document. If multiple items are involved, please use serial numbers and make
explanations accordingly.

3.1.2. Format: The format of the title shall be Fang Zheng Xiao Biao Song, 22pt with
the spacing of 35pt. The body of the text shall be Fang Song, 16pt with the spacing of
28pt. In terms of multilevel numbered headings, level 1 should be written in Chinese
character “—” of bold 16pt, level 2 be “(—)” of Kai Ti 16pt, level 3 be “1”. of Fang Song
16pt, and level 3 be “(1)” of Fang Song 16pt.

Except those must be Chinese characters for they are used in multilevel numbered
headings or as morphemes in phrases, idioms, and rhetorical sentences, all numbers in
official documents shall be Arabic numbers.

3.2. Guidelines on English documents

3.2.1. Scope of translation: For documents published bilingually, content including the
title, salutation, body of the document, name of the department, date and contact
information mentioned above should be translated into English. The translation should
be generally consistent with the original Chinese document.

3.2.2 Format: The format shall follow the generally accepted one for English document
with full block, one-line spacing between two paragraphs and aligned on both sides. The
name of the issuer should be left aligned. The document should use half-width
punctuations with a space after each punctuation. Only Times New Roman, Arial, Calibri,
Helveticade or other default English fonts can be used. If the document need to be printed
out, the body of the text should be 12pt with the spacing of 18pt. The font and spacing of
title and salutation can be increased appropriately while the font and spacing of footnotes
and endnotes can be reduced appropriately. The format can be adjusted based on the
actual situation if it does not need to be printed. For multilevel numbered headings,
different levels should be written in such manners as “1.”, “1.1.”, “1.1.1.” and so on.
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3.3. Other Matters

The documents which are not included in this Notice should follow the common
international practices and relevant specifications issued by PRC. The content and
format can be adjusted according to specific work requirements.

4. Guidelines on Official Document Issuance

4.1. Procedure for issuance

In general, documents sent to faculty, staff, undergraduates or postgraduates via emails,
OA system, SUSTech websites, bulletin board, etc. should be reviewed and approved
by the department head prior to their issuance. The issuance of documents that need to
be reviewed and approved by university leaders should be performed as per the relevant
regulations of SUSTech.

4.2. Requirements for issuance

1.The subject of the documents issued via email should be “[Theme + Notice] + Chinese
and English title of the document”. For example, [ T/E#E &) TR E F O X T2HE %
£ % T 1E % H 13 4 Notice of the Administrative Service Center on Full Resumption
of Regular Work; The subject normally includes: [Meeting Minutes / Notice], [Notice on
Work / Lectures / Events], etc., and priority level can also be added, such as [Important
/ Urgent Notice]. The body of the email shall be prepared in accordance with the format
guildelines for official documents written in Chinese and English, and relevant
attachments including the scanned copy of the original sealed official documents, posters
and the like should be enclosed.

2. For documents issued via OA system, all departments / offices should strictly follow
the application procedure for the ‘Issuance of University-level Documents’. The final
Chinese and English version of the documents should be submitted to the Office of Party
Affairs and Administration .

3. In principle, the official documents published via SUSTech websites, official WeChat
accounts and Weibo accounts at different levels, as well as bulletin boards should be
bilingual. In accordance with the authority for management, the Office of
Communications & Public Relations shall coordinate departments or offices to improve
their management and follow the requirements of this Notice.
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5. Guiding Principles

5.1. Higher priority and enhanced guidance

All departments or offices should give priority to this Notice, enhance the sense of
responsibility and reinforce their efforts in standardizing the writing and issuance of
official documents in Chinese and English according to this Notice, so as to benchmark
the international practices.

5.2. A complete system for rigorous enforcement

All departments or offices should advance its level of internationalization and designate
those with high language proficiency in Chinese and English to work on relevant matters
such as the writing and issuance of bilingual documents. The bilingual documents should
be reviewed and proofread to improve the quality.

5.3. Improvement through training

SUSTech will establish and improve the database for the standard of Chinese-English
translation of official documents and organize trainings to improve the competence and
professionalism of bilingual documents writing.

5.4. Assessment and supervision

SUSTech has set up a steering group for campus internationalization to supervise the
implementation of this Notice. The implementation of the guidelines on the writing and
issuance of documents in English will be included in the annual performance appraisal
and those fail to follow the guidelines will be reported in a circulated notice.

Thank you for your attention.

Southern University of Science and Technology



