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Summary (incl. goals and scope):
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This policy provides guidelines regarding Faculty Email retention at Duke Kunshan University
(DKU).
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1 DKU Faculty Email Retention Policy
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Duke Kunshan University (DKU) Faculty email accounts will be terminated on the last date of their
employment with DKU (including terminations and expiration of employment contracts).
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If there is a business need to extend an email account after the end of employment, an extension via
sponsorship will be required.
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DKU Faculty members can request from their program director or dean (whichever is appropriate) to
retain their email address for 7 days after the end of employment. If a longer than 7-day period is
needed, a onetime, 30-day maximum extension is allowed with the approval of their program director
or dean and the IT Director. For anything beyond this maximum 30-day period, approval is required
from the DKU Executive Vice Chancellor (EVC).
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Once approval is obtained, the program director or dean should send an email to the DKU Support
Unit at Duke University: dukekunshansupport@duke.edu, requesting the additional sponsorship
timeframe on behalf of the Faculty member. This email will prompt the DKU Support Unit to initiate
the new sponsorship timeframe beyond the termination date of that Faculty member.
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The Duke Kunshan Support Unit will handle email extension sponsorships, as they are currently
the sponsors for all DKU Faculty, and this will keep the process in a centralized location for
continuity purposes.
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Automated notification will be sent to the Faculty member few days prior to the expiration of the
sponsorship.
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Annex iz

1 Control requirements/authorization table ##HIZR/FHHLFIFR

The control requirement(s) or authorization table resulting from this regulation is/are:
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No. Control requirements description | ZER# R

1. DKU Faculty members can request from their program director or dean (whichever|
is appropriate) to retain their email address for 7 days after the end of employment.
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2. If a longer than 7-day period is needed to retain the email address, a onetime, 30-
day maximum extension is allowed with the approval of their program director or
dean and the IT Director.

K 8-30K 1, ZAHIH BB LG EEARTAAENMMES, TR RE
B0 — M T SE IR .

3. For anything beyond this maximum 30-day period of email extension, approval is
required from the DKU Executive Vice Chancellor (EVC).
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2 Distribution list BfjE®

Office/role 1 1/ Release & ffi Key Offices for Implementation®
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Office of Information Technology | x X
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(1) The column of “Key Offices for Implementation” lists the key offices expected to play an important role in implementing this regulation.
This does not mean that the responsibility of implementing the regulation is limited to the offices aforementioned. A DKU
policy/procedure generally has broad application throughout the University.
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3 Document history SCf:5 5

Changes of previous versions are shaded in gray.
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