SCHOOL OF
MATHEMATICS AND PHYSICS

Policy on SMP Labour Fee Payments to Seminar Speakers

Appendix A-6: Guideline for University Seal Application on Service

Agreement

Open your Intranet and click ‘Online Forms’ to create a ‘New request’, then select ‘Application for
University Seals and Certificates’.
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Then choose ‘University seals in general purpose’, fill out the actual number of Copies of Document, fill

in Service Agreement in ‘Document Description’.

In addition to uploading the service agreement (PDF format) under “Document to Be Sealed Upload”,

please also note the following requirements:

1. ‘Application Reason’ Section: Please ensure the Application Reason clearly states:

a. Event title and date(s)
b. Host and Speaker information

c. Who will cover the payment (e.g., School budget, department budget, own project)

2. ‘Attachments Upload’ Section: Please upload relevant supporting materials under “Attachment

Upload”, including but not limited to:
a. Event poster
b. Invitation letter / email
c. Speaker bio or profile

d. Other materials that help explain the background information

For School Seal Application on event invitation letter, please also follow the above requirements.
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This procedure applies to approval of:

1. University seals in general purpose;

2. University seals of agreements, MoUs or contracts (NO RELATED TO RESEARCH);

3. University certificates.

For documents related to RESEARCH, please submit your application on RAS ( https://ras.xjtlu.edu.cn/).
Please note that procurement contracts using research funding should be applicable to this online procedure.
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Application Form for University Seals and Certificates

2026-01-21
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Please ensure the Application Reason clearly states: Event title and date(s), Host and speaker
HIRIRA information, who will cover the payment (e.g., School budget, department budget, own project).

Please upload relevant supporting materials under “Attachment Upload”,

including but not limited to: Event poster, Invitation letter / email, Speaker bio
or profile, and other materials that help explain the background information.

Page 2 of 2



	Policy on SMP Labour Fee Payments to Seminar Speak
	Appendix A-6:  Guideline for University Seal Appli

