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87" INTRODUCTION

1.

GUIDELINES ON RETRIEVAL CERTIFICATE SERVICE

FARAEAE (LUTER'TER") MRFEERSF KR (HESRRENM TR EHR
HESHGE) A (GB/T 32003-2015 RUXEHFHARE) NAE, BERRFRAGZTIERRS.
In aligned with the regulations of “Ministry of Education Guidelines on Sci-Tech Novelty Retrieval
Report Writing” and “GB/T 32003-2015 Specification of Sci-Tech Novelty Retrieval”, Xi'an

Jiaotong-Liverpool University (XJTLU) Intellectual Property Information Service Centre (the
Centre) provides fee-based retrieval certificate service.
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The Guidelines are developed to clarify the procedures and fee waiver principles of retrieval
certificate service.
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The Guidelines apply to all schools, research institutes, professional service departments in
XJTLU community and external enterprises/institutions.

7RiE DEFINITION

ZIEARIEREIERIEARSS BRI RSN,

Applicants refer to XJTLU internal and external users who apply for the retrieval certificate
service.
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HEMRIEPESEIRS. AMEmPRGRIEAHEERES IREFFHENIRS.
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Retrieval Certificate refers to a type of documents that describes the conclusion made through
literature retrieval and analysis regarding the publications or techniques provided by applicants.
The Retrieval Certificate in this guide refers specifically to Citation Index Report and Sci-Tech
Novelty Retrieval Report.
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Citation Index Report is a retrieval certificate that describes the search result of applicant’s
publications regarding indexes and citations in Web of Science, EI, Scopus, etc., JCR journal
impact factors and journal quartiles, ESI highly cited papers.
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Sci-Tech Novelty Retrieval Report is a retrieval certificate that describes the novelty of
applicant’s technical project through literature search and comparative analysis.
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Applicant shall fill the Citation Index Report Request Form or Sci-Tech Novelty Retrieval
Request Form with all facts accurately. For sci-tech novelty retrieval request, applicant can

provide supplemental materials such as technical reports, summary reports, scholarly
publications and references, etc.
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Applicant shall submit service request form and the Centre will confirm whether to accept the

request within two working days. By acceptance, applicant will be notified with the completion
date and service fee.
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Applicant shall pay the full amount of the service fees and not alter the retrieval requirements
after the request is accepted. In case the applicant withdraws the request, the payment will not be
refunded.
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According to “GB/T 32003-2015 Specification of Sci-Tech Novelty Retrieval”, sci-tech novelty
retrieval institutions shall perform confidentiality obligations for all requests. Applicant shall
notify the Centre the special confidentiality requirements for projects referable to military,
national defence, government decision-making, etc.
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If any dispute, applicant can initiate review process by submitting “Sci-Tech Novelty Retrieval
Review Request Form”. The Centre shall proceed with expert consultation. When expert review
agrees with the original report, the applicant shall bear the review fee. Otherwise, the Centre shall
bear the cost, modify the conclusion and withdraw the original report.
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The charge of service fees for Citation Index Report or Sci-Tech Novelty Retrieval Report is
independent of the report conclusion. The charge rules are explicated in “Fee Standard for
Retrieval Certificate Service”.
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XJTLU full-time staff or students are eligible for fee waiver when they are required by third-party
bodies to provide retrieval certificates as supporting materials for the application of external
research fund or awards. To apply for fee waiver, applicant shall provide approved intention from
XJTLU Research Administration System as evidence.
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ke Workflow for Retrieval Certificate Service

2) BIWES|IRSSHIEE Citation Index Report Request Form

3) RIEEFHIRSEISE Sci-Tech Novelty Retrieval Request Form

4) BHEFFEEHIEE Sci-Tech Novelty Retrieval Review Request Form

5) MRIFBIRZWZEE R E Fee Standard for Retrieval Certificate Service
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M — 6 & E BB AR 5 U 72 Workflow For Retrieval Certificate Service

7'3\% %\' ik Eﬁ Eﬁ %‘ﬁ ﬁ Workflow For Retrieval Certificate Service

Author: XJTLU Intellectual Property Information Service Centre
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