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To the readers of this guidebook

The University of Electro-Communications (UEC) hosts international researchers as a way to actively promote
internationalization and strengthen the university’s research abilities. With the increase in international researchers
and the diversification of the ways in which they are welcomed into the university, there is a sense that many of
them do not know where to begin or what procedures must be followed in the host laboratories.

The Center for International Programs and Exchange (CIPE) endeavors to ensure a fully developed system for
inviting international researchers, providing support for those applying for the Certificate of Eligibility (CoE) required
by international researchers, the procedures which must be completed immediately after arriving in Japan, and
procedures for visas during a stay in Japan, as well as providing relevant and useful information.

This guidebook outlines various procedures concerning international researchers hosted at the University of
Electro-Communications. It is hoped that it will be of use when inviting international researchers. If you have any
questions or comments concerning the content of this guidebook, please visit or contact the section in charge of
providing support for international researchers at CIPE. This information will be used to improve revisions of the
book.

January 2015
Center for International Programs and Exchange
The University of Electro-Communications
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International Researchers

The main classifications for international researchers hosted at the University of Electro-Communications
are as follows. Hosting procedures differ depending on the classification. Please reference this guidebook
and follow procedures accordingly.

Classifications

1. International researchers who have entered into an employment relationship with the University of
Electro-Communications (i.e., those who receive salary)

1) Full-time: Assistant professors and associate professors (including those specially appointed),
etc.

2) Part-time: UEC postdoctoral researchers, researchers for industry-academia-government col-
laborative projects, and specially-appointed faculty working thirty hours or less per week

2. International researchers who have not entered into an employment relationship with the University
of Electro-Communications

1) Those dispatched from another institution (example: Japan Society for the Promotion of Sci-
ence [JSPS] Postdoctoral Fellowship for Overseas Researchers)

2) Long-term residents whose expenses are defrayed by the overseas institution of which they are
members or other organizations (example: visiting researchers)

3) Short-term residents attending a workshop or international symposium who will not receive re-
muneration

Once It Has Been Decided to Host an International Researcher

1. Status of residence and visa

To enter Japan, international researchers must have a valid passport issued by the government of their
country, and receive a visa in advance at the Japanese embassy or consulate-general in the area where
they reside appropriate to their purpose for entering Japan and their length of stay. Excluding short-
term stays, a Certificate of Eligibility (CoE) is required when applying for a visa.

Although the host university can apply for the CoE at the Immigration Bureau as a proxy for the interna-
tional researcher him- or herself, the period from when the application is started to when the certificate
is issued takes two to three months.

Note: The valid period of a CoE is for three months from the date of issue. International researchers
must enter Japan within this three-month period.
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International researchers normally receive one of the following statuses of residence:

(a) Short-term stay (short-term business): The objective is a short-term stay (ninety days or less) for ac-
tivities for which no remuneration is involved, such as a research meeting or attendance at an inter-
national symposium

Note: There is no CoE application system for a short-term stay visa. Short-term visa exemption pro-
grams do exist for some countries and territories, however.

(b) Professor: The University of Electro-Communications or a Japanese education and research institu-
tion or foundation will pay remuneration and/or expenses for the researcher’'s activities, regardless
of whether the stay is short or long term

Notes:

- Regardless of the length of stay or employment position, the “professor” status of residence is re-
quired if doing work for a university in Japan.

- A CoE must be acquired.

(c) Cultural activities: The length of stay is ninety days or more, and no remuneration will be paid (the
member institution will defray expenses, etc.) for activities such as collaborative research

Note: A CoE must be acquired.

Agreement to Accept International Researcher

Is the researcher being paid remuneration/salary by UEC or
being dispatched by another institution (JSPS, etc.)?’

No

Will the period of stay
be 90 days or longer?

Yes
Yes No
Professor Visa Cultural Activities Visa Short-Term Stay Visa
Examples: Examples: Examples:

« Faculty (including part- + Visiting researcher’ « Visiting researcher, etc.

time) « Collaborative researcher’ (short term)
+ Part-time lecturer » Workshop invitee
+ UEC postdoc « Collaborative researcher
+ JSPS Postdoctoral (short term)

Fellowship for Overseas

Researcher

1: If a significant amount of travel expense and accommodation fee will be provided, a professor visa may need to be
acquired even if no salary or remuneration are paid.
2. Please see the Research Promotion Office website (only accessible on campus) for details.
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Pre-arrival Procedures

CoE not required
(@) Short term

l |

Visa
exemption Visa required
country/region

N

International researcher :, :
[ him- or herself ] Laboratory | CIPE :

I .

Provide information on the international researcher
CoE required » who will be hosted to CIPE (send CIPE registration

(b) Professor form and other necessary documents to CIPE).
(c) Cultural
activities ‘
(d) Dependent D T T LT E T TR .

Send CoE application form and information about
coming procedures via email to international
researcher.

Enter required information in the CoE application
form and submit necessary documents such as
photograph to CIPE via email.

Send necessary documents to researcher: ‘
« Letter of reason for invitation ST TTTTTTTTTTTTTTmmmmmmommmmmmmmmmmmmnmmnnnes 3

+ Schedule of stay
« Letter of guarantee

+ Certificate of employment for the host

faculty supervisor

+ Overview of company/organization ‘

Note: Be aware that required documents
differ depending on nationality.
Please confirm requirements in

advance

Apply to Immigration Bureau and send CoE original

to researcher once issued.

Note:Immigration Bureau procedures normally
take 2 weeks to 1 month.

Complete procedures for visa issuance at a Japanese diplomatic mission

(embassy/consulate). ]

Send a notification email (guide to administrative
procedures and opening a bank account after
arriving in Japan) to researcher for whom a proxy
CoE application are performed.

|
[l
|

Arrival in Japan ]
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2. Outline of procedures (Note: Please see the “Pre-arrival Procedures” flowchart on the previous page.)
(a) Short-term stay: Send the following documents to the invitee:

V.
V.
Vi

Notes:

Letter of reason for invitation
Schedule of stay
Letter of guarantee

Note: This letter may be omitted if the inviter is a university associate professor or higher and the invitation is for
job-related purposes. Please see the Ministry of Foreign Affairs website for details.
http://www.mofa.go.jp/_info/visit/visa/index.html

Certificate of employment for the host faculty supervisor
Overview of company/organization
List of visa applicants (if multiple persons have been invited)

- The documents required may differ depending on the invitee’s nationality. Please see the informa-
tion concerning visas on the Ministry of Foreign Affairs website for details.
http://www.mofa.go.jp/j_info/visit/visa/index.html

- As a general rule, the laboratory involved must take care of the short-term stay visa procedures.
As an exception to this, CIPE may assist in this process during events such as symposiums se-
lected for the International Conference Support Program. Please contact the Research Promotion
Section, Research Promotion Office for details.

(b) Professor: Gather the following documents and the university will make a proxy application for the
CoE to the Immigration Bureau. Once the CoE has been acquired, the international researcher him-
or herself applies for the visa at a Japanese diplomatic mission overseas.

P International researchers who have entered into an employment relationship with the University of
Electro-Communications (full-time/part-time)

Vi

Certificate of Employment (original; issued by the Personnel Section, Personnel and Labor
Affairs Office)

Note: Please contact the Personnel Section when requesting this certificate.

ID photo (4 cm high x 3 cm wide; taken within the last three months)

CokE application form

Copy of the ID page of the international researcher’s passport

Copy of the international researcher’s doctoral degree diploma

Application form (if requesting assistance in coming to Japan from CIPE)

P International researchers who have not entered into an employment relationship with the Univer-
sity of Electro-Communications but who are paid remuneration by an entity such as a Japanese
research institution (e.g., a visiting researcher or JSPS Postdoctoral Fellowship for Overseas Re-
searcher)

Certificate of Financial Support and Award Letter (copy; issued by JSPS)

Acceptance permit (original; issued by the Research Promotion Section, Research Promo-

tion Office)

Note: Please see the Research Promotion Office website when requesting the issuance of
an acceptance permit)

http://kenkyo.office.uec.ac.jp/gakunai/kenkyu-in/tokubetu/tokubetukenkyuin.index.htm

ID photo (4 cm high x 3 cm wide; taken within the last three months)

CoE application form

Copy of the ID page of the international researcher’s passport

Copy of the international researcher’s doctoral degree diploma

Application form (if requesting assistance in coming to Japan from CIPE)

11
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(c) Cultural activities: Gather the following documents and submit the application for a CoE to the Im-
migration Bureau. Once the CoE has been acquired, the international researcher him- or herself ap-
plies for the visa at a Japanese diplomatic mission overseas.

i.  Acceptance permit (original; issued by the Research Promotion Section, Research Promo-
tion Office)

Note: Please see the Research Promotion Office website when requesting the issuance of
an acceptance permit)
http://kenkyo.office.uec.ac.jp/gakunai/kenkyu-in/tokubetu/tokubetukenkyuin.index.htm

i. A certificate of expense burden (original; a certificate specifying the defrayment period and
monetary amount, or revealing the account balance of the researcher him- or herself or the
entity bearing the expenses)

ii. ~ CV (resume) and a short thesis published in a journal, etc.

iv. ~ Copy of the international researcher’s doctoral degree diploma

v.  Copy of the ID page of the international researcher’s passport

vi. ID photo (4 cm high x 3 cm wide; taken within the last three months)
vii.  CoE application form
viii.  Application form (if requesting assistance in coming to Japan from CIPE)

(d) Dependents: The families (spouses or children) of international researchers who have come to Ja-
pan with a residence status of “professor” or “cultural activities” may obtain a “dependent” status of
residence and stay in Japan.

Notes:

- If an international researcher will be coming to Japan with his/her family after receiving approval
from the host faculty supervisor to do so, CIPE provides a proxy application service for the CoE for
accompanying family members.

- If applying for the CoE for family members after arriving in Japan, the international researcher him-
or herself must handle the application.

3. Tax convention

Tax conventions are concluded between sovereign nations to avoid the double taxation of individuals
by both their country of residence and the source country, in addition to preventing tax evasion. If a tax
convention has been concluded between an international researcher’s country of residence and Japan,
the international researcher’s taxes on their domestic source income may be reduced or they may re-
ceive a tax exemption.

Note: Tax convention details differ from country to country.

If Japan and the country of residence of the person receiving remuneration have concluded a tax con-
vention, there are applicable tax exemption stipulations, and the international researcher him- or herself
wishes to make use of these exemptions, the laboratory accepting the international researcher needs to
complete the applicable procedures for utilizing tax convention tax exemptions.

Notes:
- Researchers who are residents of the U.S., the UK., France, Australia, the Netherlands, Switzerland,
New Zealand and Sweden must obtain a residency certification prior to arriving in Japan*. Issuance

of the certificate may require two to three months.
*This list of countries for which a residency certification must be acquired is current as of January 2015. Please be
aware that this list may expand in the future.
http://www.mof.go.jp/english/tax_policy/tax_conventions/international 182.htm
- If no application for income tax convention is submitted, travel expenses will also be taxed.

. CIPE support services

CIPE provides the following support services for international researchers. We encourage those sched-
uled to host international researchers at this university to make use of them.

Who Can Receive Assistance

B [nternational researchers scheduled to be hosted at this university and their families (currently
residing overseas)

B [nternational researchers scheduled to be hosted at this university who need their status of res-
idence changed or their period of stay extended (currently residing in Japan; the application
must be handled by the researcher him- or herself)

B nternational researchers currently enrolled at this university who need their status of residence changed
or their period of stay extended (the application must be handled by the researcher him- or herself)

B Persons scheduled to be invited for a short-term stay to participate in a symposium selected for
the International Conference Support Program, etc.

13
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Assistance Provided

(a) Support provided prior to arriving in Japan

Assistance in filling out the application for the CoE

Liaison and coordination with international researchers concerning filling out the application for
the CoE (in Japanese or English)

B Submission of the CoE application to the Immigration Bureau

B Coordination with the host faculty supervisor after the CoE has been issued

B Mailing of the CoE to the invited researcher

(b) Support after arriving in Japan (interpretation and document preparation assistance)

B Assistance for resident registration

B Joining the National Health Insurance scheme

B Assistance in creating a personal seal (Note: Usually required when opening a bank account)

B Opening a bank account

W University procedures concerning personnel affairs

B Guidance and assistance in filling out applications concerning the Immigration Bureau
Note: The international researcher him- or herself must file any applications required at the Immi-

gration Bureau.

B Assistance with various procedures (joining the co-op, applying for a Tuo credit card [university
co-op credit card], etc.)

B [nformation on Japanese-language classes at the university

Application Method
Download the form from the application section of the CIPE website and fill in the required items.
http://www.fedu.uec.ac.jp/staff/japanese-staff/post-62.html

Where to Submit Applications

Submit the application form to the following e-mail address of CIPE. If you have the documents neces-
sary for the application (such as a passport), send them via email as jpeg images or PDFs.

Note: Please be sure to send the original certificates issued by the university.

E-mail: res-support@fedu.uec.ac.jp

Inquiries: Ext. 5736 (support staff for international researchers, CIPE)

Location: The University of Electro-Communications, East Campus, East-2 Building, 1F, Room 115
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Coming to Japan

1. Overseas travel accident insurance
Because foreigners staying in Japan for less than ninety days cannot join the Japanese health insur-
ance scheme, it is strongly recommended that they secure traveler’s insurance in their country of resi-
dence prior to arriving in Japan. International researchers staying in Japan for ninety days or longer are
also encouraged to get overseas travel accident insurance if they have any concerns regarding cover-
age.

2. Getting to the university from the airport: Airport Limousine bus

The Airport Limousine bus runs from Haneda and Narita to the north entrance of Chofu Station.
http://www.limousinebus.co.jp/en/bus_services/haneda/kokubunii_fuchu_chofu.html

3. Arranging accommodation
Although a hotel is a conceivable form of temporary lodging while searching for an apartment, interna-
tional researchers may also use the on-campus Personnel Clubhouse (managed by the Staff Welfare
Section, Personnel and Labor Affairs Office).
Personnel Clubhouse (pictures and information)
http://www.fedu.uec.ac.jp/en/researchers/on-campus-facilities-etc/lodging-facilities.html

Notes:

- Please contact the Staff Welfare Section for information concerning vacancies.

- The host faculty supervisor must apply on behalf of international researchers who wish to use the Per-
sonnel Clubhouse.

Procedures after Arriving in Japan

1. Residence card
(a) Residence card issuance

Foreigners who have received permission to reside in Japan for longer than three months and arrive
at Haneda, Narita, Chubu Centrair or Kansai airport receive an entry permit stamp in their passports
and are handed a residence card. Persons who receive their entry permits at any other location will
be mailed a residence card at a later date at the address where they reported they would be stay-
ing.

Note: Foreigners are required to keep their residence card with them at all times.

(b) Application for the reissuance of a residence card due to loss, damage etc.
Foreigners who lose their residence card must apply for a reissued card at the nearest Immigration
Bureau within fourteen days.

Note: Please see the following website for details concerning the documents required, etc.
Ministry of Justice: Application for the reissuance of a residence card due to loss, damage etc.
http://www.immi-moj.go.jp/english/tetuduki/kanri/shyorui/15.html
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2. Housing

In addition to on-campus facilities (International House), international researchers may stay at the Sem-
inar House (located in Hachioji and run by a public interest foundation) or in a private apartment. Until
permanent housing has been obtained, it can be difficult to establish the foundations of daily life such
as registering as a resident and opening a bank account. Host faculty supervisors and international re-
searchers are encouraged to coordinate closely well before the international researcher arrives in Japan
and to arrange for housing as early as possible after the researcher arrives in Japan.

Notes:

- Although hosting laboratories are in charge of making the arrangements for apartments, CIPE can
provide relevant information. Please see the housing section on the CIPE website for details.
http://www.fedu.uec.ac.jp/en/researchers/everyday-life/housing.html

- The University of Electro-Communications does not cosign for private apartments.

. Notifications concerning the address of residence

(a) Resident registration
International researchers must deliver a notification of moving in as a foreign resident to the city, ward
or town they live in. The international researcher must bring his or her residence card to the appropri-
ate office in the city, ward or town in which they live within fourteen days of choosing a residence.

ltems included in the resident record (juminhyo): In addition to their full name, date of birth, sex, and
address, resident records for foreign residents include items unique to foreigners such as nationali-
ty, residence status and period of stay.

(b) Issuance of a copy of a resident record
A resident record will be made for an international researcher when he or she reports his/her ad-
dress. Once the resident record is made, it is possible to request a copy of it (for a small fee).

Notes:

- Copies of resident records are used in situations such as when it is necessary to provide proof of
one’s address.

- Bring your residence card and passport when requesting a copy of your resident record.

(c) Notification of moving out
Prior to moving to another city, ward or town, international researchers must provide a notification of
moving out to the appropriate office in the city, ward or town they are currently living in and receive a
moving-out certificate.

Note: If the researcher is moving within the same city, ward or town, it is necessary to submit a notifi-
cation of change of address afterward.

(d) Notification of moving in/notification of change of address

When an international researcher moves, he or she must complete the procedures concerning

moving in at the appropriate office of the new city, ward or town. If the international researcher has

moved to a different city, ward or town, he or she must submit a notification of moving in. If the inter-

national researcher has moved within the same city, ward or town, he/she must submit a notification

of change of address.

Note: The international researcher must bring his or her residence card when completing these pro-
cedures, as well as the moving-out certificate he or she received when filing the notification of
moving out at the municipal office administering the researcher’s previous residence.

. Joining a health insurance plan

Foreigners who will be residing in Japan for three months or more are required to join the National
Health Insurance and National Pension schemes. The procedures for joining can be completed at the
National Health Insurance department in the local municipal office of the area in which the international
researcher lives.

International researchers will be required to pay their insurance premiums at a later date. Because in-
surance premiums are calculated based on the previous year’s income in Japan, their insurance premi-
ums may be reduced if they report whether they had income in Japan (if any) in the previous year, and
the amount of that income.

Note that because full-time faculty and specially-appointed faculty members who work 38.75 hours
per week will join the Mutual Aid Association insurance system, and part-time staff who work 29 hours
or more per week will join the university's Employee’s Health Insurance program, there is no need for
these personnel to join the National Health Insurance scheme.
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5. Opening a bank account

A Japanese bank account is necessary for such matters as receiving salary and bank deposits for trav-

el expenses. To open a bank account, an international researcher will need his or her residence card,

passport, seal, and university staff ID.

Notes:

- The university is unable to send money to overseas bank accounts.

- Salary for international researchers who have entered into an employment relationship with the Uni-
versity of Electro-Communications and who will be staying in Japan for a long period of time will be
deposited automatically to their Japanese bank account.

. Credit cards

Although it is not possible for foreigners other than permanent residents to obtain a credit card from a
Japanese bank, international researchers can obtain a Tuo credit card (Visa or MasterCard) by becoming
a member of the university co-op. Please note, however, that not all card applications will be accepted.
(Reference: Tuo Card) http://tuo.univcoop.or.jp/

Notes:

- Most credit cards and cash cards issued overseas can be used at Japan Post Bank ATMs and Seven
Bank ATMs at 7-Eleven convenience stores.

- Withdrawals made at ATMs in Japan will be in Japanese yen.

. Cell phones

A new contract for a cell phone and service can be made at any cell phone shop. Since there is a wide variety
of models and contract plans, it is recommended that international researchers consult carefully with those
around them before making a decision. International researchers will need their residence card and passport
when signing a cell phone contract plan. They will also need their bank cash card, passbook and seal.

. University procedures
(a) Procedures concerning personnel affairs
The procedures that must be completed differ depending on the international researcher classification.

1) International researchers who have entered into an employment relationship with the University of
Electro-Communications (i.e., those who receive salary)

|
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*1: Not required for specially-appointed faculty members
*2: Only required for contract personnel who work 38.75 hours per week.

2) International researchers who have not entered into an employment relationship with the Universi-
ty of Electro-Communications

No procedures concerning personnel affairs need to be completed.

(b) Obtaining a University of Electro-Communications staff ID
International researchers who have entered into an employment relationship with the university may
receive a staff ID upon request.
International researchers who have not entered into an employment relationship with the university (such as
JSPS Postdoctoral Fellowship for Overseas Researchers and those with a cultural activities residence status)

may be issued a UEC ID in place of a staff ID. (Section in charge: General Affairs Section, General Affairs Office.)
Notes:

- A staff ID/UEC ID is required to enter school facilities and use the library.
- Some banks request that a staff ID/UEC ID be presented when opening a bank account.

(c) Settlement of travel expenses in Japan

Please see the Financial and Accounting Office website (Travel Expenses and Reward Section) for details.
http://zaimu.office.uec.ac.jp/gakunai/keiri/keiri.html
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Procedures concerning Residence

1. Re-entry permit

The re-entry permit system allows foreigners residing in Japan to temporarily leave the country and re-
turn to Japan without obtaining a new visa if a re-entry permit is received prior to leaving the country.

. Special Re-entry Permit System Important!

As a general rule, foreigners who leave Japan with their passport and residence card and come back to
the country within their valid period of stay do not need to apply for a re-entry permit. This is called the
Special Re-entry Permit System, and was introduced along with the revisions to the residence status
system in 2012.

However, foreign residents who do not return within the valid period of stay will lose their status of res-
idence. Please also be aware that their period of stay cannot be extended while overseas. In addition,
they must obtain a re-entry permit if the period they spend abroad will exceed one year, even if that is
still within their valid period of stay in Japan. Please see the Immigration Bureau website for details.
http://www.immi-moj.go.jp/re-ed/EDcard_leaf en.pdf

. Extending a researcher’s period of stay

International researchers who wish to continue residing in Japan past their period of stay must file an
application for an extension before the last day of their current period of validity (normally accepted
starting three months prior to the last day). Please note that overstaying their visa and residing illegally
in Japan is grounds for punishment and deportation.

Necessary documents (required)

Application for extension of period of stay

Certificate issued by the university (certificate of employment or enroliment)

Note: Must include information such as content of activities, period and remuneration.

® Passport

® Residence card

® ¥4,000 fee (paid via revenue stamp when receiving the new residence card)

Please see the Ministry of Justice website for details on other documents required when applying for an
extension of your period of stay.
http://www.immi-moj.go.jp/english/tetuduki/kanri/shyorui/03.html

. Changing a researcher’s status of residence

International researchers who wish to engage in activities other than those permitted by their current
status of residence must file an application for a change of their status of residence. Please note, how-
ever, that the application may not be granted.

The necessary documents for the application differ depending on the status of residence. Please see
the Ministry of Justice website or ask CIPE for details.

(Reference: Ministry of Justice website) http://www.immi-moj.go.jp/english/tetuduki/kanri/shyorui/02.html

Important! If an international student will become a researcher

An international student may not perform the work for which they are applying to change their
residence status until the application has been granted. It is recommended that the application be
made quickly if an international student will be employed at a laboratory, etc., after graduation.
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5. Permission to engage in activities other than those permitted under the sta-

tus of residence previously granted (for working part-time)

Foreigners with a residence status of “cultural activities” or “dependent” must obtain permission in ad-
vance to engage in activities other than those permitted under the status of residence the Immigration
Bureau previously granted them before they can engage in a part-time job (including jobs on campus).
Permission to engage in such activities will only be given if the activities the applicant wishes to perform
will not hinder the activities related to the status of residence previously granted. Participating in enterpris-
es and activities for which income is received outside the status of residence previously granted without
obtaining such permission is grounds for punishment. Please note that persons with a “short-term stay”
status of residence may not apply for this permission, and are prohibited from engaging in a part-time job.

. Points-based System for Highly Skilled Foreign Professionals

The Points-based System for Highly Skilled Foreign Professionals enables international researchers and inter-
national students who engage in advanced academic research or advanced specialized/technical activities,
meet certain requirements and have received seventy points or more per the system’s point evaluation mech-
anism to receive preferential immigration treatment, which includes easier entry and residence procedures,
extended periods of stay, and an easing of the requirements for receiving permanent residence status.

Note: Please see the Ministry of Justice website for details.
http://www.immi-moj.go.jp/newimmiact 3/en/index.html

Japanese-Language Learning and Regional Exchange

1. Center for International Programs and Exchange (CIPE)
CIPE holds Japanese-language classes for international students that international researchers may
also attend. Excluding the textbook fees the classes are free, but attendees must meet the following
requirements. Please ask the faculty in charge of Japanese language and culture of CIPE (East-2 Build-
ing, 2F) for details.
Requirement 1: Attendees must register during the registration period (the first week of April or
October).
Notes:
- Attendees with previous experiencing learning Japanese must take a placement test. Attend-
ees with no previous experience meet with one of the faculty for an interview instead of taking
a placement test.
- As a general rule, registration is not allowed after the third week of April or October.
Requirement 2: Attendees must attend all classes throughout the semester (15 weeks).
Requirement 3: Attendees must receive permission from their host faculty supervisor.

Note: If space is available, the spouses of international researchers may also attend these class-
es. Spouses must also meet requirements 1 through 3 above.

2. Chofu International Friendship Association (CIFA)

The Chofu International Friendship Association conducts elementary-level Japanese conversation
classes, holds international exchange events, and provides daily life consultation for foreigners living,
working and attending school in Chofu.

http://cifa.tamaliver.jp/index.html (Japanese only)

3. Musashino International Friendship Organization (MIFO)

This is an organization established in 1990 with the goal of promoting international exchange between
international students attending this university and the residents of Chofu. It holds the MIFO Salon tea
party (Thursdays, 4:30 to 6 p.m., venue: East-2 Building, University of Electro-Communications, B-109)
and various other events. International researchers and their families are welcome to participate.

4. Online Japanese-language learning: NHK World Japanese Lessons
http://www.nhk.or.jp/lesson/
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Leaving Japan

1. Leaving a residence

In general, it is necessary for residents to inform their landlord or the building management company
one month in advance of the day they intend to move out. If they live in a private apartment, failure to
report the date they will leave may result in the forfeiture of their security deposit or other losses.

. Notification of moving out

International researchers must submit a notification of moving out to the city, ward or town where they

live after they decide they will leave Japan.

Notes:

- This procedure can be completed from two weeks prior to leaving Japan.

- The law requires foreign nationals to submit a notification of moving out before leaving Japan. Please
be aware that failure or delay in submitting a notification without a proper reason may result in a fine.

. Closing bank accounts

International researchers having an employment relationship with the University of Electro-Commu-
nications will have their final salary the month after the final month of employment deposited in their
Japanese bank account. Accordingly, international researchers who return to their home country prior
to when their final salary will be paid must keep their bank account open, and are unable to close the
account in person. Excluding Japan Post Bank*, however, banks do not allow a third party to close an
account even if they possess a letter of proxy. As such, the current practice is to entrust the account to
a person the international researcher can rely on, leave it open until the final salary is paid, and have the
person remit the remaining balance in the account to the international researcher’s overseas bank ac-
count.

(Reference: Japan Post Bank Letter of Proxy)

http://www.fedu.uec.ac.jp/staff/2014/04/30/the-letter-of-proxy-japan-post-ininjo.pdf

*As of January 2015, Japan Post Bank allows an account to be closed with a letter of proxy, but please be aware that this
may change in the future.

. Canceling phone, Internet and public utilities services

For landlines, cell phones and Internet services, international researchers should contact the company
they have a contract with and follow the procedures provided for canceling the relevant service and
providing final payment. For public utilities services such as electricity, gas and water, international re-
searchers are advised to contact the relevant company by phone several days in advance of the date
of departure and provide final payment as directed.

Company Phone number
Tokyo Electric Power Company, Inc. (Tama Customer 0120-995-661 (English available)
Center)
Tokyo Gas Co., Ltd. (Customer Center) 0570-002211 (English available)
Bureau of Waterworks, Tokyo Metropolitan 0570-091100 (English available)
Government (Tama Customer Center)
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5. Returning various certificates and identification papers

In
th
1)

ternational researchers leaving Japan must return the various certificates and identification papers
ey have received during their stay.
Canceling and returning one’s health insurance card
® National Health Insurance card: Return to the National Health Insurance department at the mu-
nicipal office administering the address of the international researcher.
@ University health insurance card: Return to the Personnel Section, Personnel and Labor Affairs
Office
® Ministry of Education, Culture, Sports, Science and Technology Mutual Aid Association member-
ship card: Return to the Payroll and Mutual Aid Section, Personnel and Labor Affairs Office

University staff ID/UEC ID: Return to the General Affairs Section, General Affairs Office

University co-op membership card: Return to the co-op office
Note: Return the membership card when completing the procedures to withdraw from the co-op.
The co-op membership fee* will be refunded to the international researcher.
*We recommend that international researchers keep the receipt issued when they paid the
membership fee to join the co-op.

Tuo credit card cancellation

Since only members of a university co-op can use the Tuo Card, international researchers must can-
cel their card if they withdraw from the co-op.

(Reference: Tuo Card withdrawal/cancellation) http://tuo.univcoop.or.jp/tuo/cancellation.html

If the international researcher has any books or other materials borrowed from any university or pub-
lic libraries, he or she must return these without fail.

Letter of resignation
If an international researcher is retiring prior to the completion of his or her term (contract), he or she
must submit a letter of resignation to the Personnel Section, Personnel and Labor Affairs Office.

6. Lump-sum withdrawal payment system for short-term residents
International researchers who do not possess Japanese citizenship, have canceled their National Pen-
sion or Employee’s Pension insurance, and left Japan may request a lump-sum withdrawal payment
within two years from the day of leaving Japan.
Notes:

This procedure must be completed overseas. The researcher him- or herself first begins the proce-
dure after leaving Japan by sending the necessary documents to the Japan Pension Service. The
following web page has the necessary documents:
http://www.nenkin.go.jp/n/www/english/detail.jsp?id=10

Full-time faculty members will receive information on the procedures involved in withdrawing from the
Mutual Aid Association and requesting the lump-sum withdrawal payment from the Staff Welfare Sec-
tion, Personnel and Labor Affairs Office.

Payment of the lump-sum withdrawal payment takes approximately six months to one year after sub-
mitting the application.
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Table of Offices and Services concerning International Researchers

Office

Section/person in charge

Description of services

Phone no. (ext.)

CIPE

International researcher

Assistance with procedures for CoE

5736

support staff acquisition, procedures required

immediately after arriving in Japan
Student Services | International Planning Overseas business trips, certificate of 5084
Office Section overseas travel
Student Services | Extracurricular Activities | Welfare facilities (Hamami House, 5085
Office and Welfare Section Sugadaira Seminar House, etc.)
Student Services | Student Dormitory International House, student dormitory 5083
Office Section (Goshi Ryo)
Personnel and Personnel Section Employment-related matters, certificate of | 5022, 5021
Labor Affairs Office employment
Personnel and Payroll and Mutual Aid Salary, Mutual Aid Association insurance, 5889
Labor Affairs Office | Section procedures concerning income tax and tax

treaties
Personnel and Staff Welfare Section Domestic business trips, health checkups, | 5024, 5023
Labor Affairs Office worker’s accident compensation insurance,

Personnel Clubhouse
Research Research Promotion Japan Society for the Promotion of Science | 5018, 5017
Promotion Office | Section (JSPS) hosting, etc.
Financial & Property Management Bicycle registration 5038
Accounting Office | Section
Financial & Travel Expenses and Settlement of travel expenses, rewards 2053, 5041
Accounting Office | Reward Section
General Affairs General Affairs Section Staff ID issuing 5862

Office

Note: The information contained in this guidebook may change due to revisions to laws and ordinances

or other events. Please see the following URL:
http://www.fedu.uec.ac.jp/staff/japanese-staff/post-62.html.
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