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1. Arrival in Japan

1-1 Arrival at the Airport
You will arrive at Fukuoka International Airport and go through the disembarkation procedure. 

1-2 Entry Formalities

1-2-1 Immigration Examination
You must show your passport, “Certificate of Eligibility”, and the Entry/Departure card (to be provided on the airplane) at the immigration control desk. Since 2007, all foreigners have been requested to register their fingerprints for security reasons, so please follow the instructions at the immigration control desk.

1-2-2 Quarantine
If you wish to bring plants (including seeds and fruits) into Japan, you must apply for quarantine inspection. Generally, quarantine takes more than one month.

1-2-3 Receipt of Baggage and Customs Inspection
You must collect your baggage at the baggage claim after passing through the immigration control. For lost baggage, consult with the airline staffs and show your baggage claim tags. Subsequently, you will proceed to the customs inspection counter at which your belongings will be inspected. You must have the Custom Declaration Form filled in by this time, which is available at the airport. If you are carrying alcohol, cigarettes, etc. exceeding prescribed limits, you will be required to pay customs duties.
Reference URL: ttp://www.custo

 HYPERLINK "http://www.customs.go.jp/zeikan/pamphlet/tsukan_e.pdf"
h

 HYPERLINK "http://www.customs.go.jp/zeikan/pamphlet/tsukan_e.pdf"
ms.go.jp/zeikan/pamphlet/tsukan_e.pdf
1-3 Meeting with a JICE supporting staff 
Yumiko ONISHI (Ms.), the JICE supporting staff will pick you up at Narita International Airport. Onishi will then guide you to your accommodation (The Tokyo Institute of Technology, International House) on Ookayama Campus at Tokyo Institute of Technology.
2．At your accepting university
2-1 Your Status at Your University
The status of the Short Term Researcher at accepting universities is as “Visiting Researchers”. 

2-2 Payments of Fund (Research Fee and Living Expense)
Tokyo Institute of Technology will require no research fee for Visiting Researcher. The Institute requires only the commission (JPY 2,100) to obtain the Certificate of Eligibility (COE) for you. 

2-2-1 Payment of the Commission for COE
You have to pay the commission (JPY 2,100) for COE to your supervisor; Associate Professor Seki and get the original receipt. Fellows must submit the original receipt as evidence to JICE. JICE will forward the evidence to UNHAS-PIU.

3. Alien Registration

3-1　Procedure
Under alien registration regulations, all foreign nationals residing in Japan for more than 90 days must register at their local municipal office.

3-1-1 Initial Registration
Foreign nationals must apply for alien registration during their first 90 days in Japan. However, it is strongly advised university students and researchers to apply immediately after their arrival, since the Alien Registration Certificate will be necessary for university registration procedures, or to open bank account. The following items are required when registering:
(1) Application for Certificate of Alien Registration

(2) Passport

(3) 2 Photos (4.5cm x 3.5cm) taken within 6 months of application 
Issuance of the alien registration card will take about two weeks. You can be obtained at your municipal office presenting your passport. Please remember to carry this card with you at all time. If you are found not to be carrying the certificate with you, you will be fined up to 200,000 yen.

※JICE Supporting Staff will accompany with you to go to a municipal office for the initial registration. 
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3-1-2 Certificate of Registered Matters on Alien Registration
When students completed alien register at their local municipal office, they can apply for a Certificate of Registered Matters on Alien Registration (The price of the certificate is 300 yen). The certificate will be necessary for university registration procedures, or to open bank account until issuance of the alien registration card.

3-1-3 Changes in Registered Items 
(Until July 9)

Any changes in your period of stay, resident status, address, name, etc., must be reported to the (new) local municipal office within 14 days. When you change your address, please also make sure that you inform the address change to the branch of your bank or to the post office in your previous address.

3-1-4 Temporary Leave from Japan
Foreign nationals who leave Japan temporary, they must obtain re-entry permit in advance. If they leave Japan without re-entry permit, they will lose their resident status.

3-1-5 In Case of Loss of the Certificate
The Alien Registration Certificate is an important ID card. If you lose your certificate, you are required to inform the police (a telephone call is permissible) and apply for the reissuance of the certificate at the municipal office within 14 days of the day on which you have become aware of the loss. Necessary documents are the same as at the first time of application.

※Important Announcement

The new residency system will be introduced and the Basic resident Registration Law related to foreign residences will be changed on July 9, 2012. Please refer to the attached document.

I would like to explain only the following important new points;
 (After July 9)

· The alien registration system will be abolished after July 9, 2011.

· In case you depart from Japan after July 9, 2012, you don’t need to obtain any re-entry permit.

· Except the change of your address, any changes (resident status, name, etc) must be reported to the Regional Immigration Bureau within 14 days. Regarding the change of the address, you must first make a moving-out notification at the local municipal office and then apply for a moving-in with a certificate of moving-out at the local municipal office where you will reside.

3-2 Your Nearest Municipal Office
	Ota City Office

	5-13-14 Kamata, Ota-ku, 144-8621 Tokyo  Tel: 03-5744-1111(main)　
〒144-8621 東京都大田区蒲田5丁目13-14　 Tel: 03-5744-111（代表）
URL:www15.j-server.com/LUCOTAKU/ns/tl.cgi/http%3a//www.city.ota.tokyo.jp/kokusaitoshi/kouryu/warbler/index.html?SLANG=ja&TLANG=en&XMODE=0&XCHARSET=utf-8


	Family & Residents Registration
	03-5744-1187


4．House 
4-1 Your Accommodation in Tokyo 
The following accommodation has been booked for you through your professor from June 28 to end-November, 2012. After your arrival in Narita, Tokyo, JICE supporting staff will accompany with you to settle into the accommodation. In terms of the day to move out, you have to decide the specific day after discussion with your supervisor and inform the changed date to the International House Office by October 15, 2012. While, the campus for your research; Suzukakedai Campus (Address: 4259 Nagatsuka-cho, midori-ku, Yokohama 226-8503, Japan) is located in Yokohama. It takes about 40 min. by train to reach from your accommodation on Ookayama Campus to Suzukakedai Campus.

· Tokyo Institute of Technology International House
（15 min. on food from the main gate of the Ookaya Campus）
URL: www.iad.titech.ac.jp/accommodations/index-e.html
Address
 (in English): 1-1-18 Ishikawamachi, Ota-ku, 145-0061 Tokyo, Japan　　
Mail to: Name (your name)
                 Room # (your room number), Tokyo Institute of Technology International House

1-1-18 Ishikawacho, Oota-ku, 145-0061 Tokyo, Japan
(in Japanese): 〒145-0061　東京都大田区石川町1-1-18
Major facilities: Air conditioner, gas water heater, bed, alarm clock, desk and chair, wardrobe, dining table, hot-water pot, microwave, sink, gas stove, refrigerator, TV, vacuum cleaner, bath unit, toilet
Internet connection: The rooms of the International House are equipped with the necessary infrastructure for Internet connection of up to 100Mbqs. In order to use the Internet, the researcher must first apply for the connection. Internet usage fee are included in the rental fees described next.
Rent (Single room): Monthly- JPY 52,000/Daily- JPY 1,678
4-2 Public Utilities
Since you accommodate in the Tokyo Institute of Technology International House, charges for electricity, water and gas within the basic consumption regulated by the Director are included in the above rental fee. Please be aware that exceeded consumption per month shall be paid by the resident additionally.

5. Bank Account in Japan
5-1 Opening Bank Account 

5-1-1 Procedure
To open your bank account, please go to the bank counter with the following items.
(1) Alien Registration Card or Certificate of Registered Matters on Alien Registration

(2) Passport

(3) “Hanko” (Personal Stamp) → JICE will prepare one for you. 
※ Please reimburse JPY 500 - to JICE.

· JICE supporting staff will accompany with you to the bank in order to open a bank account. 
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5-1-2 General Banking Hours 
	
	Monday – Friday
	Saturday
	Sunday & Holidays

	Teller
	9:00 a.m. – 3:00 p.m.
	Closed
	Closed


5-2 Your Nearest Bank
MIZUHO Bank
We recommend you to open a bank account in the Mizuho Bank (URL: www.mizuhobank.co.jp/english/index.html), which can handle the overseas money transfer. The following bank branch is the nearest from your accommodation and university.
	Branch
	Address &Tel
	ATM (Opening hour)

	Ookayama Branch
大岡山支店
	3-28-12 Kita-senzoku, Ota-ku, 145-0062 Tokyo
〒145-0062東京都大田区北千束3-28-12
Tel: 03-3729-2115
	Weekday: 7:00〜24:00
Saturday: 8:00〜21:00
Sunday: 8:00〜21:00


6.  Overseas Travel Insurance
Since your stay will be only six month, you can not join the National Health Insurance (NHI: 国民健康保険, Kokumin-Kenkō-Hoken). Instead of the NHI, you are obligated to join the Overseas Travel Insurance. JICE Supporting Staff will give you the “Certificate of Overseas Travel Insurance”, a guidebook of the insurance (only Japanese), and the “Overseas Travel Insurance Claim Form” on your arrival.

· Fee of Overseas Travel Insurance: JYA 37,240

· Period of the Insurance: from June 27 to December 26,2012 (6 months)

      Please give the fee (cash) to JICE supporting staff and get the Certificate of Deposit Received (預り金証明書). Then, JICE will pay the deposit to Kokusai Service Agency which handles the Overseas Travel Insurance. After the agency receives the money via JICE, they will issue the receipt. We will forward the receipt to UNHAS-PIU. 
　

7．Emergency contacts
7-1 Guarantor JICE (Japan International Cooperation Center)
· Tokyo Headquarters 
Nishishinjuku KF Bldg., 2nd Floor, 8-14-24, Nishi-Shinjuku, Shinjuku-ku, 160-0023 Tokyo

Tel: 03-5925-7183 (weekday)

Emergency call: 03-5396-3932 (Bell System 24h: weekend/Holiday/Out of Working Hour)
Contact Persons
	SHIONOYA, Tsuyoshi
	Div. Director
	shionoya.tsuyoshi@jice.org

	ONISHI, Yumiko
	Project in Charge
	onishi.yumiko@jice.org


7-2 Local Immigration Office
Tokyo Regional Immigration Bureau
Address: 5-5-30 Konan, Minato-ku, 108-8255 Tokyo 
Tel: 03-5796-7111
URL: www.immi-moj.go.jp/english/soshiki/index.html

URL (access map): www.immi-moj.go.jp/english/soshiki/kikou/tokyo/sinagawa.html
7-3 Emergency Card
While you are staying in Japan, you are expected to carry always the following card with you, in order to clarify your states. On the occasion of emergency such as an accident, natural disaster, and criminal, you can show this card to clarify JICE as your guarantor.
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8.  Others
8-1 Reimbursement to JICE 
Please reimburse the following amount to JICE supporting staff.  

(1) Overseas Travel Insurance            JPY 37,240-          

(2) Personal stamp (Hanko)              JPY    500-      
	          Total                          JPY. 37,740.-


8-2 Handling of Your Personal Information 
Please read attached ‘Handling of Personal Information in the Fellowship Service for Hasanuddin University Engineering Faculty Development Project under JBIC Loan No. IP-541’. After your confirmation of the contents in the documents, please write your name and give your signature. JICE supporting Staff will collect the paper with your signature.
8-3 Receipts and Evidences for Payments of Research and Living Expense
All the receipts and evidences of payments for the short term research program must be submitted to UNHAS-PIU, in order to settle the financial matters. During you are in Japan, you must submit receipts and evidences for payments to JICE. JICE will forward all of the receipts and evidences you gave us to UNHAS-PIU. This procedure is your obligation based on the agreement between you and UNHAS-PIU.
8-3-1 1st Payment upon Arrival
The receipts and evidences for the 1st payment as below-listed will be collected by JICE supporting staff. You can also send the receipts and evidence to JICE headquarter in Tokyo (see the address below). 

(1) The copy of the E-ticket of the domestic and international flight from Makassar via Jakarta to Japan, on which the price of the tickets must be shown.

(2) Boarding passes of the domestic and international flight from Makassar to final destination in Japan

(3) Receipts of airport tax for domestic and international flights in Indonesia

(4) The evidences of the transportation in Indonesia and in Japan to go to your accepting university or your accommodation

(5) Receipt of the commission for your Certificate of Eligibility

(6) Other official receipts related to the 1st payment
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大学：東京工業大学　資源化学研究所

Name:Rhiza S. Sadjad

　　

Nationality: Indonesian

University: Chemical Resources Laboratory

　　

Tokyo Institute of Technology

  Overseas Business Department

03-5925-7183 

(Weekday

　9:30-18:00

)

03-5396-3932 

(

Bell System 24h: Weekend/Holiday/Out of Working Hour

)

Emergency Contact

The holder of this card is a participant of the fellowship program

funded by the Official Development Assistance of Government of Japan.

In case of emergency, please help him/her and inform JICE.

03-5396-3932

（ﾍﾞﾙｼｽﾃﾑ24時間：週末

/

祝日

/

平日時間外）

03-5925-7183

（平日9:30-18:00）

緊急連絡カード

このカードの持主は、政府開発援助事業により来日中の

研究者です。緊急の場合の救出・連絡等についてご協力

お願いいたします。

国籍: インドネシア

(財)日本国際協力センター

  Regional Business Division I

Japan International Cooperation Center (JICE)

    海外事業部　地域１課

緊急連絡先

Emergency Assistance Card

<Postal Address of JICE Headquarter>  
Ms. Yumiko ONISHI                         〒160-0023
JICE Overseas Business Department           東京都新宿区西新宿8-14-24
Nishishinjuku KF Bldg., 2 Floor, 　      　　   西新宿KFビル ２階

8-14-24 Nishi-shinjuku, Shinjuku-ku, 　　　　  JICE 海外事業部

160-0023 Tokyo　　　　　　　　　　　　　　　 大西　由美子
8-3-2 2nd Payment (JICE)
In the middle of the short term research program, the 2nd payment will be transferred (JPY) by UNHAS-PIU to your bank account in Japan. For the evidence, you are required to submit the following documents to JICE by the end of program;

(1) The Receipt of the total amount of the remittance of the 2nd payment from UNHAS-PIU (The receipt will be sent to Fellows by JICE.) 

(2) The evidence of the bank charge for the remittance from UNHAS-PIU

(3) The copy of the E-ticket of the international flight from Japan to Makassar
8-3-3 2nd Payment (UNHAS-PIU)
After return to Indonesia, the following receipts and evidences must be submitted to UNHAS-PIU.

(1) Boarding passes of the international and domestic flights from Japan via Jakarta to Makassar 

(2) Receipts of airport tax for domestic and international flights in Indonesia

(3) The evidences of the transportation in Japan and in Indonesia to go back to Indonesia
8-4 Reports
Fellows in the short term research program are required to submit two reports to UNHAS-PIU as follows. You must send the reports to JICE, then we will forward the reports to UNHAS-PIU.
     (1) Interim Report
        In three month after the beginning of the program, we will send you an email, in order to ask you to send the interim report to JICE. 
     (2) Draft Final Report
        In three weeks before the end of the program, we will send you an email, in order to ask you to send the draft final report to JICE. 

8-5 General Information about Japan
Please visit a website (URL: www.clair.or.jp/tagengo/index.html). You can get general information of Japanese life in several languages, including Indonesian.
【What is “Hanko”?】


Personal/family/business stamp to be used to sign on document. 


Individuals usually have his/her personal one and use instead of making signature on paper. 


【Where to Use】


At bank, city/ward office, work scenes and occasions you need to be responsible for the contents of documents or contracts. 
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				緊急連絡カード

				このカードの持主は、政府開発援助事業により来日中の
研究者です。緊急の場合の救出・連絡等についてご協力
お願いいたします。

				氏名：		リジャ　サジャド		国籍: インドネシア

				大学：		東京工業大学　資源化学研究所

				(財)日本国際協力センター

				海外事業部　地域１課

				緊急連絡先

				03-5925-7183（平日9:30-18:00）

				03-5396-3932（ﾍﾞﾙｼｽﾃﾑ24時間：週末/祝日/平日時間外）

				Emergency Assistance Card

				The holder of this card is a participant of the fellowship program
funded by the Official Development Assistance of Government of Japan. In case of emergency, please help him/her and inform JICE.

				Name:		Rhiza S. Sadjad　　Nationality: Indonesian

				University: Chemical Resources Laboratory

						　　Tokyo Institute of Technology

				Japan International Cooperation Center (JICE)

				Regional Business Division I

				Overseas Business Department

				Emergency Contact

				03-5925-7183 (Weekday　9:30-18:00)

				03-5396-3932 (Bell System 24h: Weekend/Holiday/Out of Working Hour)












