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International Affairs Department distributes a set of documents for Okayama
City Office procedures. New international students who plan to live in
Okayama City and stay in Japan for more than three months should come to
the International Education and Student Mobility Division on the 1st floor of
the General Education Building C as soon as you arrive at Okayama University.
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Notes on filling out the resident registration form
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(> Procedures at City Office

International Education and Student Mobility Division distributes a set of documents
for Okayama City Office procedures. New international students who plan to live in
Okayama City and stay in Japan for more than three months should come to the
International Education and Student Mobility Division as soon as you arrive at
Okayama University.

a What to bring

(J Passport (J Application for Residence Registration

(J Residence Card (if issued) (J Application for National Health Insurance
(J Student ID (if issued) (J Preliminary Questionnaire for resident registration

@ Please fill out the forms referring to the samples before going to City Office.

|54 Resident Registration

This is the process of registering your address, name, date of birth, nationality, etc.

When your address in Japan is determined, you must notify the city office or ward office
of your address within 14 days. For those who were not issued a residence card at the
airport when entering Japan, a residence card will be mailed to the address they reported
about two weeks after they complete the procedures at the city office.

E', National Health Insurance

International students who plan to stay in Japan for three months or more subscribe to
the National Health Insurance system. The application should be submitted to the city
office when you register your place of residence. Your insurance fee may be reduced by
reporting your income.

What is National Health Insurance?

The medical fees may be expensive, but if you are enrolled in the insurance, you would
only have to pay for 30% of your fees at the hospital for your illness or injury. About one
week after you complete the procedure at the city office, a Certificate of Eligibility
(Health Insurance) will be sent to you by mail. Be sure to bring it with you when you go to

the hospital.

I8 Insurance Premium
The insurance premium is around 2,000 yen per month.




E‘, National Pension People aged 20 and over

You can apply for exemption/postponement of the pension plan when you complete the
enroliment procedure. Degree seeking students can apply for the “Special Payment
System for Students”. Non degree seeking students can apply for the “Contribution
Exemption/Payment Postponement System” if the previous year’s income is low.
These systems require annual applications.

After you submit the application, the Japan Pension Service will send you the screening
results in approximately two to three months. During this period, you may receive a
payment notice due to a timing overlap. You do not need to pay until the screening
results arrive; however, if your application is not approved, you will be required to pay
the contributions. Therefore, please keep the payment notice until you receive the results.

(® What is the National Pension?
The National Pension is a public pension system which provides financial support for
living when you are elderly or unable to work due to illness or disability. All people that
reside in Japan and are 20 years of age or older, including international students, are
required to enroll in this system. International students under 20 years of age at the
time of arrival in Japan are also required to join it upon turning 20 years old.

Contributions

You can pay your contributions in cash at banks and other financial institutions, post
offices, and convenience stores. You can also pay it using automatic bank transmission,
the Internet payments or by credit card.

Register your residence card information
with ORRS*

After you register your address, it will be printed on the back of your residence card.
Once your address has been printed, please register your residence card information
with ORRS. If your residence card was not issued at the airport, please register as soon
as it is issued.

Co

*Qkayama University Residence Registration System

EI A copy of the Certificate of
Residence

Only for those who need it

For those who do not yet have their Residence Card, it takes about two weeks for the
card to be issued. In the meantime, they may use a copy of their Certificate of Residence
(Juminhyo) with their Individual Number (My Number) as their ID. This may also be
required when opening a bank account. It costs 300 yen to issue the document.

A You can apply one week after the registration of your address and it will be issued on
the day you apply. In addition to the city office, you can also apply at the Passport
Citizen Service Corner in Okayama City or Citizen Service Corner.

Please refer to the map on page 18.

What is “My Number” ?
Please refer to page 24.
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(> Notes on filling out the resident registration form

Fields other than name (address, contact information and other fields) are also
acceptable for data entry. Please do not use erasable writing tools such as pencils or
friction pens when filling out the form

# Name

When submitting a resident registration form, the name of the applicant(both the person
and their representative) in the applicant field must be in their own handwriting.

& For those who have received the residence card at the time of entry

* Please write your full name in capital letters as shown on your residence card and
do not omit your middle name. If you are from a country that uses Chinese
characters, please do not write your name in Chinese characters, but write it as it
appears on your residence card. New entry is initially written in English only.

* If there are any mistakes, the application will not be accepted at the reception
desk.

& For those who entered Japan from Okayama Airport and whose resident card
will be issued at a later date
* How to write your name with reference to your passport
Since the name field on the passport of each country is not the same worldwide,
the name on the residence card is determined by the rule of “from top to left”.
Therefore, the first name may not always be the “first name,” but in Japan, the
name according to the above rule will appear on the resident registration card.

4 ¥B® " n his country, he is supposed to use the name
@5“'""“'*”‘““) “ROBERT JOHN DOWNEY” or “ROBERT DOWNEY”, but
DOWNEY ~in Japan, the name on the residence card will be written
Given names/Prénoms (2) in the order shown on the left on the passport.
ROBERT JOHN ~ Therefore, please write your name in the order of
NatinnalitviNationalita %y «DOWNEY ROBERT JOHN” on your own document.
. R e [China)
' Do not write kanji(Chinese characters) names.
F B EF Do not write “,”
LI, YANQIN Please write “LI YANQIN” instead of “LI YAN QIN”.
Lo e Y e
# e o [China (Hong Kong))
Bi / GHAN Do not write kanji names.
‘i’mm Please write the name as “CHAN SHANSHAN”.

ﬂﬂ}ﬂﬂi/ SHANSHAN

[Taiwan)
Do not write kanji names. Do not write “,” and“-”.
Please write the name as “CHEN MEI HUA”.

;;MAY CHEN
il av OIS ™




# Furigana

Please write your name in Katakana accurately and in a way that you can understand.
Your national health insurance card will be created based on the Katakana written.
Please open a bank account using the same Katakana.

* Please clearly indicate whether the characters are in small letters or not.
Example T4 Tzy Tx,

* If you are from a country that uses Chinese characters, please choose either the
Japanese phonetic reading or the original reading.
Example: LIN ZHILING (KB€ #ME®H)
Choose either ") > > L1 (Lin Shirei)" (phonetic reading) or
“Y > <Y > (Lin Zilin)" (close to the country name)

> If you want to change your furigana, you will need to change your pension, bank
account, and everything else related to your furigana by yourself. Also, due to a
change in the law this year, it may not be possible to change furigana at a later date.

# Address

Please fill in your address accurately.

If you make a mistake in your registered address, important postal items such as
Certificate of Eligibility (Health Insurance), personal number notification and residence
card may not reach you. Before submitting, please double-check the street address,
room number, and other details.

> Please note that it may not be possible to erase an incorrect address from your
history even if you want to correct it later.

Z Date of move

Please write down the date when you started living in Okayama City in Japanese
calendar. This is not the day you arrived at a Japanese airport or the "date of landing
permission" written on your resident card. Even if you started living in Okayama City on
the day after your landing, that day will be your date of residence registration. We will
ask you where you stayed before coming to Okayama City from your landing date.
Example: Landing date R5.7.1 3nights at a hotel in Tokyo

The date when you started living in Okayama City R5.7.4

# tel + E-mail

Please provide a daytime phone number or email address where we can reach you.
A phone number where you can be reached, such as your school or laboratory, is also
acceptable.

#Z Others

Please do not forget to fill in your date of birth (in AD), sex, and relationship.
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Date of move Japaneso Tl YYANIOD & -
RENE |5f (3419 2% A (BAET BN -
HifEAT New address Wiflei 4164 New householder 1C % Name of applicant

BLARAR-TEHIE1 6% DOWNEY ROBERT JOHN
AT FEREVE KRBT S—- R 203 %% ) ROt TEL-e-mail

Name of your apartment and room number

FNR—hRovavEE
HEES
(BFFET)
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. DOWNEYROBERT JOHN __ 9% = T AR
C==Ra ) 2cx

Male/Female

T year  month
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Write your name as printed on your Residence Card.

If you do not yet have your Residence Card, please write your name as written on your
passport.

Your name should be written in capital letters.

REGISTRATION SFEAM For Non-Japanese

Signature with
your own

Date of move| _ Jsfarese caencer VVAWIOD Address - g handwritin,
REEA D wf1 390 H 24 0 (in Japanese) BOMOA - 9
H{EAT New address FititA EC 4 New householder i& 4 Name of applicant [

3t =
r:g-bﬂf EAH ‘T B3 # 1 6% G RIS SN DOWNEY ROBERT JOHN
o ( AR7/—1+203%% TEL-e-mail 090-1234-XXXX
Name of your apartment U Proxy
bldg. and room number & pi Address
(in Japanese) & % Name
i tel

Your phone number or
| email address available
~ during our business

‘411 Date ofbith B your reading [katakana] of your nam

v
77 7-5yhik% Name in alphabet
y GUATS (in Japanese)

&

Alias(Japanese name i oy haus

T year month. day

DOWNEYROBERT JOHN _19% = <

3 =
LA

L3 Date of birth Mabe/F<a ale i

- e/ bar imontif\g

K . Sex

3| LR

ValefFemale
i1 year | Relation to the main
householder

Please herein write
%' if you are the
main householder.
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K. 4 Name of applicant
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090-1234-XXXX.

TEL-e-mail
(A Proxy
& B Address
£ 4% Name
i tel
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B (Do not forget 1o filont RERERS (W) CETIMmEREE

your room number.
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(®) Process of Resident Registration upon Entry into Japan
(Kita Ward Office, Okayama City)

Please complete the "APPLICATION FOR RESIDENCE REGISTRATION"
and "National Health Insurance Enrollment" form in advance.

1 Please take a number tag and wait. There is a ticketing machine at
counter #1. (Available in Japanese, English, Chinese, Vietnamese, and
Korean)

pit Bl X |

When called by number, please submit the "Application For Residence
Registration", "Residence Card", and "National Health Insurance
Enrollment " at the counter. If any of the submitted documents are
incomplete, they will be corrected here. There are cases in which the
application may not be accepted.

You will be asked to wait in the waiting area while the documents are
being reviewed. If the office is crowded with many visitors, you may
be asked to wait outside the building.

4 You will be notified when your application is accepted and your
residence card will be returned to you.

This is the end of the procedure.
*|f you are over 20 years old, you will be guided to the National Pension
counter after this.

Approximate waiting time during peak season
Step 1 to 2 : About 1.5 hours
Step 3 to 4 : About 1 to 3 hours

When the city hall is busy, they might not be able to accept your
application. It’s recommended to arrive early.
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{£2/0n foot

JRREWERR O H 5 H1RPAHH & B~ #9205
From the East Exit of JR Okayama Sta., walk towards south on Shiyakusyo-suji Ave
for about 20 minutes.
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At JR Okayama Sta. Bus Terminal, take any of the

following buses and get off at "Shiyakusho-mae "

bus stop. It takes about 10 minutes.
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Bus Stop

BB/ <2
Okaden Bus

e ©

0000000

JREIWAR (=0O)
Okayama sta. East exit

RAAA

7%
Destination
BUWHRMES - AAMERIT
Bound for Schools attached to the Faculty of Education, Okayama University

BTN
Okaden Bus

BWHERMARD - KR1T
Boud for Ohhigashi via Okayama City Hall

BB/ <2
Okaden Bus

BUWHEPMRED - WA ) S WRRIT &
Bound for Okayama Rosai Hospital via Okayama City Hall

BB/ <2
Okaden Bus

BWHRPIRSD - mihdbue>r2—17%

Bound for Minami-fureai Center via Okayama City Hall

BB/ <2
Okaden Bus

BWHRPT - KiEBED KFRbITE
Bound for Daigaku Byoin Hospital via Okayama City Hall and Suidokyoku

BB 2
Okaden Bus

BUhRPIRd MMEXRMITE

Bound for Konan-eigyosho via Okayama City Hall

BT R
Okaden Bus

RWHRPT - ATSRBED BEDCNUMDITE

Bound for Kenkouzukuri-zaidan via Okayaka City Hall

BB/ <A
Okaden Bus

BUWHERRT - &b L RbRRS  FB - ERBRTE
Bound for Hirata and Kitanagase Sta. via Okayama City Hall and Ohmotobyoin
Hospital

BT~ 2
Okaden Bus

BWHERAT - SORd R - HEBTE
Bound for Shinbo and Manbai via Okayama City Hall and Tomita

BTN
Okaden Bus

BUWHERT - TFA - ¢ DHRRRBD KDKRITE

Bound for Hinomi via Okayama City Hall, Aseri and Seno Byoin Hospital

BB/ <2
Okaden Bus

BWHERR - 7TA - tOHRRD EHMBERRIT S
Bound for Shigeifuzoku Byoin Hospital via Okayama City Hall, Aseri, and Seno
Byoin Hospital

BT R
Okaden Bus

BWHRRT - A - tDOERRRDE D>~y 2 ABWITE
Bound for Convex Okayama via Okayama City Hall, Aseri and Seno Byoin
Hospital

TEAR

Shimoden Bus

BWHRRT - K7TERAT - BHEd FATE
Bound for Aseri via Okayama City Hall, Omoto sta. and Nishiichi

TEAR

Shimoden Bus

BUWHERT - FARD TEBERERETE
Bound for Shimoden-kojo-shako via Okayama City Hall and Aseri

TBR

Shimoden Bus

RUWHER - TA - BREERD RSRTE

Bound for Kojima sta. via Okayama City Hall, Aseri and Kojo-shako

2
Ryobi Bus

BWHEPT - T BT - RURD BAFNNRAL>2—-1T7&
Bound for Saidaiji Bus Terminal via Okayama City Hall, Sennichi-mae and
Higashiyama
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() Items sent after residence registration

- Certificate of Eligibility (Health Insurance)

* Notification of Residence Record Code

* Notice of your Individual Number (My Number) and My Number Card Application Form
* Residence Card (Those who have a stamp of “Residence card will be issued at a later
date” on their passport.)

IR Certificate of Eligibility (Health Insurance)

You will get your Certificate of Eligibility (Health Insurance) by postal mail in a week.
Certificate of Eligibility (Health Insurance) is the same size as the cash card, but when it
is sent to you, it is attached to a piece of paper with the address written on it, so it

arrives in a 120 x 235mm size envelope.
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Those who registered as residents and enrolled in National Health Insurance in April and
May will receive their payment slips until March of the following year by the end of July.
Those who registered in other months and enrolled in National Health Insurance will
receive their payment slip for the fiscal year by the end of the following month.
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Documents regarding the Mational Health Insurance
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Tuneo s tons Hoan . Lol National Health Insurance premium

* . . .
A payment slip or important notice

For inquiries and consultation about National Health Insurance, please contact
following address.

[Kita ward]Citizens National health Insurance and pension Division
[Naka ward]Citizens National health Insurance and pension Division
[Higashi ward]Citizens National health Insurance and pension Division
[Minami ward]Citizens National health Insurance and pension Division




IB2 Notification of Residence Record Code

Within approximately 10 days, you will receive a “Notification of Residence Record Code”
at home by ordinary mail.

This is not your Individual Number (My Number).

These are used for administrative procedures, etc., but are not used in everyday life, so
please keep them in a safe place.

Instructions written in Japanese, Vietnamese, Chinese and English are enclosed.
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2 Notification of Residence Record Code is being issued
as of your first municipal registration in Japan.

itz vt EBo 0 crocEiL Y, e Therefore, if you have already registered your address in

i other municipalities in Japan after October 2015, the

notice will not be issued this time because it has already

been issued at the time of your first registration in

Japan.

zommans-mes rosowsmene s | 3% This notification cannot be reissued if lost.

IB2 Notice of your Individual Number & My Number Card Application Form

About three weeks after your registration, this notice will be sent from#h 5 /A @KIE
B AT otE (3951112 /Kanagawa Prefecture) to you by a registered mail
service [face to face pick up mail].
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3 yA=h = FERH LSS, DRRON v g8k
SO WG HIDIZ [1236 5678 9012 3456 7890 123 ] T

QO RAFZ—A—FOZIRDICREAREHFZETTH, WEWICEKAR

P e ey e in other municipalities in Japan after October 2015, the
HER AR notice will not be issued this time because it has

i ]
FEa-F

already been issued at the time of your first
: ’ registration in Japan.
AR Wi R oSl B »¢ This notification cannot be reissued if lost.

BHWEHEE : 0120-95-0178

ramen

S =




Individual Number (My Number)

All residents of Japan, both Japanese and non-Japanese, are assigned Individual
Number(My Number), and this number is given to the individual in this notice.

You cannot present this when you start a part-time job. If you are asked to present
your Individual Number by your part-time employer, please obtain a certificate of
residence with your Individual Number(300 yen per copy).

Individual Number Card (My Number Card)

You cannot apply immediately after entering Japan.

Those who wish to make a My Number Card can apply for one with the enclosed
application form and envelop. The expiration date of the My Number Card is the
same as the expiration date of the period of stay of your residence card.

I Residence Card

If your passport has a “Residence Card will be issued at a later date” stamp, your
residence card will be sent to your home by registered mail service in about 10 days.
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