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CHANGE OF STATUS OF RESIDENCE
• Every residence status outlines a set of activities that may be engaged in.
• Mid to long term residents in Japan will need to change their status of residence when they wish 

to engage in activities not listed under their current status of residence.
• “Student” resident status holders who have scholarships should be aware of whether or not their 

scholarship will be affected by a change in residence status prior to making any changes.
• International students who will work full-time in Japan after graduating must change their resi-

dence status before beginning their new job.  Being employed full-time while only having part-
time employment permission is prohibited.   

• The Immigration Services Agency of Japan accepts the Application for Change of Status of Res-
idence as soon as changes will occur with the applicant’s residence status, up until their period 
of stay expiries.

Procedures
1. Complete the Application for Change of Status of Residence For applicant parts and the corre-

sponding supplementary documents that corresponds with your desired residence status.
• Complete list (Japanese)

• “Student” (Excel ), Example
• “Artist / Cultural Activities” (Excel ), Example
• “Professor” (Excel ), Example
• Using Excel to fill in the application

2. Refer to required items list and prepare the required items
• "Student" Required Documents List 
• "Cultural Activities" Required Documents List 
• "Professor" Required Documents List 

3. Submit the Application for Change of Status of Residence For applicant parts to JUIC. 
• Sakura Campus students and staff should submit the application to the Sakura Campus Ad-

ministrative Department. 
• Hongo-Ochanomizu Campus staff who receive a salary from Juntendo University submit the 

application to the Personnel Affairs Department.
4. Submit the required items to the Immigration Services Agency of Japan.  If necessary submit the 

Notification of Accepting Organization too.
5. Immigration Services Agency of Japan may take 2 weeks to 1 month to review the application. 

• The Immigration Services Agency of Japan may request additional items not listed on the 
required items list.  

6. When the Immigration Services Agency of Japan completes the review they will send you a 
postcard telling you to pick up your new residence card may take 2 weeks to 1 month to review 
the application. 

7. Report the results of the review to JUIC. 

https://www.juntendo.ac.jp/english/juic/visas.html
http://www.moj.go.jp/isa/applications/procedures/16-2-1.html
http://www.moj.go.jp/isa/content/930004077.xlsx
http://www.moj.go.jp/isa/content/930004071.xlsx
http://www.moj.go.jp/isa/content/930004063.xlsx
https://www.juntendo.ac.jp/english/juic/doc/Immigration_Services.pdf
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• Applicants who receive a new residence card must submit the Status of Residence / Part-
time Job Notification Form.

https://www.juntendo.ac.jp/english/juic/visas.html
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CHANGE OF STATUS OF RESIDENCE
REQUIRED ITEMS Residence Status: "Student" 

DOCUMENTS NOTES

①

Application for Change of 
Status of Residence

For Applicant: Example
For University

• Use the Excel  form
• Using excel to fill in the application document

• In Japanese or English
• One-sided printout ONLY
• In black pen, no erasable pens allowed
• Attach a photo taken within 3 months of the application
• Put your name on the back of photo
• No correction pens or tapes are allowed

② Passport

③ Residence Card 

④ Student ID

⑤

Certificate of 
Enrollment

• Hongo-Ochanomizu Campus students: 
• Before requesting the certificate you must purchase a certificate 

ticket for ￥300 at the Academic Affairs Department (Century 
Tower, South Side, 13th Floor), cost ￥300, using the vending 
machine select :医（学部 ・大学院）証明書 【和文】

• Submit the ticket to your Academic Administrative Office.  
• Sakura Campus students: Sakura Campus Administrative Office
• First year students: Certificate of Admission / Letter of Acceptance
• Research students: Letter mentioning your period of enrollment and 

research theme

⑥ Transcript • First year students: Transcript from the last university/language 
school

⑦

Letter of Financial 
Support

• Check if your application follows No.22 on the form.  
• If an applicant finances them self, one of the following must be sub-

mitted:
1. Certificate of the applicant's bank account balance
2. Copy of the applicant's passbook, must include transaction 

history of last one year and the passbook number
3. Certificate of scholarship

• If an applicant is financed by another person, one of the following 
must be submitted:
1. Certificate of the supporter's bank account balance
2. Copy of the supporter's passbook, must include transaction 

history of last one year and the passbook number
3. Copy of the applicant's passbook, must include transaction his-

tory of last one year, passbook number, money received from 
the supporter

⑧
Certificate for Payment 
of Fee with a ￥4,000 
Revenue Stamp

• Use the Certificate for Payment of Fee (Excel  ) form 
• Purchase a ￥4,000 revenue stamp, available for purchase at the 

Japan Post

• Domestic certificates and official letters must be submitted within 3 months  they were issued
• International certificates and official letters must be submitted within 6 months from issuance

https://www.juntendo.ac.jp/english/juic/visas.html
http://www.moj.go.jp/isa/content/930004077.xlsx
http://www.moj.go.jp/isa/content/930002834.xls
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CHANGE OF STATUS OF RESIDENCE EXAMPLE 
Residence Status: "Student"

For applicant, part 1

Photo
- Plain Background
- Photo taken within 

the last 3 months
- No hats 
- Clear and sharp

9. Write N/A if you 
do not have a tele-
phone number.

13. Length should 
match the length 
of your program.   

11. -
12.

Refer to your 
Residence Card. 

16. If you do not 
have any family 
members living in 
Japan circle "No".

3. Write your full name 
as listed on your 
passport. 

8. Address where you 
live and registered 
at your local 
Municipal Office.  

United States of America 12 311994

TURNER                                    ELIZABETH

Researcher Los Angles, California, USA

090-1234-5678N/A

2-15-6-333, Sendagi, Bunkyo-ku Tokyo 113-0022

AB1234567 1 172030 

Cultural Activites
4 172021 

AB12345678CD

4 years and 3 months

Enter Juntendo University Graduate School

TURNER JOHNBrother 92/7/22 USA Japan University AB12345678CD

6 months

Student

Los Angles, California, USA

Link How to insert 
circles in Excel.

https://www.juntendo.ac.jp/english/juic/visas.html
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For applicant, part 2

LEAVE THIS SECTION BLANK

Juntendo University

2-1-1 Hongo, Bunkyo-ku, Tokyo, 113-8421 Japan 03-3813-3111

18

50,000

Mary Turner

50 Los Angles Drive, Los Angles, CA, 12345, USA

Doctor

50,000

500,000

5,000,000

(123) 123-4567

(123) 123-4567

Self 2019/10/1

50,000

Los Angeles University
2019 5

18. -
19.

Only if applica-
ble. 

(2) Carrying from 
abroad: Total 
amount within the 
last year.  

22. Select all of the 
options that apply 
to you from (1) - 
(3)

(3) If you are not be-
ing supported by 
someone abroad 
leave this section 
blank.   

(3) ① If you are sup-
ported by more 
than one person 
provide an addi-
tional document 
listing the details. 

17. Campus where 
you are studying.  

20. -
21.

Leave this ques-
tion blank.  

https://www.juntendo.ac.jp/english/juic/visas.html
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For applicant, part 3

LEAVE THIS SECTION BLANK

LEAVE THIS SECTION BLANK

Elizabeth Turner 2021 3 28

Sato Scholarship 
Foundation

26. Hand written 
signature in your 
native language 
and date applica-
tion submitted.  

(4) Select all cor-
responding to 
question (3).  

(5) Leave this ques-
tion blank if you 
do not have a 
scholarship. 

24. Select answer that 
applies to your 
situation.  

Customer Services

Technology Company 03-1234-5678

15 25,000

23. Circle “No” if you 
do not have a 
part-time job.  

https://www.juntendo.ac.jp/english/juic/visas.html
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CHANGE OF STATUS OF RESIDENCE REQUIRED 
ITEMS Residence Status “Cultural Activities”

For Hongo-Ochanomizu Campus Cooperating Researchers
DOCUMENTS NOTES

①

Change of Status of 
Residence

For Applicant: Example
For University

• Use the Excel  form
• Using excel to fill in the application document

• In Japanese or English
• One-sided printout ONLY
• In black, no erasable pens allowed
• Attach a photo taken within 3 months of the application
• Put your name on the back of photo
• No correction pens or tapes are allowed

② Passport

③ Residence Card 

④ ID

⑤

Certificate of 
Enrollment

• Request at the Research Support Center, Building A, North Side, 2nd 
Floor.  

• Before requesting the certificate you must purchase a certificate ticket 
for ￥300 at the Academic Affairs Department, Century Tower, South 
Side, 13th Floor, cost ￥300, using the vending machine select :
医（学部 ・大学院）証明書 【和文】

⑥
Research Plan • Report from your department detailing your activities and what you 

plan to do during your remaining time in Juntendo University.  

⑦

Letter of Financial 
Support

• One of the following items:
1. Certificate of the applicant's bank account balance
2. Copy of the applicant's passbook, must include transaction history 

of last one year and the passbook number
3. Certificate of scholarship
4. Certificate the applicant will receive a salary while in Japan from 

an institution in their home country

⑧
Certificate for Payment of 
Fee with a ￥4,000 Revenue 
Stamp

• Use the Certificate for Payment of Fee (Excel  ) form 
• Purchase a ￥4,000 revenue stamp, available for purchase at the Japan 

Post

• Domestic certificates and official letters must be submitted within 3 months  they were issued
• International certificates and official letters must be submitted within 6 months from issuance

https://www.juntendo.ac.jp/english/juic/visas.html
http://www.moj.go.jp/isa/content/930004071.xlsx
http://www.moj.go.jp/isa/content/930002834.xls
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CHANGE OF STATUS OF RESIDENCE EXAMPLE 
Residence Status “Cultural Activities”

For applicant, part 1

Photo
- Plain Background
- Photo taken within 

the last 3 months
- No hats 
- Clear and sharp

9. Write N/A if you 
do not have a tele-
phone number.

13. Length should 
match the length 
of your program.   

11. -
12.

Refer to your 
Residence Card. 

16. If you do not 
have any family 
members living in 
Japan circle "No".

3. Write your full name 
as listed on your 
passport. 

8. Address where you 
live and registered 
at your local 
Municipal Office.  

United States of America 12 311988

TURNER                                    ELIZABETH

Student Los Angles, California, USA

090-1234-5678N/A

2-15-6-333, Sendagi, Bunkyo-ku Tokyo 113-0022

AB1234567 1 172030 

Student
4 172021 

AB12345678CD

1 year

Complete research in Juntendo University 

TURNER JOHNBrother 86/7/22 USA Japan University AB12345678CD

4 years, 3 months

Cultural Activities

Los Angles, California, USA

Link How to insert 
circles in Excel.

https://www.juntendo.ac.jp/english/juic/visas.html
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Research

Juntendo University
Department of Dermatology 
and Allergology

Susumu Sato, M.D., Ph.D.

2-1-1 Hongo, Bunkyo-ku, Tokyo, 113-8421 Japan 03-3813-3111

20. Select all of the 
options that apply 
to you from (1) - 
(2)200,000

5,000,000

19. List your academ-
ic and employ-
ment history.  

Los Angeles University, BA

Los Angeles University, MD

Los Angeles University, 
Residency

Los Angeles Hospital, 
Fellowship9 2005

18. (2) Select “Aca-
demic Activities” 
and list the aca-
demic activities 
you will complete

LEAVE THIS SECTION BLANK

For applicant, part 2 

Self 2019/10/1

18. (1) Leave this 
question blank.  

Los Angeles Hospital, 
Attending Physician 

 5 2009

8 2009 5 2013

7 2013 7 2016

9 2016 8 2019

9 2019 2020

17. (2) Address and 
telephone num-
ber of the campus 
where you will 
study. 

https://www.juntendo.ac.jp/english/juic/visas.html
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For applicant, part 3

LEAVE THIS SECTION BLANK

Elizabeth Turner 2021 3 28
21. Hand written 

signature in your 
native language 
and date applica-
tion submitted.  

LEAVE THIS SECTION BLANK

https://www.juntendo.ac.jp/english/juic/visas.html
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CHANGE OF STATUS OF RESIDENCE 
REQUIRED ITEMS Residence Status: "Professor" 

DOCUMENTS NOTES

①

Application for Change of 
Status of Residence

For Applicant: Example
For University

• Use the Excel  form
• Using excel to fill in the application document

• In Japanese or English
• One-sided printout ONLY
• In black pen, no erasable pens allowed
• Attach a photo taken within 3 months of the application
• Put your name on the back of photo
• No correction pens or tapes are allowed

② Passport

③ Residence Card 

④ University ID • If you have already recieved one.  

⑤

Employment Certificate • Hongo-Ochanomizu Campus staff: Request at the Personnel Affairs 
Department, Century Tower, North Floor, 15th Floor

• Sakura Campus staff: Sakura Campus Administrative Office
• The certificate should list your position, employment period, and 

salary.

⑥
Certificate for Payment of 
Fee with a ￥4,000 Revenue 
Stamp

• Use the Certificate for Payment of Fee (Excel  ) form 
• Purchase a ￥4,000 revenue stamp, available for purchase at the Japan 

Post

• Domestic certificates and official letters must be submitted within 3 months  they were issued
• International certificates and official letters must be submitted within 6 months from issuance

https://www.juntendo.ac.jp/english/juic/visas.html
http://www.moj.go.jp/isa/content/930004063.xlsx
http://www.moj.go.jp/isa/content/930002834.xls
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CHANGE OF STATUS OF RESIDENCE EXAMPLE 
Residence Status: "Professor"

For applicant, part 1

Photo
- Plain Background
- Photo taken within 

the last 3 months
- No hats 
- Clear and sharp

9. Write N/A if you 
do not have a tele-
phone number.

13. Length should 
match the length 
of your contract.   

11. -
12.

Refer to your 
Residence Card. 

16. If you do not 
have any family 
members living in 
Japan circle "No".

3. Write your full name 
as listed on your 
passport. 

8. Address where you 
live and registered 
at your local 
Municipal Office.  

United States of America 12 311988

TURNER                                    ELIZABETH

Researcher Los Angles, California, USA

090-1234-5678N/A

1-1-1-333, Sendagi, Bunkyo-ku Tokyo 113-0022

AB1234567 1 172030 

Cultural Activites
4 172021 

AB12345678CD

1 year

Work at Juntendo University

TURNER JOHNBrother 86/7/22 USA Japan University AB12345678CD

6 months

Professor

Los Angles, California, USA

Link How to insert 
circles in Excel.

https://www.juntendo.ac.jp/english/juic/visas.html
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For applicant, part 2

Juntendo University

2-1-1, Hongo, Bunkyo-ku, Tokyo 113-8421 JAPAN 03-3813-3111
17. Campus where 

you are working.  

21. -
23.

Only if applica-
ble. 

(2) Only if applicable.

Los Angeles University, 
Post Doc6 2018  3 2019

Los Angeles University 2018 5

https://www.juntendo.ac.jp/english/juic/visas.html
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For applicant, part 3

Elizabeth Turner 2021 3 28

LEAVE THIS SECTION BLANK

LEAVE THIS SECTION BLANK

https://www.juntendo.ac.jp/english/juic/visas.html
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USING EXCEL  TO FILL IN THE APPLICATION 
DOCUMENTS

• International students and researchers who ask the International Center to help them complete 
the certificate of eligibility, extension of period of stay, or change of residence status procedures 
should submit the application forms to the International Center as excel files.  

• The application files have a number of questions that require yes or no answers.  
• Please complete the following procedures to indicate your response to a yes or no question on 

the application documents.  

Procedures
• Select the “Insert” tab in excel. 
• Select the “Shape” icon.  
• Select the circle icon.  

• Make a circle. 
• Select “No Outline” for “Shape Fill” and black for “Shape Outline”.  
• Adjust the size of the circle to indicate your response.  

 
Sample

         

https://www.juntendo.ac.jp/english/juic/visas.html





