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2. Administrative Procedures
for Foreign Residents

M "Residence Card”

CITY | Census Registration Section

Resident Record Subsection
TEL: 03-5654-8192
City Branch Offices

Foreigners who are to stay in Japan on a mid- to long—term basis (more
than 90 days) will get a “Residence Card” after completing immigration
procedure at a port of entry or departure. Those with a “Residence Card”
must complete change of address notification procedures at their local
municipal office within 14 days of finding a place to settle down. Upon
completing these procedures, you will be registered in the “Resident
Record (Basic Resident Register)” and will be eligible for various
administrative services, such as health insurance and Child Allowances

A “Residence Card” certifies that you are a mid- to long—-term resident
in Japan with a legal status of residence. Those who are 16 years of age
or older must carry their “Residence Cards” at all times
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1. Procedures related to “Residence Card”
@® Foreign Residents Information Center

TEL : 0570-013904
(IP, PHS, Overseas: 03-5796-7112)
In any of the following cases, you must go to a ‘Regional Immigration
Bureau’” to complete the designated procedures. Those who live in Tokyo
can complete the procedures at ‘Tokyo Regional Immigration Bureau’ .
Please call ‘Foreign Residents Information Center’ for more information.

« If your status of residence has changed
- If you have renewed your “Residence Card”
- [f there is a change in your name, date of birth, sex, nationality
or region
- If your “Residence Card” has been stolen or lost
- If the organization you are affiliated with changes (for example, if
you have an employment status of ‘engineer’ or ‘student” and
change your place of employment or school)
- If you lose your spouse through death or divorce (if your status of
residence is either ‘spouse or child of a Japanese national’ ,
‘spouse or child of a permanent resident’ ,  ‘dependent’ , or
‘designated activities’ )

L Census Registration Section, Resident Record Subsection -
City Branch Offices
TEL : 03-5654-8192
In the following cases, you must go to the ‘Census Registration Section’
or any ‘branch offices’ to complete the designated procedures

- If there is a change in your address on the “Residence Card”

Report within 14 days after the change. Bring the “Notification Card”
or “Individual Number (My Number) Card” and “Residence Card” (=P.33).
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2. Re-entry System (If You Re-enter Japan)

Foreign Residents Information Center

TEL : 0570-013904

(IP, PHS, Overseas: 03-5796-7112)

The re-entry system includes two types of procedures: one for ‘re—entry

permits’ and one for ‘Special Re-entry Permits’ . Please call ‘Foreign
Residents Information Center’ for more information

3. Turning in Your “Residence Card”

Please turn in your “Residence Card” at the airport or seaport when
leaving Japan

If a cardholder dies, a family member should return the card to the

‘Immigration Services Agency’ within 14 days of the death.

Destination of Return by Mai |

Odaiba Branch Office, the Tokyo Regional Immigration Bureau
Tokyo Port Joint Government Bldg., 2-7-11 Aomi, Koto—ku,
Tokyo 135-0064

M "”Special Permanent Resident Certificate”

Census Registration Section, Resident Record Subsection

TEL: 03-5654-8192

A “Special Permanent Resident Certificate” shall be issued only to a

“Special Permanent Resident” . It will not be issued to the “Residence

Card” holders. The “Special Permanent Resident Certificate” needs not
to be carried all the time
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1. If Information on Your “Special Permanent Resident Certificate
Other than Your Address Changes

I something on your “Special Permanent Resident Certificate” besides
your address changes, such as a change in your nationality, please bring
(Dsome form of documentation certifying the change, @your “Special
Permanent Resident Certificate” , @your “passport (only for those who
have one)” and @one photo (4 cm tall x 3 cm wide) taken within 3-month
time, to the Census Registration Section, and complete the designated
procedures

2. Renewal/Reissue of Your “Special Permanent Resident Certificate”

The “Special Permanent Resident Certificate” has an expiration date
You can renew your certificate up to two months before the expiration date
written on the front of the certificate (and up to six months before for
those younger than 16 years of age). Please bring your “Special Permanent
Resident Certificate” , your “passport (note: only for those who have
one)” and one photo (4 cm tall x 3 cm wide) taken within 3-month time
to the ‘Census Registration Section’ , and complete the designated
procedures

If you lose your “Special Permanent Resident Certificate” , you must
complete the designated procedures for a new one. After filing a lost item
report with the police department or police station, please bring O some
form of documentation showing that your certificate was lost, such as a

“Certificate of Receipt of a Lost Item Report” , @ some form of personal
identification ( “driver’ s license” , etc.), @ your “passport (note:
only for those who have one)” , and @ one photo (4 cm tall x 3 cm wide)
taken within 3-month time to the ‘Census Registration Section’ , and
complete the designated procedures
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B "Resident Record”

Census Registration Section, Resident Record Subsection

TEL: 03-5654-8192

City Branch Offices

The “Resident Record” records information, such as names, addresses

etc., of all residents living in every local municipality. Foreign
nationals who live in Japan also need to be registered.

1. Upon Entering Japan and Decide to Live in Katsushika

After entering Japan, please complete ‘Notification of Moving—in’
procedure within 14 days of finding a place to live in Katsushika City.
@ The “Residence Cards” or “Special Permanent Resident
Certificates” of all members of the household
@ The “passports” of all members of the household
® The person filing the notification at the service counter must
bring some form of identification (such as a “Residence Card”
“Special Permanent Resident Certificate” , or  “driver’ s
license” .)
A “proxy letter” is also required if someone other than a member
of your household files the notification on your behalf
Documentation certifying the ‘family relationship’ may also be
required.

The “Resident Register Code” and the “Individual Number (My Number)”
will be informed after your “Residence Record” is created in Katsushika
City.

The “Individual Number (My Number)” is written on a “Notification
Card” (=P.33). Keep it safely as it is necessary for administrative
procedures at Katsushika City office etc.
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2. If You Move into Katsushika City from Another Municipality
Please complete ‘Notification of Moving—in” procedures within 14 days
of finding a place to live in Katsushika City
@M The “Certificate of Moving-out” issued by the municipality
administering your previous residence
@ The “Residence Cards” or “Special Permanent Resident
Certificates” of all members of the household
@ The “Notification Card” or “Individual Number (My Number) Card”
of all members of the household (=P.33)
@ The person filing the notification at the service counter must
bring some form of identification (such as a “Residence Card”
“Special Permanent Resident Certificate” , or  “driver’ s
license” .)
A “proxy letter” is also required if someone other than a member
of your household files the notification on your behalf
Documentation certifying the ‘family relationship’ may also be
required.

3. If You Move Out of Katsushika City to Another Municipality
If you have decided where you will be living in another municipality in
Japan, please complete the ‘Notification of Moving-out’ procedure before
you move. The procedure can be completed up to 14 days before you move
out. You will be issued a “Certificate of Moving—out”
@ The person filing the notification at the service counter must
bring some form of identification (such as a “Residence Card”
“Special Permanent Resident Certificate” , or  “driver’ s
license” .)
A “proxy letter” is also required if someone other than a member
of your household files the notification on your behalf
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4. If You Move Within Katsushika City
Please complete ‘Notification of Change of Address’ related to your
“Resident Record” within 14 days of finding a new place to live.
@ The “Residence Cards” or “Special Permanent Resident
Certificates” of all members of the household
@ The “Notification Card” or “Individual Number (My Number) Card”
of all members of the household (=P.33)
@ The person filing the notification at the service counter must
bring some form of identification (such as a “Residence Card”
“Special Permanent Resident Certificate” , or  “driver’ s
license” .)
A “proxy letter” is also required if someone other than a member
of your household files the notification on your behalf
Documentation certifying the ‘family relationship’ may also be
required.

5. When Leaving Japan
If you are moving to a location outside Japan, please complete the
‘Notification of Moving—out-of-Japan’ procedure related to your
“Resident Record” . These procedures can be completed up to 14 days before
the day you move out.
D The “Residence Cards” or “Special Permanent Resident
Certificates” of all members of the household
@ The person filing the notification at the service counter must
bring some form of identification (such as a “Residence Card”
“Special Permanent Resident Certificate” , or  “driver’ s
license” .)
A “proxy letter” is also required if someone other than a member
of your household files the notification on your behalf
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6. If the Head of Your Household or Household Composition Changes
If the head of your household changes, or your household is divided or
combined with another household, please complete the ‘Notification of
Change of Household” procedures
@ The  “Residence Cards” or  “Special Permanent Resident
Certificates” of all members of the household
@ The person filing the notification at the service counter must
bring some form of identification (such as a “Residence Card”
“Special Permanent Resident Certificate” , or  “driver’ s
license” .)
A “proxy letter” is also required if someone other than a member
of your household files the notification on your behalf
Documentation certifying the ‘family relationship’ may also be
required.

M Procedures related to Marriage, Birth & Death
Census Registration Section

Family Registration Notification Subsection TEL: 03-5654-8190
1. Registration of Marriage
Please contact the Family Registration Notification Subsection for
details as necessary documents may differ by country

2. When a Baby is Born

When your baby is born in Japan, either the mother or the father needs
to complete the ‘Birth Notification’ procedure to Katsushika City for
creating the “Resident Record” of your baby within 14 days after the
birth.
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hat to Bring

@ Birth Notification Form
@ Mother-and-Child Health Handbook (if you have one)
@ Passports and “Marriage Certificate (original/copy)”

% To confirm the names of the parents and the date of the marriage.

The “Resident Register Code” and the “Individual Number (My Number)”
will be informed after your baby’ s “Resident Record” is created in
Katsushika City. The “Individual Number (My Number)” is written on a

“Notification Card” or a notification letter. Keep it safely as it is
very important document. (=P.33)

<{Procedures following Childbirth>
Besides creating the “Resident Record” , there are other procedures
need to be followed

(@ Register for the “health insurance plan” . If you are covered by
the “National Health Insurance Plan” , contact the National Health
Insurance Section, Eligibility Subsection (03-5654-8210) for details
If you are covered by the “employee insurance” , contact your
company for details.

@ Apply for the “Child Allowance” and “Child Medical Card” .
Contact the Child Rear ing Support Section(03-5654-8294) for details

@ Apply for the “Status of Residence” and receive the “Residence
Card” for your child at the ‘Tokyo Regional Immigration Bureau’
within 30 days of the birth. Contact the bureau (03-5796-7112) for
details.

@ If you are a “Special Permanent Resident” , apply for the “status
of Special Permanent Resident” for your baby at the Census
Registration Section within 60 days after the birth. The “Special
Permanent Resident Certificate” will be issued later.

® Apply for a passport of your baby at the embassy of your country
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3. Death Notification

If a family member died in Japan, a family member of the deceased is
required to report within 7 days after the death to the municipal office
of either where he/she is deceased or where the person who files the death
notification lives. Bring “Death Certificate”

HImportant Identity Verification Document

CITY | Census Registration Section

TEL: 03-5654-8192
City Branch offices

1. Obtaining Copies of Your “Resident Record” (¥300 per copy)

A “Copy of Resident Record” serves as a certificate of the name and

address written in the “Residence Record”

(D The person filing the notification at the service counter must bring
some form of identification (such as a “Residence Card” , “Special
Permanent Resident Certificate” , or “driver’ s license” .)

A “proxy letter” s also required if someone other than a member of
your household files the notification on your behalf

2. “Personal Seal Registration” and

“Personal Seal Registration Certificate”

In Japan, a “seal (/nkan/ hanko)” is used instead of a signature as
evidence of confirmation and agreement. The “seal” used for particularly
important contracts must be registered in advance. The registered “seal”
is called “jitsu-in" . A “Certificate of Seal Registration” is required
to certify the “jitsu-in" officially belongs to the person who uses it.
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hhose Who Can Apply for Registratiod

Those 15 years of age or older who have completed resident registration
in Katsushika Gity (the applicant himself/herself must come to register)

hat to Bring

(@ Documentation to verify your identity (such as a “Residence Card” ,
“Special  Permanent Resident Certificate” , or “driver’ s
license” .)
@ The “seal” to be registered
XThere are set standards for the kind of “seal” that can be registered,
such as the size and material. Please call for more information.
@ Handling fee: ¥50
When you register a “seal” , you will receive a “Personal Seal
Registration Card”

When You Need a Certificate
Bring your “personal seal registration card” and apply for a

certificate at the ‘Census Registration Department’ or at a branch office.
(¥300 per copy)

HIndividual Number (My Number)

Census Registration Section Tel: 03-5654-8192
City Branch offices

1. How Individual Number (My Number) System Works

The “Individual Number (My Number)” is the 12-digit number that is
given to each and every resident of Japan

The “Individual Number (My Number)” is required for living in Japan
such as for tax reports, health insurance procedures, for employment with
a company. Even if your address changes, your “Individual Number (My

Number)” does not change
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When you enter Japan and complete the procedures for “Resident Records” ,
a notification letter with your “Individual Number (My Number)” written
on it will be mailed to you. Since the notification letter of vyour
Individual Number (My Number) is an important document, please be sure to
receive it

2. “Notification Card”

“Notification Card” is a card with your “Individual Number (My Number)”

written on it

=smm 1234 5678 9012

e #% {ET

<, J N/
Sl o SN
ax OORDOBZXAROC T HOMRET VY

FRIEFINIIEHE am i«
B PRI N X

[ Notification Card (front) ] [ Notification Card (back) ]

This card is required when you need to show your “Individual Number
(My Number)” for various procedures

When required to show your “Individual Number (My Number)” , please
show your “Notification Card” along with your “Residence Card” ,
“Special Permanent Resident Certificate” , your “passport” or other
equivalent ID document.

The “Notification Card” cannot be used as a document to confirm
personal identification. The “Notification Card” cannot be reissued
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3. “Individual Number Card”

The “Individual Number (My Number) Card” is an IC card with an ID
photo of the cardholder and the “Individual Number (My Number)” written

on it.

It can be used as an official form of personal identification.
An  ‘electronic certificate’ is recorded in the card so it can be
used for electronic applications, such as e-Tax
By showing your “Individual Number Card” , your ‘individual
number’ and ‘identification’” can be confirmed with just one card.
The handling fee for the first issue is free of charge (a handling
fee is charged for a reissue).
In Katsushika City, you can use automated certificate issuing
service at convenience stores.
If you are not a Permanent Resident or a Special Permanent Resident
the expiration date of your “Individual Number Card” is same as
that of your “Residence Card” . If your “Individual Number Card”
expired, a handling fee is charged for a reissue. Make sure you
first renew your “Residence Card” earlier, then complete the
renewal procedure of your “Individual Number (My Number) Card”
within the expiration period. Please bring your new “Residence
Card” and vyour “Individual Number (My Number) Card” to
Katsushika City Office

If you want to have an “Individual Number Card” , you must file a

separate application. Please call the “Katsushika City Individual Number
Card Information Center” (0570-66-6754: Navi—-dial) for more information.
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4. Procedures that Require “Individual Number Card”

- When you file a ‘Notification of Moving—in’ or ‘Notification of

Moving-out’ related to your “Resident Record” , bring the
“Individual Number (My Number) Card” , if you have one, of everyone

who changes the address.

« If your name etc. changed related to the “Change of Residence Card”
make sure you bring your “Individual Number (My Number) Card” if
you have it.

5. Inquiries Concerning the Individual Number System
[Inquiries Concerning Applying for an “Individual Number Card” ]
Katsushika City Individual Number Card Information Center
TEL: 0570-66-6754 (Navi-Dial)
(Japanese, English, Chinese, and Korean)
Weekday 8:30~17:00
(closed during the Year-end/New Year holidays)

https://www. city. katsushika. |g. jp/kurashi/1000046/ index. html

[Inquiries Concerning the Individual Number system]
“My Number” Comprehensive Free Dial (Cabinet Office)
TEL: 0120-95-0178 (in Japanese)
TEL: 0120-0178-27
(English, Chinese, Korean, Spanish, and Portuguese)
Weekday 9:30~20:00
Saturdays, Sundays, holidays 9:30~17:30
(closed during the Year-end/New Year holidays)

https://www. kojinbango-card. go. jp/otoiawase/

39



