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Registrations and Procedures ~ S Dwviske Cazans Secson (TELIS-0817)

¥ Necessary Documents
1. Seal to be registered  #Rubber seals, chipped seals, or the same seal as that of a family
member cannat be registered.
2. Igentification (identification with a photograph of the face, issued by the govemment or
municipal offices, such as a driver' s Hoense)
#Those who want to use thelr nickname in Kanji, Katakana or Hiragana in iheir seal need to
register,
¥ Application for Certified Copy of Seal Registration
Fill in the applicant’ s address, name and birth date an the application form and bring it to the
counter with the seal registration card.

sWednesday Long Service Hours

¥ Days and hours

Every Wednesday (except national holidays and year-end / New Year holidays.)

8:15 am ~ 7.00 pm

¥ Valid Facllities

City Hall, Ogasa Branch, Central Public Hall (Chuo Kominkan), Plaza Keyaki (excluding tha

children's hall and the social welfare council}

#Some services require tha applicant to visit at ancther time or may not be able to handie a
request. If you are not sure, please call the related division before visiting.

mService on Sundays

¥ Days
Second Sundays Citizens Division {City Hall, 1F}

Fourth Sundays Ogasa General Service Division [(Ogasa Branch, 2F)

¥ Hours
B15am ~ noon

¥ Services Provided (Mo proxies aflowed. |

1. Issue of a certificate of registered matiers on the foreign resident’ s registry

(Gaikokujin Toroku Genpyo)

Seal registration procedure; issus of seal registration cartificate

Issue of certificate of all registered matiers [ individual matiers

Accepting the payment of city tax and naticnal health insurance fees

Accepting the payment of various facility fees, nursery school fee and water expenses
#Regarding No. 5 above, 8 payment without the associated fee recaipt cannot be accepted.

L SR

Ogasa Genesal Service Dresion Wistlare Secton [TELT3-1112)
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Registratmns am:i Procedures

sAlien Registration

Citizens Division Cifoens Section (TELI-001T)
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+ Passport
Upon Amval Within 90 days afes + 2 copies of photographid 5=3.5m )
fnitzal in Japan entering e country #hot necessary in the case of persons under 16
Ragistration ## Taken within & months
When a child Within B0 days + Cartificate of Birth {Shussel Shomeisha)
i bom of the birth + Pesspon (if possessed)
| 'Mm#mwl' Withim 14 days after Registration
Changes in | fesidence s changed | starting to reside. el O
Registration wmmm Within 14 days + Alipn Registration Card
changed of the change + Written: procf of the changes
» Passpon
. . + 2 coples of photograph (4.523.5 o |
Ceinaeof. 'H'”':::'::‘“ #MNot necessary in the case of parson under 16
Alien Reglstration Card hoowing #Taken within & months
 * Proof of loss issued by the police depariment office
+ Passpor
Replacement of When the card is lom + 2 copies of phatograph (4.523.5n )
Mdign Registration Card or stained #Mol necessary in the case of person under 16
S #Taken wilhin & months
! };‘"”“““"“““ Within 30 days of expiry | - Passport
Mmmlmw o s Mot necessary [n the case of person under 16
e 3 Taken within & months
#Alion Registration
+ Centificata of Birth {Shussel Shomeisha)
_ * Matemal ard Chikd Health Handbock {Boshi Kenko Techa)
Birth Motification Within 14 days of the birth ‘N Health § Card of the
{Kenks Hokersha)
Within 7 days of the fact ol | - Death Notification Form (Post-mortem Cartificate aftached)
Death Motfication
thes death being known « Aken Registration Card
Marriage / Divorca | Each national requires diffarent docwments. Pleasa inquire at the embassy ar consulata.
Exitand Please retumn the aSen regestration card 1o the examination officer 21 the port you ane
RB0lY. | aving the country o, ecept when you haws feceived re-aniry pemid.
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sintroduction

Precise information is necessary for the administrative service. Information on all individuals, such
as name, address, birth date, and sex are recorded in the Alien Registration Citizens Division.
Onece registered, a person can receive administrative services such as enrolimant to an
elementary school of & junior high school, and can join the national kealth insurance.

mAlien Registration etc.

¥initial Registration
Those who enter Japan and intend io stay in Japan for 90 days or more must visit City Hall and
apply for alen registration within 90 days of entry. Those foreigners who are going to giva a birth
or who have any other reasons must register within &0 days. (If the applicant is under 16, the
proxy should visit the City Hall to register in place of the applicant.)
BNecessary Documents

1. Passporl (if possassed)

2. 2 copias of a photograph taken within B months (4.5cm x 3.5¢m, clear picture of front

upper-body with mo background, Not necessary if the applicant is under 16.)

¥ Moving in and out { Changes in other registered items
Those who move into or cut of the city and/or those who change thedr place of residence within the
city must register within 14 days. Please contact City Hall,
¥ MNote
QOgasa General Service Division does not deal with inilial registrations or reissue of alien
registration cards such as when there is no space left an the back of the card.

mRegistrations

¥ Birth Registration

When a child is born inside Japan, the father or mother must submit the application form o the

municipal office where they reside within 14 days from the birth, If the couple s nol married, the

father cannct apply.

# Il efther the father or mother s Japanese or when a child s born oulside of Japan, this
requirement does not apply. Please ask the Clizens Division for more information,

sSeal (Inkan) Registration

¥ Applicants
A person aver 15 years old, whose name is written in the resident’ s card of Kikugawa City, or who
Is a regisiered allen can apply for seal registration,
¥ Seals which can be registerad
1. Custom-made seals (There ks no duplicate.)
2. Seals which show the name, surmname or first name recorded in the resident’ s card
{Juminhyo) or the foreign resident’ s registry (Gaikokujin Toroku Genpyo).
3. Seals betwean Bmm and 25mm in diameter

(TELT3-111d])



