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Information on Public Programs

Registration, Certification, and Miscellaneous Notifications

Residency Management System for Foreigners

Starting from July 9, 2012 the new residence control
system began so that foreign residents would be reg-
istered under the basic resident registration system in-
stead of the alien registration system.

In place of the Alien Registration Certificate, foreign
nationals will be issued either the Residence Card (for
medium to long-term stays), or the Special Permanent
Resident Certificate (for Special Permanent Residents).
Please complete procedures to change the Alien Reg-
istration Certificate to the Special Permanent Resident
Certificate as soon as possible, if you have not already
done so.

M Residence Card

Eligibility: Persons staying for the medium to long
term in Japan (including Permanent Residents)

Where to Apply: Immigration Services Agency

Information Shown on Card:

Residence card number, Name, DOB, sex, nationality
or region address, visa status, visa validity period (last
day), type of authorization, authorization date, term of
validity

M Special Permanent Resident certificate

Eligibility: Special Permanent Residents

Where to Apply: Service counters in 10 locations in

the city (Civic Affairs Counters of District Administra-

tion Offices and Community Branch Offices)

Information Shown on Card:

Name, DOB, sex, nationality or region address, address,

the special Permanent Resident Certificate number, the

grant date, the validity

*These cards are embedded with an IC chip with an
expiration date. All are issued by the Immigration
Services Agency director.

Procedure for persons staying for the medium to long term in Japan

(including Permanent Residents)

Medium to long-term residents (including Permanent
Residents) can only perform procedures related to sta-
tus of residence or Residence Cards at the Immigration
Services Agency. (No notification is necessary at City
Hall)

M The notification of the update and the change about
the residence qualification and so on

(1) When changing period or status of residence.

(2)When your name, DOB, sex, the nationality or re-
gion changes.

(3)When you wish to include the characters used to
write your name.

H Application related to Residence Card such as updat-
ing and reissue

Where to Apply: Immigration Services Agency

What to bring:

* Residence Card

* Passport

* 1 Photo (taken within 3 months) (H4xW3cm)etc.

*You may require documentation proving the change.

Inquire for details.

Inquiries: Immigration Information Center (Weekdays
8:30 a.m. - 5:15 p.m.)

Tel: 0570-013904

Tel: 03-5796-7112 (From IP phones, PHS, or overseas).

Unless otherwise specified, please inquire in Japanese.
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Information on Public Programs

Special Permanent Resident Procedure

Procedures for Special Permanent Residents can be per-
formed at service counters in 10 locations in the city
(Civic Affairs Counters of District Administration Of-
fices and Community Branch Offices).

Procedures related to Special Permanent Residence per-
mission or Special Permanent Resident Certificates require
you to come two times, once to apply and once to receive.
Same-day issuance is not possible. Two to three weeks
may be required between application and issuance.

When your certificate is ready for issue, it can be mailed
only when it is extremely difficult for you to visit the
office counter. You must include a Reason Form with
your application, as well as an envelope with postage (for
¥729). Please call for more information.

Application related to Special Permanent Residence
Status
M When requesting special permanent residence status
(apply within 60 days of birth, etc.).
What to bring:
(1) When applying
* Special Permanent Resident Application From (avail-
able at service counter).
* Documentation proving birth in Japan, etc.
(2) When receiving
* Notification of Scheduled Issuance (Sent by postal
mail when determined)

Applications for Special Permanent Resident Certificate
M When changing name, DOB, sex, nationality or region
What to bring:
(1) When applying
* An active passport (or documented reason if unable
to submit passport)
* Special Permanent Resident Certificate
* 1 Photo (taken within 6 months) (H4xW3cm) etc.
* Documentation proving change
E.g.: Active passport, certification of nationality or
other registration certificate based on Korean Family
Relationship Registration, certificate of addition to birth
notification, name or other change confirmation certifi-
cation, etc.
(2) When receiving
* Notification of Scheduled Issuance (Sent by postal
mail when determined.)
* Special Permanent Resident Certificate

B When updating effective period.

B When the card is severely damaged or defaced, or
the IC records are damaged.

What to bring:

(1) When applying

* An active passport (or documented reason if unable
to submit passport)

* Special Permanent Resident Certificate

* 1 Photo (taken within 6 months) (H4xW3cm) etc.

(2) When receiving

* Notification of Scheduled Issuance (Sent by postal
mail when determined)

* Special Permanent Resident Certificate

H When lost, stolen on damaged
What to bring:
(1) When applying
* An active passport (or documented reason if unable
to submit passport)
* 1 Photo (taken within 6 months) (H4xW3cm) etc.
* A document showing you lost your Special Permanent
Resident Certificate (e.g., Lost Property Certificate)
(2) When receiving
* Notification of Scheduled Issuance (Sent by postal
mail when determined)

B When requesting replacement
What to bring:
(1) When applying
* An active passport (or documented reason if unable
to submit passport)
* Special Permanent Resident Certificate
* 1 Photo (taken within 6 months) (H4xW3cm) etc.
(2) When receiving
* Notification of Scheduled Issuance (Sent by postal
mail when determined)
* Special Permanent Resident Certificate
* Fee for issuance ¥1,600 (payment stamp)

Il When changing from a Special Permanent Resident
Certificate equivalent (old Alien Registration Certifi-
cate)

What to bring:

(1) When applying

* An active passport (or documented reason if unable
to submit passport)
* Alien Registration Certificate
* 1 Photo (taken within 6 months) (H4xW3cm) etc.
(2) When receiving
* Notification of Scheduled Issuance (Sent by postal
mail when determined)
* Alien Registration Certificate
Inquire for details.

Inquiries: Resident Registration Section, Resident and
Family Registration Division (Juminkiroku / Koseki-ka,
Juminkiroku-tanto)

Tel: 03-5432-2236

Unless otherwise specified, please inquire in Japanese.
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Information on Public Programs

Resident Registration for foreigners

M The resident registration is the basis of the office
work concerning the National Health Insurance, the
national pension and so on. Notify within 14 days.

M By submitting a residence card or a Special Perma-
nent Resident Certificate when filing notification
concerning your address, it also serves as notifica-
tion to the Immigration Services Agency . When fil-
ing a notification concerning your address, please be
sure to bring the residence card, etc. of all the parties
whose addresses will be changed.

* If you move into Setagaya City from another munic-
ipality or from another country, you must file notifi-
cation of moving into the city.

* When moving out of the city or overseas, you will
require a moving out notification. When you move
to another municipality, be sure to take with you the
certificate of moving out issued when filing the noti-
fication of moving out and submit it to the municipal
office of your new address. Please be aware that you
cannot complete moving in procedures without a
moving out certificate.

* When moving within Setagaya, you must complete
address change notification procedures.

* The notification about the address will be handled
at service counters in 10 locations in the city (Civic
Affairs Counters of District Administration Offices
(p-21)and Community Branch Offices (p. 25)).

* When a person other than a member of the same
household applies on behalf of the applicant him-
self/herself, a proxy letter written by the applicant
himself/herself is necessary. For more information,
please read p. 43.

*Refer to p. 41~ concerning the various notification
procedures related to registering your address.

*Refer to p. 43~ concerning the issue of the resident
record copies.

*Refer to p. 49~ concerning seal registration.

Inquiries: Resident Registration Section, Resident and
Family Registration Division (Juminkiroku / Koseki-ka,
Juminkiroku)

Tel: 03-5432-2236

Address change procedure for foreign residents

M Entry into Japan (applicant begins life in Japan)

What to bring:

e Jtem A

* Passports for all new residents

* When moving in as a family, you must provide orig-
inal and translated documents proving your familial
relationship through marriage or birth; must also in-
clude the name of the translator. You may also submit
your own translations of these documents.

Deadline: notify within fourteen days

Application by post: Not allowed

M Moving into the city (from another city, town or vil-
lage in Japan)

What to bring:

eJtems A,B,C, F

*» The change of address certificate the municipal office
of your previous residence issued

* Individuals enrolling in the National Health Insurance
scheme become members of a household enrolled in
the National Health Insurance, resulting in a change of
the head of the household: National Health Insurance
cards of all household members

¢ Individuals certified for long-term care: Long-term
Care Insurance card municipal office of your previous
residence, etc. issued (for all enrollees in the house-
hold)

Deadline: within fourteen days after moving into your

new residence.

Application by post: Not allowed

Il Moving out of the city (to another city, town, or vil-
lage in Japan or overseas)

What to bring:

* The residence card or special permanent resident cer-
tificate of the person notified

*Items D, E, G

Deadline: about fourteen days ahead of move

Application by post: Allowed

M Address change (in the city)

What to bring: Items A, B,C, D, E, G

Deadline: within fourteen days after moving into your
new residence.

Application by post: Not allowed

H Changes in household

* Change of head of household

* Household is divided

* Households are combined

What to bring:

* The residence card or special permanent resident cer-
tificate of the person notified

eItems D, E, G

Deadline: within fourteen days after the changes

Application by post: Not allowed

Whenever you come in to complete procedures, bring
the following documents that apply to your situation
with you:

Unless otherwise specified, please inquire in Japanese. 41
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Information on Public Programs

A Residence Card, or Special Permanent Resident
Certificate (for all relocating individuals)

B Individual Number Card (for all holding individu-
als)

C Basic Resident Registration Card (for all holding
individuals)

D National Health Insurance Card (for all enrollees in
the household)

E Medical Care System for Older Senior Citizens
Card (those who have a valid card only)

F Certificate of Personal Contribution Amount for
Medical Care System for Older Senior Citizens
(only if you have one)

G Long-term Care Insurance Card or Certificate of
Eligibility (those with a valid card only)

Power of Attorney Letter for Moving In

* The applicant must complete the document in indeli-
ble black ink (ballpoint pen, etc.).

* Please be sure to bring agent’s person himself confir-
mation material (Individual Number Card, Driver’s
license and Health Insurance Card).

* When it’s being filled out in a foreign language,
please be sure to attach a Japanese translation. (Spec-
ify the translator’s name )

* Please inquire for details.

(Sample)
Power of Attorney Letter
Date:

To: Mayor of Setagaya City
Applicant:

Address:

Name:

, Setagaya-ku

As the proxy of the person noted below, I delegate the rights to
complete procedures of *,

(1) The person who moves

(has moved)
Note: Please enter the name of all.
(2) Date you move

(have moved)
(3) Address of household before moving

Head of household before moving
(4) Address of household after moving

Head of household after moving
(5) Phone number (weekday daytime)

(Proxy)
Address:
Name:

Date of Birth:

* Please write “Notification of moving into the city,” “Notification of
moving within the city” or “Notification of moving out of the city,”
depending on your circumstances.

Type of Certificate (related to Resident Registration)

B You can have the Juminhyo (Resident Record Cop-
ies) issued as an official document that confirms your
address, etc.

M In addition, the applicant visiting the counter in per-
son must bring along an official document issued by
a Japanese administrative authority, such as a Resi-
dence Card, Special Permanent Resident Certificate,
driver’s license, etc., as proof of identity.

M If the application is made by a person other than the
applicant or a member of their household, it is neces-
sary to present a Power of Attorney Letter written by
the applicant themselves in addition to the personal
identification document of the person who is visiting
the counter in person. (Refer to p. 47)

*The Power of Attorney Letter should be written on
letter paper or A4 size white paper by the applicant
himself/herself.

*If the Power of Attorney Letter is in a foreign lan-
guage, you must attach a Japanese translation.(Write
down the name and address of the translator)

* Inquire for details.

M Resident Record Copies (Revised Residence Certificate)
Resident Record or Certificate of Items Listed in the
deleted Resident Record

Fee for issuance: ¥300 each

Location: Service counters in 10 locations in the city

(Civic Affairs Counters of District Administration Of-

fices and Community Branch Offices)

Application by post: Allowed

M Certificate of Items Listed in Resident Record(delet-
ed residence record)

M Certificate showing only the items required by the
applicant out of the items listed in the Resident Re-
cord or deleted Resident Record (but showing the
name, address, date of birth, and sex).

*The applicant may request to have their sex hidden
or omitted.

M Certificate of Non-Residence
Certificate showing that the name and address re-
quested by the applicant are not included in the Resi-
dent Record.

Fee for issuance: ¥300 each

Location: Service counters in 10 locations in the city

(Civic Affairs Counters of District Administration Of-

fices and Community Branch Offices)

Application by post: Allowed

Unless otherwise specified, please inquire in Japanese.
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Information on Public Programs

Items Shown in the Juminhyo (Resident Record Copies)

The following items are shown in Resident Record Cop-
ies (information current after July 9, 2012).

M [tems common to Japanese and foreign residents
¢ Name
«DOB
e Sex
¢ Address
¢ Name of head of household
¢ Relationship to head of household
¢ Date of moving in notification
« Previous address
¢ Resident Record code
¢ Individual Number

M Items for foreign nationals only
(I)Medium to long-term visa holders and so on
¢ Date new system is enacted
« Nationality/region
* Alias
e Fact that card holder is a medium- to long-term visa
holder
e Visa status
« Visa validity period
 Expiration date
¢ Residence Card number and so on
(2)Special Permanent Resident
¢ Date new system is enacted
¢ Nationality/region
e Alias
e Fact that card holder is a Special Permanent Resident
 Special Permanent Resident Certificate number
(3)With being native or the nationality loss Within 60
days
¢ Date new system is enacted
e Alias
« Fact that holder has overstayed in order to give birth
or due to loss of nationality
* Information noted in Resident Record Copies is lim-
ited to current information after July 9, 2012. Previ-
ous addresses are not shown.

l Name Shown in the Jyuminhyo (Resident Record)
The name on the Jyuminhyo (Resident Record) is, in
principle, shown in the English alphabet. Individu-
als who are from countries that use kanji characters
should enter their name in kanji characters as well as
the alphabet. If your own name is shown in simpli-
fied kanji characters or traditional kanji characters
on the Alien Registration, the characters are convert-
ed into kanji characters approved by the Ministry
of Justice. This is the name that will appear in your
Jyuminhyo (Resident Record).

W Aliases

In principle, foreign nationals who have had aliases
noted under the Alien Registration System should
enter their alias(s) in the “Alias” line. Further, as of
the Date of Enactment, the following text will be
shown on the Jyuminhyo (Resident Record) “Notes”
line: “Notes on entering and erasing aliases: The
name of the city, town, or village and the date the
alias is noted (July 9, 2012).”

If you apply for a new alias, bring two or more docu-
ments that show you are using the alias in the social
sphere to the service counters in 10 locations in the
city (Civic Affairs Counters of District Administra-
tion Offices and Community Branch Offices).

* An example of documentation proving that you are
using the alias in the social sphere: company ID,
student ID, or other personal identification issued by
the workplace or school, bankbook, credit card, etc.,
showing the alias (business cards, letters, etc., cannot
be used as proof).

* Alias shown previously in the Alien Registration
Certificate are not shown on the Residence Card or
Special Permanent Resident Certificate.

B Address/Date of Enactment of New System

Previous addresses are not noted for alien residents
who had registered in Setagaya City before July 9,
2012 (date of enactment). The date that the new sys-
tem is enacted (July 9, 2012) is noted. If you moved
into Setagaya City from another municipality on or
after July 9, 2012, your previous address and the date
that you began living in Setagaya City will be noted.

M Relationship

This is the relationship between the individual and
the head of household. If you wish to note your
relationship with your spouse, child, etc., on your
Resident Record, you need a document proving the
relationship between the individual and the head of
household issued by your country of origin (if the
document is in a foreign language, please be sure to
attach a Japanese language translation that specifies
the name of the translator).

Il Number of Residence Card, Etc.

The number of your Residence Card or Special
Permanent Resident Certificate is noted on your
Residence Record. If you hold an Alien Registration
Certificate in place of a Special Permanent Resident
Certificate, this is the number noted on your Alien
Registration Certificate excluding the last digit.

Unless otherwise specified, please inquire in Japanese.
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Information on Public Programs

Power of Attorney Letter Required for

Obtaining Resident Record Copy, etc.

*The applicant must complete the document in indelible
black ink (ballpoint pen, etc.).

*Have the very person confirmation material (Individu-
al Number card, driving license, health insurance card
and so on) of the agent certainly.

*When it’s being filled out in a foreign language, please
be sure to attach a Japanese translation. (Specify the
translator's name)

*If the Resident Record code or Individual Number was
entered in (11), the copy of the Resident Record will
be sent to the applicant directly (fees must be paid by
the applicant).

*Inquire for details.

M Requests for public disclosure related to the Alien
Registration Ledger
It is necessary to submit a request for disclosure to
the Immigration Services Agency to disclose infor-
mation noted in the Alien Registration Ledger prior
to July 9, 2012. The individual in question or a legal
representative may request for disclosure. Please in-
quire on the detailed procedures.

Inquiries: Immigration Information Public Disclosure

Section, Information System Management Office, Gen-

eral Affairs Division, Immigration Services Agency

Tel: 03-5363-3005

Hours: Weekdays (Mon. — Fri.) 9:00 a.m. — 5:00 p.m.

Closed: Sat., Sun., national holidays, days off, Decem-

ber 29 to January 3

Address: 13F, Yotsuya Tower, 1-6-1 Yotsuya, Shin-

juku-ku

(Sample)
Power of Attorney Letter

Date:

To: Mayor of Setagaya City
<<Mandatory (The person who needs a certificate) >>

Address Setagaya-ku

*  When the present address is different from the above, enter
the present address in ().

( )

Name(the autography)

Date of birth

Phone number (weekday daytime).

I entrust the authority of the grant application and the receipt of

it as the agent in the following person.
[As for the following matters, you put entering or (O]

(1) The necessary name of the person (the person who specifies
in the certificate)

(2) Document and number of copies needed
[[] Residence record copies
[[] Copies of deleted residence record
[[] Certified copy of resident registration
[] Certificate of deleted items on the residence record
All of the family The part of the family
(3) Intended-purpose

(4) Family relationship with the family nurturer
Stretch +  not stretch
(5) Permanent domicile (The first one on the list)

[Only the Japanese choose]

Stretch +  not stretch

(6) Nationality-the area
Stretch  +  not stretch
(7) Number of the residence card and so on
Stretch +  not stretch
(8) Residence qualification-the period and so on
(Item of 45 norms of articles 30)
Stretch +  not stretch
(9) Date to have begun to live in Setagaya Ward actually
(Substantial resident day)
Stretch  +  not stretch
(10) Entry of the popular name and the matters about the
deletion (Popular name record)
Stretch  +  not stretch

(11) Other necessary items (e.g. My Number (Individual
Number), personal history, etc.)

Proxy (the person who comes to the service counter)
Address

Name

Date of birth

Unless otherwise specified, please inquire in Japanese.
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Unless otherwise specified, please inquire in Japanese.



Information on Public Programs

Seal (Inkan) Registration and Seal Registration Certificate

A registered seal is required for certain documents that
have to do with your rights and duties. The certificate is
issued after the following procedures are done. The reg-
istered Setagaya residents who are over 15 age can reg-
ister their seal. When applying, bring the seal you are
going to register and the following documents to prove
your identity. Only one personal seal can be registered
for one person. The same personal seal cannot be regis-
tered by more than one person.

M Location: Service counters in 10 locations in the city
(Civic Affairs Counters of District Administration
Offices and Community Branch Offices)

B What to bring

« Seal you are going to register

« The following documents to prove your identity
Ex. Japanese official-issue photo ID (Residence
Card, Special Permanent Resident Certificate, Indi-
vidual Number Card, Basic Resident Registration
card, Driver’s license, etc.)

* ]dentification must be currently valid.

* Copies are not accepted.

M Seal that can be registered

¢ Seals carved with the full name, name, or last name
(also aliases in the case of foreigners) listed in the
Resident Record.

*Separate notification must be made for katakana
seals. Inquire with the desk.

*The order of names and aliases must be the same as
on the certificate of residence.

« Seals must be in the official range of 8mm to 25mm
per side.

* Avoid mass-production seals (sanmonban,etc.)

Ml Seals that cannot be registered

« Seals showing pseudonyms, etc.

« Seals showing information other than your name (oc-
cupation, etc.)

¢ Seals made of materials that easily deform (rubber,
ebonite, etc.)

« Seals with unclear design or illegible writing

e Seals that do not have an outline or where the outline
is deformed

«Seals that do not fit in the official range of 8mm to
25mm per side.

*Note that there are also other types of seals that can-
not be registered. For details, contact our locations.
Applicants must have a Resident Record in Setagaya
to register a seal.

Certificate Issuing Service at Convenience Stores

As of February 2016, you can obtain copies of your Res-
ident Record and other certificates via the multipurpose
copy machines in convenience stores across the nation.
M To use
You will need a My Number Card with an electron-
ic certificate for user authentication. Use the PIN
(four-digit number) registered on the electronic cer-
tificate for user authentication.
M Stores and offices where the service is available in-
clude convenience stores, etc.
M Certificates available
¢ Resident Record copies
 Seal Registration Certificate
¢ Certificates of Taxation and Tax Payment for Munic-
ipal Resident’s Tax and Metropolitan Resident’s Tax
M Certificates not available
* Copies of obsolete certificates, resident records with
revised histories, resident records with your resi-
dent record code printed on them, copies of resident
records of households with persons who have filed
notification(s) of moving out, and copies of resident
records noting aliases and deleted items for foreign
residents.
e Taxation Certificates from the previous fiscal year
and before, and Tax Payment Certificates from two
years prior and before

*If you have submitted a notification of moving out of
the city, you can no longer use the certificate-issuing
service at convenience stores.

*Other certificates may not be issued depending on
their content.

M Fee for issuing certificates
¥200 per certificate

M Hours
6:30 a.m. to 11:00 p.m. (except the year-end/New
Year’s holidays and during maintenance periods);
hours may vary depending on the business hours of
the store you visit.

*Only the person whose name is printed on the Indi-
vidual Number Card can use this service.

*If your account becomes locked because you have
input the wrong PIN number or made any mistakes
in the registration procedures for the electronic cer-
tificate for user authentication, please bring your My
Number Card in person to the 10 service counters in
the city (Civic Affairs Counters of District Admin-
istration Offices and Community Branch Offices) or
the five My Number Card Electronic Certification
Procedure Counters in the city (in the Machizukuri
Centers (Community Development Branch Offices)
of Kamiuma, Umegaoka, Okusawa, Soshigaya, Ka-
misoshigaya) to unlock the account.

Unless otherwise specified, please inquire in Japanese.
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Information on Public Programs

Automated Certificate-Issuing Machines for Individual Number Card

M Types of certificates that can be issued:
* Resident record copies
* Seal registration certificates
» Municipal resident’s tax, metropolitan resident’s tax,
and tax payment certificates

M Certificates not available

« Copies of obsolete certificates, resident records with
revised histories, resident records with your resi-
dent record code printed on them, copies of resident
records of households with persons who have filed
notification(s) of moving out, and copies of resident
records noting aliases and deleted items for foreign
residents.

« Taxation Certificates from the previous fiscal year
and before, and Tax Payment Certificates from two
years prior and before, and certificates for those who
have not filed an income tax report.

*There are also other types of certificates that cannot
be issued. Inquire with the desk ahead of time for de-
tails.

M Fees for Certificate Issue
One copy: ¥200

B To Use This Service

* You will need a My Number Card with an electron-
ic certificate for user authentication. Use the PIN
(four-digit number) registered on the electronic cer-
tificate for user authentication.

*You cannot use automated issuing machine cards,
seal registration cards or basic resident registration
cards for this purpose.

Locations of Automated Certificate-lssuing Machines
for Individual Number Cards and Times of Use
* Civic affairs counters at district administration of-
fices (Setagaya, Kitazawa, Tamagawa, Kinuta and
Karasuyama); please refer to p. 19
Weekdays (except national holidays, days off),
8:30 a.m. to 5:00 p.m.
Saturdays (except the third Saturday of the month,
days off), 9:00 a.m. to 5:00 p.m.
* Community branch offices (Taishido, Kyodo, Yoga,
Futako-Tamagawa and Karasuyama); please refer to
p. 25.
Weekdays (except national holidays, days off),
8:30 a.m. to 5:00 p.m.
*The Taishido Community Branch Office is open on
Saturdays (except the third Saturday of the month,
days off), 9:00 a.m. to 5:00 p.m.

*The Karasuyama Community Branch Office is
open on weekends, national holidays, and days off,
9:00 a.m. to 5:00 p.m.

* Community development branch offices (20 loca-
tions in the city); please refer to p. 33 and 35.
Weekdays (except national holidays, days off),
8:30 a.m. to 5:00 p.m.

* Carrot Tower Resident Registration/Seal Registration
Certificate Issuance Service Counter
Please refer to p. 31
Daily, 9:00 a.m. to 8:00 p.m.

» Sakuragaoka Residents Center
Weekdays (except for national holidays, days off, and
days when the office is closed), 8:30 a.m. to 5:00 p.m.

* All machines will be closed during the yearend/New
Year’s holidays and on maintenance days.

*Only the person whose name is printed on the Indi-
vidual Number Card can use this service.

*If your account becomes locked because you have
input the wrong PIN number or made any mistakes
in the registration procedures for the electronic cer-
tificate for user authentication, please bring your My
Number Card in person to the 10 service counters in
the city (Civic Affairs Counters of District Admin-
istration Offices and Community Branch Offices) or
the five My Number Card Electronic Certification
Procedure Counters in the city (in the Machizukuri
Centers (Community Development Branch Offices)
of Kamiuma, Umegaoka, Okusawa, Soshigaya, Ka-
misoshigaya) to unlock the account.

*You can also use your Individual Number Card at
convenience stores (stores with a multipurpose copy
machine with administrative services) across Japan
to obtain a certificate. In principle, the hours are 6:30
a.m. to 11:00 p.m. (Vary depending on the opening
hours of the store).

Unless otherwise specified, please inquire in Japanese.
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Information on Public Programs

The Social Security and Tax Number System (Individual Number System)

Starting from October 2015, your Individual Number
(also known as My Number ) appears in your Resident
Record. You were notified of this number through a
notification card. Your individual number will be used
for processes in many areas, such as social security, tax
and disaster countermeasures.

Individual Number (My Number)

This is a twelve-digit number listed on your Resident

Record. Foreigners who have a Resident Record (such

as those staying mid- to long-term and special perma-

nent residents) receive an individual number.

M The same individual number will be used for the rest
of your life. The number will not change even if you
change addresses.

* If your individual number is leaked and there is a
chance it will be used for illegal purposes, you can
request a new number after notifying the police sta-
tions.

M As a rule, you will use the same individual number if
you depart Japan and re-enter at a later time. Please
keep your Individual Number Card or notification
card even after you leave Japan and bring it with you
the next time you enter the country.

Individual Number Notification Card

This card was sent to you to notify you about your indi-
vidual number (My Number). You will need it to com-
plete procedures for social security and tax. Please note
that this is sent to you only when you are issued your
individual number.

Notification cards sent on or after October 5, 2015 has
been invalidated since May 25, 2020. Unless there is
a change in the information on your notification card,
such as your name or address, you can continue to use
the card as documentation to verify your individual
number.

Individual Number Card (My Number Card)
The Individual Number Card is a plastic IC card that
lists your individual number and other information. You
can obtain one upon request.
M Information listed
Front: Photo, name*, address, date of birth, gender
and expiration date
Back: Individual number and name *
* Aliases and Original name will also be listed if it
appears on your Resident Record.
M Period of validity
* Mid- or Long-Term Stay: Until the visa expiration
date
* Highly skilled foreign professionals Type 2; perma-
nent residents; and special permanent residents
Those 18 years of age and older: Until your tenth
birthday after receiving your card
Those under 18 years of age: Until your fifth birthday
after receiving your card

M Fee
The first card is free; a reissue costs ¥800

M Card Issuance Process
The applicant (the person who will be on the card)
must visit the service counter at least once, either
upon application or when the card is issued. Please
note that card issuance takes one to two months from
the time of application.

@ When visiting the counter to apply

(1) Contact the Setagaya My Number System Call Cen-
ter, and make a reservation before coming to the ap-
plication service counter.

Tel: 03-3570-5031

(2) Please bring the following documents to the My
Number service counter at any of the 10 locations
in Setagaya City (Civic Affairs Counters of District
Administration Offices and Community Branch Of-
fices).

* Notification card (only you have one)
* The card will be collected at this time

* Basic resident registration card (only if you have one)
* The card will be collected at this time

* Residence card or special permanent resident certifi-
cate

3 Photo 35 cm X 45 CMm Not required at the My Number service count-

* Taken within the last six months.

* You will need to enter your PIN

(3) Your individual number card will be sent by postal
mail (and must be received by the cardholder)

@ When you will visit the counter to receive your card

(1) Fill out the individual number card application form
with the required information, affix your ID photo,
and send it in via postal mail using the envelope in-
cluded.

* Application forms are issued at the 10 service
counters in the city (Civic Affairs Counters of
District Administration Offices and Community
Branch Offices) or the five My Number Card Elec-
tronic Certification Procedure Counters in the city
(in the Machizukuri Centers (Community Devel-
opment Branch Offices) of Kamiuma, Umegaoka,
Okusawa, Soshigaya, Kamisoshigaya). You can
also download it from the “Individual Number
Card (My Number Card)” website.

* You can also apply from your mobile device, PC,
and some ID photo booths located around town.

(2) When your card is ready, you will be sent a notifi-
cation of issuance and a guide to card issuance by
postal mail.

* The guide tells you how to make a reservation to
pick up your card, what you will need to bring, etc.
Please make a reservation at service counters in
10 locations in the city (Civic Affairs Counters of
District Administration Offices and Community
Branch Offices)

(3) Come to the designated service counter at the sched-
uled time and date to pick up your card.

Unless otherwise specified, please inquire in Japanese.
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Information on Public Programs

M Recipient
* As a rule, the applicant must come to receive the
card in person
« If the applicant is under 15 years old or is an adult
ward, a legal proxy must accompany him/her
* The applicant may use a proxy only if there are
special circumstances that prevent him/her from re-
ceiving the card in person, such as sickness, physical
disability, severe mental disability, intellectual dis-
ability or long-term business trip, or if the applicant
himself/herself is below senior high school age. In
such cases, a document that proves the applicant can-
not come in person, a personal identification docu-
ment (with a portrait photo), or other such document,
is required.

A proxy cannot be used for reasons such as the appli-

cant being too busy with work.

* A Residence Card or Special Permanent Resident
Certificate is required even if you have an Individual
Number Card. Please see p. 37 and 39 for informa-
tion about procedures for a Residence Card or Spe-
cial Permanent Resident Certificate.

* Foreign-language translations of the individual num-
ber (My Number) card informational website are
available.

English: https://www.kojinbango-card.go.jp/en/index.html
Chinese: https://www.kojinbango-card.go.jp/zh-cn/index.html
Korean: https://www.kojinbango-card.go.jp/ko/index.html

*

Bl When you change your address
Please bring your Individual Number Card and Resi-
dence Card, etc. to service counters in 10 locations in
the city (Civic Affairs Counters of District Adminis-
tration Offices and Community Branch Offices).

M When you renew your Residence Card

Please bring your Individual Number Card and re-
newed Residence Card to service counters in 10 lo-
cations in the city (Civic Affairs Counters of District
Administration Offices and Community Branch Of-
fices) in person, and complete the designated proce-
dures for extending your Individual Number Card’s
period of validity. If you renew your Residence Card
after your visa has expired, however, or if your In-
dividual Number Card has expired, your Individual
Number Card is no longer valid and procedures to
extend the valid period cannot be done. If you need
an Individual Number Card, you must apply again.

M If you forget your PIN number

Please bring your Individual Number Card and Resi-
dence Card, etc. to the 10 service counters in the city
(Civic Affairs Counters of District Administration
Offices and Community Branch Offices) or the five
My Number Card Electronic Certification Procedure
Counters in the city (in the Machizukuri Centers
(Community Development Branch Offices) of Kami-
uma, Umegaoka, Okuzawa, Soshigaya, Kamisoshi-
gaya) and complete the designated procedures for
resetting your PIN number.

M If you lose your Individual Number Card

Please contact the Individual Number Card Call Cen-
ter to put a temporary stop on your card (foreign lan-
guages: 0120-0178-27; toll free) or Individual Number
Card Call Center (foreign languages: 0570-064-738).
If you find your card, complete the necessary proce-
dures to cancel the temporary stop. If you cannot find
your card, complete the necessary termination and
reissue procedures at service counters in 10 locations
in the city (Civic Affairs Counters of District Admin-
istration Offices and Community Branch Offices).

Electronic certificates
Two types of electronic certificates—for the bearer’s
signature and for user identification—in advance on
your Individual Number Card.
M Period of validity
Until your fifth birthday from the date the card was
issued, or until the end of your period of stay (if you
have one).

* The electronic certificate for your signature cannot be
used if your address, name or other information chang-
es, so please re-issue the information accordingly.

* Validity period renewal procedure can be carried out
from three months before the period of validity ends.

H Fee: ¥200
* The fee is the same even if you are renewing just one
type of electronic certificate.

Using Your Individual Number When
Completing Procedures

When writing your individual number on application
forms or other documents for procedures related to so-
cial security, tax or other fields, please also present your
Individual Number Card or notification card, and your
Residence Card (or Special Permanent Resident Certifi-
cate).

Submitting Your Individual Number to Your

Workplace

M You must submit your individual number to your
employer if you are working at a company, even if
it is just a part-time job. Please also present either
your Individual Number Card or notification card
(only if the information is not different from the
content written in your residence record), and your
Residence Card (or Special Permanent Resident
Certificate). Your employer will use your individual
number for procedures related to income tax, health
insurance and employment insurance.

M Brokerage firms and health insurance companies may
also ask you to present your individual number when
completing procedures such as for drafting payment
notifications for dividends and insurance benefits.

Inquiries:
My Number Card Division
Tel: 03-6413-9481 Fax: 03-6413-9482

Unless otherwise specified, please inquire in Japanese.
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Information on Public Programs

Reporting Births and Deaths

M Shussho Todoke (Notification of Birth)
(for when a child is born in Japan)
Reporting Period: Within 14 days of birth
Location : Municipal office where the parent is regis-
tered or where the birth occurs
Who: Father or mother of the child
Documents Needed:
* Birth notification form: one copy
* Birth certificate
» Maternal and Child Health Handbook
* Document showing the parents’s nationality (pass-
port, etc.)

M Shibo Todoke (Notification of Death)
(for when a death occurs in Japan)
Reporting Period: Within 7 days of first knowing
about the person’s death
Location: Municipal office where the person reporting
the death is registered, or of the place of death
Who: Relative and member of household of the de-
ceased
Documents Needed:

* Death notification form: one copy

* Death certificate or postmortem certificate

* Documents showing the nationality of the deceased

(passport, etc.)

Contact information regarding the above:

Please contact the Family Registration Section of the
counter run by the Family Registration Section of the
Civic Affairs Division at your registered District Ad-
ministration Office. ~ Refer to p. 21.

M When a child is born, you must do the following:

1. Application for the Medical Certificate for Infants
and Children and Health Insurance
Refer to p. 67, 87.

Marriage and Divorce

2. Visa status / period application (Immigration Ser-
vices Agency, within 30 days) Refer to p. 37, 39.

3. Report the birth to the parents’ country
—Contact the embassy or consulate of the parents’
country.

© You must apply for Special Permanent Residence for
your child at service counters in 10 locations in the
city (Civic Affairs Counters of District Administra-
tion Offices and Community Branch Offices) within
60 days of the birth.

O1f, within 60 days after a birth, neither Special Per-
manent Residence nor a visa valid over three months
is obtained for the child, the Resident Record will be
deleted, and the child will lose eligibility for the Na-
tional Health Insurance and the Medical Certificate
for Infants and Children.

© When a foreign national registered in Setagaya dies
overseas, bring a Death Certificate issued by a public
institution or hospital (doctor) to service counters
in 10 locations in the city (Civic Affairs Counters
of District Administration Offices and Community
Branch Offices) to delete the deceased’s Resident
Record (death notification). Be sure to attach the Jap-
anese translation of the Death Certificate written in
a foreign language. (Specify the translator's address
and name)

Contact information regarding:

Resident Registration Section, Resident and Fami-
ly Registration Division (Juminkiroku / Koseki-ka,
Juminkiroku-tanto)

Tel: 03-5432-2236

Service counters in 10 locations in the city (Civic Af-
fairs Counters of District Administration Offices and
Community Branch Offices)

BIf your marriage involves a Japanese national and a
foreign national, please contact the Family Registra-
tion Section of the counter run by the Family Regis-
tration Section of the Civic Affairs Division at your
registered District Administration Office.

Refer to p. 21.

B If you and your spouse are both foreign nationals,
please contact the embassies or consulates of your
respective countries.

Unless otherwise specified, please inquire in Japanese.
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