Request Form for Transcripts and Certificates
Please send the following by mail to the CJS Office:
1. This request form (ensuring that every section is filled in)  
2. International reply coupon (postage stamps for within Japan) covering the fee and postage costs. 　
※  Payment is NOT accepted by wire transfer, bank checks/personal checks/revenue stamps/cash/credit card.
	◆Where to send them◆
CJS Office, Nanzan University

18 Yamazato-cho, Showa-ku, Nagoya 466-8673, Japan (Phone: +81-52-832-3123)



I request a certificate as follows:  
	DATE
	Year      
	Month
	Day
	

	Student No.
	
	R
	
	
	Category
	Exchange 　　ISEP 　　Self-financed　 Other (　　　　　　　　)

	Name
	Write using alphabet (romaji).
	Date of Birth
	Year
	Month
	Day

	Purpose
	

	Certificate required
	Transcripts and Certificates
	Language (Fee)
	Number of Copies
	Total

	
	Transcript of Academic Records
※　This will be issued to you in a sealed envelope to prevent modification of the certificate. 
	English (200 yen)
	　
	yen

	
	Certificate of Enrollment
※ Normally not issued in a sealed envelope. Please clearly state if you prefer a sealed envelope.　
	Japanese (200 yen)
	　
	yen

	
	
	English (200 yen)
	　
	yen

	
	Certificate of Completion
※ Normally not issued in a sealed envelope. Please clearly state if you prefer a sealed envelope.
	Japanese (200 yen)
	　
	yen

	
	
	English (200 yen)
	　
	yen

	
	Certificate of Expected Completion
※ Normally not issued in a sealed envelope. Please clearly state if you prefer a sealed envelope.
	Japanese (200 yen)
	　
	yen

	
	
	English (200 yen)
	　
	yen

	
	Certificate of Attendance
※ Normally not issued in a sealed envelope. Please clearly state if you prefer a sealed envelope.
	Japanese (200 yen)
	　
	yen

	
	
	English (200 yen)
	　
	yen

	 Total fee
	　
	yen

	Desired method of collection

(Write your address if it is to be sent)

	· In person, over the counter 
	(Date after which you expect to collect it:               )

	
	· By post （□airmail　　□EMS　　□ Regular postal delivery (within Japan) □ Special delivery (within Japan) 
* If the person receiving the certificate is not the student in question, please clearly state the person’s name. If the certificate is to be sent to an address overseas, please ensure that the address is correct and that the country name is stated.  
Forwarding Address:


	International reply coupon or postage stamps 
	Transcript and Certificate fees
	
	Postage
	
	Total
	

	
	yen
	+
	yen
	=
	yen
	

	
	※　Please enclose an international reply coupon (postage stamps for within Japan) to cover the total cost of the fee to issue the certificate and the return postage.  

	Contact details
(E-mail address for contacting you )
	E-mail address:


【オフィス記入欄  FOR OFFICE USE ONLY】
	受付日
	受付者
	証明書発行日
	証明書発送日

	
	
	
	


