June 29, 2022
Guidance for AY 2022 TA Employment Procedures for SIE Students (Start of employment: October 2022)

Students working as TAs from October 2022 are required to submit some documents by Monday, July 11, 2022. If you miss the deadline for submission, you
may not be able to work from the first day of the class. Please make sure to submit all required documents by the deadline.

Are you currently enrolled in the University of Tsukuba (UT) (i.e. have a student ID number and can sign in to your
Learning Management System (“Manaba”) account)?

YES NO

How to !
N You can submit your employment documents and the work
SuU bm it schedules from “Manaba’.

https://www.ecloud.tsukuba.ac.jp/en/learning-management-
system-manaba

Please mail the designated documents or bring them directly to our office.

Graduate Support

Please complete self-registration for the course with Sl UGS O AT RO
p g and Information Engineering Area (3A201)

the registration key “8654099,” and submit University of Tsukuba
documents from “Assignment” menu. 1-1-1 Tennodai, Tsukuba, Ibaraki 305-8573

Monday - Friday 9:00 AM - 12:15 PM, 1:15 PM - 5:00 PM
Please note that the documents to inform your individual number

(“My number”) are not allowed to be submitted using Manaba. https://www.tsukuba.ac.jp/en/about/campus-access/tsukuba-campus/3a.html
You must mail them or bring them directly to our office.

Documents
t b Are you currently an undergraduate, master’s or research student who will be a new
o e master’s or doctoral student from April 2022 (and your student ID number will change
= from then on)?
submitted YES (I enrolled in master’s or
NO (My student ID number doctoral program in April 2022)
will not change after April
On the next 2022)
page, check Have you submitted the documents to inform your A X . o .
what kind of individual number (“My number”) to UT before? Have you submitted the documents to inform your individual number (“My
documents If you have been employed as a TA, RA or short-term number”) to UT before? If you have been employed as a TA,.RA' or shprt-
h employee before, it is highly likely that you submitted them term employee before (|ncl_ud|ng the undergraduate years),_lt is highly likely
students in when you started the job. ) that you submitted them when you started the job.
your group
should submit.
YES NO YES NO
(I have submitted “My (I have never
number” related documents submitted “My
to UT in the past.) number”
documents to
A B uT) C D



https://www.tsukuba.ac.jp/en/about/campus-access/tsukuba-campus/3a.html
https://www.ecloud.tsukuba.ac.jp/en/learning-management-system-manaba

B Type of documents to be submitted and required number of copies

v

. Required number of copies
Electronic file
Type of documents Form No.
format A B C D
CV (for current students) 01 PDF 1 1 1 1
CV (for new students) 02 PDF - - - -
Bank account registration form 03 Excel or PDF 1 1 1 1
ROl caten o exemplon frdependont o o 1 1 1 1
Employment ploy
documents Documents to inform your individual number ) ) ) 1 ) 1
(“My number”)
él
Photocopy of the residence card (both sides) ° - PDF 1 copy for each
—= These documents are required to be submitted by
Photocopy of the cover and the first page of o3 PDF foreign students.
your bank passbook 5 5
Work schedule § 05 Excel 1 file per course
5

B Documents to inform your individual number (“My number”)

You do NOT need to submit the following documents if you have submitted it
to the University of Tsukuba before.

The documents @ and (@ must be submitted in a sealed envelope (See
“How to Submit documents to inform your individual number”). Write your
name, program, contact information and the contents (the type of document
you choose to submit) on the surface of the envelope.

Even if you submit other employment documents from Manaba, “My Number”
related documents will not be accepted via Manaba. Please mail them or
bring them directly to our office.

(D Document to verify your individual number (“My number”)

Submit any of the following:

» Photocopy of the individual number card (“My number card”) (both sides)

+ Photocopy of the individual number notification card

» Photocopy of the resident record (a certificate of residence issued by the
municipality where you live) which lists your individual number (“My
number”)

@ Identification document

If you submit a photocopy of your individual number card as a document to
verify your individual number, you do not need to provide identification.

If not, submit any of the following:

» Photocopy of the driver’s license

* Photocopy of the passport

» Photocopy of the residence card

+ Photocopy of the special permanent resident certificate

If you are unable to provide any of the identification documents in the above
list, please select and submit two documents from the following:

» Photocopy of the health insurance card

» Photocopy of the pension handbook

+ Photocopy of the resident record



February 9, 2022
How to Submit documents to inform your individual number (“My number”)

1. Print and fill out the form below, cut it along the blue dotted line, and paste it on the surface of an
envelope.

2. Put a document to verify your individual number (“My number”) and an identification document (if it is
required) in the envelope and seal it.

3. When submitting documents by mail, enclose the envelope together with other employment documents
(if any) in another larger envelope, and send it by registered mail to the following address below.

3A201, 1-1-1 Tennodai, Tsukuba, Ibaraki 305-8573

Graduate Support, Academic Service Office for the Systems and Information Engineering Area
r---------------l

Sl EPNEE ey

When bringing documents to
the Academic Service Office
(Graduate Support), you can
receive an envelope with the
information on the left printed
on it at the counter. Fill out the
required information, seal it and
submit it together with other
employment documents on the
spot.

H & * =

BABSZIRET DN

UTFOEEMA D TNWBRS EEERL. LEIEMITT
R L. FIBEBEOROICIRHE U TLIZE0N,

OEANESHETERE (B)
wWwInni1o)

__________________________________________________

OEAI— K OEAESH— R (HE)
 DERR (EASSHERNTED)
QHTHRES (5)

XODOREEBHMIANES H— FOBEERE

Place atick in the appropriate
box.

OREIERBEERT>/N-
#ZREEE (Individual number
report form for application for

(WInmi1>o) )
__________________________________________________ exemption for dependents of

DE%%D%E OJSZAR— I~ : employment income earner)
' DY_ ORI FEIRE ! is required if you have a

spouse qualified for
withholding deduction, or
dependent relatives qualified
for deduction, and applying
for exemption for dependents
of employment income

(LEBD\EL\%—Q\ TFaounsnn2o)

..................................................

"SUI| PORIOP 9Y3 HuojE IND) == = = - - - - -

| § B N B B B B B B B § B o8 &8 & &8 & &8 & &8 & &8 & &8 & §B &B §B §B §B §B |

| | |onmsspsssms ) —neE eamer. Most students do not
b F?ﬁ’a"%&?ﬁ%ﬁ@&%ﬁﬁ%@%%EE%%J ZiRHI DA meet the requirements, but if
| [FHRE L TZE0, ) applicable, please contact us
I individually at
I S AT I sysinfo.ta@un.tsukuba.ac.jp .
Name In kana
| | mu=rs
N
| = Items other than the staff
l PRIE number are required to be filled
Program in.
I | [wa== e bl
| 2TEH) eave bian Sample
taif n“Tber Name in kana: v 27/% &0
I gf@‘%ﬁ?é Name: Tsukuba Taro
I Contact J Program: Degee Programs in Systems
" R N d Information Engineering
B OEFIIIBLEDS FRARN S SO RS o an
I R T EE0 COI.’lte.lCt. 0X0-XXXX-XXXX _
I * Fill in your telephone number or email

address
L---------------‘

(This form fits to “&& 3 £ &” size (120 x 235 mm) envelope.)


mailto:sysinfo.ta@un.tsukuba.ac.jp

#RzC1 EEA g B F (BEFER)

£ , A o BRE

Form1 Sample 2022 ) m_° o
FHEIMODEET—XEN—X ML TLEE 0, ’HEB,
Please enter the
Kﬁ@@t)blii&#ﬁiﬁ@lﬁﬁ’é?o S LAY photo of your student ID card here.
AN BEZH T HBIRREFEA TS, ™~
The green cells are selectable items. Select
the appropriate option from the pull-down list.
FIVvIRVIRIETREDESY EL TS,
For checkboxes, select as follows:
O : &%%L7%AL Not applicable
B : %29 % Applicable
HhE3hTRA e e . E#
Name in Katakana YN NF3 Sex X : Female Age 25
BEES | F H A
= - e |15
Address HKEmEREAL-1-1
E-mail tsukuba.hanako.zz @ u.tsukuba.ac.jp
i) B RHARIE FER
2
Type of Program Doctoral Program Grade
B2 HMRGEAE o
Obtained IZ_)Late:f Master's 2020 £|E 3 A 25 B FhLA et I |
De (Y) (M) (D) Master's Degree Master of
gree I
SR H R B IRFBIK A i = =] !
Starting Date of Research Fellowship for Young Scientists (Y) (M) (D) |

FIRFHNAEEORANAEL TS AIFEE
ALTLEESLY,

Please fill in if you have passed the final

ﬁfﬁ'ﬁﬂﬂ:m;( RBAOEE E. BHEMREYE (TP
youworas sy ppEgS ) DABAL TS,

screening of JSPS Research Fellowship for young

] & Only doctoral students (who have a Master's

‘o, 14. degree) should fill in the fields surrounded by \Scientists.
B %‘ue dotted line. 3T A .
Other tha rwi e i= " Working Month(s) B o
[0 ZO0HRAZ) HETEE
Other than TA, | will work as a RA (or any other type of empoyee). Working f@f(:TA “RA- %_E,_,Eﬁ Eﬁﬁ %'Ci’ﬁ&k?(:ﬁéﬁi
SNHRICEABSHEEE (RS TR
HEE AR (Y12 A —) EREEORIERRIS OV TRALTHEL, ERERUL TV O5E, BERHTOLE

Have you submitted the documents to inform your individual number ("My number") to the University [ZHYEBA, FENOKRERITERLI-5

— ATH->TH, BIREFFETT,
O <E.RE You do NOT need to resubmit the documents to
No. I will submit the documents this time. inform your individual number if you have

B UEICEEE (WO, EALRBTOERADKERICIRE LM EE AL T2 L submitted them to the University of Tsukuba
before (including submission while enrolled in an

Yes. | have submitted the documents before as follows:

(12445 40) RwERGERES)] | L
| have submitted them on... (Fill in the approximate time.) to be employed as... B 'S4/ Short-term employee
{ 2019 (%) 12 (Ja)tﬁ ] [0 #o 1 (RAZ) Others (e.g. RA)

#EE - NEAFLERE ZBA—FOBEEIE—ZRTTEHIE

Please note that foreign students are required to submit a copy of the residence card (both sides).



Sntries above dotted line are for internal office use.

ML TH Y BB R E L, Y F etz LT
fi%ﬁ F O rI I l 03 Sa I I I p I e FEVY, Be sure to file through the appropriate office.
%‘)% e e s e e e . - e e e HW% = N — == :E] A=
L 1.Regular Employee 2. Non-Regular E\n{ployee 3. Students 4. Others (Invitees) B AT rﬁ i& )7322":};%
A Y BEICBERE O CRMFHE L OL & T NEiL AL TTa, g R 2 .
i For persons already registered and applying for changes, please fill in MY FHAAY jt%lz]ﬁ%uy’ (PI7#%) 5251
the other party's twelve digit
code:
#EC1 (E A ) for individuals Submission Date 2020 ﬂi 4 A 1 H

year month date

IR A Ot 25 & Gk K #8 £ (Bank account registration form)
B RE
PRI DI A RZREIZ OV T, TREGLHEEFE LY, RIA SRRV ET,

In connection with payments I am to receive from the University of Tsukuba, I would hereby like to register my bank details as included below for direct transfer.

o= T = [ TemoC BC SUrc {0 ¢ througn the appropriatc |
K TERDOAMANEZEBIRRLKEA - OFF =27 TFE, T C SUrc 1o 11 eff OUZN e appropriate
#¢Be sure to provide all relevant information in the boxes below. LA S iE g e =
E I GO A~
0 Payment for salary, honorarium and travel expense ( %ﬁi}%\ iﬁgg\ig j;j P
",(\A. O) 4‘)\ \\" /4/ 'é‘A@ A\}\ 0) B = | X il = ,(‘ ~
AR A #a G- OHRIA Y ) R Ok E - T DRIA G | DT 7 R B LA MBS B ()
Payment for salary only Bes S (oA 2
Category of the payment A HOMRALE | DR IS [RAZ R (R 5-348) ~
Payment for travel expense and honorarium only Tick the appropriate box.
] pprop
iR - Bl O IRIA G | D - CBRANVETE = 77 CTRE
New D Change of bank account D Change of bank account holder's name
KHE X 55 registration PRIAS DT ISHHAE DO IEIZ LA KA « QR F DT
Type of Request o [ Change of home address [ Others )
(EFTDISH Z DAt (
Name;‘}jgiiakana VN pary Department | Degree Programs in Systems and
il Information Engineering
Full Name: - :
Tsukuba Taro University . .
Job Title Teaching assistant
K 4 L &d
Birth Date Phone
EpmiaL g Fo4 Ay H — 0X0 - 1234 — 5678
ik m o5 ETAH ’ BEEE
Name of Email Address: |7V7 7 (FEHEDHE) Katakana (if handwritten) A m T Tk TolAToIA Fol S TAm— e m Tt Fol T—t— Fol De—t—
. A=NTRVA .
Creditor | = 0 ireso tsukuba @ xx.tsukuba.ac.jp
Home Address: T ‘ 3 ‘ 0 ’ D ‘ — ‘ 0 ‘ 0 ’ 0 | D ‘Postal code
e X=X-X Tennnodai, Tsukuba, Ibaraki
. = ‘ ‘ ‘ — ‘ ‘ ‘ ‘Postal code If you want to register a '..Ja_pan _ T
eSS © -es ¢ NHUEATERIUS A 1X50# A E Leave blank if same as Home Address POS.t B_ank account., the "Financial
geEEieE o Institution Code" will be "9900," the
(F BT Leave this field blank. "Branch Code" will be the 3-digit
number on the bottom of page 2 of =
Personal Number L | your bankbook, and "Account
(align to the left) Number" will be a 7-digit number.
I B & B (Jezk) Please fill in the [branch code] and
[account number] which is on your L
Japan postﬁbg}% )(EijSt office) bankbook.
H
Bank Name (Bank Code) Iy ololol o . . i
emgrs - X5 27 28 Bank code =
(%:I‘—‘]\“) Branch \11as0 1238581,
Number | 1 | 1| 9| 6 | 0 =
E=li=]
DHLEERTT ik Aﬂaﬁ el 1L elag] |
Z DA & AR ccount il
I e Code(8digiy [ O | 1 | 2 3 [ 4| 5| 6| 1
- 5 (8#1) i
Please choose either Japan post Branch Code 1 9 8
bank or other banking organization. I B R e i
Account Code
M2 5 (THT 0 ]2 3 4 15| 6 H 25
JE 5 (TH7) i JE | | | | | | ‘
Japanese KATAKANA (if N
i R SN
Account Type jSzvmg MFEETBHI Account Holder's [ty 7 V7 F v7s Fay
T e
Check your account type. = ﬁlﬁ(ﬂé ia ,; ,7_][ Name
FEA TR 0 Checking [ ETgﬁ/j:TT] Ve 4 O R4 35 Tsukuba Taro
4 A FE
Month to commence change/registration 2020 45'3 H if\/ﬁ\OD wn 5 Salary 75)% [be : -
A () BRI 50 5 year °  month [J ¥ 5 Bonus o
. ] ] Whether you choose
>:<1 Even single-character errors c.ou.ld prevent bank traltnsfers,.so pleas A photocopy of your tion. I Japan post bank or ccur.
2 Labor laws prevent bank remissions of salary to third parties. The bankbook (Cover and the wame. | other financial institution,
%3 If you register your E-mail address, we will inform you by E-mail |  first page) is required if d. Thi¢ the account type a':ld
and reward payments. you have foreign the account holder's
¥4 Information on this form will only be used for the payment of » citizenship. ndert Nameare mandatory.
Information Protection Law, we will never share your perse” _aate your co
X5 As for savings deposits at Japan post bank, we can not transfzi-salaries, so please designate another account.
X6 If you have foreign citizenship, make sure to attach a photocopy of your bankbook (cover and first page).

[201809]



Form 04 Instru

[ renpEas |
(22

Your date of birth in
Japanese calendar

ClORS 155 mommzonznRs (2m)

R BHELD
DT HHREER
FHESORH

BlErORE W DRk

(7 1A ) fbrenr el
soEgE | . . £
- st (2 | EMLRFEEAN TR
L ;

‘ BE D%y | OREROREEET RSO AR IR TR, . oo . . Ntk
BBEE DiENEN)FES ;1,‘4, IS KPR ‘ ek e N ‘-k e e Me RErOREES catd ‘ ‘ BT E ORI (ﬁ?gﬁ?fw)
#2505 E [ Leave this field blank Trony | (RS — sz [
L T‘E’:EWTE O IE (AT Mo B A N @ﬁﬂ:|

Bk R AR W E R A SRR AN W?ﬂﬁ‘%ﬁ%ﬁﬁ e Vﬁ%ﬁﬁéﬁhﬁ%ﬂﬁwv% N T . 7.

% B % % Do
(7 9 F + ) J///’% G | % 3 ¢ f;? g‘é
FEEREAR
ltems surrounded by a dotted =®AA 1555 Please fill in the resident's Marital status. Select | & &
line are required to be filled in. | sl s st sk ik card address. “A (Married)” or “# S
\ ”»
Y, | : (Single). % %
1 An English reference translatlon of the form is avallable on the National %é
= b
& 111 Tax Agency (NTA) website '; ;J: ok
z 1 (https://www.nta.go.jp/english/taxes/withholing/index.htm ). Search ke EE
ﬁ mma g 2| for “For 2022 Application for (change in)Exemption for Dependents of = S § ©
“ -
ppEERE - Employment Income Earner” If you are using the format downloaded ~ —— : ﬂ“f:-lg))ﬁ% (HeaI? ?'];I _ °% Eg
Ehh = . . ousehold)“ is yourself, fill in H
2 @uamms s from the NTA website, please make sure NOT to fill in “flBAZE S y wpge |5 el
by S , . ; o 2 your name. In that case, “®% | &7 &
z T (individual number or ‘My number’)” on this application. The individual ——— - L0447 (Relationship with e 7%
i 4| number(s) must be notified separately by the prescribed procedure. you)” will be “Myself (& \).” 55 &7
| ‘En' L FoETRE AR | ‘ ‘ \ l—‘(‘i\f E%
. —; B IEH 24 0 G (oMl b7 T BRO D SRiov T DI
L | — £ & i I o
DEE | gs F A |mmwen FEEE OF B 9% BZ
EEE EE. —moEER (0T E YR Bt HE
C ULy#R o 7 LT
By oo A B EEE C D ¥ E & Z e
+ GE) 1 AR IR RITME o 1E. FEE (SIdEROFEORMEAN0A AL FTO ACRVET, ) eEMHE— (T JiME (NEBRTHETLLTRSD & 5 o5
GEL== ¢ EUEEHZARVEESRTEZEREET. ) T SIAFH OB EORATN BT AL T OAELET, o Hi
2 BA-4ANEMECE FEECERE—CTIRRE (MEERFUETELTHSOTRERIZARVESEREETERIES. ) T SN4EH0 # 1 x5
L Eo#hraEHE W Foor R AL T A RE RO AR AL TS, B0 AN BAANT DAL LET, J #» oz
[ & & |BVEE2l w g g g EENA e WP AN <
o O 18 & 1 L ] E— If you placed a check mark next to “fEE # (disabled person) 2L E#
D EREETD nokw \ At . , Lro 2
EESmEE ;;E or “Efi55 & (working student),” please read the notes on the ﬁ Ty
g ¥ & S back of the form (or the second page of the electronic file) ) %‘ é\ 3;
ORERIHY 33E (CoME. rmiE4sX0302RUE3I TR0 30 2CEDE, wsoznEsf  carefully and fill in the field on the right ((EE& XIZE)5 4 i v =
f 5 -
&7 G %23 — . a - ﬁa;;:;ta;% @W-”é‘:) o ) 5 Ji'g:
T A
temxmn || ' 2
(mﬁ*ﬁ?ﬁg@ ,— If you have submitted or plan to submit this form to a workplace other than the University of = §
1 Tsukuba, please fill in “BIET=-M K4 (Your name)” and use “BET=D1EFF XILBFRF” field to © 3
\ write “Submitted to another company (#th DB T ~IZH) ” You don’t need to fill in any other ~ ——J

fields.


https://www.nta.go.jp/english/taxes/withholing/index.htm

How to Create TA Work Schedule

#Flow of creating and submitting TA work schedule
Please create and submit the “TA work schedule” for each class that TA will work in AY 2022 according to the
following flow.

The instructors are asked to
give each TA the number(s) of
the job they are in charge of.

)
‘IIIIII’

The instructor and TA
should decide the
work plan together.

Please submit the work schedule by the due date.
(Whenever there is a change in the work schedule, please update
and resubmit the document.)

The list of job number will be
provided to instructors.

Graduate )

Support 1

®How to create a TA work schedule

1. Check the course information (e.g. annual working hours).
Please enter the job number in the “Job number” field at the top right of the Excel sheet. The course
information will be displayed. The job number will be given to each student through the instructor.

2. Enter the student information as of October 2022.
If the student will newly enroll in master’s/doctoral program in October 2022, “Student ID” field must be left
blank. “Program” is a field where you can enter the name of the program to which the student belongs as of
October 2022. Do not write your student ID number or affiliation as an undergraduate or research student.

3. Enter the number of working hours in “daily working hours” fields for each scheduled working
day.
Please note the following rules:
- 1 period is counted as 1.5 hours.
- Working hours per day starts from 1 hour (in 0.5-hour increments).
- Maximum working hours per day is 7.5 hours. If you work for more than one class, make sure that the total
number of hours in all classes does not exceed the daily working hours limit.

& Notes

® The TA attendance book is created based on the submitted work schedule. Therefore, if the work schedule
changes, you should immediately update and resubmit the document. Please make sure to enter the
“submission date” in the upper left so that we know when you submitted it.

® |[f the information displayed in the course information field (e.g. instructor, term, day and period) is out of
date, please notify us at sysinfo.ta@un.tsukuba.ac.jp immediately.

® The total of daily working hours from April to March must not exceed the “Annual working hours.” If the total
number of working hours you have entered exceeds the annual working hours your instructor has planned,
you will see “Exceeded” in red at the bottom right of the table.

® The schedule for working as RA or short-term employee and the schedule for working as TA must not
overlap.

¢How to submit

If you are currently enrolled in the University of Tsukuba (UT) (i.e. have a student ID number and can sign in
to your Learning Management System (“Manaba”) account), you can submit the TA work schedules and other
employment documents online at https://www.ecloud.tsukuba.ac.jp/en/learning-management-system-
manaba. Please complete self-registration for the course with the registration key “8654099,” and submit
documents from “Assignment” menu.

If not, please mail the designated documents or bring them directly to the Academic Service Office for the
Systems and Information Engineering Area (Graduate Support).

Contact us:
Graduate Support, Academic Service Office for the Systems and Information Engineering Area (3A201)
Monday - Friday 9:00 AM - 12:15 PM, 1:15 PM - 5:00 PM 029-853-5251 | sysinfo.ta@un.tsukuba.ac.jp



mailto:sysinfo.ta@un.tsukuba.ac.jp
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