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To International Students’ Academic Supervisors/Class Teachers

Request to Write a Letter to the Immigration Bureau for Students Who Need to Extend Their

Standard Period of Stay or Whose Annually Earned Scores Are Not Sufficient

When the student applies for Immigration Bureau falling under one of the following categories,
a letter of reason written by their academic supervisor/class teacher is required. Please write a letter
referring the example below and hand it to the student. As Division of Student Exchange needs to
check the contents for issuing “Application Form (University Part)” and file the copy of the letter,
please submit the unsealed letter to Division of Student Exchange via the student. The students will
submit the letter and other required documents to the Immigration Bureau eventually.

M Students who will need an extension beyond the standard period of the programme
M Undergraduate students who were not able to earn more than 25 credits in a year (3X)

(2%)The Immigration Bureau’s screening is very strict about undergraduate students’ visa
extension. Their screening is even stricter in case of 1.) not having sufficient credits or 2.) extending
the standard period of stay. There is a possibility that their application will be denied. Therefore, the
reason, background, current situation, recovery (in case of mental illness, diseases, etc) and the
possibility of graduation should be explained in the letter. In addition to each letters written by the
supervisor and the student, a detailed course taking plan is required. Your cooperation with the
student, Academic Service Office, and Division of Student Exchange is deeply appreciated.

[Sample Format)
Master’s or doctoral students (EN, JP)
Undergraduate students who earned 25 credits or fewer in a year (EN, JP)
Undergraduate students who is repeating a year or planning to repeat a year (EN, JP)
Date:
Dear Director-General,
Tokyo Regional Immigration Bureau,

Reason for Extension

-Name, school, programme, grade and nationality of the student

-Current study conditions/situations

-The reason why the student needs an extra period of study than the standard period of
the programme

-Schedule from the present to the graduation
Ex) October, 20XX  Submission of Thesis
December, 20XX

March, 20XX Completion of the programme
-Graduation/ Completion date of the programme (Expected)

Signature
Name:
Address:
Phone:
Email:

International Student Support, Division of Student Exchange
Phone: 029-853-6084

E-mail: visa-shien@un.tsukuba.ac.jp
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