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2 Procedures at the City Hall

(1) The City Hall and District Branch Offices

@ Matsudo City Official Website “Yasa-City, Matsudo” http://www.city.matsudo.chiba.jp

% Can be viewed in English, Chinese, Korean, Vietnamese, Spanish, and Portuguese, by machine translation.

https://www.city.matsudo.chiba.jp

@ Matsudo City Hall
TEL: 047-366-1111
Address: 387-5 Nemoto

@ Tokiwadaira Branch
TEL: 047-387-2131
FAX: 047-388-9664
Address: 3-30 Tokiwadaira

@ Kogane Branch
TEL: 047-341-5101
FAX: 047-344-8730
Address: 3F Picotee West, 2 Kogane

@ Koganehara Branch
TEL: 047-344-4151
FAX: 047-344-3684
Address: 6-6-2 Koganehara

@ Mutsumi Branch
TEL: 047-385-0113
FAX: 047-385-1848
Address: 3-71 Rokkodai

@ Resident Administration Division
TEL: 047-366-7340
FAX: 047-364-3295
Location: 1F New Bldg. Matsudo City Hall

@ Mabashi Branch
TEL: 047-345-2131
FAX: 047-344-5782
Address: 4F Mabashi Sta.Mall,
179-1 Mabashi

@ Shinmatsudo Branch
TEL: 047-343-5111
FAX: 047-344-6514
Address: 3-27 Shinmatsudo

@ Yagiri Branch
TEL: 047-362-3181
FAX: 047-368-1439
Address: 3-10-5 Miyakodai

@ Tobu Branch
TEL: 047-392-3061
FAX: 047-391-3949
Address: 363-4 Takatsukashinden

Open Hours: 8:30 am ~ 5:00 pm (Excl. Sat, Sun, national holidays, end-of-year and New Year holidays)
Please note that some services are not offered at branch offices. Please inquire at each branch for
details of their available services and how to access them.

TEL: 047-331-8780
Location: Matsudo Station

@ Municipal Services Center at Matsudo Station

Open Hours: Mon to Fri, 10:00 am ~ 8:00 pm

Sat and every 2nd & 4th Sun, 9:00 am ~ 5:00 pm

(Excl. National holidays, end-of-year and New Year holidays)
Only limited services are provided, such as the issuance of Resident Certificates, Family Certificates,
and Taxation Certificates. Please contact the Resident Administration Div. for more detail.
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2 Procedures at the City Hall

(2) Registrations

Providing proof of identification with a picture, such as a driver’s license or Residence Card, is required for

completing registration procedures.

tered domicile

TSR When L)L Where Required items
registration mitted by
o W/ Birth registration form (Please get the
. Mumgpal office of doctor’s Certificate of Birth on the right
allidy The father the city where the side of the form)
Registration | Within 14 days child was born, . .
(Shussei of birth or mother is living, or has I National Health Insurance Card (if you
Todoke) of the child his/her 'domicile have one issued in Matsudo)
reqistered /1 Parent’s Seal (if applicable)
9 I Maternal & Child Health Handbook
Close rela- | Municipal office
tives of the | of the city where P
Notification of | Within 7 deceased, |the person died or 4 3;?:;2 Oég:;:ég?efg;rgézlﬁaf eogte :ntgre_
Death days of the or people |where his/her do- tem examination report] on thepri ht side
(Shibou individual’s sharing micile registered, of the form) P 9
Todoke) death the same | or that of the per- -
. - /1 Stamp seal of the person submitting
residence, |son submitting
etc. the notification
/I Marriage registration form
Municipal office |/ Both bride and groom'’s Certificate of
Marriage of the city where Family Register (not required if both have
Re istgtion Anvtime Bride and |either of the bride | their registered domicile in Matsudo)
(Kogn—in Todoke) y groom or groom reside, |V] Both bride and groom’s signatures and
or has their domi- seal stamps with their original surnames
cile registered /1 Signature and seal stamp of 2 witnesses
(on the notification form)
Municipal office [/ Divorce notification form
Head of of the cpit of (/] Family Register (not required if their regis-
Divorce the Family residencg current tered domicile is in Matsudo)
Registration | Anytime Register, o istereci domi- 1 Both husband and wife’s signatures and
(Rikon Todoke) or either cilz or new redis- seal stamps
spouse teréd domicileg i1 Signature and seal stamp of 2 witnesses
(on the notification form)
Transfer of Head of gi?\ggﬁl g]fcﬁce 1 Notification form
Registered the Famil residencg current 1 A copy of Family Register
Domicile Anytime Register ())/r o istereci domi- (/1 Seal stamp (Please use a separate seal for
(Tenseki gister, 9 . the head of the Family Register and the
Todoke) the spouse | cile, or new regis- spouse)

% Please contact the Resident Administration Div. or a branch office for further information regarding other

forms of registration, or for cases where a proxy needs to submit registrations.
% Registration forms are available at the Resident Administration Div. and branch offices. You may use the forms
acquired at ward offices of other municipalities.

% Birth/death registration forms may be available at some medical institutions, for they require the doctor’s cer-

tification.
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2 Procedures at the City Hall

(3) Procedures for Moving

Services for procedures regarding moving are provided at branch offices, as well as at the Resident Adminis-
tration Div.

To be
Types qf Whgn to Submitted Required Items
Notification Register by
v/ Transfer Certificate (issued by the city/ward office
Moving to of the old address)
Matsudo from Within 14 days (/] Residence Card, or Special Permanent Residence
another city in of moving Certificate
Japan Moving-in ] "My Number” notification card, “My Number”
Card, or basic resident registration card
Moving to Within 14 days (/] Residence Card (If you already have)
Matsudo from of moving to /] Passport (If you have not received the Residence
another country Japan o Card)
Igf(‘:;dlwd_ /] Residence Card, or Special Permanent Residence
: - - ' Certificate
Moving within | Change of | Within .14 days |another /] National Health Insurance Card (if applicable)
Matsudo Address of moving member of " P " "
/] "My Number” notification card, “My Number
the same . N
Card, or basic resident registration card o
household 3
Moving from . . . A
Matsudo to . Before moving 4l Re5|glence Card, or Special Permanent Residence 2
.. |Moving-out Certificate 5
another city in out National Health | Card (if applicabl o
Japan /I National Health Insurance Card (if applicable) 5
/] Residence Card, or Special Permanent Residence 4
Moving from Moving-out Before movin Certificate o
Matsudo to (Moving out g (/] National Health Insurance Card (if applicable) ‘:<E
another country |abroad) /1 “My Number” notification card, “My Number” o
Card, or basic resident registration card

% Other than the case where a member of the same household is filing for the person who just moved in with
them, proof indicating that the person moving has granted Power of Attorney to the submitter is required, in
addition to the items above, if a proxy is submitting the registration.

% Please bring the Residence Card or Special Permanent Residence Certificate for all members of the household
who are relocating if they are foreign nationals.

% Documents to prove the relations within the household members may be required in cases where there are
two or more foreign residents, and/or when a new member is joining the household.

% Please bring your “My Number” notification card when notifying for moving abroad.

(4) Obtaining the Certificates

You can obtain various certificates by application. Please bring proof of identification.

Types of Certificate Issuance Fee (per copy)

Residence Certificate Residence Certificate, Certificate of deleted residence, Certifi- 300 ven ~

cate of matters recorded in the Residence Certificate, etc. y
Family Register Certificate of all matters, Certification for personal items, etc. {450 yen ~
Proof Documents Certificate to prove'that 'Fhe person does not reside at the ad- 300 yen ~

dress, and proof of identification, etc.
Seal Registration Seal Registration Certificate, etc. 300 yen ~
“My Number” “My Number” Card (re-issuance), etc. 800 yen ~
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2 Procedures at the City Hall

(5) Proof of Identification

Individuals submitting registrations and/or applying for certificates are required to provide proof of identifica-
tion. Please bring ONE of the items from Category A, TWO from Category B, or ONE each from Category B & C.
% When applying for one’s Family Register, Seal Registration, or “My Number” card, those who cannot provide

any proof of identification listed in Category A will be required to provide different identification items from

Categories B and C. Please contact the Resident Administration Div. or a branch office for more information.

Category A Category B Category C

Residence Card, Passport, Special Perma- National Health Insurance Card, Latter-stage Elderly Healthcare | Student ID,
nent Residence Certificate, Driver’s License, System Insurance Card, Nursing Care Insurance Card, Health Employee ID,
“My Number” Card, basic resident registration | Insurance Card, Pension Book, Pension Deeds, Pension Certifi- | etc.
card(with ID photograph), Disability Certificate, | cate, Certificate for Public Assistance Recipient, basic resident

etc. registration card (with no ID photograph)

(6) My Number

(D Individual number, “My Number”
My Number is a 12-digit numbering sys-

WA L EE T ;

mame 1234 5678 Y02 AR ) a4

we R (T i
e s e g

tem that enables the linking of personal W o

information across multiple fields, such | “oofitemmcmss

as social welfare, tax record, and disaster AR, et ==

measures. Each and every person in Japan, [SAMPLE] [SAMPLE]

including registered foreign residents, has Notification Card My Number Card (Front) My Number Card (Back)

a My Number. Since the start of the system
in October 2015, those who enter Japan and register their residence at a municipal office will receive a Notifica-
tion Card in the mail. You may apply for the issuance of your My Number Card that contains an IC-chip and the
ID photograph.

* Social Security and Tax Number System
Multilingual website of Cabinet Office, Government of Japan, which provides information on My Number Sys-
tem
https://www.cao.go.jp/bangouseido/

P Toll-Free My Number Call Center (Multilingual Service)
TEL: 0120-0178-26 (Concerning My Number System)
0120-0178-27 (Concerning the My Number Card, etc.)
Supported Languages: English, Chinese, Korean, Spanish, and Portuguese
Call Center Hours: Weekdays : 9:30 am ~ 8:00 pm, Weekends and national holidays : 9:30 ~ 5:30 pm
(Excl. End-of-year and New Year holidays)

2 Application for issuance of My Number Card

Send application by mail » Receive Notice of Issuance » Receiving My Number Card

Complete the application form that

was sent to you along with the Notification
Card. Send it by mail in an enclosed return en-
velope.

You may also apply online via designated web-
site.

Notice of Issuance (post card) will be
delivered to you by mail. Please check
on the notice the details for receiving
My Number Card.

Visit the service counter with the re-
quired items described on the Notice
of Issuance. At the counter, you will
be asked to set PIN to receive your My
Number Card.

* A comprehensive website for My Number Card
(The Japan Agency for Local Authority Information Systems)
Multilingual website that offer comprehensive information on My Number Card and Notification Card.

https://www.kojinbango-card.go.jp
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2 Procedures at the City Hall

(7) National Health Insurance

National Health Insurance is a system in-
tended to serve as mutual aid for medical
expenses. We all make payments on a regular
basis (insurance premiums), scaled to our in-
come, so that our financial burden will be as
light as possible when we are ill or injured. In
Japan, all residents are required by law to
participate in the public health insurance
system so that everybody has equal access to
medical treatment.

(D Enrolling-in and withdrawing-from Nation-
al Health Insurance

Please notify the National Health Insurance
Division, or a branch office within 14 days, if you
apply in the following cases.

% This service is not handled at the Municipal

Services Center at Matsudo Station

People required to participate in National Health Insurance

Every resident in Matsudo is required to participate in the Na-
tional Health Insurance system, except for those who fall into the
following categories -
+ Persons who already participate in corporate health insurance
system, and their dependents
+ Persons who already participate in the Latter-stage Elderly
Healthcare System
+ Persons who are receiving Public Assistance

Bring the followings for the procedure

/] An item to verify the My Number of the participant in con-
cern and the person notifying

] Proof of identification for the person notifying. (Driver’s li-
cense, passport, My Number Card with photo ID)

] Power of Attorney (If the registered address of the person
notifying differs from the participant)

Procedures for participating in National Health Insurance

Procedures for withdrawing from National Health Insurance

When Required items

When Required items

Moving-in to Matsudo from

another municipality old address

[/] Transfer Certificate from
the city/ward office of the

] National Health Insurance

Moving-out from Matsudo
card

Withdrawing from another
health insurance, or when no
longer the dependent of an
insured person

(/] Certificate of loss of qual-
ification for health insur-
ance (Kenko Hoken Shikaku | | the dependent of an insured
Sousitsu Shomeisho)

[/] National Health Insurance
card, the new health insur-
ance card (bring a proof
of enrollment if this card is
not issued yet)

Switching to another health
insurance, or when becoming

person

Birth of a child Handbook

[/] Maternal and Child Health

(1 National Health Insurance

Death of an insured person card of the deceased

payments Certificate

Terminating Public Assistance |[/] Public Assistance Recipient | | Starting to receive Public

[ National Health Insurance
card, Public Assistance

Assistance payments Recipient Certificate

Other procedures

Required items

Change of address, head of the household, name etc.

(/] National Health Insurance card

Loss/damage of the National Health Insurance card

/] Proof of identification (and the damaged card, if applicable)

(2) National Health Insurance Fee

Total insurance premiums are the sum of “health care (for all who are enrolled)” portion, “Latter-stage Elderly
Healthcare System (for all who are enrolled)” portion, and “nursing care (only those between age 40 and 64 who are
enrolled)” portion, and are to be paid by the head of the household.

In principle, automatic bank transfer is the standard method of payment. (Please contact the National Health Insur-
ance Div. directly with inquiries related the procedures on how to set up account transfers, etc.)
I'l What will happen if you do not pay your National Health Insurance premiums « « - !!

Letter of reminder/ :':>
demand will be mailed

Desposition of dlinquencey will be taken
based on legislation

Restrictions will apply to National
Health Insurance Card

Penalties may apply in addi-
tion to the amount overdue.

The city will investigate your personal assets and property | The short-term insurance card and
and then collect the overdue payments by means of fore- | a Certificate of Qualification will be
closure and asset repossession. issued.

% Please consult with the National Health Insurance Div. early if you are experiencing difficulties paying your insur-
ance premiums. With prior approval, you may be able to pay in smaller installments.
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2 Procedures at the City Hall

(8) Latter-stage Elderly Healthcare System

People who registered their residence in Matsudo, and who are aged 75 years (for those who have disability above
a certain degree, 65 years) and older may participate in the Latter-stage Elderly Healthcare System. Foreign residents
who stay in Japan longer than 3 months will also be able to participate in this system. Those who entered Japan with
a Designated Activities Visa for the purpose of receiving medical treatment can not participate in the system.

(9) National Pension

(D Japanese National Pension System

The National Pension System is designed to financially support our whole society with an inter-generational sup-
port system (i.e. the working generation supports the retired generation, and so forth).
All people who are registered to reside in Japan and aged between 20 and 59, regardless of their nationality,
must be covered by the National Pension system by law and must pay contributions. National pension systems pay
not only for the pensions of the elderly, but also for disability pensions and survivor's pensions for individuals in times
of financial difficulty. Please contact the National Pension Div. for more information regarding provision conditions
and amounts, etc.

(2 National Pension Coverage Categories and Methods of Paying Contributions

Category Age Subject Payment Method @ Persons be-
Those who are not tween age 60
Category llor Cat- | Make contribution and 64 who
egory lllinsured payments either via Volun- reside in Japan
Category ) : . . | @ Persons be-
: Between | persons, such as, stu- | payment slips deliv- | |yoluntary | tary basis
linsured 3 o tween age 20
ersons |20 and 59 |dents, self-employed | ered by the Japan enrollment | participant
P individuals, unem- | Pension Service, or eligibility ar}d 64, who are
ployed, or parttime | via bank transfer. with Japanese
workers. nationality and
Contribut residing over-
ontribution pay- seas
\Ijv?;(:::st ments are automati-
. Begining cally deducted from
enrollin | Category Persons covered by ,
; of em- ) one’s salary, and the
the [linsured | the Employees I il tak
system persons ployment Pension System employer will take d h
to age 69 care of the paper- Persons aged 65 to 69 years who
work filing on behalf . havg not §at|sﬁe§j the minimum
of the employee. Special qualification period may enroll
- voluntary | up to 70 of age until being quali-
Thesgk?ersons enrollment | fied.
Category Dependent spouse contributions are (Those born on or before April 1,
) Between covered by the con- 1965
lllinsured of a Category I o . )
20and 59 |. tributions paid by
persons insured person
the spouse (Category

Ilinsured persons).

(3 When there are difficulties paying contributions

Category | insured persons (self-employed, unemployed persons, etc.) have to make contribution payments
themselves. There are relief measures for those who have difficulties making contribution payments due to
illness, unemployment, or business slump, etc. They may be deemed eligible to receive full, 3/4, half, or 1/4 ex-
emption, by submitting an application at the National Pension Div. counter. If you are under 50, the Contribu-
tions Postponement System allows you to postpone your contribution payments, and if you are a student, you
may be allowed to postpone contribution payments using the Special Payment System for Students. You may
retroactively make payments for past contribution-exempted periods up to the past 10 years.
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2 Procedures at the City Hall

@ Lump-sum Withdrawal Payments (Exclusive to Non-Japanese Citizens)

If a non-Japanese person who had been covered by National Pension System or Employees’ Pension System

loses qualification and leaves Japan, he/she can claim the payments within two years after departing Japan.

Subject

Required Documents

You may claim Lump-sum Withdrawal Payments if

you satisfy all following conditions:

+ You are not a Japanese national.

+ You have/had been covered under the National
Pension (as a Category | Insured person) or Em-
ployees’ Pension for six or more months in total.
(Please inquire if you had a contribution-exempt-
ed period)

+ You no longer have a registered address in Japan.
% You may apply for withdrawal at the time when
you notify the municipal office that you are mov-
ing out, in the case that you are leaving Japan with
a Re-entry Permit or a Special Re-entry Permit.

+ You have never been entitled to Japanese public
pension benefits (including Disability Allowance).

Please have the following documents ready when

submitting the application

1 Application for the Lump-sum Withdrawal Pay-
ments

/] A copy of your Passport (the page where your
name, date of birth, nationality, signature, and visa
status are visible)

/] Document to prove your non-residency in Japan

I Document issued by the financial institution
(something that shows the applicant’s account
name, bank name, branch name, branch address,
and account number)

/] Document that shows your Basic Pension Number,
such as, the Pension Handbook, etc.

% The coverage periods whose past payments you claim will be no longer be valid for consideration when ap-
plying for other Japanese pension benefits. For more details, please inquire with your nearest Japan Pension
Service office or with the Matsudo City National Pension Div. Please note applications are accepted at the Ja-
pan Pension Service office.

% The total payment amount you can claim depends on the number of your contribution period months, with

a maximum of 36 months.
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2 Procedures at the City Hall

(10) Taxation

(1 Residence Tax (Municipal/Prefectural)

Residence Taxes are municipal and prefectural taxes one pays annually to the municipality and prefec-
ture one resided in as of January 1st of the year. The amount of residence taxes one must pay includes both a
per-capita amount, which is a flat rate required if an individual earns over a specified threshold of income, and
an income-based amount, which is a variable amount that scales directly with one’s earned income.

Individuals who must pay Residence Tax

+ Those who were registered residents of Matsudo City as of January 1st and who earned more than a certain income
threshold* the previous year

+ Those who possessed an office or other piece of real estate in Matsudo City as of January 1st (even if they do not pos-
sess a personal address) and who earned more than a certain income threshold* the previous year (required to pay
only the per-capita amount)

*This income threshold varies depending on the number of dependents the individual is responsible for and
the individual’s disability status (if applicable). For more details, please contact the Resident Taxation Div.

(2 How to pay Residence Tax

Payment Type Subject Payment Method Determining Residence Tax
. This is a process whereby every month em- Employers report their employees’income
. Individuals . . payments and other tax-relevant documents
Special . ployers automatically subtract a portion of an . . )
. working for a N ..., | tothe city, and based on that information the
Collection individual's wages to cover that individual's | . . S ,
company, etc. ) city determines each individual employee’s
residence taxes. .
residence tax amount.
This is a process whereby an individual di- Self-employed individuals, or individuals
Normal Other rectly pays their taxes to the city. This meth- | who earned no income last year, must file tax
Collection individuals od typically applies to individuals that are returns so that the city may determine their
self-employed or considered freelancers. residence tax amounts.
(3 Tax Returns

A tax return is a form one submits to their city where one reports their income, paid insurance premiums, de-
pendents, and other relevant information from a given year. Residence tax amounts can be determined based
on the information provided. The following individuals are required to file a tax return.

Individuals who must file a tax return Items required for filing a tax return

Those who were registered residents of Matsudo City as of January
1st and who fall under one or more of the following categories:
D> Individuals whose employer did not submit an income payment

[/ Stamp seal (unregistered or registered)
(/] Documents proving income from the previous year
[/ Documents proving tax-deductible expenses from the

report to Matsudo City previous year
> Lr;(sljlr\él(iuals who earn additional income from supplemental ¥/ Disability handbook or certificate (if applicable)

(/] Student ID (if applicable)

/] A document that lists your My Number ID

[V Official proof of identification (ex. residence card, health
insurance card, driver’s license, etc.)

D> Individuals who do not receive income and who are not considered
dependents of any family member living within Matsudo City

% Note: Individuals who have already filed an income tax return
do not need to file a residence tax return.

(@) Certificate of Residence Taxes

A Certificate of Residence Taxes is an official document that lists various pieces of important information,
including the residence taxes one has paid for a given year, income one has earned in the previous year, and
the number of dependents one is responsible for. Because it is an official document, it can be used as proof of
income and financial circumstances in situations where this information is required, such as applying for visa/
residency status changes through the Immigration Bureau, applying for public housing, and calculating Nation-
al Health Insurance premiumes, etc.

|Items required to apply for a certiﬁcate|

/] Application form (hard copies available at the Resident Taxation Div., PDF available online on the City's website)

] Official proof of identification (one of the following: passport, My Number card, residence card, Special Per-
manent Residence Certificate, driver’s license)

/] Issuance fee: 300 yen per copy
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