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Procedures at

the City Office

Service desk information
Nakano City Office
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Address: 4-11-19 Nakano, Nakano-ku, Tokyo

Tel: 03-3389-1111 (main switchboard)
Access: A six-minute walk from the
north exit of JR Nakano Station or Nakano
Station on the Tokyo Subway Tozai Line
Hours: Monday to Friday, 8:30 a.m. to 5
p.m. (excluding national holidays and the
year-end/New Year's holidays)
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Interpretation tablet

Nakano City offer interpretation services
via electronic tablets. If you do not speak
Japanese, please ask to use this service at
the city office service window.

Inquiries : Cultural Development and
Multicultural Society Promotion Desk, Cultural
Development and Multicultural Society
Promotion Section, City Office 8F OfF o
Tel: 03-3228-8863 %

Branch offices

You can complete some
procedures at branch
offices instead of going to
the city office.

Minami-Nakano Branch Office
5-11-26 Yayoicho, Nakano-ku
Tel: 03-3382-1457

Tobu Branch Office
2-18-21 Chuo, Nakano-ku
Tel: 03-3363-0752

Egota Branch Office
2-3-15 Eharacho, Nakano-ku
Tel: 03-3954-6812

Nogata Branch Office
5-3-1 Nogata, Nakano-ku
Tel: 03-3330-4201

Saginomiya Branch Office
3-22-5 Saginomiya, Nakano-ku
Tel: 03-3330-4112
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Residence Card

00 0000000000000 000000000O°
This is an important ID card issued to
foreigners who will stay in Japan for more
than three months. If any information that
appears on the card changes, please go to
the local regional immigration bureau to
notify them of the changes.
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Special Permanent
Resident Certificate

You can obtain the special permanent
resident certificate at the Residents’
Record Desk in the Family/Resident
Registration Section. Individuals 16 years
of age or older or a relative that is 16 years
of age or older can apply for this certificate.
The documents you will need to supply
with your application depend on the reason
that you are applying. It takes about three
weeks to prepare the certificate. You will
have to visit the service desk again when it
is ready.
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Inquiries : Residents’ Record Desk, Family/
Resident Registration Section, AR
City Office 2F i

Tel: 03-3228-5500 5k Eﬁ
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Resident registration

B Resident registration (residence record)

Residence records are used to record and
certify your address, household, head of
household and other information.
Residence records will be made for eligible
foreign residents, such as those eligible
for residence cards or special permanent
residents.

B Address change notification, etc.

If your address, household members or the
like changes, you or a proxy must submit
a notification to the city office stating the
changes.

Inquiries : Residents’ Record Desk, Family/
Resident Registration Section, City Office 1F
Tel: 03-3228-5500

Address change Household member
notification change notification

B Copies of residence records

If you need a copy of your residence record
or a certificate of registered items in your
residence record, please bring your personal
identification (residence card, special
permanent resident certificate, etc.) to the
city office to have one issued (fee required).
Note: If you have a My Number card
(individual number card), you can obtain

a copy of your residence record at a
convenience store (fee required).
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Inquiries : Call Center,
Family/Resident Registration
Section, City Office 2F

Tel: 03-3228-5506
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Moving in or out

H If you move into Nakano City
from outside of Japan or another
municipality

Submit a notification within fourteen days

of moving in.

Documents required:

O Passport

@ Residence card or special permanent
resident certificate

M If you are moving to a foreign
country or another municipality
from Nakano City

If you will be going to a foreign country
for a year or longer, or will be moving
to another municipality, you need to
notify Nakano City. You can submit your
notification up to fourteen days before you
plan to move out of the country

Documents required:

O Passport

©® My Number card or basic resident
registration card

© National Health Insurance card, nursing care
insurance card, Latter-Stage Elderly Medical
Care insurance card (those who have one)

O Residence card or special permanent
resident certificate

Note: If you will be moving to another country,
please also check the information about
resident’s tax procedures on page 40.
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Inquiries : Residents’ Record Desk, Family/
Resident Registration Section, City Office 2F
Tel: 03-3228-5500

About moving in About moving out
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My Number system

Every person living in Japan is assigned a
My Number (individual number). When
you first move to Japan and submit a
notification of moving in, you will receive
an individual number notification form by
mail that lists your My Number.

H Individual number notification form

You will receive your individual number
notification form three to four weeks after
you complete resident registration. Please
store this form safely and do not lose it.

B My Number card

This is a plastic IC card with your photo.

Your name, address, date of birth, gender and
other information are printed on the front,
and your My Number

(individual number) is /M -

printed on the back. i

FaLe e

B How to apply for a My Number card

You can apply by mail, on the Internet or at
an ID photo machine.

B When will you need your My
Number card?

You will need it for social security and
tax procedures, at your place
of employment and the like

ke EIZ-Z; 5 ]00]
Present your number if you are %; )
asked for it. OB

Notes:

1. Once it is issued, your individual number will remain
the same forever. If you come back to Japan after
leaving, you will be assigned the same number.

2. If the information on your My Number card
changes, be sure to complete the procedures to
update it at the city office.

&RoR FRERR 2-nevs-

% 03-3228-5506

Inquiries : Call Center, Family/
Resident Registration Section, City Office 2F
Tel: 03-3228-5506
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Personal seal registration
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In Japan, you need a inkan (a registered
seal) instead of a signature when you buy
a house or a car, or when you go to the city
office for official procedures. If you need a
jitsu-in, please bring a personal seal to the
city office to register it (fee required).

You can then use the registered seal as
your jitsu-in.

EWhat to bring to register a inkan

Your residence card or special permanent
resident certificate
A personal seal

Note: Some personal seals cannot be
registered.
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Inquiries : Residents’ Record Desk, Family/
Resident Registration Section, City Offic~ &
Tel: 03-3228-5500

Personal seal registration
certificate
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When you use your inkan for an important
contract, you will also need a personal seal
registration certificate. This is to confirm
that the seal is actually your jitsu-in. You can
obtain a personal seal registration certificate
at the Family/Resident Registration Section
of the city office (fee required).

Note: If you have a My Number card, you
can obtain a personal seal registration
certificate at a convenience store (fee
required).
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Inquiries : Call Center, Family/
Resident Registration Section, City Office 2F
Tel: 03-3228-5506
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Notification of birth

If you have a baby in Japan, you must
submit a notification of birth to the city
office. Submit this notification within
fourteen days of your baby’s @E3FH

birth. 3

Notification of death

If one of your family members or a
cohabitant dies, you must submit a
notification of death to the
city office within seven days of
learning about the death.

Marriage
00 0000000000000 000000000O°
Please consult with the city office where
you live if you decide to get married in
Japan. When a foreign resident gets married
in Japan, the documents he/she must
prepare vary depending on the person'’s
home country. Please contact
the Family Registration Desk for
more information.

Divorce
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For divorces that involve a foreign resident,
please consult with the Family Registration
Desk in advance. :
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Inquiries : Family Registration Desk, Family/
Resident Registration Section, City Office 2F
Tel: 03-3228-5503
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