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交換留学生
COE Web Application System

入力ガイド
For Exchange Students

COE Web Application System Guide

注意事項 在留資格認定証明書交付申請書作成の注意事項

1. 申請に必要な内容はシステムから申請してください。

2. テキスト情報を入力後、システム内で設定していただいたメールアドレスに必要書類アップロードに関する通知が届きますので、
そちらから必要書類をアップロードしてください。アップロードできるのは10MB以下のファイルになります。

3. 一度申請を出してしまうとご自身での修正はできません。
もし申請内容の誤りに気付いた場合は、CoE管理者とのチャットに修正したい内容をご連絡ください。
また、CoE管理者より追加情報や内容確認を求められた場合、チャットにて追加情報にお答えください。
修正が必要な場合はCoE管理者が修正いたします。
チャットページのURLはシステムから送られてくるメールに記載しています。

4. このシステムは在留資格認定証明書交付申請書作成ために使用します。交換留学のプログラムについてやJASSO奨学金についてなど、
在留資格認定証明書交付申請書作成以外の質問は東京外国語大学留学生課にメールで問い合わせてください。
連絡先：inbound@tufs.ac.jp

CAUTION! Cautions on applying for a Certificate of Eligibility

1. Please submit necessary information for CoE application via the System.

2. After entering the information, a notification regarding the required documents will be sent to your email address 
which you have entered the system. Please upload the necessary documents via the link in the email.
Uploaded documents must be less than 10 MB in size.

3. Once you submit your application, you CANNOT edit and change it yourself.
If you notice any mistakes in your application, please let us know via the chat system.
When the CoE administrator asks for some additional information and confirmation of your application, 
please reply on the chat system with the requested information.
The CoE administrator will make the necessary corrections.
The URL for the chat system is provided in the e-mail sent from the system.

4. This system is used to prepare the CoE application. If you have any questions about the exchange programs, 
JASSO scholarship, and so on, please contact the Student Exchange Division of TUFS by e-mail.
Contact: inbound@tufs.ac.jp
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Enter password.

check
Choose 06.
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Choose your
nationality/region.

Enter your name
(CAPITAL LETTERS)
as shown in your
passport ID page.
Do not use special 
letters.

Enter your date of 
birth as shown in 
your passport.
(Year/Month/Date)

If you have a Japanese passport, you do not need to apply for COE.
If you are a dual citizen of Japan and another country but do not have a Japanese passport, 
you should apply for COE.

The spelling and order of your name must match the barcode on the passport.

Choose your gender as 
shown in your passport.

Please do not fill in these 
boxes.

Enter the place of birth written 
in your passport (in English).

Please fill in all the fields if 
any: Country, State(Province) 
and City.

If your nationality is Chinese 
or Vietnamese, enter the 
province（省, tỉnh） for 
“State(Province)” and the city
（市, thành phố, thị xã, huyện）
for the  “City”.
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Enter your passport number 
and expiration date
(Year/Month/Day).

If you currently do not have a 
passport and are applying for 
it, click ’Proceeding’.

Choose your marital status.

Student

Enter your current address 
(in English).

If there is no “State” you 
don’t need to fill it in.

If your nationality is Chinese 
or Vietnamese, Please enter 
full address including room 
number. 

If the country you currently live is different from your 
nationality, please make sure to state your home address which 
matches your nationality (passport).

International Student Exchange 
Program/国際教育プログラム

06 ISEP Exchange Student（UC 
and PG)/大学（特別聴講生）

0423305182

Please do not fill in 
the boxes.
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Choose Haneda or Narita 
Airport (If not decided, choose 
one randomly).
It should not be a problem if 
the actual port of entry 
changes.

Choose “Yes” or “No”. 
If they stay within 3 
months, choose ‘No”. 
If they stay over 3 
months, choose “Yes”.

2025/09/29
2026/01/25 (for 1 semester-long students)  

or
2026/07/20(for 2 semester-long students)

2025/09/25

Enter the name of the city 
where you will apply for your 
VISA.
(Select one outside of Japan.)

Choose “Yes” or “No”.

If “Yes”, please fill in 
these items.

Choose “Yes” or “No”.

If “Yes”, please fill in 
these items.
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Choose “Yes” or “No”.

Choose “Yes” or “No”.

Choose “Yes” or “No”.

If “Yes”, please enter 
the information of your 
family member(s).
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If “Yes”, please enter 
the information of your 
family member(s).

If “Yes”, please enter 
the information of your 
family member(s).

Choose your total period of 
education.
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Choose your status at your 
home university.

Choose “Yes” or “No” For Undergraduate Students
→Please choose “No”.

For Postgraduate Students 
→Please choose “Yes” and write the name of 
the university you graduated from.

For those who have an experience of full-
time job
→Please choose “Yes” and fill in the 
information of your job.

(Part-time work experience is not needed.)

In School/在学中

Enter the name of your 
home university (in English 
Alphabet).
Enter the date of 
expected graduation
（Year/Month/Day).

Please enter your educational background after high school graduation and work experience (full-time only) for the last 5 years.

Following students do not need to fill in 25.
Those who submitted a certificate of English language proficiency (CEFR B2 or higher) when applying to ISEPTUFS.
Those who submitted a recommendation letter issued by the home university as to certify the Japanese language proficiency (JLPT N2 or higher).

Enter the information 
according to your 
certificate of Japanese 
language ability.

Please do not fill in 
the boxes.

※Those who submitted the Certification materials of JLPT N2 or 
N1 as the language requirements for TUFS, please fill in as follows. 
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If you are submitting a letter of recommendation (Japanese or English), select “Others/その他の有
無” and enter “A letter of recommendation from home university stating that the Japanese 
proficiency is JLPT N2 or higher/ the English proficiency is CEFR B2 or higher”.

Verification based on check of 
documents
→Select “YES”.
Please enter the test name and grade/score.
TUFS requires the following scores or higher.
-TOEFL iBT 72 or higher
-IELTS 5.5 or higher
-TOEIC L&R/ TOEIC S&W 1560 or higher 
*TOEIC L&R+ (TOEIC S&W x 2.5) 
-Cambridge English 160 or higher
-JLPT N2 or N1
In addition, please submit documents 
certifying the results.（The document 
submission will be informed after you enter 
your application details.）

Enter how you are going to pay expenses and give monthly amount in the appropriate box.

Please note that the monthly living expenses in total need to be 80,000-100,000 yen or more.

If your method of payment is "scholarship" and the amount for loan is included, please write separately.
The amount of loan goes to the self-payment section. 

If you are applying for a scholarship and cannot currently submit the scholarship certificate, please do not enter this section.
Please be assured that your scholarship eligibility will not be affected even if your scholarship information is not listed in CoE application.
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If you have a supporter, please fill in here.

※1
In the Occupation section, please write the company’s name and occupation. 
Occupation needs to be specific with the type of employment or occupational category.
e.g.) ABC Grocery Store, Office worker in food industry

※1

If you receive scholarship, please 
fill in the box.

JASSO scholarship and University 
scholarship will be categorized in 
‘Others’.

If you are applying for a 
scholarship and cannot currently 
submit the scholarship certificate, 
please do not enter this section.
Please be assured that your 
scholarship eligibility will not be 
affected even if your scholarship 
information is not listed in CoE
application.

Choose “Return to home country”.
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Choose “10.5”.

Please indicate your choice of Literature, Linguistics, Sociology, or History. 
※Choose the field of study you plan to study at TUFS, NOT the department of your home university.
※It should not be a problem even if the actual major field of study at TUFS changes.

Please use English alphabets, 
and do not use special letters!

・Before you click the submit button, please double check if there are no mistakes. 
・When your application has been submitted, the word "Completed" will be shown on your screen. 

Application completion notification email will automatically be sent to the registered Email address.
・Please access the URL listed in the application completion notification email and upload the required documents.
・If you notice any mistakes in your application after submission, please let us know via the chat system.

Your electronic CoE will be sent by email, not by post. 
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1. Remove any glasses (even if you normally wear glasses).
2. The photo should show only you and nobody else.
3. Taken in full-face view directly facing the camera with no hats or

head covering. Religious attire that is worn daily may be worn if it
does not obscure the face.

4. Taken in front of a plain background with no shadows.
5. Must be clear (not blurry or out of focus).
6. Must be taken after January 1st ,2025 and must reflect your current

appearance.
7. With a neutral facial expression and both eyes open. No teeth should

be visible.
8. The photo cannot be flipped horizontally.
9. Please refer to the below website (cited from the website of

Immigration Services Agency).
https://www.moj.go.jp/isa/applications/status/photo_info_00002.html

③ A copy of "Notice of Acceptance", "Letter of Acceptance", or
"Certificate of Admission“
④ Statement of Financial Support (use the designated form)

ISEP exchange students: Do not need to upload these 
documents.
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A: “Certificate of Bank Account” (issued by the bank)

B: “Certificate of Scholarship” (if you are already selected as a scholarship recipient)

The translation of financial document is necessary if it's not written in English or Japanese, so please also 
upload the copy of the document with its translation (the professional translation is not necessary).

Please submit the financial document 
issued on or after January 1st, 2025 with 
the following necessary information.
1. Name of the bank
2. Issued Date
3. Name of the account holder
4. Present balance

⑥Copy of the certificate of Military Service period

ISEP exchange students: Do not need to upload these 
documents.

-TOEFL iBT 72 or higher
-IELTS 5.5 or higher
-TOEIC L&R/ TOEIC S&W 1560 or higher
*TOEIC L&R+ (TOEIC S&W x 2.5)

-Cambridge English 160 or higher
-JLPT N2 or N1
-A letter of recommendation from your university stating that your English proficiency is CEFR B2/ Japanese proficiency is JLPT N2 or
higher.
Please upload the relevant documents/certificates.
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