For an Invitation Letter　（Visa　Requirements)

Please fill in the spaces for an invitation letter:
(1) General Information
	
	Name in full (as written in your passport)
	

	
	Affiliation (University, Institute etc)
	

	
	Title/Job
	

	
	Date of birth
(please indicate the month in letters, not in numbers.)
	

	
	Sex
	

	
	Nationality
	

	
	Reason for attending conference
( To present paper, to observe, etc...)
	


*To Chinese applicants: please let us know “Name” and ”Affiliation” in Chinese characters and English separately.
(2) Accompanying person(s)
	
	Name in full (as written in your passport)
	

	
	Occupation (ex:Housewife, Student)
	

	
	Date of birth
(please indicate the month in letters, not in numbers.)
	

	
	Sex
	

	
	Nationality
	


	
	Where are you coming from? (ex: Seoul)
	

	
	Which Airline and number? 
(e.g. Korean Airline KE123)
	

	
	Arrival date
	

	
	What time will you arrive in Japan?
	

	
	Airport in Japan
	


(3) Arrival from your country to Japan
(4) Travelling in Japan
	
	Which domestic airline or train to Sapporo or Hokkaido? (e.g. JAL 123)
(If not taking direct route from your country to Sapporo) 
	

	
	Which airport or station?
	

	
	Arrival date
	

	
	What time will you arrive in Sapporo?
	


(5) Hotel or other accommodation in Japan
	A
	Date(s)  e.g. June 20-22, 2010
	

	
	Name
	

	
	Address
	

	
	Telephone Number
	

	B
	Date(s)  e.g. June 23, 2010
	

	
	Name
	

	
	Address
	

	
	Telephone Number
	


(6) Schedule while in Japan (in detail)
	
	Date
	Accommodations (hotel name, telephone number, etc.)
	Contact (address)
	What are you doing?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


*If your partner’s schedule is NOT the same as yours, please mention it.  
(7) Depart to your country

	
	Which Airline and number? 
(ex:JAL123 for Narita, Korean Airline KE123 for Seoul)
	

	
	Departure date
	

	
	What time will you depart to your country?
	

	
	Airport in Japan
	


(8) Recipient’s Address
	
	Address

*Required your exact address
	

	
	Country
	

	
	Recipient
	


[ Process ]
1. You are requested to submit the applicant’s CV in MS Word format to the Secretariat.

2. We will prepare the required documents based on your information, and send them to you by EMS OR OTHERS.
3. Please submit the documents to the Embassy or Consulate of Japan.
4. You will then receive the visa.
Note:
I. In general, the visa preparation process takes about two weeks and visa delivery about ten days. However, as the required number of days differs by country/region, the applicant should take responsibility for estimating the required number of days. Visas will be dispatched by EMS or other appropriate means of delivery. 
II. The information about your flights and hotels are ALWAYS necessary to apply visas. You must book air tickets and hotels beforehand.
III. If you will be accompanied, please give us the required information about them as above. In general, you can apply for visas together, but in some cases you must apply separately, if, for example, your schedule in Japan is quite different from your accompanying person(s) or your passport type is different from her/him. Please ask the nearest the Embassy or Consulate of Japan and decide how you will apply.
IV. If your schedule demands that you stay in Japan for a longer time, you may want to apply for another type of visa, for example, if you plan to stay at an institute to contribute a joint thesis, you plan to give lectures at a university or you plan to visit relatives. Please ask the nearest the Embassy or Consulate of Japan and decide how you will apply. Be sure to finalize details with other parties if you plan to stay beyond the period of the Conference.
Thank you very much!
