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Important Information about Closure of the BASE OFFICE and Transfer of the Koganei
Administration Division to a New Office (the Administration Building)

As already announced in the following website, the current BASE Office will close from Fri,
25" Aug and all supports/service previously provided by BASE OFFICE will be transferred
to the new office at new location.
http://old-www.tuat.ac.jp/en/news/20170724161457/index.html

Please find new administrative contacts and services after 29" Aug as below. For your
information, the administrative contacts will not be available on Friday, August 25 and

Monday, August 28 due to transfer works.

1. Administrative Contacts from 29" Aug onward

-Koganei Student Support Office, Educational Affairs Section (First floor, Administration
Building):

University registration, Curriculum, Course registration, Academic Results, Course,
Teacher’s license, certificates, Research abroad, Research Outside TUAT, Japanese

Government scholarship, Leading program, etc.

-Koganei Student Support Office, Student Support Section (First floor):
Scholarship (JASSO), Student Insurance (GAKKENSAI, etc.), On—campus Housing,
Accident Report, Private Scholarship for international students, Vehicle entry permit,

Confirmation of registration status for international students, Influenza Report, etc.

-Koganei Student Support Office, Admissions Section (First floor):
Admissions of Department of BASE, Department of FESS and Department of CMAHS,
Exemption from Tuition or Enroliment Fee, JIRITSU, etc.

-Koganei General Affair Office (Second floor):
TA/RA, Year-end tax adjustment, etc.

-Koganei Accounting Office (Second floor):
Maintenance and inspection of BASE building (including laboratories), Travel Expenses,

Rewards, Planned electricity outage, etc.

*If you have any inquiries on matters other than above, please ask at Educational Affairs

Section or Students Support Section.

2. Graduate School Support Staff
Booking of Lecture Rooms, Meeting Rooms and Rental of Projectors and keys will be

handled in a same manner as before by the Graduate School Support Staff to be located at
the office in front of the Dean’s Room on the second floor.

Please note that the office door will be automatically locked after the office hours and can be
unlocked only with the TUAT academic staff ID card.

When you take out keys for Lecture and Meeting Rooms, projectors and pointers, please
make sure to write your name and name of the item(s) in the “Borrowing Lists”.

Please note that office hours of the Graduate School Support Staff during 29" ~31% Aug will
be irregular as below due to the refurbishment of the BASE OFFICE.

Office hours of Graduate School Support Staff:

Tue, 29" Aug 9:00am~5:00pm  at current BASE OFFICE

Wed, 30" Aug 10:00am~5:00pm  at office in front of the Dean’s Room
Wed, 31% Aug 10:00am~5:00pm at office in front of the Dean’s Room
From 1% Sept, 11:00am~4:00pm at office in front of the Dean’s Room

Graduate School Support Staff will also provide following supports and services:

-Intra-university mail and Envelop Transfer
-Fluorescent light delivery
-Management of expendables in Print Room

Please note that basically all works of the Graduate School Support Staff will be transferred

to the new office as mentioned in the above section 1, Administrative Contacts.

3. Others

Up to now, important information regarding educational affairs and students support affairs
had been e-mailed from basejimu@cc.tuat.ac.jp. However, after August 29, all information
will be sent from relevant sections mentioned in above Section 1.

As it is expected that more information will be posted on the Bulletin board in BASE or web
Bulletin board, please check these boards at all times and do not miss important information
from the administrative office.

http://www.tuat.ac.jp/campuslife _career/campuslife/info/kyuukou/

Going forward, please do not send inquiries to “basejimu” because this email address will be
used for new purposes. If you have any questions, please visit relevant sections of the new
office as mentioned in Section 1.

Thank you for your understanding.
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