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2024 SOKENDAI Student Dispatch Program

I. Application Guide
[NOTICE]

SOKENDAI will not allow overseas travel to areas where the risk warning (including risk
warnings concerning infectious diseases) issued by the Ministry of Foreign Affairs is at
Level 2 or higher.

However, even under such a situation where the level of the categories indicated by
“‘Overseas Travel Safety information” or “Travel Advice and Warning on Infectious
Diseases” released by the MOFA of the traveling destinations fall under the level 2 or
higher, the application will be screened based on the determination criteria written in “The
Overseas Travel Guideline for the SOKENDAI Students” and will be determined the
propriety of going abroad, as an exceptional case, provided that going abroad is
indispensable.

If your scheduled departure date is approaching and the risk warning for the destination
country is still being at level 2 or higher, you must cancel your trip. Then you need submit
Form 3-2; Request for Change in Itinerary and Form 2-1; Itinerary as soon as the risk
warning level become below 1.

1. Purpose of the Program

To promote the development of researchers as human resources with advanced
specialties, a broad perspective and international competitiveness, the SOKENDAI
Student Dispatch Program (“the program”) aims to provide necessary financial assistance
to SOKENDAI students who wish to engage in short-term research abroad or in long-term
collaborative research in Japan or abroad that will contribute to building their future
careers.

2. Qualifications for Applying

You must be a student of SOKENDAI (not an irreqular student or student on
leave).

You may submit only one application for one application category in each recruitment
period (however, you may apply for multiple application categories). Note that a student
who is successful in the selection process is not precluded from submitting a separate
application for a different application category in the same year.

Applicants are required to enter their “ORCID iD” on the application form. If they don’t
have an ORCID iD, they should follow the email instructions provided by SOKENDAI or
ORCID-related service company “Atlas Co.” to complete registration.

For details about the ORCID, please refer to the following website.

https://www.soken.ac.jp/en/pr/sokendai_orcid/

3. Application Categories
Select one category from the following three categories based on the purpose of your
activities and your intended period of study, and follow application procedures.
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Category 1 Category 2 Category 3
Long-term Long-term
Short-term Abroad
Abroad Japan
Short-term collaborative
research/field research,
= academic society/research Long-term collaborative research/field
urpose . )
meeting presentations, research
overseas research department
visit, etc.
Location Overseas Japan
Prog_rar*n Less than 4 weeks 4 weeks or more
period
Arg?::: of Up to 400,000 yen per grant Up to 1,000,000 yen per grant

*As a general rule, the program period must be continuous and end (upon your return to
Japan) no later March 5, 2025. Refer to the “Il. Procedures After Selection” on page 17 to

arrange a travel and stay plan that will allow you to undertake procedures smoothly within
the given timeframe.

4. Application Schedule

The schedule for applying for the program in fiscal 2024 is as follows.

Deadline for
submission to
your program

Deadline for
submission from
your program
office to the

Possible departure date

.
office Hayama office

1st call for _ January 26, 2024 | April 1 — July 31, 2024

applications | pDate determined

2nd call for = by each program .

applications .(Please check May 24, 2024 August 1 - October 31, 2024

with your program From November 1, 2024.

3rd call for office in advance.) However, ending no later than
s August 23, 2024 March 5, 2025 (upon your return

applications

to Japan)

1 For students enrolled before 2022, "program" should be read as "department" (the same

*2

5.

applies below.)

If you are a student enrolling in a Three-year doctoral program in April 2024 and are unable
to apply on the 1st call and cannot proceed with the program plan on the possible
departure date specified in the second call or thereafter, under special circumstances only,
your possible departure date for the second call will be on or after July 1, 2024. If the
above applies to you, you must attach a “Statement of Reason for Desiring a Change
in Possible Departure Date” (format of your choice) when you submit your application.
In addition, if you have a genuinely unavoidable reason for requiring adjustment of the
possible departure date specified in the respective recruitment periods of the application
schedule, you must consult with the Student Dispatch Program Office beforehand.

Expenses eligible for support
The following costs required for fulfilling the purposes of the program are eligible for

support.
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Category 1 Category 2 Category 3
Short-term Abroad Long-term Abroad Long-term Japan

(1)

Return trip travel expenses from Hayama campus or the institute where your

program is located (hereinafter referred to as "parent institute") to the program

destination

Even if you make more than one return trip between your parent institute and the
program destination, payment will be provided for one return trip only. When air
travel is required, payment will be provided for a discounted economy class fare. If
there are multiple type of economy class, the fare of the cheapest class will be
provided for. For transportation expenses from your parent institute to the nearest
international airport, please see Reference Information 1 in Attachment 1 Guide
for Preparing a Financial Plan.
*Please note that travel costs between the airport and accommodation, or
accommodation and destination are not provided.

(2)

Transportation expenses for travel between cities to carry out the program

As a general rule, support is limited to the use of public transport. In addition,

transportation expenses for travel within the same city are not covered.

*Please note that transportation support does not cover travel between the
airport and place of accommodation, or place of accommodation and

destination.

3)

Accommodation expenses

(1) To assist with the safety, economy, and convenience of access to research sites,
accommodation facilities or student dormitories, etc. of the host institution are
generally used for lodging. To assist with accommodation expenses, the actual
cost of accommodation will be paid within the upper limit per day set for each

regional category in {A) below.

(2) If you use Airbnb or a short-term private apartment, the actual cost of
accommodation will generally be paid within the upper limit specified in <A>.
However, expenses such as private apartment deposits (advance payment, bond,
security deposit, or other payment made when you move in and refunded when
you move out) will not be paid.

*The followings apply to (1) and (2).
If economic rationality and appropriateness of the payment of accommodation
expenses in excess of the upper limit specified in (A) in the case of Category 1:

Short-term Abroad or Category 2: Long-term Abroad can be confirmed after
comparison and consideration of local prices and private hotel charges in the

surrounding area, payment of actual costs within the upper limit specified in {B)

may be approved. You must consult with the Student Dispatch Program Office
beforehand when you anticipate accommodation expenses in excess of those in

{A) (you may be required to submit a written statement of the reason together with

supporting documentation).

(3) If accommodation facilities as described above are unavailable, and you stay at a
private hotel, the actual cost of accommodation will be paid within the upper limit

per day set for each regional category in (B) below. However, under special
circumstances, the accommodation fee may be paid in excess of the limit with
prior approval. Even in such cases, the total amount per grant cannot exceed the

maximum amount for each category (Category 1: 400,000 yen, Category 2 and 3:
1,000,000 yen).
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Note that if economic rationality and appropriateness of the payment of
accommodation expenses in excess of the upper limit specified in {(A) in the case

of Category 1: Short-term Abroad, or Category 2: Long-term Abroad can be
confirmed after comparison and consideration of local prices and private hotel
charges in the surrounding area, payment of actual costs within the upper limit

specified in {(B) may be approved. You must consult with the Student Dispatch
Program Office beforehand when you anticipate accommodation expenses in
excess of those in_ {A) (you may be required to submit a written statement of the
reason together with supporting documentation).

(4) If the cost of meals and drinks (“cost of meals, etc.”) is included in
accommodation expenses, payment will be made after a reduction adjustment
equivalent to the cost of the meals, etc.

(5) For a breakdown of regions (Region A, B, and C), see Reference Information 2 in
Attachment 1 Guide for Preparing a Financial Plan.

- Region A: 8,950 yen - Japan (all
<A> - Region B: 7,200 yen regions) 4,600

- Region C : 5,500 yen yen

- Region A: 17,900 yen - Japan (all
<B> |- Region B : 14,400 yen regions) 9,200

- Region C : 11,000 yen yen

(4)

Visa Fees

Fees for obtaining visas and for the issue of bank
certificates, etc. are paid within the scope of the grant
amount.

()

Other

® Tuition fees, registration fees for academic conferences and research meetings
and use of facilitiy, etc. deemed essential in relation to research plans and
objectives during the program period may be paid within the scope of the grant
amount. (If the cost of meals, etc. is included in attendance fees, payment will be
made after a deduction adjustment of an amount equivalent to the cost of the
meals, etc.)

® Expenses for PCR testing, antigen testing, and hotel standby upon return to
Japan due to quarantine measures for COVID-19 may be paid within the subsidy
amount if deemed essential.(If these expenses include the cost of food and
beverages, they will be paid after reduction and adjustment.)

Points to note at the time of application

If a variation in expenses occurs due to changes in prices resulting from a time lag
between the time of applying and making arrangements for airline tickets and
accommodation facilities after your acceptance, arrangements will be made to provide
from the budget the difference in amount with the amount at the time of application within
the upper limit of support specified in each application category.

Furthermore, if changes occur in the amounts at the time of initial application and the
completion of settlement due to changes in initially planned flights or an increase in the
number of days of accommodation, etc. stemming from unforeseen circumstances at
the time of application, these will be treated in the same way if the Screening Committee
deems appropriate based on a written statement of reason, etc.
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© Calculation and Combined Use of Budget

m  The budget for this program (operating expenses subsidy) may be combined and used
in combination with program operating expenses allocated to each program. In addition,
when external funds are combined and used in combination with scientific research
grants and grants for research fellows (scientific research grants), the period and
expenses may be financed in accordance with the research objectives for each financial
source.

m  Combined use may not be permitted with some types of subsidies. Therefore, if you
receive budget assistance and plan to combine and use other financial resources when
you are participating in the program, be sure to check with the Student Dispatch
Program Office and the parent institute before submitting your application.

6. Screening Method
The SOKENDAI Research Program Screening Committee reviews applications while
considering the recommendation order of your program and decides whether to accept or
reject them.

7. Application Procedures
(1) Application documents

Application documents differ for each category. Therefore, check the category that you
have selected.

Application documents

Category

Category

Category

(1)

Form 1-1: Application

(2)

Form 1-2: Recommendation Letter (to be
submitted by your supervisor)

(3)

Form 2-1: ltinerary

O O 0O-=

O O On»

O O O«

Form 2-2-1: Financial Plan
*Input data for the following Forms 2-2-2 to

2-2-4 will be automatically reflected on this
form.

Form 2-2-2: Calculation of Transportation
Expenses

Form 2-2-3: Calculation of Accommodation
Expenses

Form 2-2-4: Calculation of Other Expenses

O

(5-1)

*Letter of acceptance from the host
institute (faculty member of the host
institute, etc.) (*format of your choice)

*If submission of a letter of acceptance is
difficult, you may attach the following
documents:

- Copy of a document that can confirm the
negotiation process between the academic
advisor and the receiving organization and
informal consent of acceptance

- Copy of a document that can confirm the
negotiation process with the research area
and subject

(5-1)
or
(5-2)
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- Copy of a document that can confirm the
basic information and conditions of use of
the host facility

(5-2)

Copy of a program of an academic or
research meeting, etc. with the name of the
applicant listed (including pages, etc.
indicating the venue, schedule, and the
applicant’'s name), or a copy of material
that can confirm a presentation to be given
by the applicant

A If the
applicant
intends to
participate
in an
academic
meeting,
etc. during
the pericd
of stay at a
host
institute

*When preparing the Form 2-2-1: Financial Plan, you must submit the following documents
in support of your calculation of the application amount. Please number the documents
according to the respective expense items eligible for support in the financial plan.

(6)

Estimate of airfares

O

O

A Only
when air
tickets are
necessary

(7)

Accommodation expenses estimate, or
documentation in support of your calculation
of accommodation expenses

O

(8)

(If there are special circumstances that
cause the unit price per night to exceed the
upper limit.)
1) A statement of reason for using the hotel
with a unit price that exceeds the upper limit
(free format)
2) Accommodation quotes (online
reservation screenshots are acceptable but
the breakdown must be clear.)
3) Other supplimental materils
a) If local price factor forces the use of hotel
with unit prices that exceed the upper limit,
the following materials should be submitted.

+ Comparative data on the cost of multiple
hotels (at least 3 hotels) in the area.
- Map showing destination and the hotel

* Documents showing the room class,
facilities, etc. of the hotel
+ Other supplementary materials indicating

the purpose and necessity of travel to the
destination

b) If you are attending an international
conference or workshop, etc. and a specific
hotel has been designated by the host
organization and there are no other lodging

A
Applicable
person
only

A
Applicable
person
only
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options available other than that hotel, the
following materials should be submitted.

- Documents showing the details of the

conference or workshop and the
designation of the hotel by the host
organization

e . A Onlyif | A Onlyif A Onlyif
Documents specifying details of expenses .
o you are you are you are
(9) eligible for support and a bregkdown of the applying applying applying
amounts, etc., or documents in support of for for fo)r
your calculation of the amounts . . .
assistance | assistance | assistance

B Prepare atravel/stay plan, taking into careful consideration the number of days required
to obtain a visa for your travel destination and the number of days required for the
preparation of certificates and other documents that must be submitted to the overseas
diplomatic office.

m |f you are unable to submit the application document in (5-2) above by the deadline for
submission, attach a copy of a document such as the research meeting program or
overview (including the venue, date and time), and a copy of a document that can
confirm the period, etc. during which your presentation is to be confirmed.

B [If you cannot submit application documents (6) to (8) by the deadline for submission,
please contact the Student Dispatch Program Office (contact for inquiries) beforehand.

(2) Where to submit your application/method of submission
After checking with your supervisor, submit the necessary documents by email to the
person in charge at your program office.
(The deadline for submission differs for each program. Be sure to check with the
administrative office of your program beforehand and prepare your application
accordingly.)

8. Course Credit for International Internship

International Internship is a course in which students will improve global communication
skills and research management skills through finding a host institute, doing research
there, communicating with colleagues, experiencing life abroad, etc. Students selected for
Category 2 can receive the credit for this course after the dispatch. It is necessary for your
supervisor to prepare “Opinion from Advisor” after the dispatch as well as for you to submit
documents required for the program. If you apply for Category 2 and wish to receive the
course credit, please check the registration guideline and syllabus on the website
(https://www.soken.ac.jp/en/education/dispatch/iip/index.html) and state that you will
accept the course credit in the [FORM 1-1] Application Form. You can take this course
only once during your enrollment at the university.
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Il. Procedures after Selection

1. Notice of results
Applicants will be notified of their selection or rejection.

2. What You Must Do Five Weeks Prior to the Start of the Program and Departure
(1) Departure documents
After you receive notice of your selection, please email the following documents to your
program office or the SOKENDAI Student Dispatch program office at the least 5 weeks
prior to your departure if you wish to receive an initial payment based on an estimate of
expenses. Applicants will be paid after returning to Japan if their departure is between 1
and 30 April or is decided less than 5 weeks prior to departure.

calculation of accommodation costs

(1) Documents to be submitted Cate190ry Catezgory Cate3gory
(1) | Form 3-1 Emergency Contact O O O
A Only
(2) | Airfare estimate O O ti\ézvl?eetg 2':6
required
Itinerary issued by a travel agent *Must A Only
include passenger name, flight number(s), when air
(3) | and date and time of travel. O O tickets are
This may be omitted if details are verifiable required
in (2)
Estimate of accommodation costs, or
(4) | documentation that serves as the basis of O O O

Bank account transfer request form

A Unnecessary if already
submitted to the university

(6)

Form 3-2 Request for Change in Itinerary _

A To be submitted only if there is

a change in itinerary
Furthermore, Form 2-1 Itinerary
must be resubmitted according to
the changes in the itinerary.

In the case of Category 1 and 2, in addition to the documents listed above, the following
documents must be submitted at least 1 week prior to your departure.

application form

(1) Documents to be submitted Cate190ry Catezgory Cate3gory
Form 3-4 Overseas travel insurance
(1) O O

(2) Payment of expenses eligible for support
Payment of travel expenses (rough estimate payment) including accommodation
expenses will be made based on the above submitted documents and calculated in
accordance with SOKENDAI regulations. Please follow procedures for settlement of
expenses after completion of the program (your return to Japan).

(If documents were not submitted five weeks prior to departure, payment of travel costs

will also be reimbursed after completion of the program.)
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The actual amount of the following expenses eligible for support will be paid based on

receipts (receipts for which settlement of payment can be confirmed) upon completion of
the program.

e Transportation expenses from the international airport closest to the host institute
to the host institute

¢ Intercity travel expenses required to fulfill the purpose of the activities stated in the
program application

e Visafees

e Other expenses: tuition fees, conference participation (registration) fees (after a
reduction adjustment if the cost of meals, etc. is included), facility use fees, and
costs for which payment is approved as costs necessary for fulfilling the program
plan in accordance with documents submitted such as the statement of reason.

3. <Category 1 and Category 2 program overseas destinations only> Procedures

and Matters to Consider prior to Departure

You are responsible for making your own overseas travel arrangements including
obtaining a passport and visa, arranging and purchasing airline tickets, and submitting
documents to the host institute. Please apply for a visa as promptly as possible,
since visa issuance may take longer than expected.

In principle, students are required to join the overseas travel insurance through
the University (insurance fees are paid by the University), so there is no need to
purchase overseas travel insurance on your own. However, if you purchase other
insurance at your own expense or with other funding, or in cases in which local
insurance coverage is required by the laws and regulations of the destination country,
please consult with the program office.

Government-sponsored international Students who intend to leave Japan for one month
or longer under the program must follow procedures for a proxy seal approved by the
Ministry of Education, Culture, Sports, Science and Technology in relation to the
enrollment register. Please consult with your program office at least two months prior to
departure.

Students selected for the program (Category 1 Short-term Abroad and the Category
2 Long-term Abroad only) must join the “Anshin Support Service,” an overseas crisis
management service under contract with SOKENDAI (SOKENDAI will undertake
membership procedures and pay membership fees). For instructions on how to use the
service, please check details of the email forwarded to you from the Anshin Support
Service, and install and register on the Anpi Kakunin app on your smartphone.

This safety confirmation app is linked to the Ministry of Foreign Affairs overseas travel
registration “tabiregi,” so Japanese students can check the latest safety information
and information which will be forwarded when there is an emergency at the stay
destination.

tabiregi (http://www.ezairyu.mofa.go.jp/tabireg) Under Article 16 of the Passport Act,

any Japanese national who is planning to stay overseas for three months or longer must
submit a notice of residence either to the Japanese embassy or consulate general of
jurisdiction in the host country as soon as possible. Students of Japanese nationality
selected for a Category 2 Long-term Abroad program who plan to remain overseas for
three months or longer must submit a notice of residence without fail.

Overseas Residential Registration (ORRnet)
https://www.ezairyu.mofa.go.jp/RRnet/index.html

You must submit the following documents prior to your departure without fail.

19


https://www.ezairyu.mofa.go.jp/RRnet/index.html

Documents to be submitted Cate190ry Catezgory Cate3gory
Notice of overseas travel (submitted to
(1) your program office) O O

4. During the Program

If you amend your itinerary or number of days’ stay due to a change in your study plans

from the itinerary submitted at the time of application or any other reason, promptly
resubmit Form 2-1: Itinerary together with Form 3-2: Request for Change in

Itinerary each time there is a change.
B <Category 2 and Category 3 only> Submit Form 3-3: Monthly Report every month
(when submission is by email, and also send a CC to your supervisor).

5. After Completion of the Program

(1) Documents to be submitted
You must submit the following documents to your program office or the SOKENEDAI
Student Dispatch Program office no later than seven days after completion of the

program (after your return) to complete procedures for settling travel and other

expenses. Please note that only expenses for which payment can be confirmed through
receipts or other documentation will be paid.
*In addition to the following items, please be sure to submit documents stated on
the checklist forwarded separately to applicants selected for the program.

(1) Documents to be submitted Cate190ry Catezgory Cate3gory
Boarding pass stubs or boarding certificates (if A Only
(1) a ticketless system is used, boarding gate O O when air
information and self-printed boarding passes, tickets are
etc. are acceptable) required
A Only
2) Airline ticket receipts (if e-tickets are also O O when air
receipts, these may be omitted) tickets are
required
(3) | Receipts related to accommodation O O O
A Onlyif A Onlyif| A Onlyif
Receipts for other expenses eligible for you are you are you are
(4) support applying | applying | applying
for for for
assistance | assistance | assistance
Credit card statements (confirming the amount
paid)
(5) | *Only when a credit card is used for the above A A A
items and the foreign currency is settled in
Japanese yen
Report on whether food, etc. expenses were
included in the above items
(6) | *Where food, etc. expenses are included, O O O
attach details of the number of meals or an
itemized account of the meal expenses.
7) Form 4: Program Report ( and O O O

Reimbursement Request Form)
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As supporting documents, submit the original boarding pass stubs and receipts, etc. listed
above in (1) to (5) by forwarding them by postal mail to the SOKENDAI Student Dispatch
Program office. Submit items (6) and (7) by email as file attachments.

In addition to the documents in (1) to (7) above, you must also submit an “Brief
Description of Your Research” no later than one month after completion of the
program period (your return to Japan). Since your Introductory Research Summary
will be posted on the university website, you must obtain the consent of your supervisor
and fellow researchers to publish the research results. When you prepare your
Introductory Research Summary, please refer to Attachment 2 Guidelines for
Preparing the “Introductory Research Summary.”

(8) | Brief Description of Your Research (form) O O O

(2) Publication of Results

m  When publishing research results in the program in papers, etc., voluntarily indicate
that you have received support from the university, referring to the example below;
® This work was supported in part by The Graduate University for Advanced

Studies, SOKENDAI.

m  You must give your consent for publication of your Introductory Research Summary
concerning your research results from the program.

m  The university may ask you to present a manuscript or give an oral presentation in
relation to use of the program for public relations or other purpose. Please cooperate if
you receive such a request.

(=2

. Other Matters to Note

m As a general rule, changes in plans after your selection are not allowed. If you must
amend your plans, you must apply at least one month prior to your departure date by
submitting Form 3-2: Request for Change in Itinerary and resubmitting Form 2-1:
Itinerary. In regard to changes in plan after departure as well, promptly apply
according to the prescribed format.

m If there is a significant change in the program plan (including the financial plan) based
on the stay itinerary after your selection for the program, your participation in the
program may be canceled.

m  During the program period, the university will not be liable for any accidents including
damages caused to others due to a program participant’s intent or negligence, or
damages due to theft caused by carelessness on the part of the program participant.

m  During the program period, the university will not be liable for any damages caused by
natural disasters, fire, unforeseen accidents, epidemics or other force majeure,
damages for which the program participant is responsible including but not limited to
theft, fraud, illness and injury, and damages due to acts committed at the program
destination in violation of laws, regulations, public order and standards of decency.

m If the reports (“Form 3-3: Monthly Report”, “Form 4: Program Report ( and
Reimbursement Request Form)” and “Brief Description of Your Research”) are
not submitted, the grant may be required to be returned.

<Overseas Program Destination Category 1 and Category 2 only>

m As a general rule, university procedures for studying abroad are not necessary for

students participating in the program overseas.
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SOKENDAI Student Dispatch Program Office

Email: internship@ml.soken.ac.jp

Category 1 Categories 2,3

Student Affairs Section Academic Affairs Section
Tel. (046) 858-1527 Tel. (046) 858-1583
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