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1. Overview  

 IMPORTANT 

3rd year JETs who have been reappointed for the 4th year 

MUST visit the Immigration Office to renew their visa BEFORE the Period of Stay expires. 

 

Immigration Services Agency of Japan     Application for extension of period of stay 
https://www.isa.go.jp/en/applications/procedures/16-3.html 

  

You can submit the application to the Immigration Office which has jurisdiction over your place of 

residence from 3 months prior the visa (Period of Stay) expiration date.  

The procedure for renewing a visa is a very lengthy process. Please start your preparation with your 

supervisor well in advance to the expiry date.  

Please refer to 2022 JET Programme General Information Handbook “Chapter 2 Section 2.6 

Status of Residence”. http://jetprogramme.org/wp-content/MAIN-PAGE/COMMON/publications/2022GIH_E.pdf 

  

Location and Contact information 

Immigration Services Agency of Japan https://www.isa.go.jp/en/index.html 

5-5-30 Konan, Minato-ku, Tokyo 

Open on weekdays from 8:30 a.m. to 5:15 p.m. 

0570-013904 / 03-5796-7112 *For IP phones and calls from overseas 

Tokyo Regional Immigration Services Bureau https://www.isa.go.jp/en/about/region/tokyo/index.html 

5-5-30 Konan, Minato-ku, Tokyo 

Open on weekdays from 9:00 a.m. to 4:00 p.m. 

0570-034259 / 03-5796-7234 *For IP phones and calls from overseas 

 

 

 

 

 

 

 

Tachikawa Branch Office https://www.isa.go.jp/en/about/region/tokyo/index.html 

Tachikawa Legal Affairs Joint Government Bldg., 3-31-2 Kita, Kunitachi City, Tokyo 

Open on weekdays from 9:00 a.m. to 3:00 p.m. 

 043-242-6597 

ACCESS Guide to Tokyo Regional Immigration Services Bureau 

From Shinagawa station  

--- Take the bus bound for “Tokyo Immigration Bureau” or “Shinagawa Futo Junkan”. 

--- Get off at “Tokyo Nyukoku Kanrikyoku mae”. (About 10 min. ride) 

From Tennozu Isle Station 

--- 15 minutes on foot. 

 

 
http://www.moj.go.jp/isa/content/930002234.pdf 

https://www.isa.go.jp/en/applications/procedures/16-3.html
https://www.isa.go.jp/en/applications/procedures/16-3.htm
https://www.isa.go.jp/en/applications/procedures/16-3.htm
http://jetprogramme.org/wp-content/MAIN-PAGE/COMMON/publications/2022GIH_E.pdf
https://www.isa.go.jp/en/index.html
https://www.isa.go.jp/en/about/region/tokyo/index.html
https://www.isa.go.jp/en/about/region/tokyo/index.html
http://www.moj.go.jp/isa/content/930002234.pdf
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2. Procedure 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Immigration Office is always crowded. Waiting time may rise up to 4 hours in the afternoon, so 

we advise you to visit there at the office opening time 8:30 am. 

 

 

 

 

 

3. At the Immigration Office -The First Trip (Application)-  

    Required Material   

         "Application for Extension of Period of Stay"(在留資格更新許可申請 zairyu 

shikaku kousin kyoka sinnsei). 

 

  

 

The First Trip (Application) 

Visit the Immigration Office with…  

 

 

 

 

 

 

Notification postcard from the Immigration Office arrives to your home. 

The Second Trip (Delivery) 

Go to the Immigration Office with…  

 

 

 

 

 Application for Extension of Period of Stay 

 4cm x 3cm Photograph 

 Passport 

 Residence Card 

 Other necessary documents 

 Notification Postcard 

 Passport 

 Residence Card 

 Application-Receiving Form 

 4,000 yen Revenue Stamp 

The deadline for receiving the 

new visa will be indicated on 

the notice postcard. 

Within 2 weeks ~ 1 month 

PDF http://www.moj.go.jp/isa/content/930004092.pdf 

EXCEL  http://www.moj.go.jp/isa/content/930004093.xlsx 

 

Online Registration service for Residency Application has started since March 2022. Please check the 

Immigration Bureau’s website for more information. >>Individual Number Card is required<< 

OUTLINE: http://www.moj.go.jp/isa/applications/guide/onlineshinsei.html 

MANUAL: https://www.moj.go.jp/isa/content/001372474.pdf 

http://www.moj.go.jp/isa/content/930004092.pdf
http://www.moj.go.jp/isa/content/930004093.xlsx
http://www.moj.go.jp/isa/applications/guide/onlineshinsei.html
https://www.moj.go.jp/isa/content/001372474.pdf
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JET ALTs’ Status of Residence belongs to the group “Instructor”. Confirm you have downloaded 

the correct application before filling out the document. 

There are 4 sheets to submit at the window. Three pages (“For applicant, part 1~3”) must be filled out 

by the Applicant. The last sheet (“For organization, part.1”), excluding the attachments, should be filled 

out of by your school administrator. 

See Section 6 (Application Form Sample) for points to check when filling in the application. 

 

Required Material  

   4cm x 3cm Photograph 

The ID picture must fulfill the following requirements: 

1. Applicant must be alone and be facing forward without any head covering 

2. Background should be plain with no shadow 

3. Must be sharp and clear 

4. Must have been taken within 3 months prior to submission 

Write your full name on the back of the photo and attach it firmly to the document. 

 

Required Material  

Passport 

 

Required Material  

Residence Card (在留カードzairyu ka-do) 

 

Other possibly necessary documents 

https://www.isa.go.jp/en/applications/procedures/shin_zairyu_koshin10_10.html 

 

 

 

 

 

 

 

 

JET ALT belongs to “Category 1” (The applicant works full-time at an elementary school, junior 

high school, high school, secondary school, or special education school), so basically no additional 

documents that certifies the applicant’s work position / duration / annual income / tax payment 

(such as “Reappointment Intention Form”, “Employment Terms & Conditions (in Japanese)”, 

“Certificate of Employment (在職証明書), “Statement of Earning for previous year (源泉徴収票)) 

are not necessary according to the Immigration Office’s guidance. But to be sure, please inquire 

with your regional Immigration Bureau previously. (0570-013904) 

https://www.isa.go.jp/en/applications/procedures/shin_zairyu_koshin10_10.html
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Submitted documents (except your passport and Residence Card) will not be returned. 

If you need a copy, be sure to take it before you go to the Immigration Office. 

 

If you have to move before receiving the Notification Postcard,  

be sure to contact the Immigration Office and tell them the new address. 

 

 

 

At the Immigration Office (First Trip) 

1. Take the number card and wait until your number is called. 

2. When your number is called, submit the necessary materials. 

3. If the necessary documents are all complete and arranged, the official will give you a post card to 

write down your name and address on.  

4. The official will give you an Application-Receiving Form (申請受付書) which you need to bring on 

the second trip. On the back of the Residence Card, a message that indicates your visa 

application is in process will be stamped. 

 

 

 

 

 

4. At the Immigration Office -The Second Trip (Delivery) - 

Required Material  

Notification Postcard from the Immigration Office 

 If the documents you submitted has been accepted without problem, the postcard you wrote on the 

first trip will be delivered to your house in about 2 weeks from 1 month. The limit to receive the renewed 

visa is written on the postcard. It is highly recommended to go during this period, but when it is unable 

due to the unavoidable circumstances, please contact the immigration office to reschedule. 

 

 

 

 

Required Material  

Passport 

 

Required Material  

Residence Card (在留カードZairyu ka-do) 
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Revenue Stamp is very small. Be careful not to lose it 

it. 

 

 

Required Material 

Application-Receiving Form (申請受付書 Shinsei uketsuke sho) 

 

Required Material  

4,000 yen Revenue Stamp (収入印紙Shunyu Inshi) 

You can purchase the Revenue Stamp at convenience stores or post offices. There is a convenience 

store on the 1st floor of the Tokyo Immigration Office but the cash counter is always very crowded. If you 

don’t want to waste your time, it would better to purchase it beforehand. However, not all convenience 

stores handle expensive Stamps, so purchasing it at the post office would be most certain.  

 

 

 

At the Immigration Office (Second Trip) 

1. Take the number card and wait until your number is called. 

2. When your number is called, submit the post card, passport and Resident Card. 

3. The official will hand you a sheet (“CERTIFICATE FOR PAYMENT OF FEE”) to paste the 

Revenue Stamp on. Fill in your name, amount of the Stamp, purpose of the payment and the 

date.  

You can DL the Fee Payment Form beforehand from here as well:  

 

 

4. After a while, your number will be called and the official will give you back your passport and hand 

you the new Residence Card which will be your new visa. 

 

  

PDF http://www.moj.go.jp/isa/content/930002853.pdf 

EXCEL  http://www.moj.go.jp/isa/content/930002854.xls 

 

http://www.moj.go.jp/isa/content/930002853.pdf
http://www.moj.go.jp/isa/content/930002854.xlsx
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In cases such as your family has a dependent visa / you have married to a Japanese 

national / you have a new born child, the renewal procedure may differ.   

Please consult the Immigration Office for the necessary process. 

Call 0570-013904 or visit FRESC (Foreign Residents Support Center) at Yotsuya. 

http://www.moj.go.jp/isa/support/fresc/fresc01.html 

 

5. FAQ 

 

 

 

 

 

 

 

 

 

 

  

 Questions Answers 

1 Where is the Immigration Services Agency 

located at? 

Tokyo Regional Immigration Services Bureau is 

in Minato-ku, Tokyo. 

There is also one in Kunitachi-city (Tachikawa 

Branch Office).  

2 

 

How long the desired length of extension of 

the APPLICATION FOR EXTENSION OF 

PERIOD OF STAY should be? 

The recommended length of extension is for 3 

years regardless of your intended extension period.  

3 From when can I start applying for the 

APPLICATION FOR EXTENSION OF 

PERIOD OF STAY?   

You are able to start it up to 3 months before 

your period of stay expires.  

4 Can I apply for the APPLICATION FOR 

EXTENSION OF PERIOD OF STAY after my 

current period of stay expires? 

No, you need to obtain a new visa before your 

period of stay expires.  

5 Do I have to take my Residence Card (Zairyu 

Card) to my ward/city office after I renew my 

visa? 

No, you don’t have to in case your current 

address is indicated on your Residence Card.   

 

6 Is there any necessary procedure in case my 

address was changed after I have got my 

renewed visa? 

You don’t have to go to the Immigration Services 

Agency. Please visit your local ward/city office for 

the change to be indicated on your Residence 

Card.  

 

Please check the Q&A on Immigration Services Agency of Japan web site too. 

https://www.isa.go.jp/en/applications/guide/kanri_qa.html 

 

http://www.moj.go.jp/isa/support/fresc/fresc01.html
https://www.isa.go.jp/en/applications/guide/kanri_qa.html
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6. Application Form Sample 

 

 

 

  

Instructor 

 

3 years 

 

We advise you to write "3 years" 

regardless of your intended 

extension period. 

ex) To continue being engaged in language instruction at junior high 

schools and/or senior high schools. 

 

Sheet 1 (For Applicant) 
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  Sheet 2 (For Applicant) 

 

 

Be sure to chose the sheet for 

“Instructor”. 

 

 

Applicant for “Instructor” must fill in. 
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  Sheet 3 (For Applicant) 

Your signature 

 

Date 
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 Sheet 4 (For Organization) Please ask your school to fill out this sheet. 

 

36 

 

20 

 

JETプログラムで来日し、ALTとして勤務 

 
ALT 

 

 

 

学校の所在地、電話番号を記入 

 


