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Please note that the number of hours (up to 20 hours, of which online hours is up to 10 hours)
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[Before getting started as a tutor ] (DRegistration of your bank account

F 31— =X 9 DHEDIRATOREZ
HRASESFSHE AT L] TERLULTSES0,

KERCBEREDBRE. H5IH TOBRIRETT,
FZIZULTF 2 BICDVWTR SR L TS IEE0N, ﬁ
OREFATEEROEHIERENTNSH o
DIFARDD [ESRUKRE - Be%| iz —

[%E - Hi&DH| ERODTVDH

Register your bank account into which the remuneration

will be transferred using the system

[RAFEFHRES X T L] (Payee Information, etc. Application system).
*If you have already registered your bank information in the system,

you do not need to register again.
Even if you have already registered, please check to make sure the followings;

MYour account is currently available.
@the transfer category is “Salaries, Travel Expenses, Honoraria, etc.”or “Travel

Expenses, Honoraria, only”.
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[Before getting started as a tutor ] DRegistration of your bank account

[HRIAFESFHFE AT L] « Payee Information, etc. Application system »
URL : https://fu-shinsei.sec.tsukuba.ac.jp/mng/mypage/login
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Transfer Category
Please select “Salaries, Travel Expenses,
e e GG - E]Ci;:ife to the Direct Transfer of My Salaries, Travel Expenses, Honol H Onora rla , etC .II Or llTravel EXpenseS,
Sp— Honoraria Only" for the "Transfer
O Salaries, Travel Expenses, Honoraria, etd Category”.

@ Travel Expenses, Honoraria, etc. Only

XIf you select “Salaries, only”, the
remuneration won't be paid.

Transfer Category =

A For short-Term Employment, TA/TF, and RA, Please Select
are plan to be paid travel expenses ,honoraria etc as well, Please se|
Expenses, Honoraria, etc”.
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If you don'’t register your bank account in the system, the remuneration won’t be paid
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[Before getting started as a tutor ] @Submit “Tutoring Service Confirmation Form”

snBAENEY> Y — 1 07)LEFEEER U,
F1—H—RDBHFHS - BN ZIEFE TS5,
manaba®F 31—~ —mEIFTI—RX(J—XAJ— K : xx23008 )5
[2025FERiF 11—~ —EK#HHERES ] TIREUTIZEL,
XEBWHA (F1—F—EREIV)

xx23008 B - (5 a-zmE | BLEE FEAFLEERR
< NEANBREEFRETEZF 12— Y—OAFAVIFT—Z3 > LAl 2023
Friar—| Lifi—k FOoyzok B & # TR d—AJ2T2Y
| hF2h—8 sRE—1K | A MA |2z

REFECABSNTLBERTY. SARNOF MR T BN B3N FICERENET .

A4 b tREE ZfiEaaaE ZRETHS
\#[EaEs | 025EEmMF 1 —y—ERERES S Tutor... igz 2025-02-26 18:18 2025-09-30 17:00

Once you have a good understanding of the tutor’s activities and procedures using the manual
and the instructional videos,

please submit the “2025F E gl F 2 — % —EFEFEFRE /Tutoring Service Confirmation Form for
1st term in AY 2025” from the “Tests” tab at manaba (Course code:xx23008).

* All tutors are required to submit regardless of whether you have acted as a tutor before5
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[Before getting started as a tutor ] 3 Submit the form “Tutor Application Form”
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<Form can be downloaded from our website and “manaba”’>
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- Submit to the Student Support Section of the Corresponding Academic Service

Office to which the international student belongs

- Submit the form before acting as a tutor

Consult with the international student’s supervisor about a guidance plan.
Have the international student’s supervisor sign the form.
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If you don’t submit the form, the remuneration won’t be paid

=5
] I\




[Btaan]l ® [Fa1—4—htk] DR

[Before getting started as a tutor ] 3 Submit the form “Tutor Application Form”
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[After the tutoring period is over] @ Submit the “Activity Report”
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<Form can be downloaded from our website and manaba>
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- Have the international student and their supervisor sign the form :_'::.__ .

- Submit to the Student Support Section of the Corresponding Academic .."': “ .'2:':_-:
Service Office to which the international student belongs -...':' -

- Deadline : October 6,2025 (Mon.) [ <Iiite
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Make sure to receive the student’s sign before they return to their home country.
— Tutors who support short-term international students should especially remember that!
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[After the tutoring period is over] @ Submit the “Activity Report”
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I hereby certify that I received tutor support for the above stated hours.
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Do not submit an activity report if you didn’t do any tutoring.
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We have received reports of cases where tutors have submitted an activity report
and received remuneration even though they did not actually do any tutoring.
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It is possible to switch tutors. If you wish to switch to another, please consult with
the international student’s academic advisor and the Academic Service Office.

10



!3I§"§E1 Reminder to tutors

BFEDZIEICOWNT
—ATIBAAHFITETRNVWELSICUTLESESLY

Don't feel too alone in your support of international students
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Tutors are not required to take on all requests from international students,
nor are they required to know all support details in advance.

Simply accompanying an international student to a bewilderment or query
together should be reassuring and helpful to the international student.

If you have any problems, please don’t hesitate to contact the International
Student Consulting room, Division of Student Exchange and the Academic
Service Office before it becomes a big problem.
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Questionnaire about tutoring
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Please answer the questionnaire so that we can use your opinion to
help us provide a better tutoring service in the future.

You can answer the questionnaire from the link on the 2nd page of
“the Activity Report” and from this QR code.

There is also a questionnaire for international students who have
received support, so when you ask your international students to sign
the report, please ask them to answer it as well.

We appreciate your cooperation.
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[Summary] Procedures Flowchart
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- Register your bank account in the“Payee Information, etc. Application system”
- Submit “Tutoring Service Confirmation Form” from “Tests” tab on manaba.
- Submit “Tutor Application Form” to the Student Support Section of the Corresponding
Academic Service Office to which the international student belongs
\
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[~983k] Conduct tutoring activities(up to 20 hours)
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Submit “Activity Report” to the same office where you submit “Tutor Application
Form” and answer the questionnaire
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IMAGINE THE FUTURE.



