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Certificate of Eligibility(COE) Application 

Instructions for Completion
Using the instructions below, please fill out the sheet 1 and 2 (file name: COE application form BLANK, Excel file ).
*You can move the circle shape(#4,6,15,17,18,19).
*If you put your cursor in the square box, dropdown menu appears and you can tick(#11,22,23) 

1) Please fill in the columns.
Sheet 1: #1-#6

#7 occupation⇒Please write “Teacher” 
#8

#9 Please write the same address and telephone number as printed

#10-#15
#16 intended place to apply for visa

   　⇒Atlanta, Boston, Chicago, Houston,Los Angeles, New Orleans, New York, Portland or San Francisco, please locate the nearest one from your home
http://japan.usembassy.gov/e/acs/tacs-7108b.html
               #17 If you have visited Japan before, write down exact times and exact dates you stayed last time, otherwise procedure may be delayed to check your entry record to Japan.

Also please attach your passport pages of to verify the date of your entry into Japan and departure from Japan

          #18-20
Sheet 2:  #21⇒Please write the same name, address and telephone number as printed

#22-#27
#28  ⇒Leave the columns blank.
2) ID Photos
Two identical ID photos taken within the last 3 months in accordance with the following specifications:
· [image: image1.png](Unit: mm)
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Ideally these photos should be 40mm by 30mm in size. 
These photos should be 40mm by 30mm in size

· Please be careful of the size of the head in the photo. There should be some space above your head and collars. 

· If you are unable to send 40mm by 30mm, then please send the photos in their original size, and Souken staff can cut them to size. However, please make sure that the measurement from the top of your head to the bottom of the jaw MUST be between 22mm – 28mm.

· A plain white background is also required.

· Photos should be taken when wearing business attire.

· You should not be wearing sunglasses or prescription glasses with tinted lenses.

· Homemade photos are not accepted.

· Please write your name on the back of the photographs and put these photos in a clear plastic bag or envelope.

