
The Graduate School of Media and Governance Research Fund
Honorarium Application/Bank Transfer Request Form

Application Date: YYYY / MM / DD
To the President: I have received the following amount:      
Gross　    　　　　  　　    Yen 
Net Amount　　　　　　　　　　 Yen     
Income Tax

　　　　　　 Yen   (circle tax rate: 
3.063%; 10.21%; 20.42%; Tax Treaty applies)
Recipient Information:
	Address
	                              Zip Code:  

	Name
	                                     

	If recipient is student
	Student ID Number:

	Organizational Unit 

or Faculty Member in Charge
	

	Date of Birth
	　YYYY / MM / DD

	Email Address
	


Service Details:
	Faculty Member in Charge
	
	· Approved by the Faculty Member in Charge

	Program Code of Faculty Member in Charge
	GR　・　HC　・　PS　・　CB　・　EG　・　XD　・　CI　・　BI

	Purchaser’s Name
	

	Purchaser’s Email Address
	

	Period of Service
	From: YYYY / MM / DD  To: YYYY / MM / DD  (_______days)

	Wages 
	

	Purpose and Details of Service
	


* Check in the box to the left of “approved by the Faculty Member in Charge.” We cannot accept applications without a check.

Method of Reimbursement (Circle one)
	1. Paid to the account where you receive your salary.
	*Only faculty members may choose this option.

 ID Number:                        

	2. Paid to a bank account other than the above.

	Bank Name
	

	
	Branch
	

	
	Savings Account Number
	
	
	
	
	
	
	

	
	Account Holder Name
	Katakana
	

	
	
	


Notes: 
· This form cannot be used for part-time work. See the handbook for part-time employees (アルバイトハンドブック) at: http://www.sfc.keio.ac.jp/faculty/personnel_general/part_time.html  (available in Japanese).
· Payments made on a piecework basis for speeches, translation, proofreading, provision of specialized knowledge and the like, are subject to 10% income tax, withheld at the source of income. 
Example: 
Net Payment:10,000 yen  =  Expense (Gross): 11,111 yen － Income Tax:1,111 yen 
· 20% income tax must be deducted from the payment for work done by foreign residents visiting Japan.  
Example: 
Net Payment:10,000 yen  =  Expense (Gross):12,500 yen － Income Tax:2,500 yen 
If the applicant’s home country is signatory to a tax treaty with Japan, submit an “Application Form for Income Tax Convention” (租税条約に関する届出書) so remuneration can be exempted from taxation.
· Following are the standard rates of honorarium for non-professional translators or proof-readers.


Translation: 
4,800 yen (including tax) per 400 Japanese characters


Proof-reading:
2,600 yen (including tax) per 300 words
· Transportation costs, where paid in addition, are taxable. (When the 3% tax rate applies, transportation costs are tax exempt.)
· For payment using gift certificates, select Method of Reimbursement “1. Cash”.

　2019/10/01

