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[Attention]

1 Please use a ballpoint pen to fill out the report. (Using an erasable pen is not acceptable.)

2 Please be sure to submit the report after receiving approval (seals or signatures) of the academic advisor and the international
student.

3 Even if you have not done any tutoring, please submit this report with the total tutoring hours marked as “0.”

4 Tutoring fees cannot be paid if the report is not submitted by the deadline.

5 If you have also been approved to give guidance and support with practical matters, (If you have “QO” in the & /EXIEIEE
section of your ¥£FA1E@%M,) you can include them (e.g. providing assistance with scholarship applications, helping with daily life
matters, etc.) as part of the tutoring report/hours. However, reports including only those assistance and support will not be accepted.
Also, the maximum number of hours that can be spent for such assistance is half of the total tutoring hours to be reported
on this form.

6 Please refer to the following guidelines and fill in details of your tutoring services in the “2. Tutoring Record” section. If your
report is not specific enough, you may be requested to re-submit the report.

< Guidelines for Keeping Tutoring Records >

* Report each date (Month/Day) of your tutoring services.

* For each day, report as much details as possible by including specifics, such as the title(s) of the course/reference
books/texts/conference/workshop/experiment, etc. as below:

+ “Corrected a report/thesis/article”
— Add the title of the report, thesis, article, etc. as well as to which class/program/magazine/journal it will be
submitted.
* “Helped to prepare materials for a class” or “Explained about a class”
— Add the name of the class/course.
+ “Explained about reference books for a master’s thesis”
— Add the titles, authors and publisher information of the reference books.
* “Helped to set up a software”
— Add the name of the software and explain how the software is used for the student’s research.
* “Prepared for an examination”
— Add the name of the examination and specify materials used for tutoring.
* “Supported an experiment” “Explained how to use equipment”
— Add the name of the experiment/equipment and explain how this relates to the student’s research.
* Attach extra pages if necessary.
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