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Sept. 2025, Ritsumeikan University
To Graduating/Completing Students (Excludes Doctoral Degree Students)

Notification of Free Distribution and Advance Reservation of

“Academic Transcript” and “Certificate of Graduation/Completion”

1. Free Distribution| (No procedures required, free of charge)
One “Academic Transcript” and one “Certificate of Graduation/Completion” will be issued for free of charge on the day of the

graduation/completion ceremony.

1) Free distribution certificate type
(1) English-based students will receive the certificates in English.
*If English-based students require the certificates in Japanese, make a reservation in advance.
(2) Japanese-based students will receive the certificates in Japanese.
*If Japanese-based students require the certificates in English, make a reservation in advance.

2. Advance reservation for additional copies
(Advance procedures required, fees apply (300 yen per certificate))
If you need more than two copies of “Academic Transcript” or “Certification of Graduation/Completion”, make a reservation at

the certificate issuing machine during the “Reservation Period” below.

1) Reservation Period
Friday, Sept. 5; Monday, Sept. 8; Tuesday, Sept. 9, 2025
(During the operating hours of the certificate issuing machine)

2) Instruction for advance reservation
(1) Reserve certificates at the certificate issuing machine on campus
(i) Touch your student ID card to the card reader and enter your password.
(i) Pressthe “Certificate in Japanese/English” button on the top menu.
(iii) Select necessary certificates below and select the numbers of copies.
*Certificates that can be reserved in advance.

-in English: |235 Graduation [E: reservation]|, |243 Completion [E: reservation], {251 Academic Record [E: reservation]|

2

-inJapanese: |205 Graduation [J: reservation], (213 Completion [J: reservation]|, |221 Academic Record [J: reservation]|

7

(iv) Press the “Submit” button and pay by “Transportation based e-money” (ICOCA etc.) or “univ. CO-OP e-money”.
*At least one machine on each campus accepts cash.

(v) Take the order slip shown as ‘Eﬁﬁﬂg%%"]g(ﬁi)l, and keep it until you receive your certificates.
(2) Receive the additional copies with free certificates at the venue of degree conferral ceremony of your
College/Graduate School on the day of the graduation/completion ceremony
You cannot receive the additional copies on the day of the ceremony without an advance reservation.
*|§E5ﬂ%%%"]¥(?§71)| (order slip) is NOT required when you receive the additional copies.

3) Notes

(i) Certificates cannot be issued in PDF format.

(ii) Reservations cannot be cancelled.

(iii) If you are unable to make a reservation on campus during the “Reservation Period” or if you need certificates after the
“Reservation Period” above, apply for the certificates on the Ritsumeikan University Alumni Association website after the
Graduation/Completion Ceremony day. https://alumni.ritsumei.jp/english/procedures/applying _certificates/

*After completing online application and payment procedures, you can receive the certificates either by issuing at a
convenience store in Japan (Seven-Eleven, Lawson and FamilySeptt) or by postal mail.

(iv) If you URGENTLY need to issue additional certificates on the Graduation/Completion Ceremony day, come to OIC Manabi
Station from 9am to 3pm.

(v) If you need a student discount certificate (valid until Sept. 25), issue it at the certificate issuing machine by Monday, Sept. 22.
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