
1. Regular Process
You Relocation Team  (RT)

*How to request the Certificate of Employment and Tax statement through the HEART system.
 ① Start the firefox browser and log in to your HEART page.
 ② Go to H5 (My Info Update)  ⇒   Certificate  ⇒  start application.
 ③ Fill out the form as shown below. Click the “Save Draft” button and then “Update” button.   

Write the purpose for use.

Write the palce where you submit the requested documents.

Check the boxes

Put the number of the each document.
You must select Japanese.

Wait for the result  .....

Prepare other requested documents. 

Extension or change of your visa status

① Contact  relocation@oist.jp.  

③ Fill in the form, send it back to the RT by e-mail. 
Request the Certificate of Employment and Tax 
statement through the HEART system*.

⑤ Visit Kadena Immigration Branch Office with the 
requested documents to apply for a visa. 

⑥ Pay by revenue stamp (4,000 yen) and receive a new 
residence card at the immigration office. Give a copy of 
the card ( front and back ) to RT.   

② RT sends you an appropriate visa application form by 
e-mail.

④ RT reviews the form and fill in the OIST page, and print 
it out to process for OIST official seal. HR management 
team issues the Certificate and the statement. RT will give 
you the sealed form and those two documents.


