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I GENERAL INFORMATION

1. Purpose and management

The purpose of the Guesthouse is to provide international researchers engaged in teaching or conducting
research at Hitotsubashi University with accommodation.

The Guesthouse is managed and administrated by the University, and relevant business is handled by the

Student Services Division.

2. Name and address
Name: Guesthouse Kodaira
Address:  1-29-1 Gakuen Nishimachi, Kodaira-shi, Tokyo 187-0045, Japan
(about 500m from Hitotsubashi Gakuen Station on the Seibu Tamako Line)

3. Rooms and furniture

Type of room Floor space Number of rooms
Single 22 m 6
Couple 45 m 4
Family 68 m 2

Each room is fully furnished, and has an air conditioner, hot-water system, wireless LAN, etc.

4. How to apply

Host professor can make a tentative reservation one year prior to the first day of residence after checking
room availability at the Student Services Division.

Please make sure that the host professor must submit "the Application for Residence"™ by 10 working days

prior to the first day of residence in accordance with the Article 5 of Regulations of the Guesthouse.

#¢All forms are available on Hitotsubashi Work Place (HWP).

For further procedure, please contact to your host professor.
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5. Floor plans
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I RENT AND OTHER EXPENSES

1. Rent and miscellaneous fees

Residents must pay the monthly rent and miscellaneous fees by one of the following methods by the

prescribed date.

If residence begins in the course of a month, the rent and miscellaneous fees are charged according to the

specified daily rates as below.

Utility charges are included in the Rent/Miscellaneous Fees. However, additional cost may be charged if

there is significantly excessive use compared with other rooms.

Payment methods:(DCash payment at the Accounting Division
@Bank Transfer
(3Credit Card Payment 3¢Please pay the handling fee.

Rent / Miscellaneous Fees
Type of Room .
Monthly Daily
Single 54,000 yen 1,800 yen
Couple 73,500 yen 2,500 yen
Family 106,500 yen 3,600 yen
Cleaning Fee
Type of Room 5 -
Long Stay Residents™ Short Stay Residents™
Single 24,000 yen 16,000 yen
Couple 34,000 yen 24,000 yen
Family 52,000 yen 39,000 yen

*Long Stay Residents: 31 days and above Short Stay Residents: up to 30days

#Cleaning fee may vary depending on the season, etc.

2. Utility charges

Utility charges are included in the Rent/Miscellaneous Fees. However, additional cost may be charged if

there is significantly excessive use compared with other rooms.
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3. Changes and cancellations
Any changes to the period of residence or cancellations must be promptly reported to the Student Services
Division in writing, not less than 5 working days prior to the appointed date of arrival or not less than 10

working days prior to the appointed date of departure.

X All forms are available on Hitotsubashi Work Place (HWP).

For further procedure, please contact to your host professor.
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I RULES OF LIVING IN THE GUESTHOUSE

1. General instructions
Residents are requested to observe the Rules of Living in the Guesthouse (p.10) and the Regulations of the
Guesthouse (p.16).

2. Use of facilities and furnishings
Residents are requested to use the facilities and furnishings carefully, and are not allowed to remodel any
existing facilities in the room, to replace any fixtures, or to take fixtures out of the room. Residents will be

required to compensate fully for any damage or loss they are responsible for.

3. Furnishings in the room

Each room is provided with the furnishings shown in "Guesthouse Kodaira Inventory Checklist" (p.22).
Other items must be provided by the resident if necessary.

When departing from the Guesthouse, residents must not leave any personal belongings or garbage in the
room and must clean the room before leaving. The equipment, facilities and the room itself are checked by

officials at the end of the stay.

4. Mails and courier service
Important documents such as various bills are posted in the resident’s individual mailbox, therefore, residents
are requested to check the mailbox regularly. Also, parcels must be taken in by the resident. Please contact the post

office or courier service if you find a non-delivery notice (Fuzai-hyo) in your mailbox.

5. Non-residents
Non-residents are prohibited from staying overnight in the Guesthouse. Further, residents are not allowed to

sublease, even without payment.

6. Safekeeping of the room key
Residents are responsible for the safekeeping of the room key. Duplicating or lending the key to a third
person is strictly prohibited. The cost of cylinder lock replacement must be borne by the resident if the key

is lost.

7. Cleaning and sanitation
Residents are requested to keep the room clean during residence and especially when leaving the
Guesthouse. Smells and anything else likely to trouble other residents must be removed before leaving.
Garbage must be disposed of in accordance with Kodaira campus regulations.

Keeping pets is prohibited.

10
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8. Disaster prevention measures
(1) Residents are not allowed to use oil burners and electric heaters in the room.
(2) Residents are responsible for switching off gas or electric appliances before going out or sleeping, and
must exercise the utmost caution in using fire.
(3) Residents are responsible for knowing how to use the fire extinguisher installed in each room.
(4) Residents should press the alarm in the room or in the corridor on each floor if they discover a fire; the
alarm is relayed to the guard station at the main gate of the campus. You can also call the fire station

(Tel.119), the caretaker’s office, the gatehouse or the Student Services Division.

9. Visits by officials
In accordance with the relevant regulations, qualified officials of the University may enter the room in
order to check the equipment or facilities. Residents are requested to be present on such occasions. Officials

may also enter the room without prior notification in case of emergency.

10. Parking cars and motorcycles
The parking of cars or motorcycles on Guesthouse premises is prohibited. There is a space for parking

bicycles on the premises. Residents must not leave their bicycles behind when departing.

11. Medical institutions
Out-of-hours facilities can be found in "List of After-hours medical institutions" (p.24).

Call an ambulance in case of emergency (Tel. 119).

12. Lost or stolen property

Residents are requested to always lock the door when going out. Loss or theft of personal belongings
should be reported to the caretaker’s office or the host faculty/Student Services
Division(guest-house@ad.hit-u.ac.jp). The University is not responsible for any loss, theft or damage to

property belonging to residents.

12
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13. Damage to the room and facilities
Any damage to the room or facilities must be reported to the caretaker’s office or the host faculty/the

Student Services Division(guest-house@ad.hit-u.ac.jp) as soon as possible.

14. Notices for residents
There is a notice board in the entrance hall on the ground floor of the Guesthouse. Notices and information

for residents are posted on the board.

15. Change of the period of residence
A resident who wishes to change the period of residence must consult with the persons in charge at the host
faculty/institute and submit the prescribed form to the Student Services Division through the host

faculty/institute as soon as possible.

16. Arriving and departing
Residents are requested in principle to take up residence or to depart during University office hours
(Monday to Friday, 9:00am-5:00pm). It is not possible to take up residence or to depart during the year-end

and New Year holidays as well as designated university holidays.

*When arriving is not working day at university, rent and charge shall be paid by the guest from last working
day prior to arrival.

*2When departing is not working day at university, rent and charge shall be paid by the guest to the next
working day.
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IV REGULATIONS OF THE GUESTHOUSE(EXCERPT)

(Purpose of the regulations)
Article 1: The purpose of the regulations is to stipulate the necessary rules regarding residence in the
Residence Hall Kunitachi, Guesthouse Josui, Guesthouse Kunitachi, and Guesthouse Kodaira (hereafter “the
Guesthouse”).
(Management and maintenance)
Article 2: The president of Hitotsubashi University takes responsibility for managing and maintaining the
Guesthouse.
(Eligibility for residence)
Article3: To be eligible for residence in the Guesthouse, the applicant must come under any of the following
categories:
(1) An international researcher or a guest researcher invited by Hitotsubashi University (hereafter “the
University”) and travelled from overseas.
(2) A person belonging to an international academic/research institute and visiting the University for
teaching or conducting research.
(3) Any other person approved for residence by the president of the University

(Period of residence)
Article4: The permitted period of residence is 14 days or more but no more than 2 years.

(Application for residence)
Article5: A host professor of a person wishing to stay at the Guesthouse must submit the Application for
Residence to the president of the University through the host faculty/institute by 10 days prior to the first day
of residence (excluding holidays specified pursuant to Article 7 of the Hitotsubashi University Employee
Working Hours, Holidays and Leave Rules (Rule No.48 of 2004); hereinafter the same applies).
(Approval of residence)
Article6: If the president of the University approves the application, Notification of Permission will be
issued to the applicant.
(Taking up residence)
Article7: Residents who have received Notification of Permission must submit the Registration and Pledge
and the Letter of Guarantee to the president of the University by the appointed day.
2. Residents must take up residence in the allotted room on the appointed day.
(Cancellation of residence)
Article 8: A resident who wishes to cancel the application for unavoidable reasons must submit the
Cancellation Form by, at the latest, 5 days prior to the expected date of first taking up residence (excluding
holidays specified pursuant to Article 7 of the Hitotsubashi University Employee Working Hours, Holidays
and Leave Rules (Rule No.48 of 2004); hereinafter the same applies).
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(Change of the period of residence)

Article 9: A resident who wishes to change the period of residence for unavoidable reasons must submit the
Application for Alternation to the president of the University and obtain approval by the dates mentioned
below.

(1) Before the period of residence: 5 days prior to the first day of the appointed period of residence or the
first day of the proposed period of residence whichever comes first.

(2) During the period of residence: 10 days prior to the last day of appointed period of residence or the last
day of the proposed period of residence whichever comes first.

(Approval of alteration of the period of residence)

Article 10: If the president of the University approves the application, Notification of Permission will be
issued to the applicant.

(Rent)

Articlell: Residents must pay the stipulated rent by the prescribed date each month.

2. The rent/miscellaneous fees are non-refundable once they have been paid.

(Other expenses)

Articlel12: Besides the rent referred to in the previous article, the resident must bear all necessary expenses
for personal daily living, including those for electricity, gas, water, telephone, etc.

(Maintenance)

Articlel3: The resident shall make every effort to properly maintain Guesthouse facilities, equipment and
furnishings and shall observe the following:

(1) The resident must not sublet the whole or part of the Guesthouse to a third party.

(2) The resident must not use the Guesthouse for any other purpose than residence.

(3) The resident must not let a third party stay overnight in the Guesthouse.

(4) The resident must always keep the Guesthouse in good condition and refrain from remodeling it.

(5) The resident must pay due regard to the prevention of fire and other disasters, and maintain good sanitary
conditions in the Guesthouse.

(Compensation for damage)

Articlel4: If the resident either intentionally or negligently causes damage or loss to the facilities,
equipment or furnishings of the Guesthouse, the resident must restore them to their original condition or

compensate for the damage or loss.
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(Cancellation of permission for residence)

Articlel5: The president of the University may cancel permission for residence for any of the following

reasons:

(1) Failure to take up residence on the appointed date.

(2) Violation of any rules or provisions regarding the residence.

(3) Non-payment of rent or other expenses or failure to pay despite being requested to do so repeatedly.

(4) Unsuitability for residence from the health or sanitary standpoint.

(5) Causing significant inconvenience to the management of the Guesthouse.

2. The University is not responsible for any damages incurred by a resident whose permission for residence

has been cancelled on the basis of the preceding provisions.

(Departing)

Article16: The resident shall move out of the Guesthouse without delay when any of the following is

applicable:

(1) The resident no longer possesses the qualification stipulated in Article3.

(2) The permitted period of residence as stipulated in Article 4 has expired.

(3) Permission for residence has been canceled in accordance with Articlel5.

2. A resident moving out of the Guesthouse shall submit a Notification of Departure to the president of the
University by 5 days prior to the departure.

(Administration)

Articlel7: The administration work of the Guesthouse is dealt with by the Student Services Division with

the cooperation of the relevant departments of the University.

(Miscellaneous Provisions)

Article18: Other matters concerning the use of the Guesthouse shall be specified separately by the president

of the University when required.
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BEE (Single)

Kz (Couple)

FiEE (Family)
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vV 2%
V Appendices

YimE 5 —% (Guesthouse Kodaira Inventory Checklist)

TR M 2D EE B ICHRE L TH DL bDDATT,
TNLSMIBE R b ORHL5EIE, FH THELTIEE,
Our guesthouse only provides the equipment listed in the "Rental Equipment List."

Please bring any other necessary items with you.

INEEBESAMADA MmE85—8 Guesthouse Kodaira inventory checklist

B & quantity PR check e
Ttem By [ RE | FiE | ABR | RER Notes
Single | Couple | Family | Onarrival | On departure YR A B HEn#E
j¥% Bedroom
Ly Bed (Frame & Mattress) 1 2 2
HHI A3 L Oy A7 L R Comforter and bed spread 1 2 2
EAIS LU /N— Blanket and cover 1 2 2
Ny Ry REBIUS —Y  Bed pad and Sheet 1 2 2
AL+ #4473 — Pillow and pillow case 1 2 2
FHEH N A —  Coat Hanger 5 10 10
AA/b—Z— Oil heater 1 1 1
@R Vacuum cleaner 1 i’ 1
A1—F Curtain 1-2 1 202-302i3@ / 203-30313@
T2l (JFEaAFE)  Air conditioner (with remote control) 1 1
FEbHE Kid's room
J3—7> Curtain 2
7z (U3 fFE)  Air conditioner (with remote control) 1
FEAHL-FF T Desk and chair 1 HIABLRTAMTE
2B¢ -~y Bed 1
AR LM /3—  Comforter and cover 2
FEAIS LU /N— Blanket and cover 2
A LU —  Futon and sheet 2
AL+ #L4/3— Pillow and pillow case 2
I Storage rack 4
JEf - 514 Sitting room / Kitchen, etc.
J1—7 Curtain 1 2 2
7z (Y HE)  Air conditioner (with remote control) 1 1 1
JoEZ bk Sitting room furniture (3seat sofa, Coffee table, Arm chairx2) 1 1
ik ~==27/ Manual 1 1 1
AV Audio-visual Shelf 1 1 1
TLE TV 1 1 1
JCOMAEER (EMLANNEES — 7 Ve T A, By by Ry /A JEaL) i i i
JCOM equipment (3 pieces) Wireless gateway, Set-top box, Remote control
Pl Bl T BEAY KN Desk *Swivel chair *Lamp 1 1 1
BNTBFE Clock 1 1 1
B EHEM7—7/L Dining table 1 1 1 HEsiTHyEHT— 7
A EMKF Dining chair 2 4
fraafll Cupboard 2 1
&% Plate(L),Plate(M),bowl,mug,fork knife,table spoon, tea spoon 1 1 1
A BLOHE (EN)  Kettle and Sause pot (with lid) 1 1 1
TIA 8 (E) BEUMY Frying pan (with lid) and tong 1 1 1
A7 EFLY Microwave with oven function 1 1 1
#57RE  Refrigerator 1 1 1
J& AdL Waste basket 1 3 4
VETEAS/ L% Washing machine/Clothes dryer 1 1
#AENTC Umbrella stand 1 1 1
U —J—7 Shower curtain
IS4 Storage rack 1 4
= EELT Torch 1 1 1
JH k&= Fire extinguisher I 1 1
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2. KM -KA - BEREOERREREEN

Bawibs (BREZROYEE 24 B2 AT)

— &R Tel. 042-343-1311

&I, ARH, BLH ., SRR D IR

NETERE o Z— N, ISERZIERT Tel. 042-346-3706

IRAINEZHE HMER - OB - FRFELE (12/29~1/5) Pl 9 Re~7F4% 5 I
BERIGEZH HBEH~BREH P& 7 30 43 ~7F1% 10 ¢ 30 47

FEREN  /NETERHERTZ  https:/kodaira-dent.org/emergency.html
TN OIR A RS R M ERE

HWREGT TREMik T 2 —]  Tel. 042-521-2323 £ 7-13#7119

AEREIC & D RSB RN — R

EREHRT Y b [T E 1]
https://www.iryou.teikyouseido.mhlw.go.jp
RSB Z2 DT O #., ERERE ORI L,
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2 List of After-hours medical institutions

Emergency Hospitals (24 hours for emergency)

Hitotsubashi Hospital Tel. 042-343-1311

After hours medical institutions

Emergency clinic in Kodaira Health Center

Tel. 042-346-3706

Holiday emargency medical treatment Sundays,holidays,December 29'"-January 5" 9:00am-5:00pm
Semi-night emergency medical treatment Monday to Sunday(Open all year round) 7:30pm-10:30pm

Kodaira dentist association https://kodaira-dent.org/emergency.html (in Japanese only)

Emergency services are coordinated among local dental clinics.

Tokyo Fire Department Emergency Consultation Center Tel. 042-521-2323 or #7119

Medical information services in other languages

Medical Information net(NAVI)

https://www.iryou.teikyouseido.mhlw.go.jp (in Japanese, select language)

Emergency Translation Services

Tel. 03-5285-8185 (in English, Chinese, Korean, Thai and Spanish)
Weekday: 17:00 - 20:00

Weekends and Holiday: 9:00 - 20:00
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