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FB5Z (B85Z) Glossary and Abbreviation
RIS E
The Research Grant
The WISE Programme Research Grant
RIBKE

NU

Nagasaki University

NU WISE Programme

RIBAZSHAZR OIS A
Nagasaki University WISE Programme

XERFE
MEXT Ministry of Education, Culture, Sports, Science & Technology,
JAPAN
The Office RBRZSEARZERTOIS AZEE (TMGH E358D
(TMGH Admin office) The office of the NU WISE Programme

Management team

RPEMAIEEIER (BIED
Infectious Disease Research Support, Management Team

LSHTM

OY RYKRZEH/E « AFEFAER
London School of Hygiene and Tropical Medicine

JD

NU-LSHTM ER&E#EI 00—/ VUL RABI
NU-LSHTM Joint PhD programme for Global Health

NU Supervisory team

H=E

RIBRZDIBHEEHEN PR T DHE
Supervisory team where the Nagasaki University Supervisor

belongs

Corresponding staff of
NU Supervisory team
HESHFIBS

RIBRZOELIESHENNEIDIHEDSHIELS
Corresponding staff of Nagasaki University Supervisor’'s team

belongs
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1. About NU WISE Programme Research Grant

The Nagasaki University (“NU”) WISE Programme Research Grant (hereafter “the Research
Grant”) is allocated to the Supervisor and the Supervisory team of WISE Programme student in order
to provide an environment to engage and support student’s research project and its activities. NU is
responsible for the management and operation of the NU WISE Programme that is a part of the
WISE Program of the Ministry of Education, Culture, Sports, Science and Technology, Japan
(“MEXT”). MEXT has allocated grants to the University to finance this programme, and the University
has set the regulations, policies and procedures in accordance with those of MEXT. Thus, NU is
obliged to manage the grant efficiently and with adequate accounting procedures.

The Supervisor has the authority to expend the Research Grant to accomplish assigned
responsibilities. Please ensure that the transactions are reasonable and necessary in your team’s
activities and projects. When students wish to use the Research Grant for their research activities,
they must first seek their Supervisor’s approval to proceed with payment. Please inform your
students to consult in advance if they wish to use the Research Grant.

This guideline outlines the flows of various procurement procedures for Supervisors and
Supervisory team, and is set in accordance with both MEXT and the NU procurement regulations.
The English guidelines is translated based on the Japanese guidelines in order to disseminate
further understanding of the programme and to make effective use of the Research Grant. The
Research Grant can only compensate for products delivered by March 31st or services completed by
March 31st of the fiscal year. Please note that the Japanese fiscal year starts from the 15t of April
until the 315! of following year March. Therefore all documents related to expenditure accounting
procedures must be completed by the set due date, which will be notified prior to the time of closing
the account. Usually, it's the end of February. Please make sure to submit the requested
documents by the set deadline.
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2. Important notes for purchase using the Research Grant

1)
2)

3)

4)

5)

6)

7)

8)

Students should first seek approval to use the Research Grant from their Supervisors.

If the total amount is ¥500,000 and above, please make sure the purchase is processed by NU
Management team.

Allocated Research Grant must be fully executed by the end of Japanese fiscal year, March.
Please note that the Research Grant cannot be carried over to the following year. (i.e. Purchasing
a flight ticket for the following year is not allowed)

Reimbursement for any expenditure without sufficient supporting documents is NOT allowed.

All the original documents (invoices, receipts, delivery notes) need to be submitted to
Management Team by the end of the fiscal year. Thus, please keep all the documents safe.

All item(s) (consumables not included) purchased for research expenses to students of unit price

¥100,000 or more using the Research Grant must be registered as capital item(s) to NU asset

inventory and must be returned to NU before graduation. High cashable items such as laptops

or tablets must be returned as well even if the unit price is below ¥100,000.
ltems such as laptops (excluding consumables) with a unit price above ¥100,000 require

submission of Purchase Equipment Form (Form 4), catalogue or spec to TMGH Admin office.

Students can choose advance payment only when the total amount is below ¥500,000.

Upon submission of all the necessary documents, Nagasaki University will reimburse the amount

to the student’s registered bank account.
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» Students need approval from NU Supervisor for any
purchase. Submit a guotation to TMGH Admin office.

* Decide payment method 1)Invoice payment,
2)Corporate credit card*! or 3) Advance payment
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» Supervisor or NU Supervisory team makes purchase order
K Consult with Management team for payment JPY500,000
and above (Procurement department process)

- IBEYESICIMET DRENRT o }

- REEHRETMGHEBUINRE (B RBHES - GRS - 553KB)
- Submit accounting documents (i.e. Quotation, Delivery note,
Invoice)to TMGH Admin office.

—
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Corporate credit card will be suspended from February 15t to March 31st

SFB=3I8 Important Note
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All items purchased for students of unit price ¥100,000 or above using the

Research Grant will be registered as capital items to NU asset inventory therefore
students must return the item(s) to NU before graduation. * High cashable items

such as laptops and tablets must be returned even if the unit price is below ¥100,000.
2. BAONEDIEHDZBIFEIESNTHRDET,

Expenditures made or payment methods used for the purpose of personal benefit

K is prohibited. J
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Procedures for purchasing items

<Purchase through Supervisory teams>

1. The total amount per invoice (incl. tax and all charges) BELOW JPY500,000

® Students should first seek an approval to use the Research Grant from their Supervisors and
Supervisory team. Submit a quotation to TMGH Admin office.

® Supervisory team should make sure that the supplier bank information is registered to
Nagasaki University before proceeding to purchase procedure.

® Corporate credit card (Mastercard) may be used only for items below ¥500,000 in total
amount. If supervisors or students wish to purchase item(s) using the corporate credit card,
they should first contact the corresponding staff of NU Supervisory team and send the URL
of online shopping cart of the website link where the details of the item(s) can be viewed.
Please note that the corporate credit card will be suspended from 1 February to 31 March
every year due to the fiscal year-end reason.

® Submit all accounting documents (see P15) to TMGH Admin office.

2. The total amount per invoice (incl.tax and all charges) JPY500,000 and ABOVE
® Supervisor or students need to send a quotation of the item(s) to Management Team.
® Once the purchased items and accounting documents are delivered, the signed documents
must be submitted by the end of the same delivery month to Management team. Please
make sure all the accounting documents have necessary information shown in page 15.

3. Inspection of the delivered item

® In principle, faculty or staff based at NU will conduct the inspection of the delivered items.
® For Joint PhD students based at LSHTM, an appointed NU staff will conduct the inspection.
To prove the delivery of the purchased items, supervisors and students must submit items
below. Please note that all the original documents must be submitted to NU by the end of
March therefore they should be kept safe.
1) Delivery note
2) Aclear photo of all purchased items to confirm the number of delivered items.
3) Aclose-up photo showing the specification of the products.
4. Delivery note and cover letters
® |f supervisors or students receive the purchased items and accounting documents directly
from the supplier, they must sign and submit the documents to TMGH Admin office
immediately.
® Please confirm that the accounting documents include all necessary information before
submission. (refer to P.15)
® For Joint PhD students based at LSHTM, please note that all the original documents must
be submitted by the end of March therefore they should be kept safe.

<Advanced payment by Students>

1. Students are first required to obtain approval from their NU Supervisor for all expenditures.
Advanced payment by students is only allowed when the corporate card is suspended from use
between 1 Feb and 31 March. Please note that advance payments without prior approval may not
be accepted when purchasing items.
2. After obtaining approval from the Supervisor, the student can proceed to purchase the items by
advance payment when Corporate credit card payment or Invoice payment cannot be made.
Please note that without prior confirmation of any advance payment may be not accepted. When
students are approved for advance payment, they will need to submit the followings to TMGH
Admin office (see p15):
® Payment in cash: Original copy of the receipt. Receipts need to have all the necessary
information. (Date of purchase, name of the item(s), total amount, sign and the vendor)

® Payment using credit or debit card: The receipt and the credit/debit card statement which
shows 1) the transaction date, 2) card holder’'s name, 3) details of the purchased item(s), 4)
total amount and 5) billing address need to be submitted.

* Please check that the addressee on the receipt is the payer. If it is not, please put ‘I paid’ and

your name in handwriting.



4. H3REBEEDFN Chart on Procedure for Arranging Business Travel

1. HENHBKT BIHE Business Travel for Supervisors

- BHEEFFIBUERIDERIVEBEE
+ Corresponding staff of NU Supervisory team request through
the business trip navigator system

- BEER. MEEHREERNE TRE
- After reguesting, submit the required supporting documents to

Management team
J

- BER TR, BEEHEBYEL. LEFOLDIRS, FNEHESEEI
[CIRE

« Upon completion of the travel, corresponding staff of NU
Supervisory team reports through the business trip navigator
system and submit additional supporting documents to
Management team. )

>
Y

2. ENHNHEIDIERE Business Travel for Students

s HIRIC DV TIBEHE E BHESBHFIBHENSFIBMN, HRPHEE (KN )
1) ZER L. BREBD. Kk, MZEH « T ILEDOFEZTD

+ Students should consult their NU supervisor and Supervisory team
to obtain an approval for buisiness travel and complete Travel
Approval Application(Form1), then arrange flights, hotels, and etc.

J

HEEL, MBBE (ERA1 - IS5 RV - EREL) EHZT )
TMGHZEF3CIZH

+ Students need to submit Travel Approval Application(Form1) and
supporting documents to TMGH Admin office.

J
" = \ [— v \
- SHESFHFIBIBIOBERBOVBEE (BRBIXOV_2PILSHR
+ Corresponding staff of NU Supervisory team reguest through the
buisiness trip navigator system y

- E3E1S, I2HBEE (OSA RRT Y-/l - BRE - BER1Z) &, S

ETRRE

+ After requesting, submit the required supporting documents (flighjt

schedule, receipt and Form 1) to Management team )

CHIER T, S LTIEE (EREOEARUENENES) ETMGH )
FHUNRE, BESHBHBRQERIZUIDRS,

+ Upon completion of the travel, students to submit supporting
documents(boarding pass, receipts) to TMGH Admin office.
Corresponding staff of NU Supervisory team report through the
business trip navigator system. /

- €-4-<{-€ €
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Procedures for arranging business trip

1. Complete Travel Approval Application (Form 1)

All students travelling for research activities must gather details relevant to the proposed travel and
discuss your scheduled plans before requesting an approval for travel with your NU supervisors. This
should include the expected period of travel, location and travel cost quotes or estimates.

The completed Travel Approval Application (Form 1) needs to be sent to NU supervisor and the
corresponding staff of NU Supervisory team for approval sign (e-signatures acceptable).

2. Submitting supporting documents

All students traveling must submit approved Travel Approval Application (Form 1) and supporting
documents (later mentioned) to TMGH Admin office at least two weeks prior to the scheduled travel
date. The corresponding staff of NU Supervisory team will request travel through the business travel
navigator system. Submit the Form 1 and supporting documents to Management team in Nagasaki
University. (tmgh_jimu@ml.nagasaki-u.ac.jp).

*Please note that per diem and meal expense for students cannot be included in the travel cost due
to budget reqgulations.

3. Report (Submitting additional supporting documents)

Upon completion of the travel, all travelers are required to submit supporting documents (later
mentioned) to update any change in travel and/or travel costs to TMGH Admin office. Corresponding
staff of NU Supervisory team will report the completion of your travel through the business travel
navigator system.



€ Travel arrangements

Please make sure to seek approval from NU Supervisors before arranging any travels. If students
book any flights, accommodation and other travel expenses without the approval of NU Supervisor,
Nagasaki University will not cover expenses incurred up to that point.

In principle, students need to make your own travel arrangements by yourself. You may book your
flights and accommodation via online or any travel agency you would like to use.

In some cases, such as travelling overseas, it is possible to directly arrange travel with the
corresponding staff of NU Supervisory team. Please be sure to consult with NU Supervisors and the
corresponding staff of NU Supervisory team beforehand.

wWhen making travel arrangements directly through Nagasaki University, please submit below
documents to NU Supervisor and corresponding staff of NU Supervisory team as soon as you have
scheduled your travel. The corresponding staff of NU Supervisory team shall contact Management
team (tmgh_jimu@ml.nagasaki-u.ac.jp) when all the necessary documents are ready. After arranging
the flights, Management team will send E-TICKET by email.

» Expected flight schedule
+ Valid passport (No need to submit from second time)
* Travel Approval Application (Form 1)

For documents required to apply for a business trip, please refer to the “List of Supporting
Documents for Business Trip” in page 21.

& Travel expenses
When combining business and personal travel, please note that if the duration of the stay at the
destination exceeds more personal than business, you may not be able to claim your travel

expenses.

#Accommodation expenses
Accommodation expenses will be paid in accordance with the Nagasaki University Travel Expenses
Regulations. Please consult your supervisor for cases requiring judgement, as they will make the

final decision.

(Notes]
(1) The amount may be reduced at the supervisor’s discretion due to the Research Grant budgetary
constraints.
(2) The upper limit of the accommodation expense is one-half of the fixed accommodation fee set
under Nagasaki University Travel Expenses Regulations if choosing to stay at NU on-campus
facilities. (e.g. International House).
(3) The fixed accommodation fee will be reduced according to the number of travel days in one area.
(Reference)
The fixed accommodation fee in Japan is JPY 13,500 / night. (As of 2024/10. It is subject to change.)

& About accommodation
Please select an appropriate accommodation considering the maximum fixed accommodation fee in

the destination country.

10
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€ Submission of supporting documents

1) When requesting for travel (2 weeks prior to the traveling date)
Copy of completed Travel Approval Application (Form 1) (e-signature acceptable)
Flight schedule
» When arranging travel with Nagasaki University, submission not necessary
Original receipt of the flight ticket and breakdown (details including taxes)
VISA application fee receipts
Other expenses (i.e. Visa application fee)

2) Travel report
Original receipt of the flight ticket and breakdown (details including taxes)
Flight schedule
» If you have not submitted at the time of request.
Boarding pass/boarding certificate (Original copy needs to be submitted eventually)
Accommodation receipts
Other expenses (i.e. Visa application fee)

In principle, all original copies of boarding passes, certificates, and receipts need to be submitted to
TMGH Admin office in Nagasaki University within 2 weeks upon completion of the travel. If you are
living outside Japan and submission of the original copy cannot be made immediately, we will process
by PDF of the original copies as a countermeasure. Please note that all the original supporting
documents need to be submitted to Management team through TMGH Admin office by the end of
March (we will inform you for details at a later date by e-mail). (For LSMTH, to appointed NU staff)

*Travel expenses will take 2 to 4 weeks to reimburse into traveler’s registered bank account after
submitting the travel report documents. If Management team needs to ask you to submit additional
documents, it will take more days. In case of overseas remittance, the number of days until deposit
into registered bank may take longer because foreign remittance date is fixed in Nagasaki University.
(Every end of each month)

* Travel advances are available for students to assist defraying out of pocket cash while traveling for
an extended period of time. Please consult with NU Supervisors if you wish to do so. Students must
have an approval by NU Supervisor for travel advances.
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5. B&E&ZIDFN Chart on Procedure for Paying Honorarium

ﬁé@” @E}Afﬁﬁﬁ @EH::’*E‘}LE TMGH??%IJP&E CCERBYIC
%&

+ Students should inform Management team through TMGH
Admin office in advance following information. 1) full name of
the honorarium recipient and his/her address, 2) period, 3)
location, 4) work details, 5) unit & payable price, and 6)
calculation basis /

- FFFR (FRN2) Z1ERk. SRBDFEEICLDYT VEIES, KB
BEAERT 1 VET D,

* Please fill in the Working Record (Form 2) with the
honorarium recipient’s hand written signature and researcher
(student)’s confirmation sign at the bottom.

cHFIEFDT T UTHSEZIA), SEE (K%RA3) ZIEKT D, %\
MEEISROMCTMCGHE#S 2@ U CERBI I THESEE BRA2.

3) =7

+ Please only pay upon completion of the work and prepare

the Receipt for Honorarium (Form 3). Submit the required
documents (Form 2 & 3) to Management team through

TMGH Admin office as soon as the documents are ready. J

BEINCHEREBHICDONTIE, p22 MHSRHEE B ZC RSN,

For documents required for honorarium payments, please refer to the “List of
Supporting Documents for Honorarium Payments” in page 22.
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HABCHRIFHS

HEEZINDHBEL. BRICORIEES « ZHBEM. QFEF LB, ORMEHZH. DEEANS.
OX%IhHEE. O©FBDLRWZ, TMGH 2@ U CERRITER L TIIZS.

THBICIIBFR (R 2) OERZRELTIIESV, BFRSUIFFEETHEH I DL DMK
L. BEDERISIRBEDER Y 1 VEMBICIRDET, BRT VHENSEE. JWNWFHRSE
DNTEFBADTTERL IS,

IR (RS [CTHEERNOBEIRE. RAEFNTT U D 5#EEZ o TIIZE), #
2 DOREZES R 3) OERR. BEEMEICZDI T, EHEESEODIC TMGH
BeE U CEBMETHEER (A 2. 3) ZRELIES), XEREDIER., T -HYIRE
BEZRBE LRSI BRROT—IRERRMORBREEMEICROET, X—ECEHDZ
RBENZINDIBE, 2B « F « JILEED'J R haTIRELIZE0.

ERSBR>

BARMANTHENHEE T DHEIHZET DE TCOEHRNELDIERERE LTS,
BHORMHBBIC—ECHEZXINDBEE. REDKRS. E/. XhEEEEFZHE LIC)
ARERELUTIES0N,

PFxR - TSRV E U TCRADREDYUETY, BIMEE TRADEEN I ICTES
WBE. —BRIOE-TaOmLEIN RBAZORFTFERDIBREB (BELBFED
DEHRIZEBNZESR) LTICUIFRAZRE LT ESN (OY RYDFERPEAEDSFE
SNEHENED),
RICHERETHEZINDHBE. AEDSEEZRGE KA ONEEXR) Z21TV\EID
T, ZHEEDOIRTOESHENMUECTT, ERICIFEEZ LTI DT, FHIIC TMGH F75
METEBES0,

NERXREDHBS. KZ2OBNEEDOBRICE >TITNNDNT, EADEARILNICS
DEYT (REBDERII UHISRODICHUEERZIREIAVCES). RIBBENDBRE
[CEDUTCEEBNEET DL, FE. ERFTDIRT CERIRFHERAZELSINMNDTE
[CRD. AGRISERLDEELIDDBELBRDICENDHVFT, Fi2. RBIRIT TDINIE
DESICKD. AGETHEONDNDDCEHDDT, ZHBICIBRIDBRNZHRELUE
9, SREHER2DBZBE L TEHENMRDAFINSNEER>BRSEZS0),

*FEOFHMESICBE L. CARPBRRDHNIE TMGH FEBPIH TTHEHRIZSN,
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Procedures for arranging to pay honorarium

When paying an honorarium, please inform Management team through TMGH Admin office in
advance below information.1) full name of the honorarium recipient and his/her address, 2) period,
3) location, 4) work details (Terms of Reference, position & etc.), 5) unit & payable price, and 6)
calculation basis (No. of days, necessity to hire the person & etc.)

Please fill in the Working Record (Form 2) with the honorarium recipient’s hand written sign on
the Signature column and the researcher (student)’s confirmation sign at the bottom. Without the
confirmation sign, students will not be paid for insufficient documents.

If students wish to pay honorarium at their business trip destination, please pay upon completion
of the work and prepare the Receipt of Honorarium. (Form 3). Please be sure to get the address
and signature of the recipient of the honorarium. Submit the required documents to Management
team through TMGH Admin office as soon as the documents are ready. If students request
proofreading, translation, data collection, etc., please submit deliverables such as manuscripts
and data.

<Ilmportant points>

If the honorarium is to be paid outside Japan, please submit documentation of the basis for the
calculation in the relevant country.

When paying honorarium to multiple recipients at once, please submit the list of recipients’ names,
addresses and payment amounts.

In principle, all original copies of Working Record and Receipt for Honorarium (Form 2 & 3) need
to be submitted to Management Team in Nagasaki University by the end of each fiscal year. If
you are living outside Japan and submission of the original copy cannot be made immediately,
we will process by PDF of the original copies as a countermeasure. Please note that all the
original supporting documents need to be submitted to Management team through TMGH Admin
office by the end of March (we will inform details at a later date / For LSMTH based students,
please submit documents to appointed NU staff).

When paying an honorarium to recipients outside Japan or to recipients with foreign bank account,
Nagasaki University will make oversea remittance directly to the honorarium recipient’s bank. To
register the recipient’s bank account, please contact TMGH Admin office in advance.

In the case of overseas remittance, date for foreign remittance in Nagasaki University is fixed
every end of each month. Documents need to be submitted by the beginning of the following
month of the relevant period to pay at the end of the month. Due to the exchange loss incurred
when converting to local currency and handling fees deducted at the local bank, the deposit
amount may be less than the paid amount. In addition, it may take several days for the deposit
to be reflected in the bank accounts due to the processing circumstances. Please inform the
honorarium recipient of the terms above in advance. Please let us know if the honorarium has
not been transferred after two months from the documents submission.

If you have any questions regarding the travel procedure please contact TMGH Admin office
individually.
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6. RETE¥WDY VT Example of accounting documents

o

1. %2 Quotation 2. #A522 Delivery Note

Quotation RiES
(Quotation No: BiEES)
(Supervisor or student name, Nagasaki University/

RIFRZ BEHEICIFEREDRS)

item unit price quantity Sub total
A= B {iffi wE /NET
flip chart £ 10.00 2 £ 20.00
Total £ 20.00

*Please state currency unit (GBSELEEINTCE)
We quoted as above as per your request.

CHRBEICDE LBV ICRENFT,

(Date of Issue: FfTELB)
(Name of Supplier : #&8&)
(Adress of Supplier : &£
(Company seal / signature: #LED )

. EBRZ Invoice

Invoice FBRE
(Invoice No: FEREES)
(Supervisor or student name, Nagasaki University/

RIGAE BSHESFCIIEFEDES)
item unit price quantity Sub total
& H {iffi HE /NET
flip chart £ 10.00 2 £ 20.00
Total £ 20.00

*Please state currency unit (BETEEE N TCED

(Date of Issue: #{TFELAB)
(Name of Supplier : &%)
(Adress of Supplier : 2&1EFT)
(Bank information : OFEIBIR)
(Company seal / signature: #tEQ )

Delivery Note #5222

(Supervisor or student name, Nagasaki University/

RIFRE BEHEICITEFEDRS)

item unit price quantity Sub total
A= H {ii HE /NET
flip chart £ 10.00 2 £ 20.00
Total £ 20.00

*Please state currency unit (BEBEE M TCE)

(Date of Issue: &{TELB)
(Name of Supplier : #2&%)
(Adress of Supplier : 2&1Er)
(Company seal / signature: FLED )

4. 7EINE Receipt
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Receipt f8INZ

(Supervisor or student name, Nagasaki University/

RIFRZ BEHEICIFEREDKDS)

item unit price quantity Sub total
A=) H {iffi HE /INET
flip chart £ 10.00 2 £ 20.00
Total £ 20.00

*Please state currency unit (BEBEE M TCE)
We hereby received the above amount correctly as
the payment for invoice No. xxxxx.

BREES x x xICHD LM EIEICERUS

o

(Date of Issue: &{TELB)
(Name of Supplier : #2&%)
(Adress of Supplier : 2&1EPT)
(Company seal / signature: FLED )




FAQ

(RE)

Q YEZFECZHBSNCHEIE T, REEICHEAIDIERREEHEBATITDCEEFTED

A AROTI, BRFEICRNSNTZHEL. BZFEOSEHEDLCHDICHEATIDC LT
STCULET,

Q FEAN—R(IRY)FEDLDIBTEDICEZTI D,

A AVH—=Rvy FBIROFRXEBRSEN— FRED TEDIEDICERTETET, FESNE.,
FRE, HREE, HEFICNRIDCLLATEI A, FE. BF2B18~3831 BT
[FRATEE A,

(3R]

Q FEZLENOIEWEDNT, FABENSREZZINDCELR>TEDN, FE. 4 818IC
EHEIDERICXTUT, BFEEDOHBEDNSBMEILNZTDOCEETEDIN,

A TEFICh, FERZFLEND OICHERREEZIAD CEFTELRN SHFEREECN > TE
AITRCEETERN., BFEDCONTIE. BFEEOHDENSDZHICIEDET,

Q 4 BICRESNDERFRICSII DICHIBFED 3 BI