April 10, 2008

Filling In the Press ID Application Form

To register an application for a Press ID, the designated Excel form must be filled out in its entirety. After downloading the necessary file, please fill it in as follows:
Specified format  (Excel format)
	(1) Login ID
	(2) Given Name
(in Roman letters)
	(3) Surname

(in Roman letters)
	(4) Name in Chinese Characters (if applicable)
	Date of Birth
	(8) Sex

	
	
	
	
	(5) Year 
	(6) Month
	(7) Date
	

	
	
	
	
	
	
	
	


	(9) Nationality (in English)
	(10) Company Name, Part 1

(in Roman letters)
	(11) Company Name, Part 2

(in Roman letters)
	(12) Job Title
	(13) Passport No. (Not required)
	(14) Name of facial photograph file
	(15) E-mail Address

	
	
	
	
	
	
	


*The designated Excel form includes in red an example of how to fill it out. Please follow this example when filling it out. 
Note that all information must be input using single-byte Roman letters, except (4) Name in Chinese Characters.

(1) Login ID
Fill in the Login ID you were issued by the Ministry of Foreign Affairs of Japan.

E.g., mofa0001
(2) Given Name (in Roman letters)
Fill in the applicant’s given name, up to the first 12 letters. 
  E.g., Hanako

(3) Surname (in Roman letters)
Fill in the applicant’s surname, up to the first 12 letters.
  E.g., GAIMU
(4) Name in Chinese characters (if applicable)
Fill in the applicant’s name in Chinese characters (if applicable; otherwise, leave blank).

  E.g., 外務花子
(5) Date of Birth (Year)
Fill in the applicant’s year of birth (4 digits, using the Gregorian calendar). 
  E.g., 1970

(6) Date of Birth (Month)
Indicate the applicant’s month of birth, using the pull-down menu.
  E.g., 1

(7) Date of Birth (Day of the month)
Indicate the applicant’s date of birth, using the pull-down menu. 
  E.g., 31

(8) Sex
Indicate either “F” (female) or “M” (male), using the pull-down menu.
E.g., F

(9) Nationality (in English)

Indicate the applicant’s country of nationality, using the pull-down menu. 
　E.g., Japan

*If the applicant’s country of nationality is not “Japan” then please fill it in manually, up to the first 12 letters.

(10) Company Name, Part 1 (in Roman letters) and

(11) Company Name, Part 2 (in Roman letters)
Fill in the name of the company with which the applicant is affiliated. There is a limit of 16 characters per cell. If the company name exceeds 16 characters and will not fit into a single cell, then insert the first part of the company name in column (10) and then, separating it at an appropriate place, insert the remainder into column (11). 
E.g., In the case of “Ministry of Foreign Affairs”: Fill in “Ministry of” in (10) and “Foreign Affairs” in (11). 
(12) Job Title

Indicate the appropriate job title, using the pull-down menu. 
　E.g., Still cameraman
*If an appropriate title is not listed, then please enter it manually. 
(13) Passport No. (not required)
Fill in your passport number or personal ID information if you choose.
　E.g., MF1234567

(14) Name of facial photograph file
Fill in the file name of the facial photograph image data (JPEG format). 
The file name must be in the format “[Login ID].jpg” (with file extension). 
　E.g., mofa0001.jpg
(15) E-mail Address
Fill in the e-mail address being used at the time of application. 
　E.g., hanako@xxx.com
The next section includes an example of how to fill the form in. Please refer to this carefully when filling in the form.

● Example for company names under 16 characters in length: 

	(1) Login ID
	(2) Given Name
(in Roman letters)
	(3) Surname

(in Roman letters)
	(4) Name in Chinese Characters (if applicable)
	Date of Birth
	(8) Sex

	
	
	
	
	(5) Year 
	(6) Month
	(7) Date
	

	mofa0001
	Hanako
	GAIMU
	外務花子
	1970
	1
	31
	F


	(9) Nationality (in English)
	(10) Company Name, Part 1

(in Roman letters)
	(11) Company Name, Part 2

(in Roman letters)
	(12) Job Title
	(13) Passport No. (Not required)
	(14) Name of facial photograph file
	(15) E-mail Address

	JAPAN
	MOFA
	
	Still cameraman
	
	mofa0001.jpg
	hanako@xxx.com



● Example for company names over 16 characters in length:
	(1) Login ID
	(2) Given Name
(in Roman letters)
	(3) Surname

(in Roman letters)
	(4) Name in Chinese Characters (if applicable)
	Date of Birth
	(8) Sex

	
	
	
	
	(5) Year 
	(6) Month
	(7) Date
	

	mofa0001
	Hanako
	GAIMU
	外務花子
	1970
	1
	31
	F


	(9) Nationality (in English)
	(10) Company Name, Part 1

(in Roman letters)
	(11) Company Name, Part 2

(in Roman letters)
	(12) Job Title
	(13) Passport No. (Not required)
	(14) Name of facial photograph file
	(15) E-mail Address

	JAPAN
	Ministry of
	Foreign Affairs
	Still cameraman
	
	mofa0001.jpg
	hanako@xxx.com



End

May be left blank





Split at an appropriate place








