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2024 

F o r  S e p t e m b e r  2 0 2 5  E n t r y  

Waseda  U n iv e r s i t y  

G u id e  fo r  Ad mis s io n  

P ro ced ur es  

( Eng l i s h  Ve r s ion )  

Complete all the following admission procedures by the deadline to gain 

admission to Waseda University.  

 

◆Online Submission of Admission Information <UCARO>  

July 25th, 2025 (Fri) ~ August 20th, 2025 (Wed) 23:59 (JST) 

 

◆Submission of the Admission Documents <By post>     

July 25th, 2025 (Fri) ~ August 20th, 2025 (Wed) (JST) 

<Postmark of the Deadline Date is Valid> 

 

◎This Guide for Admission Procedures is for successful applicants admitted 

through the graduate school entrance examinations, as given below.  

・Master's Program（September Admission） 

・Doctoral Program（September Admission） 
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1. Overview of Admission Procedures 
 

 

 

 

 

 

 

 

1. Online Submission of Admission Information <UCARO> ・・・Page 3 

・Please enter all the admission procedure information on the examination portal site (UCARO). (The information  

can be entered after July 25, 2025.) 

 

2. Submission of the Admission Documents <By Post>・・・Page 17 

・Please submit the required documents in an envelope and submit it through registered international mail service 

(such as EMS, FedEx, etc.), express main, or Simplified Registered Mail (簡易書留) from a post office in Japan.  

 

 

 

 

 

2. List of Admission Procedure Deadlines 
 

The admission procedures involve ① Online Submission of Admission Information <UCARO>, and ② 

Submission of the Admission Procedures Documents <By Post>; the deadlines for each are given below.  

   

Details of procedure Application period（JST) 

①Online Submission of 

Admission Information <UCARO> 
July 25 ~ August 20, 2025, 23:59 

②Submission of the Admission 

Documents <By Post> 

July 25～August 20, 2025 

(Postmark of the Deadline Date is Valid) 

 

 

 

3. Admission Procedures 1: 

 Online Submission of Admission Information <UCARO> 
 

1. How to Login to UCARO and Register Information 

 

The admission procedures to the university are used by the examination portal site "UCARO". The deadline for 

entering information is as above.  

Regarding login ID and password, we would inform you by email. 

 

The admission procedures must be completed within the designated period.  

If even one of the following items remains incomplete after the deadline, you will not 

be admitted to the University. So please be very careful.  

・All applicants must complete all of the above procedures by the deadline. 

・Ensure that you do not lose your bank transfer receipt and postage receipt even after completing the 

transfer and submitting the documents.  

・We have a dedicated site for all information necessary for the admission procedures and student life after 

admission. Please check the following website.  

https://www.waseda.jp/fsps/gsps/en/applicants/admission-procedure/ 

https://www.waseda.jp/fsps/gsps/en/applicants/admission-procedure/
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2. Supplementary information about the details of entry 

 

1) "Student" 

Name in Kanji:  

Enter the same kanji characters as on your family register (certificate of residence) in the "Family Name" and 

"Given Name" fields. If you are unable to enter the kanji characters from your family register, please enter an 

alternate kanji (from the joyo kanji). If you cannot enter an alternative kanji either, you do not have to enter it.  

If you have a middle name, please omit it, or write it before your "Given Name."  

The kanji characters entered here will appear on your certificates and degree records after admission; thus, if you 

encounter any issues, please consult with the Administrative Office of your graduate school after admission.  

 

Name in Katakana:  

Enter your name in katakana according to its pronunciation. If you have a middle name, please omit it, or write it 

before your "Given Name." Please do not enter it if you are unable (in this case, the University will register the 

katakana name that represents the pronunciation of your romaji name in the University's system).  

 

Name in English:  

Write your name according to your passport. If you have a middle name, please omit it, or write it before your 

"Given Name."  

 

On use of an Alias Name (Preferred Name):  

If you want to use an Alias Name (Preferred Name) as it appears on your certificate of residence in Japan, please 

contact the office of your graduate school as soon as possible. Please refer to the following URL for the format 

"Request for Use of Preferred Name" to be submitted to the office of your graduate school at the time.  
   https://wnpspt.waseda.jp/student_en/supportanywhere 

Certificate & Application Procedures > Application and Procedures for Changing Information > 

01_Application and Procedures for Changing Information 

 

 

2) "Guardian" 

"Guardian" refers to the person providing guidance and support to the student in cooperation with the school for 

the student to smoothly perform academic and research activities. A homemaker or unemployed person is also 

acceptable. Foreign nationals and those living abroad are also acceptable (though Japanese residents are 

preferable). The enrolling student himself/herself cannot be set up as a Guardian. Please be aware that the student's 

graduate school may send score reports and other information to "Guardian.”  

 

 

3) "Tuition Payer" 

At Waseda University, students are required to pay tuition and other fees for each semester determined for the 

spring and fall semesters. Payment for the semester immediately following admission is to be completed by the 

"bank transfer" as part of the admission procedures. For the subsequent semesters, the payment will be conducted 

through "direct debit," the procedure for which will be conducted after admission. For details, please refer to 

“Admissions procedure" on the Graduate School website 

( https://www.waseda.jp/fsps/gsps/en/applicants/admission-procedure/ ).  

Under "Tuition Payer," please enter the information of the person who will bear the tuition expenses after 

admission. Please note the following points when setting up the "Tuition Payer."   

 

・The Tuition Payer must be a resident of Japan (The "Transfer Notification Letter" sent by post to the Tuition  

  Payer approximately 10 days before the date of transfer cannot be sent to addresses outside of Japan).  

・If the person who is actually paying the tuition fees is an overseas resident, please select "Student" or "Other." 

If you select "Other," please enter the information of the Tuition Payer who resides in Japan.  

・The Tuition Payer needs not to be the same person as the Account Holder of the Bank Account for Tuition 

Payment (procedure after admission) or the Guardian, etc.  

 

 

  

https://wnpspt.waseda.jp/student_en/supportanywhere
https://www.waseda.jp/fsps/gsps/en/applicants/admission-procedure/
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4) "Student's Bank Account Information" 

The account registered in the student's name will be used as the bank account to which Waseda University will 

transfer any money that needs to be transferred to the student (e.g., scholarships and payments for part-time work at 

the University). Please ensure that you register the student's bank account with the University. If the name on the 

bank account differs from the student's name, the University will not be able to make the transfer.  

If there is no account in the student's name, please select " No bank account in Japan yet." Please register your 

account through Waseda University's dedicated portal site "My Waseda" as soon as possible after admission.  

 

* All new Waseda University students are required to register two bank accounts: "Student's Bank Account" and 

"Bank Account for Tuition Payment." The registration of the bank account with the student's name here is 

different from the procedure for the payment of tuition fees (direct debit) after admission. The procedures for 

direct debit for payment of tuition fees (registration of "bank account for debit of tuition and other fees") will 

be conducted after admission. For details, please refer to “Admissions procedure" on the Graduate School 

website ( https://www.waseda.jp/fsps/gsps/en/applicants/admission-procedure/ ). It is possible to register the 

same account as the "Student's Bank Account" and the "Bank Account for Tuition Payment," but even in this 

case, you have to carry out the procedures for the direct debit of payment of tuition fees (registration of the 

bank account for debit of tuition and other fees) after admission.  

  

https://www.waseda.jp/fsps/gsps/en/applicants/admission-procedure/
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4. Admission Procedures 2:  

Submission of the Admission Documents <By Post> 
 

1. Required Documents 

(〇:Submission required △:Submission required only when applicable -:Submission not required) 

 
 

  

 Documents necessary  

for admission procedure 
Points to check 

Master's 
Program 

Doctoral 

Program 

A Admission Procedure Documents Checklist Use Format issued by Graduate School. ○ ○ 

B Certificate of Residence 

Submit an original (paper) document issued by a municipal 

office in Japan. 

*Copies are not acceptable. 

○ ○ 

C 
Certificate of Graduation  

(Bachelor's degree) 

Submit an original (paper) certificate issued by your school. 

*Those who have graduated from a Chinese university or 

have passed an educational background assessment are not 

required. 

○ ○ 

D 
Certificate of Graduation  

(Master's degree) 

Submit an original (paper) certificate issued by your school. 

*Those who are expected to graduate from our graduate 

school or a Chinese graduate school, or who have passed an 

educational background assessment, are not required. 

△ ○ 

E Sending CSSD 
Required only for those who are expected to graduate from a 

Chinese university at the time of application. 
△ △ 

F 

Final Academic Transcript 

(Bachelor's degree) 

*All grades during your time at school are 

shown 

Submit an original (paper) certificate issued by your school. 

*Those who have passed an educational background 

assessment are not required. 

○ ○ 

G 

Final Academic Transcript 

(Master's degree) 

*All grades during your time at school are 

shown 

Submit an original (paper) certificate issued by your school. 

*Those who are expected to graduate from our graduate 

school or who have passed an educational background 

assessment, are not required. 

△ ○ 

H 
Certificate of payment of Admission Fee, 

School Expenses, and Other Fees 

Submit documents printed on A4 paper to prove that 

Admission Fee, School Expenses, and Other Fees have been 

paid.  

○ ○ 

I Certificate of individual Registered Matters 
Required only if current name and name on certificate are 

different. 
△ △ 
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2. Submission Method 
 

1) Deadline for submission 

July 25th, 2025 ~ August 20th, 2025 <Postmark of the Deadline Date is Valid> (JST) 
 

2) Method of Postage 

Please enclose the required documents in an envelope (A4-sized square-shaped No. 2 (240×332mm) envelope), 

seal it, use the "Invoice for submitting documents for admission procedure" specified by the graduate school, and 

mail it from a post office by Registered international mail service (such as EMS and FedEx) or Simplified 

Registered Mail (簡易書留) from a post office in Japan or through Express Delivery. Please ensure that you write 

your postal code, address, and name as the sender's information on the envelope.  

(We will not accept mail with insufficient postage.) 
 

 

3. Document Preparation Precautions 

 

 

 

 

 

 

 

 

 

 

●Please download the formats for the documents required for the admission procedure from our Graduate 

School website. 

●Please read the following notes carefully and fill out the form accurately in block letters using a black 

ballpoint pen (pencils and erasable pens cannot be used). 

●If you make a mistake, do not use correction fluid, but instead draw a double line through the incorrect 

part, stamp it with a correction stamp, and then fill in the correct part in the blank space. If you don't 

have a correction stamp, your signature next to the correction is also acceptable. 

●If you are unable to submit the submission deadline due to circumstances such as when certificates are 

to be issued, please notify us using the Application for delay in submission of Admission Procedure 

Documents Form below. If you have something that confirms your graduation (web system screen, 

notice board announcing graduates, etc.), please submit it using the form below prior to submitting your 

certificate. 
  Application for delay in submission of Admission Procedure Documents Form   

  *Even if you submit the notification using the above form, you will still need to submit the documents. 

Please note that this is not an exemption. Please submit the documents as soon as possible they are 

ready. 

●Once submitted, the admission documents will not be returned. Please do not submit documents that 

cannot be reissued. 

●If you have any questions about preparing the documents for admission procedures, please check the "8. 

FAQs on the Admission Procedures" on pages 23-24. If you are still unsure, please contact the Admission 

Procedures Section at the Administrative Office, Tokorozawa Campus (toko-nt20@list.waseda.jp). 

 

A. Admission Procedure Documents Checklist 

・Please use the format issued by this graduate school. 

・Please check (✔) the box for procedural documents you have created and prepared. 

・Please check (✔) the box for "Entry of Admission Information at UCARO" and enter the date of completion. 

 

B. Certificate of Residence 

・Please submit the original copy of the certificate of residence issued at the time of submission of the admission 

procedures documents (It does not need to be your new address after moving).  

・Please submit the Original "Certificate of Residence" issued by a Japanese municipal office (Please note that    

Certificates of Residence is not student card). You may also use the convenience store issuance service.  

* Copies are not allowed. 

・Please submit an original (not a photocopy) of a "Certificate of Residence" issued after April 1st, 2025, with all 

the required information (address, name, date of birth, and sex) (permanent address not required). Please 

note that some municipal offices may omit some of the required information unless specifically requested. In 

addition to the above prescribed matters, foreign nationals should apply at the municipal office for a "Copy of 

Certificate of Residence" that includes "Nationality," "Status of Residence," "Period of Stay," "Expiration Date 

of Residence," and "Resident Card Number."  

・Please do not submit a "Certificate of Residence" that includes the Personal Number (MyNumber).  

・If the prospective student's name is listed, either an "Excerpt from the Certificate of Residence" or "Certified Copy 

P
reca

u
tio

n
s 

https://my.waseda.jp/application/noauth/application-detail-noauth?param=5MttvPnkA-3b3NGe2JppcA
mailto:toko-nt20@list.waseda.jp
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of the Certificate of Residence" will be accepted. However, in case of a "Certified Copy of the Certificate of 

Residence", please submit all copies issued by the municipal office.  

・If you are currently residing overseas, please submit the documents as soon as you decide your address in Japan 

after your arrival. However, please submit your application using the "Application for delay in submission of 

Admission Procedure Documents Form" listed in the "Precautions" section of page 18. 

 

C. Certificate of Graduation (Bachelor's degree) 

・Please be sure to submit the original (paper) copies of the certificates you submitted when applying. If you  

  submitted a certificate of expected graduation, please submit a certificate of graduation. 

・Please submit the certificate in Japanese or English. If the certificate is only issued in a language other than 

Japanese or English, in addition to the original, please also submit the original Japanese or English translation 

(certified by the embassy or other appropriate organization).  

・If you submit a certificate issued by an institution different from the one you applied for, you may be denied 

admission. 

・Those who have graduated from a Chinese university or have passed an Assessment of Educational background 

do not need to submit these documents. However, please be sure to check the appropriate box in "Admission 

Procedure Documents Checklist". 

 

D. Certificate of Graduation (Master's degree) 

・Please be sure to submit the original (paper) copies of the certificates you submitted when applying. If you  

  submitted a certificate of expected completion, please submit a certificate of completion. 

・Please submit the certificate in Japanese or English. If the certificate is only issued in a language other than 

Japanese or English, in addition to the original, please also submit the original Japanese or English translation 

(certified by the embassy or other appropriate organization).  

・If you submit a certificate issued by an institution different from the one you applied for, you may be denied 

admission. 

・Those who are expected to graduate from the Graduate School of Sport Sciences at our university or have 

graduated from a Chinese graduate school, or have passed an Assessment of Educational background do not 

need to submit these documents. However, please be sure to check the appropriate box in "Admission Procedure 

Documents Checklist". 

 

E. Sending CSSD 

・Required only for those who are expected to graduate from a Chinese university at the time of application. 

・Please apply through CSSD (Center for Student Services and Development, Ministry of Education, P.R. China) 

and arrange for "Online Report of Higher Education Qualification Certificate" to be sent directly by email from 

CSSD (CHESICC) to the Admission Procedures Section at the Administrative Office, Tokorozawa Campus 

(toko-nt20@list.waseda.jp).  

・For details, please check the CSSD website (https://www.chsi.com.cn/en/). Please be sure to prepare well in 

advance so that your certificate will be delivered to our university during the admission procedure period. 

・Only the English version of the certificate sent directly by CSSD via email will be valid. 

 

F. Final Academic Transcript (Bachelor's degree) 

・Please be sure to submit the original (paper) copies of the certificates you submitted when applying. If you  

  submitted a certificate of expected academic transcript, please submit a certificate of academic transcript. 

・Please submit the certificate in Japanese or English. If the certificate is only issued in a language other than 

Japanese or English, in addition to the original, please also submit the original Japanese or English translation 

(certified by the embassy or other appropriate organization).  

・If you submit a certificate issued by an institution different from the one you applied for, you may be denied 

admission. 

・Those who have passed an Assessment of Educational background do not need to submit these documents. 

However, please be sure to check the appropriate box in "Admission Procedure Documents Checklist". 

 

G. Final Academic Transcript (Master's degree) 

・Please be sure to submit the original (paper) copies of the certificates you submitted when applying. If you  

  submitted a certificate of expected academic transcript, please submit a certificate of academic transcript. 

mailto:toko-nt20@list.waseda.jp
https://www.chsi.com.cn/en/
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・Please submit the certificate in Japanese or English. If the certificate is only issued in a language other than 

Japanese or English, in addition to the original, please also submit the original Japanese or English translation 

(certified by the embassy or other appropriate organization).  

・If you submit a certificate issued by an institution different from the one you applied for, you may be denied 

admission. 

・Those who are expected to graduate from the Graduate School of Sport Sciences at our university or have passed 

an Assessment of Educational background do not need to submit these documents. However, please be sure to 

check the appropriate box in "Admission Procedure Documents Checklist". 

 

H. Certificate of payment of Admission Fee, School Expenses, and Other Fees 

・Please submit a copy of the certificate that confirms that the payment of admission fee, school expenses, and 

other fees has been completed on A4 size paper. There is no need for enlarged copy. 

 

I. Certificate of individual Registered Matters 

・Please submit only if there is a change in the name on the certificate you have submitted. 
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5. Checking the Admission Procedures Status 

 

Check whether you have completed each of these steps as follows:  

Procedures Confirmation Method 

Online Submission of Admission 

Information <UCARO> 
Confirm that the UCARO List of Applications (=「受験一覧」) displays 

"F: Web Admission Procedures Documents Completed." (=「F:Web 入

学手続提出済み」) 

 

Submission of the Admission 

Documents <By Post> 

Please check the arrival status from the tracking service of your chosen 

mail service using the "Contact number" listed on the shipment 

registration.  
 

  

F：Web入学手続提出済み 
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6. Refund of School Expenses and Other Fees (First Semester) due to Withdrawal 
 

1. In case of declining admission 

  If you wish to decline admission, please follow the procedure below. Only "tuition and fees (for the first semester)" 

will be refunded through a bank transfer (the payment is expected to be made by mid-November). 

 

2. Refund procedure 

Procedure 

Please notify the Admission Procedures Section at the Administrative Office, 

Tokorozawa Campus in advance by email of your intention to withdraw from admission. 

At that time, we will send you the format of the documents required for the procedure. 

Please fill out the necessary documents and submit them.  

As a general rule, the person declining admission must bring the documents listed below 

① to ④, along with a personal seal and the bankbook for the bank account to which 

tuition and other fees will be refunded. 

How to submit 

and deadline 

Choose either A. or B. 

 

A. Send the documents by post by: 

September 12, 2025 (Must arrive by this date) 

Send to: 

Administrative Office, Tokorozawa Campus, Admission Procedures Section 

Graduate School of Sport Sciences, Waseda University 

2-579-15 Mikajima, Tokorozawa, 359-1192, Japan 

 

B. Directly hand in to the Administrative Office, 4th floor, Building No. 100, Tokorozawa 

Campus by: 

  16:00 September 18, 2025 

*Administrative Office opening hours: 10:00-16:00 (excluding Saturdays, Sundays  

and national holidays) 

Required 

Documents 

① Application form for the refund of tuition and fees (original) (*Please request the 

prescribed format by e-mail. Fill in the necessary information and stamp it.) 

② A copy (on A4 sized paper) of the result announcement page of "The Admissions 

Office"(TAO) 

③ A receipt of the payment of school expenses and other fees (original) 

④ A letter of consent by your guardian (original) (Includes the guardian's address, phone 

number, and signature/stamp. Free format) 

◆ Documents submitted after the deadline will not be acceptable under any circumstances. 

◆ Once the applicant withdraws the admission, they cannot cancel the withdrawal under any circumstances. 

◆ In the case the procedure is done by a proxy, a proxy form (free format), the proxy's ID and a copy of the  

   enrollee's ID will also be required. 

 

 

7. For Those Who Have Previously Enrolled 
 

1. Return of the Admission Fee 

  If a student who has graduated, completed, or withdrawn from an undergraduate, graduate, or postgraduate course 

at Waseda University re-enrolls in Waseda University, registration fee (amount equivalent to admission fee) will be 

refunded.  

 

2. Admission Procedure for Students Eligible for Refund of Admission Fee 

・For those whose past admission history has been confirmed at the time of application, we will inform you of the  

 amount waived from the registration fee (equivalent to the admission fee) in advance, so please pay the amount  

  stated. 

・If you have been enrolled at Waseda University in the past and have mistakenly paid the registration fee (equivalent  

 to the admission fee), please contact the Admission Procedures Section at the Administrative Office, Tokorozawa   

 Campus. We will check your past admission history. 
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8. FAQs on the Admission Procedures 

 

Regarding the Payment 
Q: Is it possible check whether my payment has been received by the University correctly?  

A:  We cannot answer inquiries regarding confirmation of payment. Please keep your credit card statement safe 

as it is your proof of payment. 

 

Q: Can the university issue a receipt for my payment?  

A:  No, we cannot. Your credit card statement will serve as your payment receipt. 

 

 

Online Submission of Admission Information <UCARO> 
Q: I understand that the Student's Name and the Name in Romaji must be filled in as written in the passport. How 

should I write it if I don't have a passport?  

A:  Passports use the Hepburn Romaji system, so please write it accordingly. Please refer to the Passport Center's 

website for more information on Hepburn romanization.  

 

Q: I haven't yet decided where I will live after admission at the time of filling this form. How should I fill the 

Prospective Student's Address?  

A:  If you do not yet know where you will live, please select "Undecided" in the residential status for the 

Prospective Student's Address after admission. However, use the Waseda University Portal site MyWaseda 

to update your address as soon as possible after admission.  

 

Q: For the Tuition Payer field, my parents or guardians who will actually bear the expenses live overseas. The 

page for entering information on the Tuition Payer reads, "Tuition payer must currently reside in Japan." What 

should I do?  

A:  Please select "Student." 

 

Q: I plan to use a student loan to pay for school expenses. The payment will be directly from the institution to 

where I am receiving the loan. How should I fill in the Tuition Payer field?  

A:  Please enter the information of the person who entered in the contract with the financial institution. Please do 

not complete the "Procedure for Registration of Bank Account for Tuition Payment" after admission. In this 

case, instead of "Sending a Notice for Account Transfer of Tuition and Other Fees," we will mail the bank 

transfer form to the Tuition Payer. Thus, please share the form with the financial institution with which you 

have the loan contract (For detailed procedures, please contact the financial institution with which you have 

a loan agreement).  

 

 

Regarding the Certificate of Residence 
Q: I'm not sure where I will live after admission. Will you accept a "Certificate of Residence" of my current 

residence as an admission procedures document?  

A:  Yes, we will. Please submit a Certificate of Residence (Original, not a copy) as of the time of submission of 

the admission procedures documents.  

 

 

Regarding the Certificate of Graduation 
Q: I will not be able to submit by Certificate of Graduation until after the graduation ceremony takes place, so I 

cannot submit it before the deadline for submitting the admission procedures documents. What should I do?  

A:  By applying using the "Application for delay in submission of Admission Procedure Documents Form," we 

will accept late submissions (For details, please refer to page 18). Please check the application form for the 

extended deadline and submission method. 
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Other 
Q: As I am sending my Admission Procedures Documents from overseas, how should I send them?  

A:  Please refer to "2. Submission Method" on page 18. 

 

Q: If I forget to submit any of the documents required for admission, how should I submit them? 

A:  Please submit the documents as soon as possible after contacting the Admission Procedures Section at the 

Administrative Office, Tokorozawa Campus. 

 

Q: What should I do if I am unable to submit documents that are not permitted to be submitted late by the deadline 

for mailing admission procedures documents? 

A:  Please contact the Admission Procedures Section at the Administrative Office, Tokorozawa Campus directly. 

 

Q: If all admission procedures are completed, will something like a "notification of completion" be issued? 

A:  No documents such as "Notice of Completion" or "Proof of Admission" will be issued. 

 

 

 

 

  If the above "FAQs on the Admission Procedures" does not resolve your issue, please contact the Admission 

Procedures Section at the Administrative Office, Tokorozawa Campus by email (toko-nt20@list.waseda.jp).  

 

*When contacting us by email, please make sure to write "Inquiries regarding admission procedures for 

September 2025" in the subject line of the email, and in the body of the email, be sure to include the name  

of the graduate school you plan to enroll in, your examination number, the name of the student you plan to 

enroll in, and (if you are a guardian or representative, the name of the contact person and their relationship  

to the student) in the body of the email. We may not be able to answer inquiries that do not include these 

details. Please note that we cannot extend the admission procedure period even if it takes several days for  

us to respond. 

 
 

mailto:toko-nt20@list.waseda.jp

