Date    　/       /    

　　　Representative　〇〇　〇〇
　　　　　　　　　　　　　　　Company / Institution name　〇〇　〇〇
Address　〇〇　〇〇
　　　　　　　　　　

To: President of Yamaguchi University (Or Dean 〇〇)
Yamaguchi University
1677-1 Yoshida, Yamaguchi City, Yamaguchi, 753-8511, Japan

We would like to request YU staff’s side business as below and hereby seek your  
approve for this request. 

1.Name
　　〇〇　〇〇
2. Job title
　  Professor, Faculty of 〇〇　（Job title at Yamaguchi University）
3. Job description and responsibilities
　　As a member of the 〇〇 committee, perform 〇〇.
He/She is not responsible for the results.
4. Period　
　　From Month/Day/Year to Month/Day/Year
5. Working hours and frequency
　　〇 times per month／〇hours per one time
6. remuneration
   JPY 〇〇〇〇 per hour
7. Reason
　　Being an expert in the  〇〇 field 
8. Contact details of person in charge
Name : 〇〇　〇〇
Department : 〇〇　〇〇
TEL : 〇〇　〇〇
Email : 〇〇＠〇〇〇〇.〇〇.〇〇

　　※The parts written in red are examples.
