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Overseas Travel Insurance: Document-Based Application Guide 

■ Introduction 

① This paper-based procedure is for those who cannot complete credit card payment at least 10 days before 
departure, do not have a credit card, or have difficulty completing the online procedure for other reasons. 

② This insurance is only for university-approved travel, such as study abroad or academic conferences. Personal 
travel is not eligible. 

③ Paid internships or other paid activities at the destination are not eligible for this insurance. 

④ Communication will mainly be by email. Please check emails from the Global Exchange Group and the insurance 
agency, and continue the procedure by replying to those emails. 

⑤ Complete all procedures, including payment and pickup of the Insurance Certificate, at least three business days 
before departure. 

■ Check the Application Kit Contents 

□ Enrollment Procedure Guide  
□ Overseas Travel Comprehensive Contract Eligible 
Program Confirmation Form (Japanese/English)  

□ Anshin Guidebook / TSS Card 
□ Important Policy Information 
□Two Payment slips for Kaigakuguchi and Life Partners 

※Students do not need to come to the counter again. All application kit materials will be handed out today. 

■ Procedures to Be Completed by the Student — STEP 1 to STEP 7 
Step Procedure Key Points / Notes 

STEP 1 

Fill in the confirmation form 
and obtain a handwritten 
signature from the relevant 
support office or academic 
supervisor. 

Obtain a handwritten signature in the lower-right section of the form from the 
school/graduate school support office or academic supervisor. 
This confirms that the travel is university-approved. 

STEP 2 

Complete the Enrollment 
Request Form (Excel) 
downloaded from MOMIJI. 
 

Complete the required information. Handwritten forms are not accepted. 
Save the form as an Excel file without converting it to PDF. 

 

STEP 3 
Submit the documents to the 
Global Exchange Group by 
email. 

Submit the following documents to the Global Exchange Group by email: 
(1) A photo or scan of the signed confirmation form 
(2) The completed Enrollment Request Form as an Excel file 

STEP 4 Receive the customer copy 
containing the Policy Number. 

Receive the “Customer Copy” by email. 
Confirm the 10-digit Policy Number beginning with “T.” 

STEP 5 

Two payments are required: 
  

Insurance Premium 
  

TSS Service Fee 

See the Enrollment Procedure Guide : Fees: p. 6 / Sample: p. 8 
(1) Complete the payment slip using the sample. 

Enter the Policy Number in the  field. 
(2) Pay at a post office counter or transfer-enabled ATM. 

STEP 6 

Report Payment and Preferred 
Pick-up Date 
to the International Exchange 
Group 
▶ Reply by email 

 Required to issue the Insurance 
Certificate. 

(1) Attach a photo of the payment receipt  

(2) State your preferred date and time to pick up the Insurance Certificate. 
Choose a date and time at least 2 days after your email reply 
(3 days if sent after 5:00 p.m.), within the business hours below. 

STEP 7 Pick up the Insurance 
Certificate at the agency. 

Pick up the Insurance Certificate at the date and time given in Step 6. 
Take it abroad with the “Anshin Guidebook” and “TSS Card”. 

■ Insurance Agency 

Life Partners Co., Ltd., Higashi-Hiroshima Branch     5-4-33 Saijo-Shitami, Higashi-Hiroshima City 

Email partners@lp-group.co.jp 
  

T E L 082-255-5077 
 

Business Hours 
Monday, Tuesday, Wednesday, Friday: 13 00–17 00 
Thursday: 10:00–15:00 
Please note that the office closes earlier on Thursdays. 

Contact / Inquiries Global Exchange Group Email: kokusai-ryugaku@office.hiroshima-u.ac.jp 


