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APPLICATION INSTRUCTIONS 
 

1  INTRODUCTION / HISTORY 
 

ICA, INTERNATIONAL CONVERSATION ACADEMY, began it’s long history as an English 

language school in 1955.  In 1963, a Japanese Language Department was established at the school 

which continues to provide international students with the best learning environment allowing them 

to study the language from basic conversation to advanced Japanese, and providing assistance and 

preparation for higher educational institutions, such as university, junior college, and vocational 

school. 

 As a "CONVERSATION ACADEMY", ICA gives you the chance to improve your 

conversational skills, not only inside but also outside the classroom, with emphasis on 

communication between students, teachers and school staff!  Our school activities and events such 

as school trips and parties will be a large part of your educational experience.  Learn more about 

Japan, make friends, and make the most of your academic life! 

 We are looking forward to seeing you! 

 

 

2  CURRICULUM / CLASS INFORMATION 
 
ICA offers four courses in the Japanese Department.  Each course offers four 45-minute lessons a 

day.  The average number of students in each class is fifteen. 

   

<Courses offered> 

Course(s) offered Total class hours 
Admission Period 

(Beginning of Class) 
Month of graduation 

2-year Course 1,520 hours April 

1-year and 9-month Course 1,330 hours July 

1-year and 6-month Course 1,140 hours October 

March of two years later 

1-year and 3-month Course 950 hours January March of one year later 

 

<Time schedule> 
 1

st
 class 2

nd
 class 3

rd
 class 4

th
 class 

Morning class 9:00 ~ 9:45 9:50 ~ 10:35 10:45 ~ 11:30 11:35 ~ 12:20 

Afternoon class 13:10 ~ 13:55 14:00 ~ 14:45 14:55 ~ 15:40 15:45 ~ 16:30 
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The following is the detailed description of the curriculum. 

 

(1) Elementary: Approximately 6 months 
Designed for study and practice of basic grammar, approximately 1,500 words, and 300 kanji 

characters.  Daily conversation and reading comprehension.  For Japanese-Language 

Proficiency Test (JLPT) level 3 students. 

(2) Intermediate: Approximately 6 months 
Study and practice of intermediate grammar, general conversation, approximately 6,000 

words, and 1,000 kanji characters.  For JLPT level 2 students. 

(3) Advanced: Approximately 6 months ~ 12 months 
Focus on advanced grammar and conversational skills required for social life in Japan, 

including approximately 10,000 words, and 2,000 kanji characters.  For JLPT level 1 

students. 

 

 

3  EXPERIENCE WITH HIGHER EDUCATION 
 

[Undergraduate] Kanagawa University, Kyoto Seika University, Kyushu International University, 
Komazawa University, International University of Health and Welfare, Sophia University, Seibu 

Bunri University, Daito Bunka University, Tokyo University of Foreign Studies, Tokyo Gakugei 

University, Tokyo University of Mercantile Marine, Tokyo University of Fisheries, Tokyo Denki 

University, Tokyo University of Agriculture, Gakushuin Women’s College, Toyo University, 

Hosei University, Meiji University, Ibaraki University, Takasaki City University of Economics, 

Josai University, Chiba University, Reitaku University, Yokohama National University, etc. 

[Graduate] Tokyo University, Tokyo Gakugei University, Tokyo Institute of Technology, Tokyo 
University of Agriculture, The University of Electro-Communications, Musashi Institute of 

Technology, Waseda University, etc. 

 

 

4  TUITION AND OTHER EXPENSES (*1) 
 

*1) All tuition and costs must be paid in Japanese Yen by wire transfer to our bank account. 

*2) Total Admission Fee covers the entrance fee, tuition, fee for extracurricular programs, textbooks 

and other materials for full term of each course. 

*3) Fee for Extracurricular Programs covers New Year’s party, Graduation party, JLPT application 

fees, student insurance, and other activities. 

 

 

 Amount Period of Payment 

Course 2-year 
1-year and 

9-month 

1-year and 

6-month 

1-year and  

3-month 

 

1. Application Fee ¥20,000 
The payment must be 

made at a time of 

application. 

2. Total Admission Fee (*2) ¥1,308,000 ¥1,167,000 ¥1,026,000 ¥885,000 

Entrance Fee ¥50,000 

Tuition 
¥1,128,000 ¥987,000 ¥846,000 ¥705,000 

Fee for Extracurricular 

Programs (*3) 
¥50,000 

 

Textbooks and Other 

Materials 
¥60,000 

Total payment of all 

fees must be made in 

full upon notification 

of the results of 

application for 

Certificate of 

Eligibility. 
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5  PROCESS FROM APPLICATION TO RECEIPT OF VISA 
 
(1) Submission of the necessary documentation and application fee at a time of application during 

the appointed period (Please see section 7 for more information concerning the necessary 

documentation.). The application forms in PDF format can be downloaded at our web site.   

(2) Screening Test Performed by ICA.  Application for "Certificate of Eligibility" will be made for 
accepted applicants by ICA at the Tokyo Immigration Office. 

(3) Notification of the results of the application for “Certificate of Eligibility”.  Successful 
Applicants will receive “Certificate of Eligibility" and "Certificate of Admission."  All 

documents except ones submitted to the Immigration Office will be returned to applicants in 

cases of rejection.  Please note that the Application Fee is non-refundable.  

(4) Application for Visa through submission of "Certificate of Eligibility" and "Certificate of 
Admission" at the Japanese Embassy or Consulate. 

 

 

6  APPLICATION PERIOD 
 

Please note that applications are no longer accepted once the courses are filled. Application periods 

may be extended, but applicants are encouraged to apply as early as possible.  Please contact us for 

more information. 

 

Course 
Month of 

Course Starting 
Start of Application Period End of Application Period 

2-year Course April 
September 1

st 
of 

one year before you enter 

November 10
th
 of 

one year before you enter 

1-year and 9-month 

Course 
July 

February 1
st
 of 

the year you enter 

March 10
th
 of 

the year you enter 

1-year and 6-month 

Course 
October 

March 1
st
 of 

the year you enter 

May 10
th
 of 

the year you enter  

1-year and 3-month 

Course 
January 

June 1
st
 of 

one year before you enter 

September 10
th
 of 

one year before you enter 

 

 

7  HOW TO APPLY TO ICA 
 

Application to ICA requires the submission of the necessary documentation.  The following is a 

description of the process for cases in which the defrayer or sponsor is a relative of the applicant.  

Self-financed applicants or applicants sponsored by a company should contact ICA for details.  

The documentation will be different for each applicant. Please be sure to contact us for further 

details.  All application forms in PDF format can be downloaded at our web site: 

ICA web: http://www.aikgroup.co.jp/ica 

Download section: http://www.aikgroup.co.jp/ica/nihongo/en/contents/admission.htm#5 

 

(1) Required Documentation for Applicant  

・ Ten copies of the applicant's photograph (3 cm x 4 cm) taken within 6 months of the application 
and with the name written on the back of the photo. The submitted photo must be original and   

cannot be one previously used for passport, diploma or other forms of identification. 

・ Photocopy of applicant's passport. Copies of the pages showing embarkation and 

disembarkation for previous trips to Japan are required when applicable. 

・ Personal History and Application Form: Please use the provided form and refer to the 
instructions given in Section 8.  PDF files are downloadable at our website. 

・ Original copy of Diploma or Certificate of Graduation, and a transcript of the last school 
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attended in the applicant's home country. 

・ Certificate of Japanese language ability. Applicants must have passed JLPT level 4 or higher, or 
finished at least 150 hours of Japanese language instruction in their home country by the time of 

application for the "Certificate of Eligibility" at the Tokyo Immigration Office. In cases of the 

latter, certification is required from the Japanese language institution in applicant’s home 

country.  Certificate of Japanese language ability issued by Senmon Kyoiku Syuppan’s 

Japanese Language Ability Test or Nihingo Ability Test (NAT-TEST) can be substitute for it. 

 

*Those applicants with occupations are also required to submit a Certificate of Employment stating 

annual income. 

 

(2) Required Documentation of Defrayer or Sponsor 
In cases where he or she is a relative of the applicant, and he or she intends to hold full 

responsibility for your expenses during the course.  Please note that only relations of third degree 

or less, such as parents, grandparents, uncles and aunts, are qualified to be defrayers/sponsors.  

Cousins or friends do not qualify.  Self-financed applicants need to contact ICA. 

 

・ Pledge of defrayal/sponsorship addressed to the Director of the Tokyo Immigration Office must 
be hand written by the defrayer/sponsor.  Please use the provided form. 

・ Certificate of balance of your defrayer's/sponsor's bank account. Certificate of the balance of   
your bank account. In general, the recommended amount should be no less than ¥1,500,000   

concerning the necessary expenses for living in Japan for one year. Either US dollars or 

Japanese yen, which indicate the ability to conduct overseas bank transfers, are also 

recommended. 

・ Officially certified copy of the family registration or birth certificates proving the relationship 
between you and the defrayer/sponsor. 

・ A copy of the defrayer's/sponsor's passport or officially certified identification. 
・ Statement indicating defrayer's/sponsor's financial income. 
・ Certificate indicating the defrayer/sponsor's occupation and the existence of the company 

thereof (ex. a copy of the company registration), or official certificate indicating his/her own 

business. The defrayer/sponsor's annual income must be officially certified (ex. certificate 

issued by the tax office or authorities). 

 

(3) Written Promise of Guarantor/Reference 

・ Use the provided form. The guarantor/reference must be a resident in Japan with exceptions. 
Contact us for further information  

・ If the applicants and the defrayer/sponsor are residents of different countries, resident 
certificates such as a copy of the passport, official identification or certificate of permanent 

residence is also required to be submitted. 

 

 

8  HOW TO FILL OUT THE APPLICATION FORM 
 

(1) Personal History and Application Form 

・ Use the provided form.  The form is downloadable at our website. 
・ These forms must be hand written by the applicant. 
・ Educational Background: Please fill out your entire educational background starting from 

elementary school, stating the years and the months of entrance and the completion.  State the 

anticipated date of graduation if you have not yet completed your current schooling, adding "up 

to the present" at the end.  

・ Occupation: The period engaged should be written as "from__year__month ~ present". 
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・ Employment Background: The months and dates of the period in which the applicant engaged in 
the occupation must be stated. State the fact that you are still engaging in the occupation at the 

present time if it applies to you, adding "up to the present" at the end. 

・ Your Future Plans after Completion of the Course: Please fill out the names of the higher 
educational institutions, if possible, such as college, vocational school which you wish to attend, 

or areas or fields you wish to study after you have finished the course at ICA (i.e. a university 

with a law department, a vocational school for information processing.). 

・ Status and Period of Stay: Please leave this space EMPTY. 

・ Past Visits to Japan: All the records of embarkation and disembarkation to Japan including short 
term stays such as sightseeing must be written down. 

・ The Statement of The Reason Why You Wish to Study in Japan: This is the most important 

section for all applicants.  A precise, correct and persuasive statement is absolutely necessary.  

Those applicants who wish to study only the Japanese language in Japan are expected to specify 

the reason why the language is more important to him/her than others.  If your reason for 

studying in Japan is to go on to higher education, your familiarity or your experience in the 

subject or area you wish to study should be indicated.  Ambitious and determined applicants 

who wish to study subjects in whom they have no experience are obviously required to state 

their reasons clearly.  Those who wish to go on to higher educational institutions in Japan after 

finishing the Japanese course are required to have completed at least 12 years of schooling in 

their home countries.  In cases where the applicant's country's required secondary education is 

less than 12 years, applicants must complete preparatory courses authorized by the Ministry of 

Education before enrolling in the institutions in which they wish to study. 

 

(2) Pledge of defrayal / sponsorship 

・ The form provided by ICA must be used.  The form is downloadable at our website.  
・ This form must be hand written by the defrayer / sponsor. 
・ Tuition: Please mark "One Year" with a circle and fill out the Total Admission Fee covering the 

tuition of the first year of the course.  See section 4 TUITION AND OTHER EXPENSES (2) 

Total Admission Fee. 

 

(3) Others 

・ Please write neatly in block letters. 
・ Each item must be written in clear block letters with a black or dark blue ball-point pen. 
・ Please be sure that there are no typographical errors, omissions or incorrect dates in the 

statement, as such mistakes may cause a disadvantage to the application when it being 

evaluated. 

・ The use of Japanese translation (A4/letter paper), if possible, attached on each document will 
expedite the process of screening test and inspection. 

・ Please report all past applications for pre-college student visa to ICA, if any.   

 

<IMPORTANT> 
Documents in the following conditions are not acceptable. 

・ lacking the issued or written date. 
・ issued more than 6 months before submission to the Immigration Office. (Documents 

prepared in Japan must be made within 3 months of submission).    

・ official certificates without seal/signature. 
・ written in other than black or dark blue ink. 
・ damaged or soiled. 
・ containing any false statements or forgery. 
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9  SCREENING 
 

ICA's Admission Statement: Admission to ICA is based on academic qualifications and 
potential without regard to age, race, religion, sex, national origin, disability, or sexual 
orientation. 
 

Applications are no longer accepted once the courses are filled.  The screening test by ICA takes 

more than three weeks in most cases.  All documents, except the original copy of 

diploma/graduation certificate and transcript, are non-returnable, with exceptions.  Applicants are 

suggested to make photocopies of the documents before submission. 

 

<IMPORTANT> 
When any inaccuracy or falsification of the statements in the submitted documents or forms are 

detected, or documents are found to have been forged, the following actions will result.  Consent 

to these terms is required before submission. 

・ Unconditional rejection of the application, and all future applications 
・ Unconditional rejection of all documents submitted by the guarantor of the applicant. 
・ Application Fee is non-refundable in such cases. 

 

<CAUTION> 
THERE HAS BEEN AN INCREASE OF AGENCIES OFFERING SERVICES FOR THE 

PREPARATION OF DOCUMENTS FOR APPLICATION, REQUESTING EXORBITANT 

CHARGES.  PLEASE BE CAUTIOUS OF THESE AGENCIES. 

 

 

10  PICK-UP SERVICE 
 

ICA offers a Pick-Up Service at Narita airport upon request.  Please make an appointment as early 

as possible notifying your arrival date and flight number. 

 

FEE: ¥9,000 (This fee covers transportation from Narita Airport to the student’s place of residence 

in Japan.) 

 

 

11  INFORMATION 
 

Please feel free to contact us for any further help you need regarding your application. Moreover, 

visit ICA on World Wide Web to find a checklist of the necessary documents for application and a 

detailed outline of lessons. 
 

ＩＣＡ国際会話学院                    
171-0021東京都豊島区西池袋 3-22-13         

Tel: 81-3-3984-2476 

Fax: 81-3-3986-0088 

E-mail: ica@aikgroup.co.jp         

Web: www.aikgroup.co.jp/ica 

International Conversation Academy 
3-22-13 Nishiikebukuro, Toshima-ku, 

Tokyo 171-0021 JAPAN 
 

 


