
1 
 

FY2018 Version: Chapter Expenses Manual  
 
I. Introduction 
This manual was created for the purpose of facilitating appropriate expense processing 
for APU Alumni Association activities. The APU Alumni Association operates based on 
fees received from currently enrolled students and alumni. Fundamentally, the chapters 
should be independent, so please carefully handle expenses in accordance with the 
manual to conduct activities which meet the expectations of your fellow alumni. 
 
II. Work flow from budget request to settlement 
 
<Budget request method> 
1. Deliverable: Form1 (Plan sheet) 
2. Submission contact: send requests to the Secretariat (apualumn@apu.ac.jp) 
3. Submission deadline: up to one month before the event date (please submit as soon as 

possible) 
 
 
<Budget approval standard, applicable items> 
1. General meeting (upper limit of once per year) 
2. Other events 

*As a general rule, the Alumni Association will subsidize the General Assembly and 
one event for a total of two events (see pg. 3 for the criteria for subsequent events 
which do not include the General Assembly) 

*There is an option to apply for a food and drink subsidy of 1,000 yen limited to new 
graduates 

 
<Settlement method following budget approval>  
■Advance payment 
1. Deliverables: estimate and invoice (submit Form2 and 3 within one month) 

*Submit application Form2 (report), 3 (participant list), and 4 (account settlement) 
within one month 

2. Submission contact: send to the Secretariat 
3. Submission deadline: submit the forms on time to meet the payment schedule listed 

below 
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■Post payment 
1. Deliverables: Form2 and 3, Form4, receipts 
2. Submission contact: send to the Secretariat 
3. Submission deadline: within one month after the event 
  
Board MTG 
An annual subsidy of up to 50,000 JPY may be provided for the Board Meeting costs of 
each chapter. Three months’ worth of expenses shall be paid once per quarter. 
■ Payment method: remittance to the chapter's bank account or to the chapter 

accounting manager 
■Request amount: upper limit of 50,000 JPY (annual) 
■Deliverable: (1) Receipts, (2) meeting minutes,  

(3) List of participants (can be included in the minutes) 
■Submission deadline: 

End of July (from April to June), End of October (from July to September) 
End of January (from October to December), Middle of March (from January to March) 

■Applicable items: venue costs, transportation fee and baby-sitter costs 
 
Payment schedule (Japanese domestic account) 
Processing date 10th 20th 30th 
Bank transfer date 20th 30th 10th of the next month 

* Dates may be adjusted slightly each month due to weekends and holidays. 
* Please contact the Secretariat immediately if you require a bank transfer on a date 
other than those listed above. 
 
Payment schedule (overseas account) 
Overseas bank transfers are handled by APU Financial Affairs and Ritsumeikan 
Financial Affairs, so the process takes about two weeks once all of the documentation 
has been received. AP payment report is sent to the delivery mail address once the bank 
transfer is complete. 
*Transfers to China and Mongolia will be in either yen or dollars only. Please indicate 
the preferred currency when making the transfer request. If losses occur due to rate 
conversion or currency exchange, submit a voucher and consult with the Secretariat. 
 
Notes: 
(1) As a rule, expenses which can be paid in advance such as facility usage expenses are 
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paid by the Secretariat. 
(2) Because we have been using the campus accounting system since FY2013, we are 

unable to accommodate rapid bank transfers. 
Please contact and consult with us regarding payment as soon as possible. 

(3) All receipts should be made out to the "Ritsumeikan Asia Pacific University Alumni 
Association" or “APU Alumni Association”. All other items are listed on Attachment 
1, so please check that there are no omissions or errors. 

(4) Please stamp the back of the receipt with your inkan. 
(5) If a receipt contains no details of the transaction, please attach relevant 

documentation. 
 
III. Budget approval examination items 
■List of examination items 

1. Does the event include arrangements so that many alumni can participate? 
2. Does the event contribute to alumni efforts? 
3. Does the plan provide a learning opportunity? 
4. Is this the chapter's first initiative? 
5. Will the event increase awareness of the university and the Alumni Association? 

(media coverage, etc.) 
6. Will the event contribute to the university's enrichment and the support of 

currently enrolled students? 
＜Reference 1＞ Is the event hosted in two or more languages? 
＜Reference 2＞ Are the expected participants from two or more regions or countries? 
＜Reference 3＞ Are new members expected to participate in the event? (Are 5% of the 
participants expected to be new members?) 
 
■Approval methods 

・ Unconditional approval of the General Assembly (when hosted separately) 
・ When hosting an additional event, judged based on the criteria above and 

approved if three or more examination items are satisfied. 
・ For subsequent events, approved if four or more examination items are satisfied. 
・  Conditions may depend on a Chapter’s country or region, but please conform to 

the above items as much as possible. 
 

Note: 
Please follow the directives of Financial Affairs or the Secretariat if given. If you believe 
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the directives will interrupt with the normal proceedings of an event, please consult 
with the Secretariat. 

IV. Budget request applicable items 
 Food and drink expenses 

・The maximum annual subsidy is 5,000 JPY per participant for two events 
including the venue cost. (General Assembly and one additional event).  

*The 5,000 JPY maximum is payable per attending dues-paying alumni. (to be 
tested for the 2018 fiscal year, discussion at RLM and other venues will be held 
to consider this for the 2019 fiscal year. 

*Please consult with us if the cost will be over 5,000 JPY per participant. 
 

・We will cover 1,000 yen for new graduates (maximum of once per year). 
 

 Postal expenses 
・Postage for APU goods, flags, and other equipment. 

 
 Lecturer invitation expenses 

・Instructor fees are limited to 10,000 JPY (does not apply to alumni) 
 

 Equipment expenses 
・Expenses to purchase APU goods (500 JPY per participant, up to 30,000 JPY)*  

Support can be given for APU goods only. 
・Expenses to purchase equipment required for event operation (jackets and other 

items of personal property cannot be submitted) 
 

 Baby-sitter costs  
Regulation: limited to approved events (see the attachment for details) 
Application deadline: same time as the event application 

Upper limit: Maximum ¥3,500 per baby sitter, with separate assistance for the 
sitter’s transportation fee, mats, toys, and other relevant items.  

 *If these expenses are incurred as part of a board meeting, the maximum amount 
of support may be up to the maximum given for board meeting assistance. 

 Details of other events 
1. Reception for new graduates 

Subsidized members: Alumni who have graduated within the last year 
Maximum: once per year 
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Subsidy amount: 1,000 JPY per person including tax 
Subsidy method: 

① Apply at the same time as the event application 
② Ask the new graduates to sign the provided receipt 
③ Ask the alumni who paid the costs in advance to sign or stamp the back 

of the receipts 
④ Send these receipts with the event report and the statement of account 

to the Secretariat *Reports can be sent by email 
       (NOTE) 
        The Secretariat will send the list after the submission of the application sheet, 

so please be sure to check on the actual day whether or not they are new 
graduates. 

 
2. Opening ceremony for a new Chapter 

Subsidy amount: 5,000 JPY per person including food/drink and venue costs 
 

3. Entry fee for the General Assembly of the Ritsumeikan Alumni Association 
Subsidized members: Chapter leader 
Subsidized amount: 10,000 JPY as congratulatory money 
Maximum: once per year 
Subsidy method:  
① Consult with the Secretariat 
② The Secretariat will send a “Certification of Payment”, because we can’t 

receive a receipt 
③ Print the Certification of Payment, sign or stamp with your personal seal, 

and send it to the Secretariat 
④ The Secretariat will process the payment when the certification is 

received 
 
<Special instructions> 
1. Expenditures for personal activities which are not chapter activities are not accepted. 
2. Expenditures are not accepted for items which become personal property. 
3. As a general rule, subsidies for transportation expenses are not provided (except for 

Board Meetings). 
4. When implementing a proposal that will receive expense support from the Association, 
please prepare a schedule of activities to accompany your event announcement. 



6 
 

5. Be sure to implement a system that reminds participants about events one week in 
advance to protect from participant cancellations. 
6. There is a maximum of 5,000 JPY expense support per participant. This is a maximum, 
and actual amount of expense support may vary. 
7. If you collect dues from participants at an event, these must be recorded and the money 
kept by the chapter must be reported to the General Assembly. 


