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Rules for Managing the Official Seal
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Article 1 (Purpose)
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These regulations stipulate matters related to the
establishment, revision, rescission and management
of the official seals of the Foreign Correspondents’
Club of Japan (the “Club”).
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Article 2 (Definition)
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The seal referred to in these regulations means a seal
that is stamped onto an external document issued or
accepted by the Club that directly or indirectly
generates rights and obligations of the Club. The
principles of the type and range of use are specified
in Appendix 1.
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Article 3 (Principle)
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As a general rule, the seal stipulated in these
regulations shall be used for documents and
vouchers that give rise to external rights and
obligations to the Club.
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Article 4 (Decision on establishment, revision and
rescission)
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The establishment, revision and rescission of any
seal will be prepared by the General Manager and
approved by the Board.
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Article 5 (Procedure for establishment)
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When it becomes necessary to newly establish a
seal, the head of the department in charge of matters
related to the seal shall record the matters prescribed
in each of the following items and obtain approval in
accordance with the "List of Approval Criteria™.

1. Seal name

2. Purpose of use and reason for establishment

3. Characters to be engraved

4. Shape and dimensions

5. Scheduled start date

6. Job title of the person in charge of storage

and stamping
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Article 6 (Procedure for rescission)
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When a seal is to be rescinded, the matters stipulated
in each of the following items shall be stated and
approval shall be obtained in accordance with the
"List of Approval Criteria".

1. Seal name

2. Registration date

3. Reason for rescission
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Article 7 (Replacement procedure)
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The provisions of Article 5 shall apply mutatis
mutandis when the seal is replaced due to wear or
other reasons. However, if the characters, shape,
dimensions, etc. of the seal are exactly the same as
those of the previous seal, the provisions of Article 6
shall apply mutatis mutandis. In this case, the
"reason for rescission” referred to in Article 6, Item
3 shall be read as "reason for replacement”.
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Article 8 (Management of seals after revision and
rescission)
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Seals that are no longer needed due to revision or
rescission will be preserved by the General Manager
of the Administration Division for one year, after
which they will be properly disposed of upon the
approval of the Club President.
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Article 9 (Registration)
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The seal is registered in the seal registration ledger.
The ledger is managed by the Administration
Headquarters, and its storage is in accordance with
the separately established "Document Handling
Regulations™.
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Article 10 (Management Responsibility)
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1. The person in charge of managing the seal shall
be the General Manager (hereafter, the "Seal
Manager").

2.  When the Seal Manager changes due to
personnel changes, etc., the predecessor and
successor must accurately hand over the work
related to the seal and report the change of Seal
Manager to the Board without delay.
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Article 11 (Seal / Storage)
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The use and storage of the seals shall be carried out
by the Seal Manager stipulated in Article 10. Any
appointment of a substitute due to unavoidable
circumstances is subject to the prior approval of the
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President. When the seal is not in use, it must be
strictly managed such as by storing it in a locked
place.
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Article 12 (Loss / Theft / Damage / Accident)
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In the event of loss, theft, damage or accidents
involving the seal, the Seal Manager must report it
to the Board without delay.
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Article 13 (Seal application)
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1.  Aperson who requests use of the registered seal
or the bank seal must report to the General
Manager the contents requiring the seal using
the seal application form, and the administrative
department will maintain the record. In the case
of contract execution, it shall be the
responsibility of the General Manager to ensure
that the President has duly authorized execution
of the contract in accordance with Club bylaws.

2. Ifitis necessary to apply for a training course
when stamping, the seal will be stamped after
obtaining the approval of the decision-making
authority stipulated in the separately established
"Rules for Division of Authority".
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Article 14 (Preservation of seal application)
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Seal application forms used for requesting use of the
seal shall be retained in accordance with the "Rules
for Handling Official Documents”.
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Article 15 (Removal)
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It is strictly forbidden to remove the seal from the
Club’s premises, except for official registration
purposes.
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Supplementary Provisions

AT, Sf348 H 19 AX0ERT 5,

These rules shall be effective from August 19, 2021.
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These rules are adopted in both the English and
Japanese. In case of any disagreement between the
two, the English language version shall prevail.
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Appendix 1 Principles of types of seals and scope

ZBA1%) of use (related to Article 2)
EENSCEORERE FER(IVERED) 4 AR Type of seal document: Registered Seal, Club
name square seal
BRIF AR SR Stock certificates, corporate bonds
BT E ERSCE Government notification forms, legal documents
8 S A ES PP S INNLY)! Contracts (only for registered seals)
ZHE Contracts
(flEI~ AT D) (Items that cannot be stamped)
JE K E Employment agreements

LALEE R

Invoices, quotations

S HRIE, BRANGE

Receipts

E3GH &

Order confirmations




