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Procedure Manual for Submitting School Report and/or Recommendation Letter via Email

To apply for the Grew Bancroft Foundation scholarship 2025, all recommendation letters and school reports
should be submitted using the [School Report & Recommendation Letter Uploader]. However, it is
presumed that there may be circumstances where the uploader cannot be used due to various reasons. In
such cases, submission via email attachment or postal mail will be accepted as a special arrangement for
the following reasons:

[Cases Where Special Arrangements are Permitted]

e When submission of school reports cannot be conducted online due to the regulations of the
affiliated school.

e When various documents cannot be submitted using the uploader due to unavoidable
circumstances.

[Submission via Email Attachment]

Please adhere to the following guidelines. Submissions that deviate from the guidelines will be deemed
invalid. The deadline for submission is September 8, 2025, by 23:59 Japan Time. Submissions after this
deadline will be invalid.

As a general rule, there will be no confirmation contact from the foundation regarding missing documents or
procedures. Applicants are responsible and should coordinate with relevant parties.

M For Applicants Themselves (Please see Japanese instructions)
If the applicant entrusts the submission to themselves, regardless of whether it is a letter of
recommendation or an academic transcript, it must be sent by postal mail in a sealed envelope.

B For Recommendation Letter or School Report Submission Personnel
© When Saving Files
e Format: PDF only
o Submit one file per document (if it spans multiple pages, combine them into one file).
o Do not set a password for the file.
e File names should be set as follows:
o Recommendation Letter 1: Applicant's Name (English, in order of surname and given
name)_Rec1
(e.g., BANCROFT Taro_Rec1)
o Recommendation Letter 2: Applicant's Name (English, in order of surname and given
name)_Rec2
(e.g., BANCROFT Taro_Rec2)
o School Report: Applicant's Name (English, in order of surname and given name)_TR
(e.g., BANCROFT Taro_TR)

© When Submitting via Email
e |[f there are multiple applicants from the same institution, send a separate email for each applicant.
e Send To: apply@grew-bancroft.or.jp
e Notify the applicant once the email has been sent.
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[Submission via Mail]
Please ask the applicant for the procedure.
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