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1.ZAKFEt Basic policy

KETIE, TEMLEMKROERAHZEDTVET,
The Institute has established a basic policy for prevention of misconduct.
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ENLRFENER LHERTFITIB T DA E O A ER; kxR O AT #
Muroran Institute of Technology Basic Policy on Measures to Prevent
Improper Use of Public Research Funds

AFIAE 3 A3IH
March 31, 2022 ;

: B BT R
< Decision of the Chief Administrative Officer <
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[ENZRFENER TEERFITB T DWEEE % ORIER LIS 3 2 A 53555211
TR B RERS IR OIS EHZ OV, kDO EFBY L35, The basic policy on
" measures to prevent misconduct listed in Article 3, Paragraph 2 of the Regulations
Concerning the Prevention of Misconduct in Research Activities, etc. at Muroran
Institute of Technology shall be as follows.
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REEHELEED ) == v TOF, KEOMMR LG > 12D H 5 R
ERSIEX R 2R E L, FEhid %, Under the leadership of the Chief Administrative
Officer, develop and implement effective anti-misconduct measures appropriate to the
organizational culture of the Institute.

2 AT IAT U AHEROBFIE ZIE U, B OARIER LT T 72 Eik o )
EEXY | NEAEREZ SR WERE A2 K3 %, Through compliance education
and awareness-raising activities, raise the awareness of Institute personnel toward
misconduct prevention and create an organizational culture that does not allow
misconduct.

3 HEIVEHE EFHHE D D WITHEEMAE & FHMED VI 5 Bk A

FFL. NEZRRICY T2 D5 /) %4T 9. Maintain a relationship of mutual trust

between faculty and administrative staff and between the faculty organization and the

administrative organization on a daily basis, and make efforts to prevent misconduct.
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2 {T81#R% Code of conduct

AETIE, RBEFNTFEINEMBRETUERNFOZRNRAICLYEDHONT
BY., aVTSATOADOEAMBEZR >TULVET, The Institute has established a
code of conduct to be observed by officers and employees in its employment re
gulations and other internal regulations, and it works toward full awareness of co
mpliance.

NONONON NN NN NN N N NN NN N NN N NN N N N R N N N N R N N N N N N N N R N N N R R N N N N N N R N R N N N R R R N R N N R N N R R N R R R N R N N R N T

[E SR NE R T K2 T8 %) Muroran Institute of Technology Code of
S Conduct 3
: FR19412 6 H -
Enacted December 6, 2007
il
b ZE EBIBERIX, [HEWMLERTFHEKLEBEE ob L, REHF - PRI
HEOLFL L THSMEEEZART L, EFETIEL L LY, AE, #FE HAELD
BOLAEEHEL, @0 EE LS REFEICHI > TITE) L £9°, We, the officers,
-~ faculty, and staff of Muroran Institute of Technology, are aware of our social
- responsibility as persons engaged in higher education and research under the
- “Muroran Institute of Technology Philosophy and Goals,” and will act in accordance
. with the highest ethical and social common sense, respecting fairness, honesty,
i truth, and conscience as well as legal compliance.
S 1 AMEDEE Respect for Human Rights
FIZH1E, —ANOEVDANREOAMEEBREVICEERE L, FTHICHLTUT -
FEIEICERHL L, A TIER O H HBE OIS £, We shall respect one
another’s character and human rights, deal with infringements stringently, and
. strive to maintain a healthy and vibrant environment.
. 2 (&S oS Compliance with Laws and Ordinances
§ ATz Hid, BIRIES KOG R A 2 8857 U, @40 D5 IE 722 65 BT I
DL, &b OfFEERICE D E T, We shall comply with all applicable laws,
ordinances, and internal rules and regulations, and shall strive to ensure the
sound and proper execution of our operations, thereby securing the trust of
\ society.
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3 HEBEMIEAE L TCoiAEBE Contribution to Society through Education and
~ Research

D REBIE, REBRETREIEAEGZAR L, BEVRIESZE L TH
DOk EBE R OREO OIS ERK L £ 9. We are aware of the social
mission of universities and shall actively contribute to the development of the

PR AR R RN A T R R R S
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local and international community through our educational and research
activities.
4  FE~OEE Support for Students
Al Bid, PE~LZEPOWRERFEEEREE - izt L, -2 h 2R
ZHA . M LT PO SR LEFEHERICES D £, We shall provide a safe
and comfortable learning environment and facilities for our students, as well as
proactively maintain and improve these toward students’ support and continued
- well-being.
C b RFEESEOMIE/SREH Appropriate Management of University Assets, etc.  ©
Fl=bid, RPEERIMNBE S EENORFENCERL, EYREFH -
WAL, RIEICZhz AvwE+® A, We shall manage university assets and
external funds properly and efficiently and use them for legitimate business

\’,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_p,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_\,\,_‘;
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B

\ purposes. We shall not use them improperly.
16 TEWABE & AN PEME O B Disclosure of Information and Respect for
> Intellectual Property Rights
F7zbid, EMREREBEBAICART L L &bz, HABRORE, (5 L
H 0 A5 T RS DORF S OVEN ) U EAE OO B ER | C -ﬁ&%b@@;g%ﬂw\ia‘o We shall
actively disclose accurate information and pay close attention to the protection of
personal information, preservation of confidential information obtained in the
course of business, and respect for intellectual property rights.
07 2L Ol & AN O FRE~D %L Ensuring Health and Safety and
2 Handlmg Unforeseen Circumstances
BB, RERAEICHT A ERE B, T OMSIZHET AR O & EA,
AN D FRE ’?@L LCid, B, AfElcxtiLl L £ 9, We shall raise awareness of
health and safety, work tirelessly to ensure health and safety, and respond
promptly and appropriately to unforeseen circumstances.
8 REE~OEE Environmental Consideration
FTeBHiX, BRZFE LA, HERKRE SR OFMAER L, FICEEORESP
BIR DR 2 LT T-TEE 2 HEdE L £ 4, We shall consistently promote
activities with an eye to preserve the environment and conserve resources, while
caring for nature and pursuing harmony between the global environment and
research.
fft  HI Supplementary Provisions

NNV VN NN VNN NN NN Y
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1 ZoM#EE, FR19412H 6 B b Ei+ %, This Code shall be effective as

f; of December 6, 2007.
2 ZOBEOWBEE, #HEEEROMEZR T, FRMT . Revision or
- abolition of this Code shall be made by the President with the approval of the

- Council on Education and Research.
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MM EEDERICRT 51TEI#REE Code of Conduct for Use of Public
Research Funds
AZOAHMHAREDEZEEEICEDLIBHEICHT 2THHREL L TAMHARED
FERICET 21TEREETESHTLVET, The Code of Conduct for the Use of Public
Research Funds has been established as a code of conduct for Institute person
nel involved in the operation and management of the Institute’s public research f
unds.

IR TS B N T N T N T N T N T N T N T N T N T T i S T S

I3 K NS TR 51 B ARORFSE R o I B4 5 1781145 Code of E?;
Conduct for the Use of Public Research Funds at Muroran Institute of Technology

L AAASAS

T e N N Y N N N

BRAES ABE

March 31, 2022

Hic i B PR IR E -

Decision of the Chief Administrative Officer -

(EVENE VR

E N RFHENER LERFITIRIT DHFFEEEE O AN IER IR ICBIT 2 A 7RI
T HATEELZ OWTIE, RO &Y & 7T 5, The Code of Conduct listed in Article
7 of the Regulations Concerning the Prevention of Misconduct in Research Activities,
etc. at Muroran Institute of Technology, a National University Corporation shall be as

follows.

1 RFEOAMIIEEOEEEHICEbIMEREIT. 207 T74 T v AHKE R OEI
IHENCFEMAICS I L, A —VEORAEICE5® %, Personnel involved in the
operation and management of the Institute’s public research funds shall actively
participate in compliance education and awareness-raising activities and strive to
understand the rules of use, etc.

2 KFORHNIFEE O EFICE D DM BRI, HAE OB & B a2 (X
D, REAEZ SERWVMER ORISR D, AHIFIEE O R IEREH 2 RIKIZ)
1-9%, Personnel involved in the operation and management of the Institute’s public
research funds shall strive for mutual understanding and close cooperation to create
an organizational climate that does not allow misconduct to occur and to prevent the
improper use of public research funds.

3 AKFORHNIFEE OEEEIICE D MBI, FRE O R IESEA DD 5

AITIE, BT, HOCHREDICHRT 70 &, Muickhicd %, Personnel
involved in the operation and management of the Institute’s public research funds
shall not tolerate any suspected misuse thereof, but shall respond appropriately by
promptly consulting with the consultation service, etc.
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4 Bl2EDITENIREE Code of Conduct for Scientists

AARZEMREETR 18 £ 10 AIC TRZEDITHREGICDOLNT] ZHRKRL. T
25F 1 BIZZFDXETHRZE 2R LE L1z (https://iwww.scj.go.jplja/scjkkihan/) , 2T
X, BZEEHX. ZEOEHOTIZ, FEDEBROCEBOFENCRIL TELDEM
HEHIEICKYVERZRRTHEVSEMNZERT H L840, EMRELTHEDE
n{( BAZBDERGEBZALTHEY., IS, HEFBEZOARIHERITH L TEL

FEEEZHBERICENT, HREFREENBIHEBENGHIMETEZAT &
’&?}?&)’C WA EZEREITRLTEY., CCICBRONTVLHHRICHT EEREEE
[CEHL. AZOHZEICEHoWLHEFHHSVTAREZEEICETFT 5 EAK
HENTULVET, The Science Council of Japan published “On the Code of Conduct
for Scientists” in October 2006 and the revised version thereof in January 2013
( ). It states that scientists
enjoy the prerogative to pursue truth under academic freedom based on their own
expert judgments, independent of any particular authority or organizational interest,
and that as experts they bear a grave responsibility to respond to the mandate give to
them by society at large. Especially in the modern world, where scientific activities and
their results exert a vast and profound influence on all humanity, society demands that
scientists always make ethical judgments and engage in ethical actions. The Institute’s
scientists are expected to be constantly aware of their responsibility to society as
stated herein and to faithfully adhere to this Code in all their activities.


https://www.scj.go.jp/ja/info/kohyo/pdf/kohyo-20-s3e-1.pdf

5. REAREMARILETE Research Costs Misuse Prevention Program

MREOBEELFEAZHEL. TEERAOKEZHLT 5-ODOFRFELAEDEKN
BRREDILRLELEDEDE L THREEDTEFEAMBLEEZRE L. FRNVZHPE
ToF& LET, We shall formulate a plan for the prevention of misuse of research
costs as the highest level of Institute-wide specific measures to ensure the prop
er use of research expenses and prevent the occurrence of misconduct, and sha
Il announce the plan both inside and outside the Institute through our website an
d other means.

FAEFEARIEEEE, BEMICRYBERSEEZHOLIC, EHNGREL Z1TLY,
ZTOMEFZFANF L TAMERSGZEELET, SoIT, REFAKFLEICHIT-IER
[TDONWTHEBKRDIERZTLVET, The plan for the prevention of misuse will be
reviewed periodically, focusing on priority items, and will be communicated both
inside and outside the Institute each time it is reviewed. In addition, the progress
of items to be addressed to prevent misuse will be checked.

FRE2 341010 3 HFERME
October 3, 2011 President’s Inquiry

B LERTE O, [RZ VW), ) IZBWTHIEE O ERHEHZHE L, RIE
R ORAEZPIET D720, RO &Y ANEMAPIEGHE (5 2%) 2KET 5, Muror
an Institute of Technology (hereafter referred to as “the Institute”) shall formulate th
e following plan for the prevention of misuse of research costs (second phase) in
order to ensure the proper use of research costs and prevent misuse.

1. BFZEE DA IERE ARG IR A 7o 8L - i R OB i
Development of management and operational systems to prevent improper use of
research funds, etc.
(1) &8 - EERH D/AFE Disclosure of management and operational structure
KRNI D AL O & FLE B IR 2 78— L — U THEPIMC AR T
%, The management system for public research costs at the Institute will
be disclosed on the Institute website for intra- and extramural access.

(2) WS HEBROAMe(L Clarification of duties and authority
KON 31T DR E FE OMER K OETLIZ W TR T 5,
The authority and responsibilities of officers and employees shall be clari
fied with respect to the Institute’s public research funds.

2. RIEFEHBSIEICHIT 725 H % Items regarding the prevention of misuse, etc.
(1) iU OfeSZ 72 32k Ensuring the reception and inspection of goods
KRFZITAN SN D TR TOWBIZHONT, BHERE DL E L ORAE Z1T
9., All items delivered to the Institute shall be checked against the deliver
y receipt by the Contract Office staff.
¥, MAERE (BRLUE. KIH, AR L) DEEMIEE ST 2551
. B A BRUEBESWGRINZIT) 2 &8T5, MMRINOFEDOFILIC
DT, FNBIRE R OAEE 1T L CRARMIEZ XS Z & L35, In ca
ses where items are delivered directly to researchers by suppliers (courier
service, overnight, emergency, etc.), the Contract Office staff shall inspect
the items at a later date. The reception/inspection process shall be thorou
ghly communicated to all relevant personnel within the Institute and to sup
pliers.
(2) JrITDOHEFEREZR Confirmation of travel facts
HIRE D HIEREELERT 2ICHhE 0. BRI L > TROFREITH

_6_



Z & 4%, When preparing a business trip report, the following procedure
s shall be taken depending on the nature of the business.

O WM HEDLEEOMBEOLEIE, HRREEIHOEDEOHEFH OIS -
K4 Z7ik3 5 Z &, In the case of research meetings, etc., the affiliation a
nd name of the person with whom the meeting is to be held should be in
dicated on the travel report.

@ FRUFmEOMBEOLEIT. REEFERY AR SN EBO—H 2 Rf
% Z &, In case of business such as conference attendance, attach a conf
erence abstract or part of the materials distributed at the conference.

(3) B - #6-5 OIESEFEMRDL O F R
Fact-finding on the status of work implementation for honoraria and salaries
TEREFERIRLOMERIT, LT REES (HIRE TREDLEIE, MR T 21
DOEREES) 23T 5 Z L, The status of work implementation must be check
ed by an officer or employee (replaced by another qualified officer or empl
oyee when absent, etc.).
(4) #FEEZ ATz & & OE#V Handling of donations received
3= BN S O ot AN g W el o e SN 73 5 3 a  oa N  Ralcv  a )
Z &, When an officer or employee accepts a scholarship donation, he/she
shall donate said scholarship donation to the Institute.
(5) WFFEEIZ L D /—/LDHESF Compliance with rules by researchers
PP E SRR SN AR B S0 Bt — L 2 85FT 5 5 OENE
DOFEHz R 5, Officers and employees selected for competitive funds, et
c., shall be asked to provide written pledges of compliance with the releva
nt rules.
(6) WNEE:E{AH D58/ Reinforcement of internal audit system

O  WHIEE OWEIE RSB OPIT 24T O 7212, BEAEEROWHEELHEIZL D
WEEE A 2 EHINCAT O 2 & L35, FHTBFINESFEOZ ANGFD LI
EOWGIFEEROEAZ L PRI TS D, F72, ITOHBITIB W TEROED
RNH DT T HRREE - PUT N2 S D 2 LMK 5 | HARBID DR 7L R AR
% EfE3 5, Internal audits shall be conducted periodically by the Audit Off
ice and accounting staff to ensure the proper execution of paperwork for r
esearch costs. In particular, the audits of transaction records of laboratorie
s that receive a large amount of competitive funds, etc., will be intensively

conducted. In addition, focused and rigorous inspections will be conducted
to prevent the accounting and execution of factitious travel and gratuities.

© BEEAWMEMRIL, BEERY £LO, LEISCTERNIIEMERL L LY
(2. MIEEE 230 L2 a ik, o B e 217 9, Audit report results s
hall be compiled annually and disseminated to the Institute as necessary; i
f any problems are identified, necessary measures shall be taken promptly.
® EASIIANERAERCEEOEAHBIZONWT, BEFHELAUOSFHEAANEE
RAZHAAT, 2h3RH), ZHEN7REA % F i3 5, The Audit Office shall exch
ange opinions with the Auditors and Independent Auditors on the causes o
f misconduct and key audit items and conduct efficient and multifaceted au
dits.
(7) PNERZEHAH DML Thorough internal checks and balances
FREEHEAFOM, SASFICBWTRBESFICAMT 2 Z8I2LD, —BOW
HRERGIAR OFULZ X 5, In addition to the above items, the Institute will further
a thorough internal checks and balances system by informing officers and
employees of the system at briefings, etc.
(8) a7 47 A (JE7#E5F) OfE Ensuring compliance (legal observance)
RIEMHZAT S T2 G EIIENT AT DR 6D Z L FEIZ DN TR — AN
—VETHEMTHZ LK IEFESFORIEIZES D 5, Compliance with law
s and regulations shall be ensured by informing the public through the we
bsite, etc. that penalties will be imposed in the event of misuse.

3. AEMAHPIEFE O RE L Review of misuse prevention plan
S% O ANERMBHZRBEISELEROHE L EONTE2ED D & & BT, SCHE




FEBREDLDOERERZSZICLOD, AWORELZH TS bDLET5H, We
shall continue to identify and analyze the factors that lead to misuse and to review
them tirelessly, referring to information provided by the Ministry of Education, Culture,
Sports, Science and Technology (MEXT) and other sources.




CHIREBEDAEFEAZEZRIET 5-6HDEHEEE KT Management and
Operational System to Prevent Misuse of Research Costs
HREDBEELGERE - EEZITOLT. ROKSLGEERHZRITTVES,
The following management system has been established for the proper
management and operation of research costs.

(1) #BEXZE 0O Consultation Service

ERNEFHREOMEREQILX. UTOEEYTY,
The consultation service for administrative procedures is as follows
BLE (REE) —F List of contact persons (extensions)

OHEZEO : AR HFRARE R
General information desk
Research Strategy Section Research Support Division
(N#E Extension 5021) E-mail:

oRFE - iEHEE GRFMEERE) : MIRBHEARXIER
Application and reporting (competitive funds, etc.)
Research Support Division
(R#& Extension 5022) E-mail:

o¥N{TEA R Execution
W (RELSY) BASE  REFRRER
Purchase of goods (other than books), etc.
Procurement Section, Accounting Division
(M# Extension 5054) E-mail:

HEBAF LB LRRHEZMFREZMERE

Purchase of books, etc.

Academic Information Section, Library and Academic Information Office,
General Affairs and Public Relations Division

(N#8 Extension 5186) E-mail:

HIRERF RBLBRFT B EER

Application for business trips

Labor Management Section, General Affairs and Public Relations Division
(M#R Extension 5028) E-mail:

i E =S A R EFEE TSI
Travel expenses payment/Accounting Section Accountants
(R#R Extension 5062) E-mail: keiri2@mmm.muroran-it.ac.jp

HExia RERREE
Payment of honoraria/Accounting Section Accountants
(N#3 Extension 5062) E-mail:

FREEDEDERF BB LBREAFTEER

Employment of temporary assistants, etc./Personnel Planning Section,
General Affairs and Public Relations Division

(R#R Extension 5017) E-mail:

a5 e EIEREER
Salary payment/Accounting Section Accountants
(M#R Extension 5051) E-mail:

X e IRIERRER


mailto:renkei@mmm.muroran-it.ac.jp
mailto:renkei@mmm.muroran-it.ac.jp
mailto:youdo@mmm.muroran-it.ac.jp
mailto:gakujo@mmm.muroran-it.ac.jp
mailto:syokuin@mmm.muroran-it.ac.jp
mailto:keiri2@mmm.muroran-it.ac.jp
mailto:jinjimit@mmm.muroran-it.ac.jp
mailto:keiri2@mmm.muroran-it.ac.jp

Payment in general/Accounting Section Accountants
(M#R Extension 5052) E-mail:

(2) $fT7IBF9 B EE{AHI Management System for Execution

O YMREREUEFEDIZLIEIEZE Contracts for goods and services
1YREOBACKEBORBREZTLMEEE., TRERANS AT L] ITX YUK
¥H1T> T &Ly, To purchase goods or services, make a request through
the “Source Input System.”
2HBIXEBEADFKIEE, BNILEGEHUEZET, BERREENITVET,
Orders to suppliers are placed by the Procurement Section of the Accounting
Division after the necessary paperwork for the contract has been completed.

© YHEDOEINEEZ Inspection and reception of goods
ARZITHMA SN D2YWERDBRINEH T, IXNTEEFRERBELSERELET,
All inspection and reception of goods delivered to the Institute will be perfor
med by the Procurement Section staff of the Accounting Division.

[MAAEEFICK S EEMMDIZES] Direct delivery by suppliers

1%)&%%!& MR, BEFRERICLLFTYRERAERBAICL SR MHE
2 (®IN) EF=(+FEF, Upon delivery, the supplier shall stop at the Procurement
Section of the Accounting Division to have the actual goods checked (reception
inspection) by the staff there.

2RINOFCEEFRRERBET. RIZERUVHMREONBTLRRZRELMGRE
(2 THRUREN] ZHEN L E£ 9, During reception inspection, the Procurement Section
staff of the Accounting Section checks the contents of the purchase order and
delivery slip against the actual goods and affixes an “inspection seal” to the
delivery slip.

BHAREIL, BAKEL-HL-DEET SMAREFICHBEMEERLET,
The supplier transports the delivered items to the delivery location designated in
the purchase order.

AR ERIT=HI1E, BYEHEDER, MmEIC TZ8EM Z/WNLET,
Upon receipt of the delivery, the ordering employee checks the actual goods and
affixes a “seal of receipt” to the delivery slip.

S5MAEE L RN TZMEN MR SN -MGREZRERFAERICIRELET,
The supplier submits the delivery slip with its “inspection seal” and “seal of receipt”
to the Procurement Section, Accounting Division.

6RERFERBAIL, &RB (X(FHA) BCHAERELMAEZRE LI FHRE
# L £ 9, The Procurement Section staff of the Accounting Division check the
invoice received at a later date (or on the same day) against the delivery slip and
complete payment procedures.

[EXEEICL SMMmDIFEA] Delivery by carriers

1EEFEEE, ABREOEREZICHTALEZLET,

The carrier unloads their cargo in the security guard room in the headquarters
building.

2EmE (M) X BUO M zRERRERICHESLEYS.

A security guard (subcontractor) brings the delivered items to the Procurement
Section, Accounting Division.

B.Piin%nﬂéﬁﬂﬁkﬁm MmaEPERF L. BIERUMREORNBLBERETRS
MEEIZ THRULED] ZIEDL £9, The Procurement Section staff of the
Accounting Section opens the delivered items, checks the contents of the
purchase order and delivery slip against the actual items, and affixes an
“inspection seal” to the delivery slip.

AZERIF. MAEVEHLT-OMBET 2FHREBEETERLET,

The security guard transports the deliveries to the department office.

S5.RMEBEREIL. MAaYMEIELERE. MEEIC TRM8EM] ZWENLET,

Upon receipt of the delivered items, the department office staff affixes a “seal of

_10_
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receipt to the delivery slip.
6.ERAF. FREFBENGHHNEFADMARELZTRY . BEFRRERICETE
9, The security guard receives the stamped delivery slip from the department
office and delivers it to the Procurement Section, Accounting Department.

7ARIERIREGRBAIE, MARELERE (NFEHA) BCEREZRELILFHRS
%# LE9, The Procurement Section staff of the Accounting Division checks the
invoice received at a later date (or on the same day) against the delivery slip and
completes payment procedures.

KEHRBEICBWV-DREL. FHEEEETETERN-LET. TORDEH - RRF(C+5
TEABRVET. 48, PHEBREOERZFELTEEZBLEVESIKX, BRERAHC R
TLOREREDEHRRBNFET . F-. RERBRF THHICXBLAHSBELTOEHER
WEY, COBE. BERAERTRNEZT-RICHAEELZEREIVET . Items delivered
to the security guard’s office will be transported to the department office. Please be careful
about theft or loss of items after that. To receive items in person rather than having them
transported to the department office, indicate so in the remarks column of the Source Input
System. Also, indicate any precision equipment, etc. for which packages should not be
opened likewise. In this case, receive the goods after they have been inspected by the
Procurement Section of the Accounting Division.

[EEMFRINGCER/IKYARZEFICEEMNRSNEES]
Delivery directly to a laboratory or other location due to special circumstances,
such as heavy items, etc.

1 E)} EEANDEEFEICIYMENERITR O -HLEE . MBEOABTERME

A LIREIZTZ4EE ] Z38EN L E 9, Upon receipt of goods delivered by direct
dellvery to the laboratory, check the contents of the delivery slip against the actual
goods and affix a “seal of receipt” to the deIivery slip

2EEEICIYMGYMEZ TR HGEE. MaE LRt RERAERICHES
L £9 ., Upon receipt of the goods delivered by direct delivery, bring the slip and
the actual goods to the Procurement Section of the Accounting Division.

(L LLIF, EEPFTERBEERGVSEFIRERAERBEDIZZROF
9,) If the item cannot be transported due to its weight, etc., a staff member of
the Procurement Section of the Accounting Division will be asked to stand by.

3. BREFRNERBEIMBEEONTLERZRA LMAKEIC NMRINE] ZHEML
%8 LEJ, The Procurement Section staff of the Accounting Section checks the
contents of the slip against the actual goods, stamps the invoice with an
“inspection seal,” and receives the slip.

4 BRERFERE, MBELERA (RIFBA) BCERELZESLIILFHRETZL
F9, The Procurement Section of the Accounting Division checks the invoice
received at a later date (or on the same day) against the delivery slip and
completes payment procedures.

® H‘IEOBINEZR Reception and inspection of services

1.&%B174H (HKEOBEFE) ORI, FHRGEBERNRTFNCH INHREELE
BeOBMEHERAL. RESCRIE (FRR2VT) 2HHLET,
Reception/inspection of service activities (e.g., equipment repair) is performed by
checking a report including detailed repair details and actual equipment after
repair, and affixing an inspection seal (a special stamp) to the report.

2EROERYIELE LEVEBRORRE - RTF G EDERBITADRIVZDLTIE
- ZWEEN 10 FAULOEHT, BEFAERBELN AR - RFICEEILILR
2 TfTLET, For reception/inspection of service activities such as inspection
and maintenance of equipment for which no tangible deliverables exist: For
contracts of 100,000 yen or more, the Procurement Section staff of the
Accounting Division will stand by during inspection and maintenance in person.

- BHIREEN 10 FARGEDO R, RFFENMERFIAAT &K T RICRERAZE
RICHREL., RBEANBOFENCH SN -BEEFONR T RERIERBE
AHERTHEITKYRIRL, HESEFITRINENZHMNLEY, =L, Tho
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DEBITHIZOVTIE, B, HIEREZITOILELFET, T, COBRED
BRI, FIEFREROBE LN OFEMMEE - Bif o -BEFICH HEKE
TBH5IEMNHYFET, For projects with contracts of less than 100,000 yen, the
service provider shall report to the Procurement Section, Accounting Division,
before and after the work is completed, and the staff shall check the contents of
the report, etc., which describe the details of the services, to inspect and receive
the services, and shall affix an inspection seal to the report, etc. However, these
services will be subject to spot inspection at a later date. In addition, the
cooperation of faculty and others with specialized knowledge and skills other than
the staff of the Procurement Section of the Accounting Division may be requested
during these inspections.

(5 R FEDRINIZ DUV T]  Reception and inspection of special services

BREEE (T—3R—X-TRJ3L-To2)LaT YR - ERK. #aH
DFRF - REE) THBRFEFLEIREEZOEDTRINT 5 2 EATFARELGIGE .
BRURICHR L THICEMMGRE - RN E LB LT 58 (F, BERFEROBE L
NOEMMIMNE - B ZRF B EFZREBE L LTRSS LBRRZEZERET S
EMHY EFT, In the case of special services (development and creation of
databases, programs, and digital content, maintenance and inspection of
equipment, etc.) for which it is impossible to inspect the goods by appearance or
written documents such as reports, or when inspection requires special knowledge
and skills, a faculty member with special knowledge and skills other than those of
the Procurement Section, Accounting Division may be designated as an inspector
and delegated to inspect the goods.

@ YR OEEEFE Management of goods

1. 110 BALULENOTHAEH 1 FUELOYR] [FEmI—ILZERY . BY)ICERE
TEIDLELNHYET, &b, 5 AAULOBERHDOE VYA WXV, TO4
WHASE) OV THiERE LTEELET,, “ltems with a useful life of one
year or more and a value of 100,000 yen or more” must be properly managed by
affixing a fixture sticker. In addition, items with cash value of 50,000 yen or more
(e.g., computers, digital cameras, etc.) are also to be managed as fixtures.

2.HL-OHMRETEALTERERL-YRIE., EERENEEBLLGYET,
FREZEEXIEEZEIT SBEICIIMEDFHREALELLYEFINT, FE
HBICTHEEH L T ZE LY, The faculty advisor is the administrator for items
purchased with research funds and registered as equipment. To change the user
or dispose of the items, consult with the faculty advisor for the requisite procedure.

SYRETEARIFEEL. REIEFZ5AGEICE, #MERENELLH LN
Y FEJ, Loss or damage of any items resulting in damage to the Institute may
involve liability for reimbursement.

® Kr{TDEEHEE Confirmation of travel facts
HE-OHBEREE. FEHENREATLTITVWET DT, IFEHEITHEKL
T =&, Travel applications will be handled by the faculty advisor in the travel

expense system; consult with the faculty advisor.
(43R HT] Before business trips

1. ARITLEDLEDHZEIX. T8O EHEFAOMBRUVRELZEEHREICIER
T F2& LY, For research meetings, inform the faculty advisor of the affiliation
and name of the person taking part in the meeting.

2. B2, YURDHLEDHRIL. FESAE - BROALZ SN -ENEZHEHE
2 L T &Ly, For conferences, symposiums, etc., provide the faculty
advisor with materials clearly indicating the place, date and time of the conference
or symposium.

3. BEOEAKE (Bl MAE. JBROHKE) 2FATIEE. BEHAICE
% T L fZ &Ly, Inform the faculty adviser in the case of free accommodations (e.g.,
at an acquaintance’s or relative’s home).

_12_



4. tEENSREZZITRNAEELENTHI AN EFNIGEE. HEHE
2z 2 T =& LY, Inform the faculty advisor if eligible to receive travel
expenses from other institutions or if including own expenses.

[HH3R#] After business trips

1. HERERFEOHNCHEEZEICHREL, KEVATLALTOFREZEBELTLE
LY, Report to the faculty advisor as soon as possible after the business trip
and request travel expense system processing.

2. RREDAARNY FEMBICEASN-EHO—BMEHEEHRAITEL TLZEL,
Provide the faculty advisor with a copy of some of the materials distributed at the
conference or other event attended.

3. BLEEMMTLELEZT o EEFADABRRUVKAICEENHLEHEE. 1EE
H BTz Z T L Z &L, Inform the faculty advisor of any changes in the affiliation
or name of the person taking part in the meeting.

[FRIE#45] Examples of misconduct

TROKGEHIEIFTETHE LTREESNET DT, +7ITEFELTLESL,
Please note that the following examples will be considered misconduct.

- MEENCDREZ B E MO TRKFIZLREEZERL., ZEICTRET 5,
Receiving double travel expenses by falsely claiming travel expenses from other
institutions and also claiming them from the Institute.

- RFICIEHEZTHLT . REDFERZTWV., XKELOREZZET 5,
Requesting travel expenses and receiving travel reimbursement from the Institute,
but not actually traveling.

-HERICKUERGLIzARA > b EFIA L THZESR. RTIILRENERIZR o f-AEH
HET. REMSREFE2ET S, Receiving travel and other expenses from
the Institute without reporting free airline tickets, hotel, etc., obtained by using
points earned through business trips.

& DEERER Confirmation of honorarium facts

1. HEEHSEBZERBETHHEE. £HBZET5 2 BMHATETITRTHEE LR
HLTLEEW, ¥EHBEERRISGHESZIRE LG8, FAI&E LTERERS S
EMTEFEHE A, When requesting work that involves an honorarium, be sure to
submit a written plan at least two weeks before the work is to be performed. If the
plan is submitted after the work has been performed, it will usually be invalid.

X O BECHEE-PELEOVLY LI E SN LBELINME, REIEADHR &
BYFEST, FHEICOVTIE, BBLRRASBLERICTHER < 3L, Except
for honoraria considered so-called “remuneration” for lectures, guidance, or
advice, in principle, payment is treated as employment. Contact the Personnel
Planning Section of the General Affairs and Public Relations Division for details
on procedures.

2. BE., lHEYE. BRFEZERLEBEE, EONHEIMKBEE THEER
BRIBRICIZH L T &0, Whenlectures, guidance and advice, interpretation,
etc. are provided, submit a request for honorarium payment to the Accounting
Section Accountants as soon as possible.

3 BMEDZHITH--oTIF, XHDRAELGDHITADHERZETDOHCEL_ L
B ATADERICOVWTLEREY G AAICLYHERLETOT, BELGRIT
(28T < &LV, When disbursing honoraria, make every effort to execute the
payment properly, as the service itself will be confirmed in a timely manner along
with its documentation.

4. EBORENGEVICEMDN DL T BHHEZXIHTHTH(WDLPLTHSHE]D)
. FETAELTRESNFIDT, +HFITFEFELTL XL, Please be
aware that the act of payment of honoraria despite the lack of actual work (so-
called “empty honoraria”) will be considered misconduct.
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@D _FEEHE DEFHFKRHESE Confirmation of work status of part-time staff

1. ERIFFHBNE ZERY 51553, 2 B E TIC ERFEREERAREE &40
LHMBEASZLERICEREL. EABMEORFZZIT T ZELY, To hire a
temporary assistant, submit an “Application for Hiring a Temporary Assistant” to
the Personnel Planning Section, General Affairs and Public Relations Division at
least two weeks in advance to receive a hiring notice.

2. 3BERKROERIL. BT HLE-NEEHE (HEFTTFEDHEE., R
TE5tDBE) NToTL &Ly, Make sure to check the work status, or
have the faculty advisor (or another qualified staff member when absent) check.

3 ZBRTR., FLEAZLICHRBLBRFIBEERICHBBZIREL TS
LY, Submit the attendance record to the Labor Management Section of the

General Affairs and Public Relations Division after the work is completed or on a
monthly basis.

4. FBOERENGVICEMDNOLT EEZXIHTHTA(WDLPLTHSERD
. FETAHELTREESNFTFIDT, +2ITFE L TLZEL, Please note
that the act of disbursing wages despite the absence of actual labor (so-called
“false employment”) will be considered misconduct.

5. AI—DFICH L TELLIMRETHEHOERZ L TLWSIEEIE. 8HBKREEHER
LIEDEEXHELGLLRVED . +2ITFELTL S, If the same
person is employed in different capacities with different financial resources, check
the work status and be very careful to avoid double expenditures.
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7. FETAENFELE LE-BE DX Actions to be Taken in the Event of
Misconduct, etc.

(1)

B3 TEDZ{FZE DO Contact for receipt of petitions, etc.

FEFTAFICETSRITERD BREEV) I, RIBIFEEELES,
The contact person for complaints (including consultation) regarding
misconduct, etc., shall be the following.

(#NZENO) On-campus office EWMIEKRY MEHHER
Director of Research and Collaboration Division, Muroran Institute of
Technology

{XF7 : T050—8585 ZEFT/KTET27&15 Address: 27-1, Mizumoto-cho, Muro

ran City

(2)

TEL: 0143-46—5020

FAX: 0143-46—5031

E-mail :

TR - £H 10:00-17:00 (12:00-13:00 %k <)
Hours: Weekdays 10:00-17:00 (except 12:00-13:00)

(4V#7Z20) External contact HEHEMRKRE KREFM

Hashida International Law Office

X/ : T 064-0810 #LIRTHPREm1I0EFAIOTH &< 5EI/LSRE
Address: Sakura Bldg. 5F, Minami 10 Nishi 10, Chuo-ku, Sapporo, Japan
TEL: 011-200-9385

FAX: 011-200-9380

E-mail :

TR - £H 10:00-17:00 (12:00-13:00% k& <)

Hours: Weekdays 10:00-17:00 (except 12:00-13:00)

FEFTAFICRIBPIEFICHT HREE

Protection for Complainants of Misconduct, etc.

FETAFICRDIPILE HREZEL. ) 12 FRBGRYKENERITEH L
DIEVKS, TELRZEAEZERIERZICE TSR EBEOREMLIZET SR
Bl [Tk YRESNTULVET, The complainant (including persons consulted) is p
rotected by the “Regulations Concerning the Prevention of Misconduct in Rese
arch Activities at Muroran Institute of Technology” to prevent unfair treatment.

8. WIE{ERAMIEIR Ensuring Proper Use

HEHNETEZEEICEEYSH LT, BRECEHMLIEZEELCLTY,

Raising the awareness of all concerned is important for the proper managemen

t of competitive funds, etc.

(1)

MRETIE LA IEBHEDE

(2)

Implementation of training on prevention of misuse of research funds

BEE., MRETEEAKLHEZRERT S &ICkY . BBEFOTHNERXE
Y £9, Each fiscal year, we will conduct training on the prevention of improper
use of research expenses in order to raise the awareness of faculty and staff.
2 O#ER Collection of pledges

(3)

PHAREOEEERICEADLIBHEN S, BRIL—ILEETITHIEDENZNDIR
HZEKROHFET ., We will request written pledges from personnel involved in the
operation and management of public research funds that they will comply with the
relevant rules.

| EE DR Handling suppliers

REZEOWMEIFEZICKH LT, KREZOZNFIL—ILOREAM, BEHFIEFRIEITHICR
THORANEFORAMZBAME LEGRASZRRLET . Ff=. FECMELGENI &
Lot TEHE) ORHZEEHDI1HE T, The Institute will hold a briefing ses
sion for its business partners to inform them of Institute rules for contracts, et
c. and to inform them of the rules against misconduct, such as suspension of
business transactions. In addition, they will be required to submit a “written p
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ledge” not to become involved in misconduct.

9. EE&/KH| Audit System

MREOBEELGEHLEORITEIT OO, BEE. RHEEA. EEERUVEEER
EE(ReEEERE MIECTEREXE -V ISA T URHEREE)NBEZFICL.
AZOREREZRDIREE - 7 ED, BANGFRERLEFEZIEL., R, RE
LZERY. BEEDOMEL - BELEHAELFETI, To execute appropriate administrati
ve procedures for research costs, the Auditors, Accounting Auditors, Audit Office,
and Administrative Officers (Chief Administrative Officer, Chief Administrative Offic
er, and Compliance Promotion Officer) will work closely together to verify and an
alyze the causes of misconduct at the University, formulate specific misconduct p
revention plans, review them as needed, and promote efficiency and appropriaten
ess in auditing.

10. AREBDFIEFER (HI°R) Misuse of Research Costs (Examples)

EREREZAEDLGVERDEEZERL. EEAH LD E L THEICIRE LT, FE
ICHREZZXHEIELIRDITAIX. AREOAREFERICHI-Y FF, The following ac
ts of creating false documents without actuality and submitting them to the institu
tion as if they were real, thereby causing research costs to be improperly disbur
sed, constitute misuse of research costs.

OREHRRE UREDKIE LFE>
Fictitious business trips and padding of travel expenses
CANBERUVHEICEHT LI T—ILE
Pooled funds related to personnel expenses and honoraria
OREMBEFICLDEE~NDHETERUVEFEOERZ
Deposits to vendors and rewriting of documents due to fictitious deliveries,
etc.

atf X E DA IEf# D F| Examples of misuse of research costs
OREHRR UREDKIE LEE>

Fictitious business trips and padding of travel expenses

o MOMENOKEDIKEZZTRIZLMIDHET . KEICRALKRITOREZ
ERL. ZEICHKREFZ# L1, Received double travel reimbursement by
claiming travel expenses for the same trip from the Institute while also receiving
travel expenses from another institution.

o HRZMYLDHIITHLANDLLT | EADHEREEZIRE L T, FEICKRE
#Z# L1=., Submitted a false travel report and fraudulently received travel
expenses for a canceled business trip.

o MZEEBFLFAMONAvIERZANALEICEMMDLT ., EFREEDKRE

53K L 1=, Requested full fare travel expenses while using an airfare and
accommodation package.

CANHERUHEICEHT S T2

Pooled funds related to personnel expenses and honoraria

o WERMUMEIZKILS AEXTHHEIZDONT, EELY S UOMEXRERH % HE)
BEICEALTKRBICRE L, FEICHEEZXZE S Bz, With regard to
personnel costs paid to research assistants or honoraria, staff members
recorded more work hours than actually worked and reported them to the
Institute, thereby improperly incurring research costs.

o HREDHR - BEEILELGREBICETLHO. REICHBEERBEZHDLLEOA
HEXIHEEZXHEIE., CWERESTLHZEZEICFERA LT, Tocoverthe
expenses necessary for the maintenance and operation of the laboratory,
personnel costs and honoraria were disbursed to students not doing actual
work and then returned to the laboratory and used for said expenses.
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ORTMRFICLDEBNDHETERUVEHFOERZ

Deposits to vendors and rewriting of documents due to fictitious deliveries, etc.

® HAREMNROFF-OHEZEDHRIZTL., IIbhE-MREELEEICHTEEL
TEHIE. BEEELRICHERF MM S 1=, Because of excess research
funds, fictitious orders were placed, funds paid to vendors were managed as
deposits, and supplies and other items were delivered in the following fiscal year
or later.

0 XEICHSIRBELELIRGCODEFLZERSEMREZIILOE., Xibbhl:
REZXEICTEGTE2 L LTEE I, A vendor was told to prepare false

documents that differed from the actual transaction, research costs were paid,
and the funds were managed by the vendor as a deposit.
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