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Guidelines for Filling in the Notification of Establishment/Relocation/Closure of a Salary-Paying
Office

1. This Notification must be submitted within one month from the date of establishment, relocation or closure of an
office, etc. that handles the payment of salary, etc. (hereinafter referred to as a “Salary-Paying Office, etc.”) to the
competent district director having jurisdiction over the location of such Salary-Paying Office, etc. (In the case of
relocation, submit this Notification to the competent district director having jurisdiction over the location of such
office before relocation.)

2. Fill in each column as follows:

(1) In each column of “Establisher of office,” enter the address (residence) or location of the head office
(principal office) (or location of the overseas head office in the case of a foreign corporation), name, personal
number or corporate number of the person or corporation submitting this Notification, as well as the
representative’s name if the establisher is a corporation.

(2) In “Salary payment commencement date,” enter the date (or expected date) of commencement of salary
payment if salary payment is not commenced within the month in which the Salary-Paying Office, etc. is
established.

(3) In “Content of and reason for this Notification,” check the relevant box.

If any change is made to the matters notified such as the name of the Salary-Paying Office, etc., enter the
changed matter in the column “Other” and the content of the change in the column “About the Salary-Paying
Office, etc.”

(4) In each column of “About the Salary-Paying Office, etc.,” enter the required matters based on the content of
and reason for this Notification.

(Notes) If the Salary-Paying Office, etc. has been relocated, the tax payment place for withholding income
tax imposed on salaries paid before relocation is deemed to be the location of the Salary-Paying
Office, etc. after relocation that is shown in this Notification.

Therefore, in the case of corporate merger or company split, the tax payment place for withholding
income tax of the merged corporation or split corporation is succeeded to by the location of the
Salary-Paying Office, etc. (the head office or branch, etc.) of the merging corporation or succeeding
corporation in a company split.

In addition, the Salary-Paying Office, etc. that is a branch, etc. is not deemed to have been abolished
unless the establisher of the office closes the business or complete liquidation. If such branch, etc.
has been closed, the tax payment place for such branch is succeeded to by the location of another
Salary-Paying Office, etc. (the head office or another branch, etc.).

[Matters to be entered for each reason when a Salary-Paying Office, etc. is succeeded by another existing
Salary-Paying Office, etc.]

Reason for Salary-Paying Office, etc. before
succession succession

Merged corporation (merged
Corporate merger | corporation’s head office and branches,

Succeeding Salary-Paying Office, etc.

Merging corporation’s head office or
branches, etc.

etc.)
. Split corporation (split corporation’s Succeeding corporation’s head office
Company split head office and branches, etc.) or branches, etc.

The head office or another branch, etc.
that succeeds to the salary payment
operations performed by the branch,
etc. to be closed

Closure of a

Branches, etc. to be closed
branch, etc.

(5) In “Number of employees,” enter the number of employees of each job type who receive salary, etc.

(6) In “Other matters for reference,” enter the name of the person who operated a sole proprietorship that was
closed due to incorporation, tax payment place and reference number for such enterprise, the principal office
in Japan in the case of a foreign corporation. Also, if the overseas head office of a foreign corporation
completed the liquidation, enter to that effect and the date of the completion of the liquidation. Moreover,
enter other matters for reference.

(7) If this Notification is prepared by a certified public tax accountant or a tax accountant corporation, such
certified public tax accountant, etc. is required to place his/her signature and seal in “Certified public tax
accountant’s signature and seal.”

(8) Do not fill in the columns marked with 2%

3. Matters to be noted
O Indication of the name of trust subject to corporation taxation
If a trustee of the trust subject to corporation taxation stipulated in Item 29-2 of Article 2 of the Corporation



Tax Act submits this notification for this trust, such trustee must indicate the name of a trust subject to
corporation taxation together with the corporate name or personal name of trustee in the column “Name” on
this notification.



