Instructions for Application Documents
July 2026

1. Preparation of the application documents
Please prepare all the application documents as files on your computer.

For the documents you create on your computer, such as examination papers, please save all the files in “PDF” format.

b. For the paper documents such as “Certificates”, you can digitize by a scanner, or you may use your camera-equipped
smartphone or digital camera to take a photo of these paper documents. Please make sure you save those files in “jpg”
or “pdf” format.

c. For the ID Photo, you can digitize the printed photo, or you may use your camera-equipped smartphone or digital
camera to take your photo. Please make sure to save in “jpg” format.

d. For the materials of the Examination Paper (II) Accomplishment (applicants for master’s program), the files can be in

any digital format.

In either case, please be informed
(Note 1) When you take a photo with your iPhone, please make sure not to save in HEIC format.
(Note 2) Please ensure that each file uploaded to TAO does not exceed 20 MB in size.
(Note 3) ”d” can be multiple files but ensure the size of all files in total does not exceed 100 MB.
2. Organizing and renaming files

2.1 Master’s Program Application Documents

After preparing all the required documents described in the section of “3.5 Application Documents” and “3.6 Examination
Paper” in the Application Guidebook following the instructions above, you need to organize the files into three folders (A,

B and C) and rename them as listed in Table 2 and Table 3 below.
If you apply to CEMS program, please prepare the additional files listed in Table 4.

Table 1. Master’s program — ID Photo

Document Folder File Type File Name

1 ID Photo - ipg (any name is acceptable)

Table 2. Master’s program — Certificates

Document Folder File Type File Name
1 Certificate of (Expected) Graduation - pdf or jpg UG-Certificate (1)
2 Certificate of (Expected) Bachelor’s - pdf or jpg UG-Degree (1)
Degree
3 Official Academic - pdf or jpg UG-Transcript (3 1)
Transcript
4 Proof of Language Proficiency - pdf or jpg Language
(Only when applicable % 2)




5 Proof of applicant’s identity - pdf or jpg ID
(Only when applicable % 3)

6 Notification of the result of Preliminary - pdf Preliminary.pdf
Qualification Review
(Only for successful applicants for

preliminary qualification review)

7 Employment History - pdf Employment.pdf
(Only for applicants who apply for the

Admission Program for Career

Professionals)

(31) If you have multiple documents of the same type, please combine them into a single PDF file. Only if you are
unable to combine the files due to editing restrictions or other limitations of the original PDF files should you
upload them separately through TAO.

Examples:
- You have Certificates of Graduation from two universities.

- You have Certificates of Graduation for both your Bachelor's and Master's degrees.

Example file:

UG-Certificate.pdf

- Page 1: Certificate from University A
- Page 2: Certificate from University B

(3%2) Please refer to “Application Guidebook - 3.5 Application Documents”. If you are applicable to either (1) or (2) in
the “Proof of Language Proficiency” section, you must submit this document.

(3%3) Please refer to “Application Guidebook - 3.5 Application Documents” for the details.

Table 3. Master’s Program: Examination Paper

Document Folder File Type File Name
1 (I) Statement of Purpose (SoP) B pdf B-MS-SoP.pdf
2 (II) Accomplishments: discussion B pdf B-MS-A.pdf
paper on accomplishments
3 (II) Accomplishments: materials B Any types are Store all the files under the folder
accepted. named as B-MS-A-files.

Only alphanumeric characters can
be used for the name of each file

in the folder.

4 (IIT) Creative Challenge B pdf B-MS-CC.pdf




Table 4. Master’s Program: Additional documents for CEMS applicants

background & working experience

Document Folder File Type File Name

Cv D pdf D-CEMS-CV.pdf
CEMS Statement of Purpose B pdf B-CEMS-SoP.pdf
Statement of Reason for Preferred D pdf D-CEMS-SoR.pdf
CEMS Schools
Mother Tongue Declaration Form D pdf or jpg D-CEMS-MotherTongue
Language Proficiency Certificate D pdf or jpg D-CEMS-Language

(5)
Grade Point Calculation Sheet D pdf D-CEMS-Grade.pdf
Transcript (in English) D pdf or jpg D-CEMS-Transcript
Statement of your educational D pdf D-CEMS-Background.pdf

(3%5) For the details, please follow the instruction in the separate document “Keio CEMS MIM Programme
Application Guidebook” available on the KMD website. You must submit this document in the D folder even if the

same document is already included in the C folder.

2.2 Doctoral Program Application Documents

After preparing all the required documents described in the section of “3.5 Application Documents” and “3.6. Research
Proposal” in the Application Guidebook following the instruction above, you need to organize the files into two folders (A

and B) and rename them as listed in Table 6 and Table 7 below.

Table 5. Doctoral Program: ID Photo

Document Folder File Type File Name
1 ID Photo - ipg (any name is OK)
Table 6. Doctoral Program: Certificates
Document Folder File Type File Name
1 Certificate of (Expected) Completion of - pdf or jpg MS-Certificate (3¢6)
a Master’s Degree Program
Certificate of (Expected) Master’s - pdf or jpg MS-Degree (36)
Degree
Official Academic Transcript - pdf or jpg MS-Transcript (3%6)
Proof of applicant’s identity (Only - pdf or jpg ID
when applicable % 7)
Notification of the result of Preliminary - pdf Preliminary.pdf
Qualification Review
(Only for successful applicants for
preliminary qualification review)




6 Employment History - pdf Employment.pdf
(Only for applicants who apply for the

Admission Program for Career

Professionals)

(3% 6) When you have multiple certificates for the same category, you can submit one file containing multiple documents
or multiple files with numbers in the file name.
(Example) When you have two graduate certificates from two different universities, you can submit either way of
the followings:
i.  A-MS-Certificate.pdf containing the University-A’s certificate on the first page and the University-B’s
certificate on the second page.
ii.  A-MS-Certificatel.jpg for the University-A’s certificate and A-MS-Certificate2.jpg for the University-B’s
certificate.

(%7) Please refer to “Application Guidebook - 3.5 Application Documents” for the details.

Table 7. Doctoral Program: Research Proposal

Document Folder File Type File Name

1 Research Proposal - pdf PhD-Proposal.pdf

3. Submission

Please double-check all the necessary files that are stored in folder A, B and C then prepare for the submission. If you apply
to CEMS program, please also check the files in folder D.

3.1 Making Zip files

Compress and archive each folder B and D (when applicable) to make Zip files for each.
Figure 1 shows how to make Zip files with Windows (next page)

Figure 2 shows how to make Zip files with macOS (next page)



R B

0 St TIT
& AR
B FErerT - Hirs b
i
i-LEOE
| Emiop w240
& BOREFHTID

Choose the folder,

ooy
ELLA S PITES
i #r PREIRE AT
Wirckores becis Payer U7 HCRASIAL
Wirzionws Mechs Payer TRE TSR
LT ER L
[ Wi Dsfender TREFSTE
PHAERTTEG
SRR AR R
MTICAmIT
A9+ dZ1-EFVEETE
WEH
SHEWT
-1
Lol ]
- e MO
[ ]
TEATTIM
TOITF 49

Windows English

click the right

mouse button to show the menu,

select
“send to" —
folder”

Foeiles
0 e i Dpen in New Tab
{F) sirorop @  Femove Download &
E Dask Mave to Trash
Gat Indo
& Recents R
Al m_
:Br i Cuplicate
e £ Make Alias
5 Quick Loak "A7
% iChoud... Bl »
— Duick Actions L
[ uHro = Copy A
Imgart from #hone or iPad =
o
Goog... =
= & s Giraugs
-
= S

“Compressed(zipped)

Mac0S English

Choose the folder, show the menu,

select
“Compress
archive.

Ii&!’! ]

to create zip

m g A e

Windows B A3ERR

THILT—%RIRL,

IOANEFEI N I TA=_a—%FT

N£s, »

FEfE(zipX) 74 L9 —,

IR

Ozen
Cigen in new wingow
Pir io QoK aooess

[ scon with Windoms Deferser.
Gros scoem o
Fate revicin veren s
Inzigie in by
Pircio St

S i

Tl

Copy

Coate shonout
Dusienz
Renaime

Propares

Figure 1. How to make a zip file on Windows
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Figure 2. How to make a zip file on macOS



3.2 Naming Convention for ZIP Files

Zip File B: File B_Application ID_Full Name (in Alphabet)
Zip File D: File D_Application ID_Full Name (in Alphabet)

e.g. - File B 1111 Taro Suzuki

*Please check your Application ID on the “My applications” page of TAO (Web Entry System).

E‘l:hm Il;lm_ﬁgrﬁiflsiggf_?ﬂicc Search schools _\SCIC[:‘E:I:: Profile Applications Favorites Message
| My applications
Incomplete Completed
Application
Application status D Admission Scheme Application Deadline Message
8837 Keio University
Graduate School of Media
Design (KMD) Graduate
School of Media Design 07/22/2025 Unread: O
w Deadline has passed >
Graduate School of 00:00{JST){Closed) message(s)
Media Design Master's
Degree (Domestic
Application)
9689 Keio University
Graduate School of Media
Design (KMD) Graduate 05/08/2026 Unread: O
7 School of Media Design 00:00(JST)( day(s) >
HF A T T HE left) message(s)
ELERIE (B
0219 O —o O —

3.3 Upload Zip archive files

Please follow the instructions on the TAO application page and upload the relevant ZIP file(s) to Dropbox.

Folder B is required for all master’s applicants. Folder D is required only for applicants applying to CEMS.

Please note that only *Folders B and D* are used. There are *no Folders A or C*.

3.4 Uploading Files Other Than ZIP Files

Please upload the required files directly by following the instructions on the TAO application page.



