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• 1. Who are the admin members?

• 2. Who is in charge of each job ?

• 3. Two job flow examples

• 4. Our trying in FY2025 and Message to Lab’s members

• New request: 
Confirmation of your photos and videos posted on our website.

Outline



1. Admin members (URA, Technical Staff) 
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2. Job description
Person in chargeJob description

Okazaki-GKotsuki-G

IchimiyaMiyamoto
Purchase goods予算管理

Budget Business trip
Attendance総務管理

General affairs Miyamoto, OhashiEquipment

MiyamotoSlack, wiki, onedrive,
Google calendar

アカウント管理
Account

OhashiServers
Okazaki/Ichimiya

Ohashi
Server / PC / SecurityICT管理

Information and 
Communication Technology Application for VPN Okazaki

SogaWebsite広報
Public relations Logo / Design

SuzumuraNakamura
(Tateishi)

Collect achievements, report
(Paper, Presentation)

研究成果まとめ
Research achievements

OhashiMS8の小槻PJ
Kotsuki Project of Moonshot Goal 8



Pre-trip

3. Example1 of Job Flow: Business Trip

必要書類の収集
Collect necessary 

documents

申請 Application
（Input into the system）

出張報告書作成
Prepare the report

（Input into the system）
e.g. Information of 
conference, program, etc.Miyamoto Ichimiya

出張報告書に押印
Affix your seal

出張行きます!
I plan to go on a business trip.

支払い
Payment

Post-tripOn-trip

書類の提出
Submit Documents 

必要書類の収集
Collect necessary 

documents

e.g. Various types of reports, 
Flight certificate etc. 書類の提出

Submit Documents 

申請内容の確認
Confirm 

application detailsAdmin of Chiba U.

申請内容の確認
Confirm 

application details

deadline deadline

deadline deadline

How many times in total in FY2024?: about 75 times 

Job Flow



資産管理登録
シールの貼付

Attach an asset management 
label to the item.

備品リストの更新
Update equipment list

3. Example2 of Job Flow: Purchasing a server (e.g. 1~5 million yen)

購入依頼申請
Order request

（Input into the system）

Miyamoto Ichimiya

発注
Order

書類の提出
Submit Documents 

Admin of Chiba U.

A

スペックの選定
Select of server model

サーバー室の
電源容量確認

Check power supply 
capacity of server room

相見積もり
• 業者選定、複数の業者へ
• 納期の確認

Get several quotes from 
different vendor and
confirm delivery date.

納品検収 Delivery Inspection

注文したものが納品されて
いるか、型番や現物を確認
Bring the actual goods, invoice, etc. 
to the Inspection Center for delivery 
inspection.

書類の提出
Submit Documents 

MemberOhashi

納品
Delivery

Vendor
B C C

設置、セットアップ
Server installation and setup

Miyamoto Ichimiya

MemberOhashi

Job Flow

How many times in total in FY2024?: about 7 times 



• 書類提出など、日ごろのご協力をいただきありがとうございます。
Thank you for your continued cooperation with submitting documents, etc.

• MSG1: Pls. check Lab’s Wiki(esa) first. The wiki will be updated regularly.
• MSG2: Pls. check Slack and your university email daily.
• MSG3: Pls. meet a deadline for submitting documents.
• MSG4: Pls. save your research results(paper, presentation, etc.).

4. Our trying in FY2025 & Message to Lab’s members

• Sharing 
information

• Wiki update

Message to Lab’s members

Trying in FY2025FY2020～FY2024 [keywords]
• 仕事の見える化 share each other‘s work
• 7つの習慣（重要事項の優先）The 7 Habits of 

Highly Effective People (Habit 3 Put First Things First)

• 心理的安全性 psychological safety

• closed question
• 仕組みづくり make rules and post on lab’s wiki
• 横の繋がり lateral connections, resilient

In progress: FY2023~Now

2週間に1回、補佐員MTG
Assistant MTG is held once every 
two weeks.
• 困っていること
• 落とし穴になりそうなこと
problems and things to keep in mind



zThank you for your attention!



参考



今までこんなことを意識してきました

FY2023


