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1. IMPORTANT POINTS:

● Once you enter Spain you need to get your TIE (Tarjeta de Identidad Extranjera)
card, the residence permit granted by your visa

● You have one month to apply for it after entering Spain

● Appointments to get your TIE are limited. You may have to try more than once until
you get one

● Appointments can be made at any police station in the province of Barcelona

● If you will stay in Spain for less than 6 months, you will not require a TIE card as your
visa already shows the period you are allowed to stay in Spain

● If you are under 18, your parent or legal guardian will have to come with you to the
appointment

You can contact our Legal Advisor, Ms. Ida Quintián (iquintian.extern@uic.es), if you have
any questions about the TIE process. Please note that this information and guidance is a
free service provided by the university.

2. EMPADRONAMIENTO

Empadronamiento is the Spanish word meaning for Civil registration certificate. It is
compulsory for any person living more than three months in Spain to be registered at the
City hall.

You first need to make an appointment at the city hall in your city of residence. If you live in
Barcelona, you can choose any of the OAC (oficina de atención al ciudadano) offices you
find on the city hall website.

✔ https://ajuntament.barcelona.cat/ca/

✔ tràmits

✔ ciutadans

✔ padró d’habitants

✔ cita amb l’ajuntament de Barcelona
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✔ iniciar el tràmit

✔ sol.licitut d’una cita

✔ tema: OAC padró gestions

✔ subtema: alta padró

See Annex 1 for pictures of the steps you should follow to make an appointment.

To register with the city hall, you will need to submit the following documents, depending on
one of the following situations:

Situation 1: Staying on a residence

● If you are staying in a hall of residence: the residence will either register on your
behalf or they will provide you with a form to do it yourself

Situation 2: Holding a leasing contract

● A tenancy agreement in your name and proof of payment

● Your passport

Situation 3: Renting a room

● Your landlord may have to come to the appointment with you or authorize to do the
registration

● The title deed or tenancy agreement in the landlord’s name

● If the tenancy agreement is at least one year old, you will also need a recent
acknowledgment of supply

● Your landlord’s original ID

● Your passport

● An authorization form (see Annex 2)
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3. APLICATION PROCESS:

You must make an appointment at any police station in the province of Barcelona. You will
have to take all the documents required to your appointment, along with a print-out of your
appointment confirmation.

At the police station you will be given a provisional TIE card. You will then be able to pick up
your official card after 40 days (see Annex 3).

You can make an appointment on the website of the Immigration Office (Oficina de
Extranjería) by following the steps below:

● https://sede.administracionespublicas.gob.es/pagina/index/directorio/icpplus

● Acceder al procedimiento

● Provincias disponibles: Barcelona

● Cita Huellas

See Annex 4 for pictures of the steps you should follow.

4. REQUIRED DOCUMENTS:

A) PASSPORT

You must take your original passport with you and photocopies of the photo page, the visa
stamp and the airport entry stamp

B) EX-17 FORM

You must fill in and sign the EX-17 application form. You can download the form from the
Spanish Inmigration ministry website

Please note that any incomplete or incorrect applications will be rejected, requiring the
applicant to make a new appointment at a later date. If you don't speak Spanish, you can
follow the instructions on how to fill in the EX-17 form shown in Annex 5.
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C) FEES

You will have to pay a fee of €16.08 to process your application. In order to do so, you will
have to fill in the Tax payment form, number 790 (012) and select: “TIE que documenta la
primera concesión de la autorización de residencia temporal, de estancia o para
trabajadores transfronterizos”.

You will then have to print it out and you can pay it at any ATM machine using the bar code.
Make sure you take this form showing payment along to your appointment so your
application can be processed quicker.

D) CIVIL REGISTRATION CERTIFICATE (EMPADRONAMIENTO)

Previously explained, see point 2. empadronamiento.

E) UIC ENROLMENT LETTER

Once you have been admitted to UIC Barcelona and have paid your tuition fees in full, your
Faculty department will give you an enrolment letter.
The letter will include your name, address and registration at UIC with the length of your
programme.

F) PASSPORT PHOTO

The photo must be taken on a white background, be full passport size and show your hair
color.
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5. ANNEXES

1. CITY HALL APPOINTMENT
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2. CITY HALL AUTHORIZATION REGISTRATION FORM
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3. TIE CARD

4. CITA DE HUELLAS APPOINTMENT

9



Departament of Internationl Promotion
Special Information for International Students AT

TIE APPLICATION

10



Departament of Internationl Promotion
Special Information for International Students AT

TIE APPLICATION

11



Departament of Internationl Promotion
Special Information for International Students AT

TIE APPLICATION

12



Departament of Internationl Promotion
Special Information for International Students AT

TIE APPLICATION

13



Departament of Internationl Promotion
Special Information for International Students AT

TIE APPLICATION

14



Departament of Internationl Promotion
Special Information for International Students AT

TIE APPLICATION

5. EX-17 FORM
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Written by Ida Quintián, November 2024
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