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STUDENT SERVICES

STEP 1

CITY HALL REGISTRATION

Once you have a permanent address in Spain, you should
register at one of the City Hall offices in Madrid (empadro-
narse) to prove to the local authorities that you are living
at a specific address. An appointment is needed in order to
register. It is a quick and easy process. The City Hall
Registration certificate is free of charge and is given on the
spot.
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The City Hall Registration certificate (volante de
empadronamiento) is necessary for all students:

e EU citizens, EEA citizens and Swiss citizens for the
Certificate of Registration appointment
e non-EU citizens as it is a legal requirement

BOOK AN APPOINTMENT

@@ dta-&

You will need to book your own

Temas >
app01ntment for the City Hall Mecesidades >
Registration. p— -

Inmigrantes
To access the City Hall website, you M

can click HERE. —

Personas con discapacidades

Scroll down to “Tramitar”
and select “Presencial”

Now click on “Concertar
cita previa para Padron”

CONTACT US
ieustudentservices@ie.edu
+34 91 568 98 96

Padron Municipal. Alta y cambio  vetver
de domicilio en Padrén

Toda persona que viva en Espafia esté obligada a inscribirse

en el Padron del municipio donde reside habitualmente. Quien e e
viva en mas de un municipio se inscribird Unicamente en el que realizar esta framitacion
resida durante mas tiempo al afio

Cuando se produzca un cambio de domicilio dentro del término municipal de Madrid,
interesado debe solicitar la realizacion de dicho cambio en el Padron

Los menores de edad no emancipados y los mayores incapacitados deben figurar
empadronados en el domicilio de los padres que tengan su guarda o custodia. o representantes
legales, salvo autorizacion por escrito de éstos para residir en otro domicilio.

En el caso de recién nacidos, el alta se realiza de oficio por el Ayuntamiento a través de la
informacion facilitada por el Registro Civil, inscribiéndose al nacido en el domicilio en el que
figuren empadronados ambos o uno de sus progenitores, dandose preferencia en este dlfimo
caso al domicilio en el que figure inscrita la madre. También es posible dar de alta en el Padron a
los recién nacidos a solicitud de los padres que tengan su guarda o custodia, o, en su defecto,
de sus representantes legales.

Cdmo realizar el tramite +

Documentacion e

Mas Informacison +
Tramitar

Con cita previa obligatoria

= Oficinas de Aencion a la Ciudadania. Linea Madrid

= Concertar cita previa para Padrén

MADRID CAMPUS SEGOVIA CAMPUS
Maria de Molina, 13 Cardenal Zuniga, 12
28006 Madrid, Spain 40003 Segovia, Spain


https://sede.madrid.es/portal/site/tramites/menuitem.62876cb64654a55e2dbd7003a8a409a0/?vgnextoid=3e3debb41f6e2410VgnVCM2000000c205a0aRCRD&vgnextchannel=775ba38813180210VgnVCM100000c90da8c0RCRD&vgnextfmt=default
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SELECT A CITY HALL

You can select any City Hall office of your convenience to book your appointment. There are more than 20 City Hall
offices in Madrid. However, it could be necessary to choose an office that is further away since other offices might offer
appointments that work better with your class schedule.

The City Hall offices closest to IE University are:
OAC SALAMANCA Calle Velazquez, 52
OAC CHAMARTIN Calle Principe de Vergara, 142

City Hall offices that are easy to reach from the metro stops Avenida de América and Gregorio Maranodn include:
OAC MORATALAZ Calle Fuente Carrantona, 8 (Metro Line 9)

OAC CHAMBERI Avenida Reina Victoria, 7 (Metro Line 6)

OAC MONCLOA-ARAVACA Plaza Moncloa, 1 (Metro Line 7)

OAC RETIRO Plaza Daoiz y Velarde, 1 (Metro Line 6)

OAC CIUDAD LINEAL Avenida Institucién Libre de Ensenanza, 14 (Metro Line 7)

Esta en: Gestion de Citas » Paso 1 de 4
Seleccione su cita

Seleccione: Servicio, Gestion, Oficina, Fecha y Hora.

Tipo de servicio

Atencion a la ciudadania v
Gestion

PADROM A\

Presente solicitud firmada por todos los solicitantes, documentos de identidad en vigor y documentacion uso de |a vivienda,
ylo autorizaciones necesanas. SIN CITA solicitud de bajas, modificaciones de datos personales y justificanies de
empadronamiento

Choose the office that is Oficina Oficinas Aliernativas
. OAC CHAMARTIN v SELECCIONE OFICINA ALTERNATIVA ¥
most convenient for you.

Detalle de la oficina
Calle Principe de Vergara , 142 - Madrid

Seleccione fecha Seleccione hora para el martes 8/10/2019
Octubre. 2019 10:50 12:10 13:50
11:10 12:20 14:00
lu Ma Mi Ju Vi Sa Do 11:20 12:40 14:10
Choose your preferred day 4 2 3 4 5 & 11:30 12:50 14:20
d ti : 9 10 1M 12 43 11:40 13:10 14:50
and tume. 44 35 46 47 48 19 20 11:50 13:20 15:00
24 22 23 M 25 2B H 12:00 13:40 15:10
25 28 30 3

Leyenda
10 Dia no disponible
10 Dia disponible
10 |Dia seleccionado

Once you have booked the appointment, you need to print out the email confirmation that is sent to you.




Ie UNIVERSITY

03
PREPARE THE REQUIRED DOCUMENTATION

Once you have your appointment, you must collect the following documents:

O Original and copy of passport

O Original and copy of lease / housing contract / residence contract

O Appointment confirmation
(which will be sent to your email address)

O City Hall Registration Form (solicitud de empadronamiento) <

IF YOU LIVE IN A STUDENT RESIDENCE

Apart from the required
documentation, a repre-
sentative from the student
residence must fill in and
sign this section
(autorizacion de empadron-
amiento).

@ MADRID [PADRON MUNICIPAL DE HABITANTES] - ) A

Click

(If you need help to fill in the form,
click HERE.)

HERE to obtain the form.

() Inseribirse en el domicilio donde no corsta elfh autorizants

por el A
Distriea: Secddn
Calle, phaza, avda,, ete. | Mombre de [ via N de N Inscripeian Expediente
[+ Imscritas en esta hoja | J
Mimers Poraal Escalera [ Puerta Tebéfono Usuario. Hop de
CAUSA DEL ALTA FIRMA
o'..,... MNembre [ Fecha de nacimients | oy YT T —— qmup de de:m':;m derl::v:i;dn Omisién () Cambio domicilio () Ia"::m
O 00 A0 b | racimiens (3 Trasado resienaa ()
1% Anellido Hombre Hunicipic y Proviecta de nacmiencs g ProvincialCansulado de procedencia
" e oy e AR B
Muer el de asucts tarminadas 2 ([ |pinras,
i Owaen] Nombre Fecha de racimienco | Paf de macmiencn reco e | (1) T de documeno de denddad | Omiadn () Cambio domiciio () | Teléforo
z O 5“ Praspoees ¢ f o TI";";- Nacimiento {) Trastado residencia () |
19 Anellido Hombre [ Hunicpic y Provinci de nadmiente: h‘,;’ = | )| revnesicansiade de procedenca
2° Apellide Cj_ Falk de nacioraiid [ ] I MuricipiolPuis de procebencia }
Hujer Nl de escudios serminades B T¥) EIRMA
e Fecha de madmie | Pis ¢ Maients o i | (11T de doosmens de Me9ad | Orsti. () Cambis domictle () [ 108000
- - P he = e - 1
Drs “‘5 ) A0 ) e | Mastmiess () Traslade residencia ) | &l
1% Anallidn Hombre| Municpia ¢ Provinca de racmiento - ProvineiC onaitdo de procetenc
T Asdllide D [ pubedtll || Municipioifais de procedenca @
Muer el e s sarminados A% FlarA
AUTORIZACION DE EMPADRONAMIENTO AUTORIZACION PADRES/REPRESENTANTES LEGALES
Den/Dofa son documento d identidsd n° Den/Dofa _ __con documents de identidad o
doericili en zon documentn ive del Lsa 0 prup@d-‘ld domicilia en AUTORIZA 2lflos menaries o incapaciadals
de la viviends, AUTORIZA 2 lafs persorals indicadals en este documents a: EL/LAAUTORIZANTE |mscritals en esta hoja, can n” de orden en calidad de 2 fjar su
() Inscribirse en el mismo domicilio donde conse elfa autorizante residencia habitsl en el domiciio arriba indiado. ELLA AUTORIZANTE

DonDofia

DECLARACION DE RESIDENCIA

DOCUMENTACION PRESENTADA

on documenta de identidad o Documenta Certificado
sin documento acredicative del uso o propiedad de & vivienda y con el mismo domicilio que fafs personals dentidad racmients
indicach/s en esta solicitud. DECLARA que RESIDEN en este domicilio. ELILA DECLARANTE
Autormeién  Libro de familia Ot specifo
Madrida [ ] de Jdew[ ] skuo ELILA FUNCICNARIOIA INSCRIPCION POR CAMEIO DE RESIDENCIA U OMISION ]
La Inscripeién en el Padrin de exte municiplo knplcard [ bafa de uaiguier inscripoién padromal anterior 3
Ia fecha de b solicitad
SOLO PARA EXTRANJEROS NO COMUNITARIOS
(1) btpm sy e e docammantz: DL Pasagorts, NE T Rusiduncs (T = Tamporal, P = Parmaserts o da larp duracién, C = Comunitaria) La acripekin en ol Padnin Municlsal de kot excranjercs ne comunitarios n sausrizachin de rasidends per-
(3 Lo Chaddarcs s Exadn mimbrca e b Ui Europes, s, Licharatae, Norimp y Sues,debrie il nomirsdo racrpesé wn sl R | ananta o de largs duraciin, deberd ser abjeco de renovacién peribica cada dos ahos. B ranscursn del
. g;mld-zm-:m [NE) y ol i dul passgorin o o do s wacioasl ds Myrcifed PualDoc). plazo sefislado seri causa para acordar la caducidad e fa Inscripclén, siempre que o Intenesado no hubie.
- e b et e el se procedida a tl rencuackbn. Lo que efectiien un eambla de domicllo en o Padedn Musbeipal, mantlesns,
@ 4 - RaRpp—— g, e o g | 95% 900NN residends en Madrld

IF YOU DO NOT HAVE A CONTRACT IN YOUR NAME,

HPOZZD1T

apart from the required documentation, the owner of your flat or another tenant on the contract can authorize you to

register in their home.

If you register this way, you will need the following:

O copy of their contract

0O a recent utility invoice in the
name of person authorizing you
O a copy of your tenant’s DNI or
NIE to the appointment

We would also recommend that you bring a copy of the

authorizer’s ID document in which he or she explicitly

authorizes you to register at the flat in question, along
with an original signature. This way, the authorizer won't
need to accompany you to your appointment.


https://sede.madrid.es/UnidadesDescentralizadas/UDCEstadistica/TramitesMunicipales/Ficheros/Hojapadronal.pdf
https://docs.ie.edu/student-services/IEU%20Student%20Services/Immigration/How%20to%20fill%20in%20Empadronamiento%20form.pdf
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ATTEND YOUR CITY HALL REGISTRATION APPOINTMENT

Upon arrival at the City Hall, you will see a machine where you can choose which process you need. Choose the option
for “Padrén”. When your appointment number is called, show the assistant all of your documents. After the assistant

enters your information on the computer, you will receive a print-out of the certificate stating that you live in your
specific address.

IMPORTANT: This document needs to have been issued within the 90 days prior to your
appointment at the police station. If not, it will not be accepted. If your certificate has already
expired, you can stop by any City Hall location to ask for a duplicate without an appointment.

FREQUENTLY ASKED QUESTIONS

“ WANT TO CHANGE THE DATE OF MY APPOINTMENT. HOW DO | CANCEL MY FIRST APPOINTMENT?”

In order to cancel a City Hall appointment, click HERE.
From there, choose “Tramitar En Linea” and then select “Concertar Cita Previa”.

Esta en: Gestion de Citas
i Qué tarea desea realizar?

+ Pedir Cita Previa
Reserve su cita desde aqui

» Buscar Cita Previa
Buscador de oficinas para reservar su cita

> Consultar Cita Previa
Consulte los datos de una cita existente o imprima su justificante de cita. Necesitara el cadigo de cita.

Choose “Eliminar Cita

- » Eliminar Cita Previa
Previa

Anule una cita existente

When you click “Eliminar Cita Previa”, you will be taken to a page where you can enter your personal

information as well as the appointment code (cddigo de cita) assigned to you. Please refer to your confirmation
email to find the appointment code.

“DO | NEED TO USE MY PASSPORT FOR THIS PROCESS EVEN IF I'M FROM THE EU? CAN | SIMPLY USE
MY NATIONAL ID?”

Unfortunately, there is no option that allows you to enter your national ID number when booking the City Hall
appointment. Thus, booking with your passport is advisable.


https://www-s.munimadrid.es/CitaNet/Principal.do
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“CAN I REGISTER AT THE CITY HALL IF MY LEASE IS ONLY FOR 3 MONTHS?”

In order to register your address at the City Hall, you must have a lease or contract of at least 6 months.

“MY FLAT MATE ALREADY REGISTERED AT CITY HALL, AND HE/SHE INCLUDED MY INFORMATION ON
THE APPLICATION FORM. DO | NEED TO TAKE ANY FURTHER ACTIONS?”

Please note that this certificate is personal and non-transferable. You must book your own appointment in
order to obtain the certificate that is issued specifically to you.

“MY NAME DOES NOT APPEAR ON MY CONTRACT, AND MY LANDLORD DOES NOT WANT ME TO DO
THE CITY HALL REGISTRATION. WHAT SHOULD | DO?”

As the process of registering with the City Hall is mandatory for immigration procedures, we ask that you speak
with your landlord to request that they authorize you to register this address at the City Hall. If they are not
willing to do so, we recommend that you move to a different flat where you can have a contract with your name.
It is necessary to have a valid contract to have legal standing as a tenant in the flat where you are living.

“WHAT HAPPENS IF | MOVE TO A DIFFERENT FLAT DURING THE YEAR? SHOULD | OBTAIN AN UPDATED
CITY HALL CERTIFICATE?”

Legally, it is your responsibility to let the local authorities know where you live. Thus, if you move to a new flat,
you should update your address at the City Hall. This requires a new appointment. If you need to renew your
NIE card, for example, you must take an updated City Hall registration certificate with you which shows your
current address.

“HOW CAN | UNREGISTER WITH THE CITY HALL ONCE MY TIME IN MADRID IS UP?”

In order to unregister with the City Hall, you can go to the office with the appointment confirmation, your
original passport, a photo of your passport’s main page, and an original/signed letter in Spanish, in which you
accredit your identity and state that you will be leaving Madrid to go reside in another country.

It is only recommended to unregister with the City Hall at the end of your stay in Spain. If you are changing
flats, you will simply need to notify the City Hall of your new address once you have moved.

"| REGISTERED MY CURRENT ADDRESS OVER 90 DAYS AGO, SO MY ORIGINAL
VOLANTE DE EMPADRONAMIENTO HAS EXPIRED. HOW CAN | OBTAIN AN UPDATED
COPY (DUPLICATE)?"

In order to obtain a duplicate, you must book an appointment here. Then select the following:

Pedir Cita Previa

Tipo de servicio > Atencidn a la ciudadania

Gestion > Certificado de empadronamiento

Oficina > Any office

Then choose the day and time that best suits you

In the next page fill all of your information (name(s), surname(s), NIE, phone number, e-mail, sex)

AU

Attend the appointment with the appointment confirmation and your passport or NIE and you should be given a
duplicate on the spot.

CONTACT US MADRID CAMPUS SEGOVIA CAMPUS
ieustudentservices@ie.edu Maria de Molina, 13 Cardenal Zuniga, 12
+34 91 568 98 96 28006 Madrid, Spain 40003 Segovia, Spain


https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww-s.munimadrid.es%2FCitaNet%2FPrincipal.do&data=04%7C01%7CHelena.Reyes%40ie.edu%7C44d7ad3009924a296baf08d8bd220e46%7C4a39c5786df042b9a7e0e9eac6d91816%7C1%7C0%7C637467301257528260%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=J6UZfQJ7UwoBngqoMXs%2FCB%2BmLEape1Db3%2BDkzcfk3LM%3D&reserved=0



