
STUDENT SERVICES

The physical copies of the documents in Spanish that you need to bring to the 
appointment are:

1
2
3
4

Appointment confirmation: make sure that your personal information is correct

Passport: original and copy of the main page

1. PREPARE THE REQUIRED DOCUMENTATION

CITY HALL REGISTRATION
THIS IS MANDATORY FOR ALL STUDENTS

STREET, AVENUE, ETC NAME OF STREET

DOORNUMBER            ENTRANCE       STAIRWAY        FLOOR

NAME

LASTNAME

SECOND LASTNAME (IF APPLICABLE)

MALE

FEMALE

DATE OF BIRTH
DD/MM/YYYY COUNTRY OF BIRTH

PROVINCE/STATE/CITY OF BIRTH 

NATIONALITY

PHONE

NUMBER OF 
PEOPLE IN THIS 
FORM

ID TYPE  (NIE/PASSPORT)

46

X

CITY OF PREVIOUS RESIDENCE COUNTRY OF 

PREVIOUS RESIDENCE
SIGN HERE

PHONE NUMBER

EMAIL

ID NUMBER (NIE/PASSPORT)

Lease / housing contract: in Spanish 

Application form: completed  /  Click HERE for the Application form 

Complete the form like this: 

https://sede.madrid.es/UnidadesDescentralizadas/UDCEstadistica/TramitesMunicipales/Ficheros/Hoja_padronal.pdf


5
6
7

Recent utility invoice in the name of person authorizing you

STREET, AVENUE, ETC NAME OF STREET

DOORNUMBER         ENTRANCE         STAIRWAY     FLOOR

NAME

LASTNAME

SECOND LASTNAME (IF APPLICABLE)

MALE

FEMALE

DATE OF BIRTH
DD/MM/YYYY COUNTRY OF BIRTH

PROVINCE/STATE/CITY OF BIRTH 

NATIONALITY

PHONE

NUMBER OF 
PEOPLE IN 
THIS FORM

ID TYPE  (NIE/PASSPORT)

46

X

CITY OF PREVIOUS RESIDENCE COUNTRY OF 

PREVIOUS RESIDENCE
SIGN HERE

PHONE NUMBER

EMAIL

ID NUMBER (NIE/PASSPORT)

NAME and SURNAME
DNI / NIE ADRESS

X
SIGN HERE

DNI / NIE of the person authorizing you: copy

Letter from authorizer: in Spanish and signed

A letter in which the authorizer 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.

Complete the form like this: 

IF YOUR NAME DOES NOT APPEAR IN THE CONTRACT:
Having a housing contract is essential, as it gives your living situation a legal 
basis. We would never recommend renting a flat without signing a valid 
contract. If, for some reason, it is impossible to acquire a contract, the owner of 
your flat or another tenant on the contract can authorize you to register in their home. 

The physical copies of the documents in Spanish that you need to bring to the 
appointment are mentioned above (points 1-4), plus:



2. BOOK AN APPOINTMENT

If you simply wish to see the earliest appointment available, select this option "consulte la 
oficina con cita mas temprana" and the office with the closest availability comes up. Then 
click on "Siguiente".

If, instead, you prefer to choose the office you want to attend, select one office from the menu and 
then click on "Siguiente".

Please visit the official website using the following link: HERE.

1 Selección de trámite (selection of procedure)

In "Categoría" please choose the option "Padrón y censo" and in "Trámite o servicio" please choose 
the option "Altas, bajas y cambio de domicilio en Padrón".

After that, a new option will appear: "Seleccione la oficina o bien consulte la oficina con cita 
más temprana".

https://servpub.madrid.es/GNSIS_WBCIUDADANO/tramite.do


You are free to make the empadronamiento appointment at any City Hall office, and 
there are more than 20 City Hall offices in Madrid. At times it is necessary to choose an 
office that is further away because this office offers appointment times that work with 
class schedules. Remember you can make the empadronamiento appointment at ANY City 
Hall, not just the offices listed on this page.

Offices closest to the IE Maria de Molina Center:
OAC SALAMANCA - Calle Velazquez, 52
OAC CHAMARTÍN - Calle Príncipe de Vergara, 142

Offices closest to the IE Tower:
OAC TETUAN - Calle Simancas, 6
OAC CHAMBERÍ - Avenida Reina Victoria, 7 (take the grey line)

Offices closets to the metro stops Av. de América and Gregorio Marañón:
OAC MORATALAZ - Calle Fuente Carrantona, 8 (take the purple line)
OAC CHAMBERÍ - Avenida Reina Victoria, 7 (take the grey line)
OAC MONCLOA-ARAVACA - Plaza MONCLOA, 1 (take the grey line)
OAC RETIRO - Avenida Ciudad de Barcelona, 162 (take the grey line)
OAC CIUDAD LINEAL - Avenida Institucion Libre de Enseñanza, 14

2 Fecha y hora (date and time)

Please select the date you find most convenient to display the available timeslots. Then click 
"Siguiente."



1e 
UNIVERSITY 

Please select the time you find most convenient. Then click "Siguiente."

If all times are in grey, there are no available time slots,please try another date.



3 Datos personales (personal information)

Complete the form with your personal information. In "Tipo de documento" choose NIE or Passport. 
In "Sexo" select your sex: HOMBRE for Male, MUJER for Female and NSNC if you prefer not 
to respond. After completing all your personal information please check the privacy policy box and 
click on "Siguiente".

phone number

surname

first (and middle, if applicable) name

NIE/Passport number

email

second surname (if applicable)

confirm email

confirm phone number

SexNIE or Passport 



4 Confirmación (confirmation)

Please check your personal information and click on "Confirmar"

A new screen will appear with number confirmation of the appointments. To download your 
appointment confirmation please click "Justificante cita" 



This is your appointment confirmation that you should print out and take with you to 
your appointment.



3. ATTEND YOUR APPOINTMENT

Once you have your documentation ready, it is time to attend the 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 “Padrón.”

• When your appointment number is called, show the assistant all of your documents.

• After the assistant enters your information on the computer, they will print out a
certificate stating that you live in your specific address.

• Thus, the document is given on the spot.

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 must request a duplicate of this document. Find the 
instructions in the "Frequently Asked Questions" section of this guide.



Can I register at the City Hall if my lease is only for 3 months?

No, the minimum length is 6 months.

My name does not appear on my contract, and my landlord does not want 
me to do the City Hall Registration. What should I 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.

My flatmate already registered at City Hall, and he/she included my 
information on the application form. Do I need to take any further actions?
Please note that if you did not obtain the document on the same day as your flatmate's 
appointment, you will have to book your own appointment to request the City Hall registration 
certificate. You will be issued a document specific to you, with your information listed on the 
certificate.

I changed my appointment date. How do I cancel my first appointment?
In order to cancel a City Hall appointment, go to the official website, select “CANCELAR CITA 
PREVIA" and then fill in your personal information. You also need to include the appointment 
code (“Código de cita”) assigned to you. Please refer to your confirmation email to find the 
appointment code; it is usually in RED at the top. Then click on Cancelar cita.

FREQUENTLY ASKED QUESTIONS

NIE/Passport numberKind of ID

WRITE YOUR APPOINTMENT CODE  
Example: OAC-HORTA/045045395



What happens if I move to a different apartment during the year? Should I 
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 apartment, 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.

Do I need to use my passport for this process even if I'm from the EU? Can I 
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 (provided that you 
have this document with you in Madrid).

How can I de-register with the city hall once my time in Madrid is up?
In order to de-register with the city hall, you can just go there with your passport and an informal 
letter (in Spanish) stating that you are leaving Spain and therefore no longer reside in the address 
which you had previously registered. It is recommended only to de-register with the city hall at 
the end of your stay in Spain. If you are changing apartments, for example, do not de-register one 
day and then register at a new address another day; instead, you will need to simply notify the 
City Hall of your new address once you have moved.

How can I request a "volante de empadronamiento" duplicate?
If you have already registered with one of the City Halls in Madrid (“empadronarse”), but you 
have done this over 90 days ago, you should request a duplicate. You can go to any 
office (except for Aravaca y El Pardo) and request a duplicate without the 
need of booking an appointment. Remember take with you: Original and copy of passport, 
TIE or EU NIE if you have it and an old "volante de empadronamiento" if you have it.

CONTACT US 

MASTER TEAM  
student.services@ie.edu

UNDEGRADUATE TEAM 
ieustudentservices@ie.edu




