
In this booklet you will find out about all the procedures and 
documents you will need to get the residence card (TIE).

Who needs to get the TIE?

Non-EU citizens from outside the EU and EEA (Liechtenstein, 
Iceland, and Norway) or Switzerland, who have a visa for 
longer than 6 months:

- You need to obtain a “Tarjeta de Identidad Extranjero” (TIE) to 
remain legally in Spain for the duration of studies.

- TIE is an identification card issued to foreigners living in 
Spain.

- You have a maximum of 30 days after entering the European 
Union to make an appointment.

TARJETA DE IDENTIDAD DE EXTRANJEROS
TIE



1. Making an appointment at the Police Station

2. City hall registration - Empadronament

3. How to fill in the application Form (EX-17)

4. How to pay for the application

STEPS TO FOLLOW

>       Form EX-17 (Original + copy)

>       Passport-size photos (2)

>       Passport or National Identity Card (copy + original) 

>       City hall registration - Empadronament (Legal Registration Certificate)

>       Application fees

>       A copy of Appointment Confirmation (print it after you make an appointment online)

>       Medical Insurance or European Health Insurance Card

>       Sworn statement of having economic means during your stay in Spain

>       Enrolment letter (in Spanish) 

>       Work contract

REQUIRED DOCUMENTSSTUDENTS

RESEARCHERS 
PROFESSORS &
STAFF



MAKING AN APPOINTMENT1
Click the following link to MAKE THE APPOINTMENT

a. Select the province (provincia). If you live in Vic, it should be 
     BARCELONA

b. Select Expedición de Tarjeta de Identidad de Extranjero

c. Select POLICIA - TOMA DE HUELLAS

  d. Accept

e. The next page lists the application documents, scroll down the page and click



MAKING AN APPOINTMENT1
f. Complete fields with your information; passport, ID number or

NIE number shown within your student visa, name,
nationality and expiry date of your visa or passport.

g. Click accept

h. ASK for an appointment - Solicitar Cita.

If you want to check your appointment click on - Consultar Citas 
Confirmadas.

If you want to cancel an appointment, click on - Anular Cita.

i. Choose one of the offices which appear in the list. Select the
date and time of the appointment.

j. Print appointment confirmation.
(The office in Vic is located in Carrer del Bisbe Morgades, 4)

If you receive this message, it is because there are no 
appointments available. You must try again, we recommend
Monday mornings at 9:30am.



TOWN HALL REGISTRATION - 
EMPADRONAMIENTO2

> Identity Card (Passport)

> Housing contract

REQUIRED DOCUMENTS

Address:
Oficina Municipal d’Acollida

Edifici del Sucre
C. de la Llotja, 1, 2nd floor (side entrance)
Tel. 937027282

Opening Hours:

From Monday to Friday:  10am-13pm 
From Monday to Thursday: 16pm-18pm
(except from 4 June to 20 September and public holidays) 

You need to schedule an appointment at oficinaacollida@vic.cat. 



HOW TO FILL IN THE
APPLICATION FORM EX-173 Click the following link to

DOWNLOAD THE
APPLICATION FORM

EX-17
Solicitud de Tarjeta de
Identidad de Extranjero (TIE)

a. Complete the form with your details.

b. Fill in this part only if you have a legal
     representative in Spain 

c. Click on the marked boxes, as shown below

d. Sign, date and print the document for the appointment



HOW TO PAY FOR YOUR 
APPLICATION4 Click the following link to

FILL IN THE APPLICATION FORM

a. Complete your details:
NIE / Passport number, Name and Address.

b. Select:

c. Complete the final section, select “en effectivo” to pay in cash as most
banks only accept this method of payment.

d. Click     print the document and take it to any bank to pay the fee. Once paid, they will stamp it so you will be able 
     to hand it over during your appointment. We suggest you to go to Santander Bank (other banks usually request the NIE number to 
     pay).




