
EUROPEAN CITIZENS.
Immigration Procedure and Tutorial.
Step 1 (Go to the Immigration Office)



 As you are a European Citizen and you will live in Spain
for more than 3 months, you have to apply for a
temporary residence permit.

 Upon your Arrival at USJ, we will give you a copy of the
Immigration documents - Application form – EX18.

What do I need to do?



You are required to fill out two copies of the EX-18 form, that looks like this:

Fill in the sections highlighted in
red.

This Includes your basic details
such as:

• Name and Surname
• Passport or I.D. Number
• Date of birth
• Place of birth
• Country of origin
• Names of your Mother

and Father
• Your address in Zaragoza,

including street name, flat
number and postal code.

• Email address
• Phone Number
• Gender

Date
Signature



What do I do next?

 Now you are ready to make an appointment with the Immigration
Office in Zaragoza, through the following link:
https://sede.administracionespublicas.gob.es/icpplus

 You need to select Zaragoza from the list and then click “Aceptar”

https://sede.administracionespublicas.gob.es/icpplus


 Then open the next drop down menu and click on the option that

says “Solicitud de Autorizaciones” and click “Aceptar”



Passport or ID number

Name and surname

Year of birth



Reason of the appointment, i.e. “Para solicitar autorización de estancia porque soy
estudiante Erasmus en Universidad San Jorge”

Phone number

Email

Repeat Email



 Now choose a date for your appointment at the Immigration office, among the
closest available dates.

 The time is only available if highlighted in yellow “Libre”.
 Select the time more convenient for you with a double click.



 Now you can see the information of your appointment. If everything is correct, tick the
two sections marked with the red arrow and click on “Confirmar”.



 Remember to print the confirmation of your appointment!! You will have to
show it at the Immigration Office.



Where is the Immigration 
office?

It is located on:
Calle Obispo Covarrubias, S/N 50005 - Zaragoza



On the day of the appointment, please remember to go to the Immigration Office with 
the original and one copy of:

 I.D. or Passport

 EX-18 form. Two originals signed.

 Confirmation of financial resources (Proof of Erasmus grant, Student 
Finance…)

 Confirmation of health insurance: European Students : European Health Card.

 Proof of Registration (“Matrícula”) at University San Jorge. 

What do I need to bring the day 
of the appointment?



EUROPEAN CITIZENS.
Immigration Procedure and Tutorial.
Step 2 (Go to the Police Station)



 You will receive by post or by email, a notification with the approval of the “Residence permit”.

 Then, you will have to make an appointment with the Police Station in Zaragoza through the following

link: https://sede.administracionespublicas.gob.es/icpplus

 You need to select Zaragoza from the list and then click “Aceptar”

https://sede.administracionespublicas.gob.es/icpplus


Now open the next drop down menu and click on the option “Policía-Certificados

UE” and click “Aceptar”





NIE number

Name and surname

Country of birth



Second option



Phone number

Email

Repeat Email

Reason of the appointment, i.e. “Para solicitar autorización de estancia porque soy
estudiante Erasmus en Universidad San Jorge”



 Now choose a date for your appointment at the Police station, among the 
closest available dates.

 The time is only available if highlighted in yellow “Libre”. 
 Select the time more convenient for you with a double click.



 Now you can see the information of your appointment. If everything is correct, tick
the two sections marked with the red arrow and click on “Confirmar”.



 Remember to print the confirmation of your appointment!! You will have
to show it at the Police station.



Now that you have your appointment, it is time to check the documents you
need to bring:

Confirmation of the appointment (the one you have just downloaded and
printed)
Passport or National I.D.: Original and copy
Document they gave you in the Immigration Office (Step 1): Original and

copy.
Confirmation of the payment of the fee. You can find the payment form on

https://sede.policia.gob.es:38089/Tasa790_012/ImpresoRellenar. How to
download it and where to pay it: see next pages.

https://sede.policia.gob.es:38089/Tasa790_012/ImpresoRellenar


Fill in this section



Mark this option



Mark this option 
(means “Cash”)

Write the captcha
Download the filled form



 To pay the fee you can go to any bank with the filled
payment form.

 Once you pay, the bank will give you the form stamped as
confirmation that the payment has been made

 That will be the document you will have to bring to the
Police Office as a confirmation of the payment of the fee.
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