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This document is summarizing the steps how to get an appointment at the VISA Office in
Darmstadt. The procedure remains the same if you live out in a different district other
than Darmstadt. You can always look up on the official web pages for more
information. The important points are summarized in more or less sequential order:

1.

Please make an appointment using the form attached to the end of the Document.
Fill it properly with all the details needed. If you do not understand please ask a
friend/ colleague or come to us.
e You can basically FAX the filled form to +49-(0)6151-13-3589 (Recommended)
¢ Or, you can send it via post (takes more time to reply) to Auslaenderbehoerde,
Darmstadt (Visa and Immigration Office)
e Address: Stadthaus GrafenstraBBe 30, 64283 Darmstadt
You may receive a mail with date of appointment or call to inform you about the
date of appointment. Do not forget the date. In most of the cases, if you call them
they can tell you again. You can go to the Office and ask for a confirmation of the
date in case of doubt.
If you do not speak and understand German well, you should ask somebody who
speaks German well to accompany you on the appointment day. Since, they write
it on your appointment letter to bring one if you do not speak German.
Please make two copies of all the documents mentioned in the list of required
documents for the appointment. They charge 0.50 Euros per copy at the VISA office.
If you are going for the first time and asking for student visa they will ask you for the
Studentbeschienegung (Student Certificate).
e Please keep in mind if you do not have it please get the Student Certificate
and then make an appointment.
e In case of urgency they will always give you a month time to have it done
before they reject your application to stay in Germany.
o Student Certificate is not your Student ID. Normally, you get this document
when you are completely registered at your University.
e Please around or contact us if you cannot find way to get this certificate.
If you are going for an extension of your Aufenthalstitel (Residence Permit) then :
e you shall need your new contract with you during the appointment
e In some case, when you expect a delay in your contract from HGS-HIRe due
to administrative issues or other, get a cerfificate signed by your Supervisor
on an Official letter head that there will be funding for you.
e Please contact Student Representative or info@hgs-hire.de for more
information specific to your situation.
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The Opening hours

Montag/Monday 07:30 - 12:30
Dienstag/Tuesday 07:30 - 12:30
Mittwoch/Wednesday 08:30 - 12:30 14:00 - 18:00
Freitag/Friday 07:30-12:30

Telefon: 06151 / 13-1 and Fax: 06151 / 13-3589

You can also download the appointment application form at the link below.

http://www.darmstadt.de/fileadmin/PDF-Rubriken/Rathaus/Formulare/32-Buerger-
Ordnungsamt/32-1320 Terminvergabe bei der Auslaenderbehoerde.pdf

or, scan the QR Code here.

Easiest way to reach is to go Luisenplatz or Markplatz (Schloss) Tram station (City Centre
Darmstadt). For fravel timings and Tram timings please use www.rmv.de or
www.bahn.de

Please log on to www.darmstadt.de for more information.
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Wissenschaftsstadt Darmstadt Telefax: 06151 — 13 3589
Der Oberbiirgermeister
Burger- und Ordnungsamt
Auslanderbehorde
Postfach 11 10 61

Bitte in Druckbuchstaben ausfillen
* Zutreffendes ankreuzen

64225 Darmstadt

Terminvergabe bei der Auslanderbehorde

Ich bitte um einen Termin fiir * [_] mich *[_] und meine Familienangehérigen.

Name Vorname(n) Geburtsdatum
Staatsangehorigkeit(en) Telefonnummer

StraB3e, Haus-Nr. Postleitzahl, Ort

Familienangehorige Name, Vorname(n), Geburtsdatum

*D Ehepartner/in oder Lebenspartner/in

*D minderjahrige/s Kind/Kinder

oder Firma, Hochschule, Institut u. a.

Ich/Wir méchte/n folgendes bei der Auslanderbehdrde erledigen
|:| Erteilung/Verlangerung Aufenthaltserlaubnis |:| Passersatz/Reiseausweis |:| Einreiseangelegenheit

*D Verpflichtungserklarung fur *D Besuchs-/Geschaftsaufenthalt
*D langerfristigen Aufenthalt (z. B. Studium, EheschlieBung)
*[_] Asylverfahren

*D Sonstiger Grund - Mitteilung zu sonstiger Grund

Terminwunsch Alternativer Terminwunsch
Datum Uhrzeit Datum Uhrzeit

32/1320-09.09

Termine werden in der Regel nur wiahrend der Offnungszeiten montags bis mittwochs und
freitags von 7:30 Uhr bis 12:30 Uhr, mittwochs auch von 15:00 Uhr bis 18:00 Uhr vergeben.

Es kann moglich sein, dass der Termin, den Sie wiinschen, nicht zur Verfiigung steht. Sie
erhalten dann einen anderen Termin. Hierfiir wird um Verstandnis gebeten.




