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STEP 1

STEP 2 

STEP 3 

STEP 4

STEP 5 

Within 8 days of your arrival in
Italy book an appointment with our
offices to collect the Permit of
Stay kit.

You will receive a first appointment
at the Immigration Office in Via
Montebello n.26 in Milan.

You will receive a second
appointment to collect the Permit of
Stay always at the Immigration
Office in Via Montebello n.26.

Once you collect the Permit of Stay,
send a copy by email to
welcome.desk@unimib.it.

Got to a Post Office and send
the kit with a copy of the
required documents to the
Questura office in Milan.  



Go to a Post Office with the Sportello Amico logo (check out the file
attached) and send the kit by post to the competent Questura office.

Before going to the Post Office, purchase a revenue stamp (called
"Marca da Bollo") at a “Tabaccheria” (a Tabacconist's shop). You can
recognize it by the "T" logo displayed outside. There are Tabacconists all
over the city. The revenue stamp should be attached                                                    
to the form as shown below.

LET'S SEE HOW TO FILL IN THE KIT

There are two forms: fill in ONLY THE FORM NUMBER 1.
IMPORTANT: write ONLY in capital letters, with a black pen and inside the
right spaces. 

T

M I

HERE ATTACH
THE REVENUE

STAMP

STEP 1:
Within eight days of your arrival in Italy book an appointment with our
offices to collect the Permit of Stay kit. You will receive the Office's
address with the time and the date of the appoinment.             
 Furthermore you will receive:

       - the kit
       - a receipt by registered letter
       - a copy of the instructions to fill in the form

STEP 2:

16,00 euros



2 4  

0 1 X
0 2 0

HERE WRITE DOWN
YOUR SIGNATURE

SECTION 2 (fill this section number 2 in the end)

M I  

SECTION 1
HERE FILL IN WITH YOUR

SURNAME AND YOUR NAME 

2 4  

X  X  

WRITE THE DATE OF THE DAY
YOU ARE FILLING THIS FORM 

HERE FILL IN
WITH THE

DISTRICT FULL
NAME

HERE FILL IN
AS SHOWN

leave empty

leave empty



A

HERE FILL IN WITH THE
DOCUMENT NUMBER  

FILL IN WITH THE DATE OF
YOUR ARRIVAL IN ITALY

HERE WRITE DOWN
THE FRONTIER

HERE FILL IN WITH THE VALIDITY
DATES OF YOUR VISA 

WRITE DOWN THE
DURATION OF YOUR VISA

SECTION 3 HERE FILL IN WITH YOUR
TAX CODE, IF YOU HAVE IT  

SECTION 4

HERE FILL IN WITH YOUR OWN
BIRTH DAY (DAY/MONTH/YEAR) 

HERE FILL IN WITH YOUR
CITY OF BIRTH

SECTION 5

HERE WRITE DOWN IF YOU HAVE A
PASSPORT OR ANOTHER DOCUMENT  

HERE FILL IN WITH THE EXPIRATION
DATE OF YOUR DOCUMENT 

FILL IN WITH THE CODE OF THE AUTHORITY
WHO RELEASED YOU THE DOCUMENT

HERE FILL IN WITH
NUMBER AND
TYPE OF VISA

 REASON OF YOUR
ENTRY WRITTEN IN
YOUR PASSPORT



LEAVE EMPTY SECTION NUMBER 6 

SECTION 7

SECTION 8 

M I

M I L A N O

8

2 0 2 1

V I A  D E I M E R C A N T I

HERE FILL IN THE FORM
EXACTLY AS SHOWN BELOW

PLEASE NOTE:
HERE FILL IN WITH THE
ADDRESS WHERE YOU
ARE STAYING FOR ANY
COMMUNICATION



FILLING OF THE POSTAL ORDER

The first and second  have to be filled in with the same data.
The third part is compiled differently. 

The postal order (which you will fill in at the Sportello Amico at the Post
Office) is divided into three parts:

FIRST AND SECOND PART: 

IMPORT TO BE PAID IN
NUMBERS (EUROS) 

 NOT TO BE FILLED IN IMPORT TO BE PAID IN
CAPITAL LETTERS 

WRITE YOUR FULL
NAME  WRITE YOUR

ADDRESS IN ITALY  



THIRD PART: 

IMPORT TO BE PAID IN
NUMBERS (EUROS)

NOT TO BE FILLED IN

WRITE YOUR FULL
NAME 

NOT TO BE FILLED IN
NOT TO BE FILLED IN  

NOT TO BE FILLED IN  

IMPORT TO BE PAID IN
CAPITAL LETTERS 



40.00 euros for residence permits lasting more
than three months and less than or equal to one
year;

The cost of 30.46 euros for the production of all
types of electronic residence permits, even for
minors, remains unchanged, without any
exclusion.

COSTS:

The total amount of 70.46 euros and in capital letters
SETTANTA / 42 must be entered in the bulletin.



Revenue Stamp.

Photocopy of the admission letter issued by the
University initialed, signed and stamped by the
embassy.

CHECK-LIST OF REQUIRED
DOCUMENTS TO COMPLETE THE
PROCEDURE AT THE POST OFFICE:

Receipt from Universitaly.

Photocopy of an identity document (passport).

Photocopy of health insurance or receipt of its
payment, must be valid in Italy for at least one year.

Copy of a document certifying adequate financial
support for the duration of your Visa (e.g. bank
receipt). Your name must be clearly indicated in the
document.



You will receive an appointment at the Immigration Office in via
Montebello n.26 in Milan at a dedicated desk.

When you go to the appointment you will be identified (using a photo-
tag) and you will provide the real address of your home (where you will
live for the next year).

You will have to bring all the documents listed in the kit to the
appointment with you, remember to bring with you the Universitaly
receipt validated by our University and the photocopy of the admission
letter issued by the University signed and stamped by the endorsed
embassy where you got your visa. You will also need to bring a
document certifying your definitive residence (declaration of hospitality
from a friend of yours, communication from the accommodation facility,
rental contract signed by you, etc).

Please note: On the day of this appointment you must already have a
permanent home.
 

STEP 3 :
First Appointment



You will be notified via an SMS or a registered letter generated by the
Italian Post Office with the date for the second appointment in which
you can collect your Residence Permit.

The residence permit will always be delivered at the Immigration
Office in Via Montebello, n. 26 in Milan, but there will not be a
dedicated counter as for the appointment.

Please note:
IT IS ABSOLUTELY IMPORTANT NOT TO MISS THE APPOINTMENT
BECAUSE OTHERWISE PRIORITY IS LOST.

STEP 4:
Second appointment 

oppure

STEP 5:

Once you have received the residence permit, send an email with a
copy of the card to welcome.desk@unimib.it 


