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We are professionals 

who provide many 
services.

Our profession does 
not exist beyond 

Spanish borders.

Foreign citizen
are perfect clients of

the services provided
by Gestores

Administrativos.

GESTOR
ADMINISTRATIVO?

What can an administrative agent do for me?  ■
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| DEFINITION |

Gestores Administrativos are intermediaries between individuals and the 
Public Administration as recognised by the law.

We are highly qualified professionals:

holding degrees in Law, Economics, Business or Political Sciences,

and we are experts in tax and finance, administrative and labour matters.

We belong to a Profesional Association:

■ compelling in its statutes to have a profesional liability insurance.

■ guaranteeing quality and responsibility in all services.

■ offering powerful profesional support.

■ holding agreements with the Public Administration for above all online 

procedures.
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MULTI-TASKING

We handle business, 

labour, tax and finance, 

and legal issues: we 

offer comprehensive 
services following 

modern trends.

DYNAMISM

Our Profesional 

Association is

continuously in contact
with public
administration, 

improving, processes

and increasing online 

procedures

INSURED

Estipulated on Art .8 of 
“ESTATUTO ORGÁNICO DE 
LA PROFESIÓN DE GESTOR 
ADMINISTRATIVO”, the
professional insurance is
obligatory.
To be part of the crobecco
proyect it will be 
compulsory to increase the 
liabilities up to 3 millions.
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6.000 registered

Offices in Spain for

Foreign Notaries

to choose from.
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Help Desk



CONTACTING THE CHOSEN
GESTOR ADMINISTRATIVO

■ Requesting different services, supplying the relevant 

documents for analysis by the agent to send a quotation.

■ Acceptance and signature of the necessary PROXY

■ Submitting necessary document

■ Arranging submission of funds
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CONTACTING THE CHOSEN
GESTOR ADMINISTRATIVO
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NetPRO
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Continued information in English 
from land registry
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Continued information in English 
from land registry
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Continued information in English 
from land registry
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REGISTRY INFORMATION ANALYSIS
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Continued information in English 
from land registry



REGISTRY INFORMATION ANALYSIS

YOU SHOULD CHECK FOR:

■ The accurate description of the property matches the 

registered owner (s) and details of the property.

■ There are no debts or charges, such as a mortgage, urban 

development charges, tax encumbrances.

■ There are no legal proceedings initiated against the property 

for contravention of land planning law
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OBTAINING CADASTRAL INFORMATION 
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OBTAINING CADASTRAL INFORMATION 

 Cadastral drescription of the

property matching Land Registry

records.

 The exact boundaries and square

metres of the property (surface of

the land and building).

 The owner(s) is trully the seller(s).
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OBTAINING URBAN AND ENVIRONMENTAL 
INFORMATION



OBTAINING URBAN AND ENVIRONMENTAL 
INFORMATION

• An official Certificate itemizing the Urban

planning information about the features of the

plot could be obtained from the Local

Authorities, checking the existing or future

possibilities of licences and planning permits.

•If applicable, it could also be necessary to

obtain certifications or approvals evidencing any

public or environmental limitations, coming

from either Town Hall, Autonomic o National

Offices.
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OBTAINING  LOCAL TAXES
INFORMATION STATUS 
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OBTAINING  LOCAL TAXES
INFORMATION STATUS 

■ Having a certificate from the Town Hall or similar local 

authority, proving that there are no unpaid taxes from 

previous years of:

Council taxes, rubbish rates, drainage network or

vehicle entrance tax.
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OBTAINING  REGIONAL TAXES 
INFORMATION STATUS 
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OBTAINING  REGIONAL TAXES 
INFORMATION STATUS 

If applicable, getting a certificate from the Regional

Authorities, proving that there are no unpaid taxes from

previous years, or process in course on the property.

Checking the minimum tax value of the property.
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Obtaining debts status Community of owners 
information
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Obtaining debts status Community of owners 
information

 If the property belongs to a community of owners, asking for a

certificate stating there are no outstanding debts.

Consejo General     | Phone: 91 5471510   | consejo@gestores.net | http://consejogestores.net | 24



BUILDING TECHNICAL INSPECTION

Checking the age of the building, and if applicable, according to

the Town Hall rules, request from the vendor the Technical

Inspection report.

Checking the existence of an

“ENERGY EFFICIENCY CERTIFICATE”
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OBTAINING CERTIFICATE OF HABITABILITY 
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OBTAINING CERTIFICATE OF HABITABILITY 

■ If applicable, according to the

Town Hall rules, request from the

Town Hall authorities the

Certificate of Habitability
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OBTAINING TAX NUMBER FOR PARTIES

PREPARING THE DEED
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OBTAINING TAX NUMBER FOR PARTIES

PREPARING THE DEED
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OBTAINING TAX NUMBER FOR PARTIES

Obtaining the Tax Number for parties at

the tax office (AEAT), in order to attend

the payment of taxes in time.

The proper N.I.E. (Identification

Number for a Foreigner) will need to be

finally issued by the Spanish Consulate

in the country of origine or directly at

the National Police Office in Spain.

PREPARING THE DEED
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MODELS OF CLAUSES 
BASIC  GUIDES TO PROCEDURES

As stated on the Crobeco Proyect:

• The conveyancing process is based on a

bilingual deed, executed by a conveyancer in the

foreign buyer’s home country.

• The deed is written in the buyer’s native

language and in the official language of the
country in which the plot is located.

PREPARING THE DEED
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DEED SUBMISSION

The e-conveyance will be materialized on a deed,

which will be electronically sent to all parties

involved on each proyect.

It will be inmediatelly available for the following

phase to be completed.

PROCESSING  THE DEED
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PROCESSING  THE DEED

TAXES PAYMENT
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PROCESSING  THE DEED

TAXES PAYMENT
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No deeds will be properly finalized without the autonomic taxes

paid or submitted.

As off 01.01.2013 preemptive rights notifications for town hall

taxes are mandatory.

If the vendor is Non Resident Tax payer in Spain, there will also

be a 3% retained from the sale price by the purchaser. This

amount will be paid into the Spanish Tax Office

PROCESSING  THE DEED

TAXES PAYMENT

AUTONOMIC TAXES PAYMENT
CITY HALL TAXES PAYMENT
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LEGAL NOTIFICATIONS

PROCESSING  THE DEED
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LEGAL NOTIFICATIONS

PROCESSING  THE DEED

CADASTRE COUNCIL
COMMUNITY OF OWNERS

Full and proper details of contact of the new owner� (s) must be

provided is mandatory and will avoid unneccesary future

inconveniences .
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FINALISATION OF THE PROCESS

PROCESSING  THE DEED

LIQUIDATION OF THE PROVISION OF FUNDS

Once the conveyance is finished proceed to Liquidation of the

provision of Funds, and arrange submission of funds of final

balance.
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THANK YOU
VERY MUCH

For inquiries, contact us at:
Phone: 91 547 15 10

email: consejo@gestores.net

http://consejogestores.net


