
  

 

How to register your 

Newborn 

Published by 786 FSS/FSPS.  For more information, please send an e-mail to 

786fss.passports@us.af.mil or visit our office at Ramstein Air Base, Building 2106, Room 

110.  We are open Monday through Friday from 0900 to 1500 hours. 

Current As Of:  22 August 2016 

The Ramstein Passport Office Staff  wishes all the best to you and 

your precious little one.  We’re looking forward to assisting you with 

processing the birth registration and your baby’s first passport.   
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Introduction 
 

If you are a U.S. citizen and the parent of a child born outside of the United States, you will 

need to document your child’s U.S. citizenship with a “Consular Report of Birth Abroad 

(CRBA).”  You may also apply for your child’s first passport and social security card when 

you report your child’s birth.  

 

Remember, if your baby is born in Germany, you have to get a U.S. Passport and Birth 

Certificate for him/her before they are eligible to travel outside of Germany.  We highly 

recommend you don’t make any travel plans prior to holding the passport in your hand.   

 

Important Information:  To start the birth registration process, please carefully read this 

package and prepare all required documents.  Then, stop by our office for a pre-review of 

your application(s) and documents by one of our passport agents.  This review is to your 

benefit as it allows us to go over the birth registration package, review the forms/

documents provided and address any questions you may have prior to making the actual 

birth registration appointment.  Birth registrations can be complicated and lengthy and 

the average error rate is over 80%.  We need to ensure that all forms are in order before 

scheduling your appointment.  This policy helps prevent having your entire family return 

to the office on another day due to missing documents or errors on applications.  It also 

minimizes cancellations or rescheduled appointments, which shortens other customers’ 

waiting time for appointments.  Thank you for your understanding!    

 

Birth Registrations are done by appointment only, which are available Monday through 

Thursday, between 0900 and 1030 hours.  After the pre-review, we are ready to schedule 

you and your family for a birth registration appointment with the Ramstein Passport Office 

(Bldg 2106, Room 110).  Your appointment is on: 

DATE:  ___________________________   TIME:  __________________________. 

 

Please be on time to your appointment!  Showing up late by more than 5 minutes may     

result in having to reschedule you for a later appointment since we book appointments in 

30-minute increments and the next customer may be waiting already. 

 

If you are Active Duty Air Force, a Civilian serviced by the Ramstein Air Base CPO or 

HRO, an Air Force contractor or a dependent of any of these personnel, please visit the 

Ramstein Passport Office at the Military Personnel Flight, Bldg 2106, Room 110, or send 

an e-mail to 786fss.passports@us.af.mil for more information. 

 

If you are Active Duty Army, DoDDS, AAFES, DLA, a Civilian serviced by the Kaiserslau-

tern CPO or HRO, an Army contractor or a dependent of any of these personnel, your ser-

vicing passport office is the Kleber Kaserne Passport Office at DSN 483-8892 or commer-

cial  0631-411-8892.  Retirees living in the KMC area are also serviced by the Kleber 

Kaserne Passport Office. 
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STEP 1:  COLLECT ALL REQUIRED DOCUMENTS. 

 

NOTE:  We suggest you gather original documents pertaining to you and your spouse pri-

or to the birth of your newborn.  If you find anything missing, this will give you the chance 

to request a replacement of the missing document through http://www.vitalchek.com. 

 

To apply for your child’s Consular Report of Birth Abroad (CRBA), you will need to provide 

the following original documents: 

 

Birth Evidence 

 

AE Form 40-400B - Report of Child Born Abroad of American Parent(s) when born in the 

US military hospital.  Please ensure that the parents’ info on the 40-400B matches their 

birth certificates (Name, Place of Birth etc).  Please bring the original and two copies. 
 

OR 
 

Child’s Foreign Birth Certificate (beglaubigte Abschrift/Ausdruck aus dem Geburten-

register) - This is the German birth certificate issued by local authorities on request.  This 

document must show the biological parents’ names.  There are other short-form birth cer-

tificates (Geburtsurkunde) which are not acceptable for documenting your child as a US 

citizen.  If you are unsure which certificate you have, please ask the Standesamt where it 

was issued if you have the “Beglaubigte Abschrift/Ausdruck aus dem Geburtenregister.”   

Please bring original and two copies. 

 

 

Evidence of Parents’ Citizenship and Identity 

 

Your current passport is the preferred form of proof.  Your U.S. birth certificate or natu-

ralization certificate is also acceptable if you are not in possession of a passport.  Foreign 

spouses must also submit their foreign passport along with the birth registration applica-

tion.  This is a Department of State (DoS) requirement.  Please bring originals and one 

copy.  The passports will be returned to you along with the birth certificate and passport 

of the child.  If you require your passport for traveling, please ask our military passport 

agents for guidance. 

 

 

Military/Civilian/Contractor Privilege and ID Card and/or Spouse’s Dependent ID Card   

 

Please bring originals and three copies (front and back of ID). 

 

 

Proof of the relationship between the U.S. citizen parent(s) and the child 

 

Your child’s AE Form 40-400B or foreign birth certificate containing both parents’ names 

is the best form of proof.  If you are married, we need to see your original marriage       

certificate.  If your marriage certificate is in a language other than English or German, a 
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certified translation must be provided.  If you have prior marriages, we need to see your 

original divorce decree, annulment, or a death certificate.  If your document is in a lan-

guage other than English or German, a certified translation must be provided.  All mar-

riage certificates, divorce decrees, annulment or death certificates must be submitted in 

original form.  They will be returned to you along with the birth certificate and passport. 

 

 

Proof of Command Sponsorship 

 

If you are eligible for and would like to request a no-fee passport, you will need to provide 

a command sponsorship approval letter at the time of the birth registration appointment.  

If you haven’t started this process yet, please obtain information at the Military Personnel 

Flight, Outbound Assignments Office, Building 2106, Room 312.  They are open for walk-in 

customers on Monday, Wednesday, Thursday and Friday, from 0830 to 1300 hours and 

Tuesday, from 0900 to 1300 hours.  Please note that command sponsorship can’t be      

initiated until after the 2-week “well baby” appointment.   

 

 

STEP 2:  COMPLETE FORM DS-2029, APPLICATION FOR CONSULAR REPORT OF BIRTH 

ABROAD. 

 

Please complete a DS-2029 application on the following web site: 

 

http://www.state.gov/documents/organization/156216.pdf 

 

Please read the first three instructional pages of DS-2029 for guidance on how to com-

plete the form.  See Attachment 1 for an example.  Pages 1 through 3 of the DS-2029 must 

be completed by the parents.  Page 4 will be completed by your servicing military pass-

port agent and pages 5 to 6 will be completed by the US Consulate in Frankfurt.   

 

Please print all 7 pages on US Letter size format (no A4 format authorized) and single-

sided.  The DS-2029 must be typed.  Handwritten applications will not be accepted. 

 

 

STEP 3:  COMPLETE FORM DS-11, APPLICATION FOR A US PASSPORT. 

 

Please complete a DS-11 using the wizard on the following web site: 

 

https://pptform.state.gov   

 

Upon completion, select “Create Form” and print the form.  Please only print Pages 5 and 

6 and print on US Letter size format (no A4 format authorized) and single-sided.  There 

will be a bar code on the top left corner of Page 5.  If your form doesn't show this bar 

code, you will need to reaccomplish it.  See Attachment 2 for an example.  Please do NOT 

sign the form.  Both parents have to sign the form in the presence of a military passport 

agent. 
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STEP 4:  COMPLETE FORM SS-5, APPLICATION FOR A SOCIAL SECURITY CARD. 

 

Please complete the application SS-5, Application for Social Security Card, on the follow-

ing web site: 

 

http://www.ssa.gov/online/ss-5.pdf 

 

See Attachment 3 for an example.  The completed form must accompany your birth regis-

tration submission and will be returned along with the Consular Report of Birth Abroad 

certificate and passport.  The Social Security Number may not be issued before a US 

birth certificate is issued. 

 

 

STEP 5:  HAVE YOUR DOCUMENTS AND APPLICATIONS REVIEWED BY A MILITARY 

PASSPORT AGENT AND SET UP AN APPOINTMENT FOR BIRTH REGISTRATION.  

 

We will point out any errors on the applications or missing documents during your pre-

review.  Please ensure all discrepancies are corrected prior to your actual appointment.  

All documents must be in order for the birth registration.  Non-compliance may result in 

having to reschedule your appointment.  This is a DoS requirement. 

 

 

STEP 6:  ADDITIONAL ITEMS REQUIRED FOR THE BIRTH REGISTRATION APPOINT-

MENT. 

 

Passport Photos 

 

Two recent passport photos, measuring 2” x 2” or 5 cm x 5 cm.  The child must be facing 

front on a white background.  The face must be clearly visible and the child’s eyes must 

be open.  German passport photos (biometric photos) are NOT acceptable for your 

child’s US passport because they are too small and too dark in the background.   

 

If you are only applying for a no-fee passport, we will take the passport photo at our office 

for submission at no cost to you. 

 

Fees and Forms of Payment 

 

We may only accept a money order or cashier’s check (Made out to: Department of 

State).  Cash, credit card or personal checks will not be accepted.  

 

If your child is command-sponsored and you’re only requesting a Consular Report of Birth 

Abroad and a no-fee passport, the fee will be $100.  This covers the cost of the birth cer-

tificate; the US government will cover the cost of the no-fee passport. 

 

If you select to also apply for a tourist passport, the fee will be $205.  This covers the cost 

for the birth certificate ($100) and the tourist passport ($105).  
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STEP 7:  PERSONAL APPEARANCE FOR THE BIRTH REGISTRATION OF YOUR CHILD. 

 

Please bring your newborn to your scheduled appointment.  We are required to see the 

child.  Both parents have to be present to sign the passport application and take an oath 

in the presence of a Military Passport Agent.  Please refer to guidance referenced in Spe-

cial Circumstances (Page 8) if one of the parents will not be available during the appoint-

ment.    

 

NOTE:  Your applications and documents to include original passports or birth certifi-

cates will be safeguarded at all times and transported to and from the Frankfurt Consu-

late by an official courier from the Consulate or a Military Passport Agent. 

 

 

STEP 8:  PICK UP YOUR CHILD’S CONSULAR REPORT OF BIRTH ABROAD (US BIRTH 

CERTIFICATE) AND PASSPORT(S) AT THE PASSPORT OFFICE UPON NOTIFICATION OF 

RECEIPT. 

 

The waiting time is usually between 6 to 8 weeks, but can exceed 8 weeks at times. 

 

 

STEP 9:  APPLY FOR YOUR CHILD’S SOCIAL SECURITY CARD. 

 

The SS-5, Application for Social Security Card, will be returned to you along with the birth 

certificate and passport(s).  We will provide certified copies of all required documents for 

submitting the social security card application.  You will then need to mail these docu-

ments to below address for processing: 

 

American Consulate General 

Federal Benefits Unit 

Giessener Strasse 30 

60435 Frankfurt  

 

Unfortunately, this will not be funded by the US Government.  We recommend mailing the 

documents via the German Post Office to speed up the process.  It will generally take an 

additional 6 to 8 weeks for the actual card to be mailed directly to you from the United 

States.  Our office is not able to track the progress of your application.  Any questions 

must be directed to the Federal Benefits Unit at the Frankfurt Consulate.  They can be 

reached at 069-905551100 or per e-mail: fbu.frankfurt@ssa.gov. 

 

Once you receive the social security card in the mail, please immediately stop by the ID 

Cards Office in Bldg 2106, Room 117 (right across from the Passport Office) to update 

DEERS.  This is very critical to ensure proper Tricare entitlements. 

 

 

This completes your Birth Registration process!  Please ensure you always keep vital 

documents in a safe and secure place to prevent damage or theft.  Do not laminate them! 
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SPECIAL CIRCUMSTANCES AND OTHER DOCUMENTS THAT MAY BE REQUIRED: 

 

If the parents are not married, we need a notarized affidavit from the father.  Please fill 

out the Affidavit of Physical Presence or Residence, Parentage and Support on the follow-

ing web site: 

 

http://www.state.gov/documents/organization/126018.pdf 

 

If the child is conceived or born prior to marriage, you may need to submit affidavits or 

evidence depending on the circumstances surrounding the child’s birth/conception.  The 

Passport Office will advise you prior to your appointment.  Please let us know of your situ-

ation in advance so we can provide guidance.   

 

If one parent/guardian is unable to appear in person, then a signed and notarized Form 

DS-3053, Statement of Consent from the non-applying parent/guardian, must be submit-

ted.  The non-applying parent or guardian must complete items 1 through 3 on the form 

providing written consent for the issuance of a passport for the minor child.  Please com-

plete a DS-3053 application on the following web site: 

 

http://www.state.gov/documents/organization/212243.pdf 

 

Additionally, the non-applying parent or guardian consenting to the issuance of a pass-

port for a minor child must: 

 

 Sign and date Form DS-3053 in the presence of a Certified Notary Public, and 

 Submit a photocopy of the front and back side of the ID that was presented to the No-

tary Public with Form DS-3053.   

 

If the minor child only has one parent/guardian, evidence of sole authority to apply for the 

child  must be submitted in the form of a: 

 

 Court order granting sole legal and physical custody to the applying parent (unless 

child’s travel is restricted by that order) or 

 Court order specifically permitting applying parent’s travel with the child or 

 Judicial declaration of incompetence of the non-applying parent or 

 Death certificate of the non-applying parent 

 

Privacy Act or Sensitive Personal Information:  If you’d like to discuss matters in a more 

private environment away from other customers, please let us know in advance and we 

will make proper arrangements.  Our passport agents are certified officials by the State 

Department and information provided to them will be handled with confidentiality and the 

utmost respect for your privacy.  

 

If you have any additional questions, please don’t hesitate to ask one of our military pass-

port agents or our civilian passport and visa assistants. 
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Attachment 1 

Sample - Please enter your information. 
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Attachment 1 

Sample - Please enter your information. 
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Attachment 1 

Sample - Please enter your information. 

Please only fill out this section if the child is conceived or born out of wedlock 

or if married less than 10 months prior to date of birth of child. 
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Attachment 1 

Sample - Please enter your information. 

Please do not sign prior to your birth registration appointment.  

You must sign this form in front of a military passport agent. 
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Attachment 1 

Sample - To be completed by the US Consulate 
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Attachment 1 

Sample 
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Attachment 1 

Sample 
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Attachment 2 

Sample - Please enter your information. 
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Attachment 2 

Sample - Please enter your information. 

Please enter mother’s 
maiden name. 

Please enter current residence address. 

Please leave item 11 blank; this will always be marked “No” for newborns. 

Please leave item 21 blank; this will always be marked “No” for newborns. 
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Attachment 3 

Sample - Please enter your information. 
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Attachment 4 

 

 

Birth Registration Quick Review Checklist   

Item Required Initials Notes or Corrections Required 

DS-2029 Application for CRBA   

DS-11 Application for Passport   

SS-5 Application for Social Security Card   

Original AE 40-400B Child’s Report of Birth 

(Child Born in Military Hospital) 

  

Original Child’s German Birth Certificate 

“Beglaubigter Auszug aus dem Geburten-

register” (Child Born in German Hospital) 

  

US Citizen Parent:  Original US Passport of 

Parent 

  

Foreign Parent:  Original Foreign Passport of 

Parent 

  

Original Proof of Citizenship if Parent(s) are 

not in the possession of a valid US Passport 

  

Original Marriage Certificate (if applicable)   

Original Divorce Decree (if applicable)   

Two Infant Passport Photos (2”x2”); only re-

quired for tourist passport applications 

  

Money order or cashier’s check for $205 

(CRBA+tourist passport) or for $100 

(CRBA+no-fee passport) 

  

Command Sponsorship Letter (for no-fee 

passports only) 

  

Both Parents and Child must be present dur-

ing Birth Registration 

  

One Parent and Child present with notarized 

consent of absent Parent 

  


