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1. Complete Birth Registration form (attached).

2. Drop off completed Birth Registration form to Patient Administration Department (PAD) to be transcribed onto the yellow Civil Registry form for the Spanish Courthouse.  PAD is located on the right hand side of the Quarterdeck if entering from main entrance.  
· Room: E034 
DSN: 727-3554

3. While at PAD, you will need to fill out and sign a Census form (pink & white form) from the Courthouse. The yellow Civil Registry form, the Census form, and the Naval Hospital Rota Certificate of Birth (created by PAD), will need to be signed off by the delivering doctor and the CO of the hospital.  Please allow PAD several days to get ALL forms signed. 

4. The parent(s) will take their Passports, yellow Registro Civil form, and the Census paperwork to the Spanish court house to register the birth with Spain.  Once paperwork has been given to the court, they will generate Spanish birth certificates for baby.  Wait at Courthouse for completed Spanish Birth Certificate unless told otherwise.  The parent(s) may have to return the next day. 

5. It is very important that the paperwork be processed within 30 days of the birth or there will be a fine that the parents will pay and lawyer fees as well. The Spanish Courthouse hours of operation are from 10:00-1300h M-F.  A map with directions to the courthouse shall be provided.  
· Luzgados Rota Courthouse 
Calle Celestino Mutis, 15 
[bookmark: _GoBack]11520 Rota, Cadiz, Spain 
900m – about 3 minutes from Rota gate.   

6. Once the Spanish Birth Certificates are received, make an appointment with Personnel Support Detachment (PSD).  The parent(s) will need to take one of the original Spanish Birth Certificates and the Naval Hospital Birth Certificate to PSD.  Once PSD have these documents, they will be able to begin DEERS enrollment, update the sponsor’s Page 2(Navy) or VRED (USAF), and create an updated Command Sponsorship letter.  
· PSD Rota, Spain 
DSN: 727-3023/3081
Customer Service Hours: 0900 – 1530 Mon-Fri
Location: Building 1, Wing C

7. You must return to the TRICARE office a.s.a.p. to complete the TRICARE Prime Enrollment.  Enrollment into TRICARE happens only after your child is in DEERS and your Command Sponsorship Letter is taken to the TRICARE office at the naval hospital. 
· Room: E077
DSN: 727-1225/3629
Customer Service Hours: 0800 – 1630 Mon-Fri
[image: ]After the initial 60 days, if an infant is NOT enrolled into DEERS, the infant is not recognized as an eligible TRICARE dependent and the SPONSOR will be billed/claim processed as STANDARD for all medical care given to the infant during the initial 60 days.  Until properly enrolled into DEERS; any future medical care for your infant will be billed/ processed as TRICARE STANDARD.


8. As of 5 May 2014, Tourist passports will be processed by the Administrative Department, Naval Station Rota, Monday through Wednesday from 0900-1500.  Appointments will be required to minimize long waiting periods.  No Walk-ins.   The new parents will have to make an appointment requested via e-mail or phone call to POC below:  
· YN2(AW) Juvenal M. Agoncillo II
Naval Station Rota, Spain
COMM: 011-34-956-82-3129
DSN: 314-727-1552/3129
E-Mail: juvenal.agoncillo@eu.navy.mil 
		
9. There is not a time limit to complete the process, but it is in the best interest of the parents to acquire US citizenship for their child so that he/she is entitled to a US passport. Until the passport is issued the child cannot leave the country (this includes PCS and emergency evacuation).

10. Both the parents and child need to be present at the appointment. All supporting documents listed on the checklist (attached) are required and the original must be presented.   All forms need to be filled out online then printed.

11. The acquisition of citizenship takes about 4 weeks. The issuances of documents, depending on embassy workload, are as follows: 
· CRBA and Tourist Passport - 4 weeks. 
· No Fee Passport - 8-12 weeks. 
· SSN - 7 weeks if tourist passport was issued, 12-15 weeks if only applied for No Fee Passport (a signed copy of the No Fee must be sent to the embassy before the SSN will be processed).

12. There are no shortcuts. The Tourist passport is optional but the No Fee, CRBA and SSN are mandatory. Everything is applied for in one package at the same time, parents cannot submit for 1 item at a time. The will be done at PSD.

13. Please keep in mind that Tourist Passport, CRBA and Newborn SSN services are offered by Bldg. 1 ADMIN as a courtesy.  PSD will handle all No Fee passports.  The only obligation for PSD are DEERS enrollment, Page 2 update and to process No Fee passports. For specific information on passport services, checklists and the consulate address please visit internet link below.
· ADMIN
https://g2.cnic.navy.mil/TSCNREURAFSWA/NAVSTAROTASP/N1/N04C/Admin%20Web%20Page/PASSPORT.aspx 
		
· PSD
http://www.cnic.navy.mil/regions/cnreurafswa/installations/ns_rota/about/tennant_commands/personnel-support-activity-europe--detachment-rota--psd--/passport-information.html 
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