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Consular business hours for civic services
1. The South African Embassy in Berlin and the South African Consulate-General in Munich provide civic services e.g. applications for South African passports, birth registration and citizenship matters. 
All civic applications must be submitted in person and by prior appointment only (see Point 4).

All South African citizens / applicants requiring civic services, and who reside in Berlin, Brandenburg, Bremen, Hamburg, Hessen, Mecklenburg-Vorpommern, Niedersachsen, Nordrhein-Westfalen, Rheinland-Pfalz, Saarland, Sachsen, Sachsen-Anhalt, Schleswig-Holstein, Thüringen shall approach the South African Embassy in Berlin: Tiergartenstr. 18, 10785 Berlin (see http://goo.gl/maps/4ra4a).
All South African citizens / applicants requiring civic services, and who reside in Bayern and Baden-Wuerttemberg shall approach the South African Consulate-General in Munich: Sendlinger-Tor-Platz 5, 80336 Munich (see http://goo.gl/maps/bhbDh). 
2. The checklist / requirements for applications for civic services are available to download from the Embassy website: http://www.suedafrika.org/en/sa-citizen-services.html. Please read the requirements thoroughly, download and fully complete forms and ensure that you have a complete application, before requesting an appointment.

To schedule an appointment at the Embassy in Berlin, please send an email with the information below to berlin.consular@dirco.gov.za; to schedule an appointment at the Consulate-General in Munich, please send an email with the information below to munich.civicapp@dirco.gov.za: 

1. Subject line of email: Appointment request 

2. Applicant’s first name and surname
3. Applicant’s date and place of birth

4. Applicant’s South African identity number

5. Application type e.g. passport

6. Contact details (Address + mobile phone number) 

(After requesting an appointment, applicants shall also regularly check their email spam folder, as the email reply from the mission confirming the appointment may land up there)
3. In respect of documentation, which shall be certified or signed before a Commissioner of Oaths either at the Embassy of the Republic of South Africa in Berlin or at the Consulate General in Munich, it must be submitted in person and an appointment made for this purpose by sending an email request to the Embassy in Berlin (berlin.admin@foreign.gov.za) or the Consulate General in Munich (munich.admin@foreign.gov.za).
4. Applicants should take note of public holidays observed by the Embassy in Berlin and Consulate-General in Munich: http://www.suedafrika.org/en/embassy.html – the missions will be closed on these days.
5. All civic applicants attending personal appointments at the South African Embassy in Berlin shall adhere to the measures in place in Berlin to contain the coronavirus (see https://www.berlin.de/corona/en/measures/).
6. Civic applicants must submit photocopies of personal documents together with the original documents e.g. passports, identity documents, birth marriage and death certificates, and divorce decrees – the photocopies would be certified by a consular official free of charge and the original personal documents returned / handed back to the applicants. Alternatively, applicants may submit copies of personal documents which have been certified by a German notary public (Notar) or the relevant German authorities.
7. All forms which are available for download are also available as printed forms at the Embassy in Berlin or Consulate-General in Munich. Applicants are however encouraged to print and complete forms at home, in order to avoid unnecessary delays and long waiting periods when they submit the applications in person. Applicants who print forms at home must however ensure that they use high quality paper and the forms they print are legible; forms may be printed in colour or black and white.
8. Application forms must not be folded.
9. Applicants must ensure that their applications are complete as incomplete applications will not be accepted and applicants may be required to return in person to submit their complete applications.
10. Applications submitted at the Embassy in Berlin or Consulate-General in Munich are sent free of charge to the Department of Home Affairs in Pretoria, where applications are finalised and new documents issued, with the diplomatic freight bag normally once a month.
11. After the application has been sent to the Department of Home Affairs in Pretoria, it takes up to 6 months and longer for the application to be finalised and the newly issued document to reach the office of application / South African mission abroad (see https://www.suedafrika.org/downloads/Civic_processing_times.doc). Status / progress reports are not provided to applicants by the mission during the above-mentioned processing period; applicants may however contact the Department of Home Affairs Contact Centre themselves about their application status: hacc@dha.gov.za.
12. The South African Embassy offers a voluntary registration service for South African citizens living in Germany (see https://www.suedafrika.org/en/sa-citizen-services/sa-citizen-register.html). 

This service is provided in the event there is a need to contact you to offer urgent advice on a natural disaster, civil unrest or a family emergency. Furthermore, your contact details will be available to provide you with information relating to Embassy events, registration for general election, etc.
13. The Embassy in Berlin and Consulate-General in Munich are diplomatic representations of the South African Government in Germany and therefore places of work for the mission personnel. 
Applicants are expected to observe certain ‘House Rules’:

· Applicants must arrive punctually and only within 10 minutes before the scheduled appointment, as applicants will not be allowed onto the mission premises beforehand.
· Limited seating is provided in the foyer of the mission for applicants and for parents / legal guardians in the case of minor applicants only. Other persons accompanying the applicant will not be able to enter the mission grounds.
· Minors (under 18 years) must be accompanied by both parents / parent with sole custody / guardianship as applicable. 

· In exceptional cases such as applicants requiring assistance (e.g. senior citizens), prior arrangements must be made for one accompanying person. 

· The consumption of food and beverages in the mission is not permitted.
· Applicants who wish to use their mobile phones to make calls must go outside the mission building to do so.
· The missions are strictly non-smoking areas. Applicants who wish to smoke must leave the mission grounds, in order to smoke on the street.
· There are no bicycle stands on the mission premises; applicants have to therefore lock their bicycles outside / on the street, before entering the mission grounds.

· The missions do not provide photocopying, printing or fax services to applicants. Applicants must therefore ensure that they provide photocopies / print-outs together with original personal document e.g. passports, certificates.
· Applicants must take documentation out of files, plastic sleeves and folders, before they submit their applications to the consular official.

