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Dossier for an Adoption from China 

 
What is a Dossier? 

 

A dossier is a set of specific, required documents that represent your family to the Chinese government. 

The China Center for Child Welfare and Adoption (CCCWA) will make their decision to accept or deny 

your application to adopt a child from China based on these documents.  

 

Each document must be completed, signed and notarized (or certified in the case of birth and marriage 

certificates); verified at the county level (if required); verified at the state level, and authenticated at the 

appropriate Chinese Consulate or Embassy. Each step must be processed carefully to ensure that the 

documentation sent to China is complete and accurate. 

 

Who processes my dossier? 

 

Children of the World will be processing your entire dossier.  The following pages cover the different 

items on your dossier check list in great detail.  As you gather and submit these items to Children of the 

World, we will process the individual pieces through the “certification/authentication” process, required 

by the CCCWA. 

 

Once all pieces are properly prepared and “certified/authenticated”, Children of the World will submit 

your dossier to the CCCWA 

 

Your only worry is to gather the items requested, following the instructions and guidelines provided. 

 

What are important things to consider when preparing my dossier paperwork? 

 

Please fill out all of your paperwork NEATLY. The papers in your dossier are the only criteria the 

CCCWA has for evaluating your request to adopt. Also keep in mind that these documents will be 

translated into another language. Neatness and clarity are very important. 

The CCCWA will not accept forms or letters that have been altered with whiteout, or information that 

has been marked through or rewritten. Make the best impression that you can. 

This is also important to consider when requesting others to fill out paperwork on your behalf (medical 

report, reference letters, etc) 
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DOCUMENT CHECKLIST 

***THIS CHECKLIST IS INTENDED TO BE USED FOR YOUR OWN PERSONAL 

REFERENCE, BUT BE SURE TO READ SPECIFIC INSTRUCTIONS FOR EACH REQUIRED 

DOCUMENT ON PAGES 4-9. FAILURE TO DO SO MAY RESULT IN DELAYS FOR 

PROCESSING YOUR DOSSIER. 

You will also be working through this checklist, step-by-step, in the portal. 

 

_____1. Birth Certificate(s) (mail original) 

_____2. Marriage Certificate (mail original) 

_____3. Financial Statement (specific form is provided - mail original) 

_____4. Medical Form(s) (specific form is provided - mail original) 

_____5. Police Clearance Report(s) (sample form is provided - mail original) 

_____6. Letter(s) of Employment (mail originals) 

_____7. I-800A, Approval Notice – you will get this in the mail after we have filed your I-800A  

  (can either scan and email or mail – must be a clear copy) 

_____8. Adoption Application Letter (mail original) 

_____9. Home Study Report (COTW receives from your Home Study Provider) 

_____10. Affidavit of Single Status *Single applicants only*(form is provided - mail original) 

_____11. Reference Letters (3) (these will be completed through www.myadoptionportal.com) 

_____12. Copies of Signed Passports (clear color scans can be emailed) 

_____13. Passport Photos (Four (4) per applicant) (mail originals) 

_____14. Six (6) Family Photos (mail originals) 

_____15. Statement from Guardian *Single applicants only* (mail original) 

_____16. Medical letter from a doctor (if required) (mail original) 

_____17. Psychological Evaluation (if required) (mail original) 

_____18. Divorce Decree (*Single applicants only, if required) (mail originals) 

_____19. Death Certificate (*Single applicants only, if required) (mail originals) 
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STEP 1—Gathering and Completing Documents 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Below we have listed all of the documents required to complete the dossier along with detailed 

instructions.  For samples / examples and copies of CCCWA provided forms, please visit: 

www.childrenoftheworld.com/china-program-documents 

All materials you will need for this phase are listed under the heading “Dossier Phase” 

____1. Birth Certificate*: Obtain one certified copy of the birth certificate for each spouse. If the 

birth certificate is from another country, Children of the World can make a notarized copy of 

the original, which can be used for the dossier. 

____2. Marriage Certificate*: Obtain one certified copy of your marriage certificate. 

*  IMPORTANT: When ordering birth and marriage certificates, please advise the issuing 

office that you will be using these documents for adoption purposes and that the documents will 

be verified by the secretary of state’s office. Some states require different types of certificates 

or have different processes. For example, New York City requires a “long form with letter of 

exemplification” copy of the birth certificate while other states require an original signature on 

the birth certificate, and other states will only accept a birth certificate issued by a particular 

vital records office. When obtaining vital records from Hawaii, families must request that the 

record be forwarded to each of the three offices necessary for authentication (instructions are 

available at http://health.hawaii.gov/vitalrecords/apostilles/).  

IMPORTANT: 

Documents must be less than 12 months old when they are sent to China. This includes vital 

records such as birth and marriage certificates. We have found that many Chinese Consulates will 

not authenticate documents that are more than six months old. We strongly encourage you to be 

conscious of the dates of each dossier document. When in doubt, have a more current version 

created.  This is especially true if you are trying to re-use home study related documents. 

Be certain to have signatures notarized as indicated in the following instructions. Without proper 

wording, some states will not complete the notary verification. Many Chinese Consulates will 

reject documents if the date on the document is different than the date it is notarized or if the 

document does not have notary language. We strongly recommend making sure the dates are the 

same or you will risk delays in processing. For further explanation regarding proper notarization, see 

Page 8. Please also note that the Chinese Consulates will not accept any document with white out on 

it. The Chinese government does not recognize Taiwan or Hong Kong as being separate from China. 

References to Taiwan should read “Taiwan, China” and Hong Kong should be “Hong Kong, SAR, 

China.” 

Remember, these documents are the official representation of your family to the Chinese authorities 

who are overseeing your adoption. You should present your family in the most professional way 

possible. Select photographs that represent your family in the best light. Do not scratch out or white-

out entries on your documents nor remove any staples from the documents. Do not turn in 

documents that have been crumpled or torn or that are soiled with food. If you need a new document 

to work with, contact Children of the World and we will provide you with a new copy.   

 

http://www.childrenoftheworld.com/china-program-documents
http://health.hawaii.gov/vitalrecords/apostilles/
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When you request birth or marriage certificates that can be verified, the issuing office should 

provide the appropriate certificate. You can also call the secretary of state’s office in the issuing 

state and ask if they have any specific requirements for having vital records verified by their 

office. For further assistance, visit http://asststork.com/vitalrecssecofstate.html. This website 

contains addresses and information on how to obtain certified copies of your birth and marriage 

certificates.  www.vitalchek.com is another great resource for ordering certified copies. 

____3. Financial Statement: This form is found on the China Program Documents web page. Please 

type the information or print it very clearly. If married, both adoptive parents must provide their 

signatures. Signatures must be notarized. To calculate the “Total Net Worth,” subtract the 

“Total Liabilities” from the “Total Assets.” Do not include annual income or life insurance in 

your calculations. All numbers reported on this form should be consistent with, or close to, the 

numbers reflected in the financial section of your approved home study.  

____4. Medical Exam Form: This form is found on the China Program Documents web page. You 

must sign the release at the top of the form, and your physician must complete the remainder 

of the form. Your physician must either type in the information on the form or print it very 

clearly. In addition, the physician’s signature must be notarized.  Please make sure all dates 

match. 

IMPORTANT: 

 To avoid any possible delays, it is very important that each line is filled out and each test 

completed. ALL test results must be circled either “negative” or “positive” (an “N/A” is 

not acceptable to the CCCWA). The date of the exam and all lab work must be no more 

than one year old when your dossier is sent to China. 

 In addition, if your physician has marked “yes” or “positive” on ANY items or if there are 

ANY medications or operations listed, the physician MUST provide a brief explanation of 

the medications or surgical procedures. If you have a medical condition, please check with 

Children of the World to see if it will also require a letter from your physician on 

letterhead to be sent with your dossier documents. Please be aware that if the medical 

form is not completely filled out, the CCCWA will reject the document, which will result 

in delays to your case.  

____5. Police Clearance Report: This form is found on the China Program Documents web page. 

The form should be taken to your local police/sheriff’s department where a criminal history 

check can be performed. FBI clearances will not be accepted by CCCWA as part of your 

dossier. In some cases, you will need to specify that this report will be used for an international 

adoption. The department is not required to use the form we have provided. They may issue a 

statement on department letterhead. When the statement has been completed, it should be 

affixed with a department stamp or seal and notarized. If you have lived outside of the U.S. as 

an adult for more than one year during the past five years, verification of no criminal record in 

the country where you resided is required.  

____6. Letter of Employment: This letter must be completed by your employer on your employer’s 

letterhead. The letter must state your current position, length of time employed, annual salary 

and prospect of continuous employment. If you are self-employed, your accountant must 

complete the letter. A letter is required for both adoptive parents whether both parents are 

employed or not. Signatures on letters of employment and/or financial statements must be 

http://asststork.com/vitalrecssecofstate.html
http://www.vitalchek.com/
http://www.childrenoftheworld.com/china-program-documents
http://www.childrenoftheworld.com/china-program-documents
http://www.childrenoftheworld.com/china-program-documents
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notarized with the words “Subscribed and sworn to before me …” (see Page 9 for further 

explanation regarding proper notarization). 

Please note:  

 If neither spouse is employed, you must provide a statement of the financial resources 

available to you to raise a child. This statement must be issued by a bank or other financial 

institute. 

 If only one spouse is employed, the non-employed spouse must provide a letter stating a 

current source of income and whether or not he or she has any plans for future 

employment. If the non-employed spouse does not have any source of income or does not 

plan on being employed in the future, a statement stating along the lines of “I do not have a 

current source of income and do not have plans of employment in the future. My spouse’s 

income is sufficient to support our family. If the need were to arise, I would seek 

employment outside the home” 

 If either spouse is retired, the retired spouse must submit a statement of retirement, 

including the time of retirement, the annual income before retirement, whether there is any 

income after retirement and the sum of that income. This statement should also include 

information from a financial institution regarding the financial resources available to your 

family to raise a child. 

 If either spouse holds more than one job or has an alternative source of income, you must 

provide additional letters for each.   

 

____7. I-800A, Approval Notice: USCIS will send you this document once your I-800A application 

has been processed and approved. You will receive several documents from USCIS that look 

very similar to this one. The I-800A approval will have a notation under “Notice Type” that 

says “Approval Notice.” Please provide us with a clear copy and keep the original for your 

records.  

IMPORTANT: Due to the long processing time to obtain this approval notice, we encourage 

you to complete all other dossier documents and send them to Children of the World. We will 

review and begin to prepare these documents while we wait for the I-800A Approval. Please 

be advised, however, that your dossier will not be complete until I-800A Approval is received. 

You may not file an I-800A application without an approved home study. Children of the 

World will file your I-800A with your home study once approved.   

Adoption Application Letter: This letter must be typed and signed by both spouses and 

should be no longer than one page. Please address your letter as follows: 

China Center for Children’s Welfare and Adoption 

Sun Light International Plaza 

No. 16, Wang Jia Yuan Lane 

Dong Cheng District 

Beijing, China 

100027 

   

Dear Sir or Madam:                                    

Cont….. 
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Adoption Letter Cont. 

(CHILDREN OF THE WORLD strongly recommends that you email a rough draft of your 

letter so that it may be reviewed by our China adoption staff.) Signatures must be notarized 

with the words “Subscribed and sworn to before me…” (see Page 9 for further explanation 

regarding proper notarization). 

A sample of the adoption letter can be found on the China Program Documents web page.   

The Adoption Application Letter must include statements describing the following: 

a. Your names, dates of birth, birthplaces and citizenship 

b. Why you wish to adopt a child 

c. Your intent to adopt a child from China and a description of the child you wish to adopt 

including sex, health status and age range (description must be consistent with the child 

requested in your home study; please do not include the name of specific children, even if 

you have received pre-approval) 

d. That the child you adopt will have all of the legal rights, inheritance and status of a child 

born to you 

e. That you promise to raise and educate the adopted child to help him/her meet his/her 

potential 

f. That the child is not being adopted for servitude 

g. That you will never abandon or mistreat the child 

h. That you promise to accept post placement visits and offer post placement reports as 

required 

i. That you possess knowledge of, and appreciation for, the culture and traditions of the 

People’s Republic of China and that you will instill in your child and family the 

knowledge, respect and appreciation for his/her heritage 

 

____9. Home Study: Children of the World will receive a notarized copy of your home study directly 

from your home study provider. We will inform you when it arrives and confirm that you have 

been issued a copy for your records as well. 

____10.     Affidavit of Single Status (Single applicants only): This form is found on the China Program 

Documents web page. Single applicants are required to provide a signed and notarized 

affidavit verifying your single status, as well as information regarding sexual preference.  

Single applicants whose spouse is deceased or who have been divorced must also provide one 

of the following (as applicable): 

____10 a. Divorce Decree (Single applicants only): If you are single due to divorce, 
provide a certified copy of the divorce decree. This does not need to be verified 
or authenticated.    

 
____10 b. Death Certificate (Single applicants only):  If you are single due to the death 

of your spouse, provide a certified copy of the death certificate. This does not 
need to be verified or authenticated. 

  
____11.     Notarized Reference Letters (3): We will obtain 3 personal reference letters for your dossier 

by using www.myadoptionportal.com. Providing contact information, including a valid email 

address, will be one of your dossier tasks in the portal. Your dossier will only need 3 returned 

references. However, you will be asked to provide contact information for 6. References can 

http://www.childrenoftheworld.com/china-program-documents
http://www.childrenoftheworld.com/china-program-documents
http://www.childrenoftheworld.com/china-program-documents
http://www.myadoptionportal.com/
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sometimes take a while to be returned, and once they are – language used in the narrative 

might not translate well, or be misunderstood by the Chinese culture. Requesting additional 

will help us have more timely results. *If you have school aged children in the home, at least 

one reference must come from an educator* 

 What about the references from my Home Study? 

 During your home study you should have had several people submit reference letters for you. 

If CHILDREN OF THE WORLD completed your home study report, we will examine the 

references we’ve already received and make sure they will meet China’s criteria.  There is a 

possibility of having to complete additional references. 

If CHILDREN OF THE WORLD did not complete your home study, we will request that your 

home study agency send the letters directly to us so that we can examine if they will work for 

your dossier.   

 In some cases, the reference method home study agencies use will not be accepted by 

CCCWA. We will work with your home study provider to try and make sure references are 

done in a way acceptable to CCCWA. However, please be aware that 3 new references may be 

needed.   

Children of the World will work with you to try and minimize the inconvenience on your 

references. But, ultimately, we want to send dossier documents that conform as closely as 

possible to CCCWA. 

____12.    Copies of Passports: Make a color photocopy or VERY clear scan of the inside picture page 

and any addenda of each passport. If your passport was issued to you under another name (e.g., 

your maiden name), be sure to obtain an addendum reflecting your name change. Please be 

certain that the passport is issued in your full legal name and that it has been signed 

before copying. Copies of both spouses’ passports are required even if only one spouse is 

traveling. If a spouse is not a United States citizen, the same procedure applies. However, 

he/she must also provide a copy of their permanent residence card. These copies do not need to 

be notarized, verified or authenticated. 

If you do not currently have a valid U.S. passport, you need to apply for one as soon as 

possible. For more information about how to apply for your passport, please refer to the U.S. 

Department of State website at http://travel.state.gov. 

Please note: In order to obtain a visa to travel to China, your passport must be valid for more 

than six months from the date that you apply for a China travel visa. If your passport will expire 

in six or less months from your anticipated travel date, you will need to obtain a new passport. 

____13.     Passport Photos: Submit four professionally-taken passport photos of each parent. These 

photos should measure two inches by two inches. Many drugstores and copy shops offer this 

service. (Photocopies by email or fax will not be accepted) 

____14.    Family Photos: Your dossier requires 8 color 4x6 photos of your family. 

 You will need to email 8 color 4x6 jpeg images to your adoption coordinator that have been 

saved using file names that describe the content of the photo. 
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Family Photos Cont. 

These photos will be uploaded to the CCCWA system.  

  

Save each photo using your last name and a brief description.   

Example: Smith_Family Photo.jpg  or   Smith_Front of Home.jpg 

 

Submit clear color photos that reflect your family life and home.  Below is a suggestion of 

photos that should be included: 

 Include at least one of the front of your home 

 One of the child’s bedroom (does not have to be decorated yet) 

 One of the family room 

 One of the prospective adoptive parents together 

 One of the prospective adoptive family (including your other children – if applicable) 

 One or two of the prospective adoptive family and other family members or friends. 

 One of two of the prospective adoptive family participating in hobbies/activities or with pets. 

 

These photos are part of the legal representation of your family to Chinese authorities. These 

photos do not need to be professionally taken, but they should be dignified and appropriate to 

send to Chinese officials (e.g., photos in swimsuits are not appropriate). It is also not required 

that every photo include each member of the family, but at least one photo should include all 

members of the family currently living in the home. You can include some photos with other 

friends and family members; however, try not to include too many photos that have large 

groups of other friends or family so as not to confuse Chinese officials about who actually lives 

in your home. 

 

_____15.  Statement from Guardian (single applicants only):  For single applicants, the guardian(s) 
must create a document with the following wording: 

 
  “Should ____________ (name of adoptive applicant) be rendered incapable of parenting or 

should premature death occur, I/We accept the responsibility of becoming the adopted 
child’s guardian and raising the child to adulthood.” 

 This statement must be signed by the guardian(s) and notarized. 
        
 A sample of the Guardianship Statement can be found on the China Program Materials web 

page. 
 

_____16.  Psychological Evaluation (when required):  If you are currently taking or have ever been 
prescribed anti-depressant, or anti-anxiety medication, been diagnosed with depression or 
anxiety, received counseling for a depression or anxiety diagnosis, or been the victim of abuse 
or a “traumatic event,” China requires a psychological evaluation as part of your dossier. If you 
think this may apply to your case and you have not already been advised to obtain a 
psychological evaluation, please contact us so we can help you determine if a psychological 
evaluation is necessary in your situation and for further instructions on the requirements of the 
evaluation letter.  

 

 

 
 

http://www.childrenoftheworld.com/china-program-materials
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Tips Regarding Notarization 
 

Please be sure that each document is notarized (with the exception of birth and marriage certificates, 

which must be certified copies). The Chinese Embassy requires that the notarization includes notary 

language (a “jurat”) not just the notary signature and stamp. Each state has different requirements 

regarding the exact wording that is necessary for notarization. Without proper wording, some states will 

not complete the notary verification, and this may cause delays in your dossier processing. Most states 

require the following in order for the document to have proper notarization: 

 

 Notary should indicate the notarial venue, which would include both the state and the county. For 

example: State of __________, county of ___________ 

 Document must include proper notarial language, such as “Subscribed and sworn to before me by 

____________ on this _____ day of ________, 20___.” 

 Document must include expiration date of notary’s commission 

 Document must be signed by the notary 

 Document must include notary’s seal or stamp; in some cases, this is an ink stamp; in some it is a 

squeeze seal that leaves a raised impression 

 Notary’s name must be clear and legible somewhere on document; in some cases this is included 

on the notary’s stamp; in others, they should print their name clearly under their signature 

 If document will require county verification, document must indicate which county the notary is 

registered in (see next page for more details) 

 

Please note: The above list is an example and is not exhaustive. Each state has its own requirements, and 

some states are much less flexible than others regarding notarization. If you have any questions, check 

with the secretary of state’s office in the state where your documents are from. 

Notary Public Services 
 

For Alabama based CHILDREN OF THE WORLD families: 

We have several on-site staff members who are notaries. If you have a document that you need to sign, 

CHILDREN OF THE WORLD is happy to provide notary services for you. Check with your adoption 

coordinator for more information. 

For families outside of Alabama: 

Many banks offer notary services, in addition to most UPS store, USPS and Money Tree store locations. 

 

 

 

 

 


