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STEP 1. Visit the CIPC website: www.cipc.co.za 

Click on LOGIN 

 

 

 

 

STEP 2. Type in a South African ID number, password and click on LOGIN. 
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STEP 3. If you are a foreign national, you need to first click on Business registration, Foreigner Assurance 

and upload certified foreign ID or passport.  Once verified, you will be able to sign in.  Tick the icon next 

to question (Do you have a South African ID number?),  

Type in verified passport/foreign ID number, password and click on LOGIN. 

 

 

 

STEP 4. Click on Business Maintenance. 

 

 

STEP 5. Click on Director Amendments. 
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STEP 6. Read and understand the information below, then click in the tick box and Continue 

 

 

 

STEP 7. On the page for History Applications you can view information on applications submitted and the 

statuses. Click on continue. 

 

 

 

 

 

 

 

 

 



 

The dtic Campus (Block F – Entfutfukweni), 77 Meintjies Street, Sunnyside, Pretoria, P O Box 429, Pretoria, 0001 
Call Centre: 086 100 2472      I     Website: www.cipc.co.za 

STEP 8. (OPTION 1) Select and click on the Company from the list provided to change the directors, only 

if you are a director. 

 

 

 

(OPTION 2) Type in an enterprise number if you are not a Director but you are authorised to file a 

director change  

 

Notes: 

Make sure that you have paid annual returns for the specific CC that you need to update. 
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STEP 9. Type in the Contact Number and Email address of the person who is filing 

 

 

 

STEP 10. Click on the Edit/View button to edit the director’s details 
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STEP 10. Select the type of change that needs to be done  

 

Note:  

1. On the Contact Info Change only directors can change their own contact info.  

STEP 11.  

Make the required changes and save. All directors must be updated. The edit buttons will change to 

green. Click on continue. 
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STEP 12. To add a new director, click on New Director. 

  

 

STEP 13. Type in the ID number of the new director and click on verify. 

 

 

 

STEP 14. Complete the required fields and save. 

NB: Use the calendar to select the dates. 
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STEP 15. Confirm changes and click on continue. 

 

STEP 16. Click on New Document to upload supporting documents (only in Pdf format).  
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STEP 17. Confirm changes and uploaded documents and click on continue. 

 

If any changes need to be made you can click on Back to make corrections. 

 

STEP 18.  Application summary will be displayed. 

 

 

Click on Ok. 

 

STEP 19. Directors will receive OTP’s via email and SMS for resignation and new appointments submitted by 

the directors. The director must click on the link on the email to insert the email and SMS OTP for each 

director. The OTP received via SMS starts with a S and the email OTP starts with an E. 

 

The OTP’s will be valid for 48 hours and if incorrect email address or cell phone number was provided, the 

transaction will have to be re-done after 48 hours.  
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Applications submitted by third parties or submissions related to removals, term expired, retired or 

deceased directors will be forwarded to the back office for processing. 

 

STEP 20. The application will show in History Applications. 

 
 

 

 

END OF STEP-BY-STEP 


