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REQUIREMENTS 

 

 

To submit director amendments, the filer must have a customer code and password. Director 
appointments are processed automatically, and no supporting documents are required. 

The filer and the directors being re appointed will receive an email from CIPC with the proposed 
changes. They must review the attached document and click on the link provided in the email. This 
will allow them to capture their identification number and complete verification using SMS and email 
OTPs. 

The affected director(s) will receive an OTP, which must be submitted to confirm the appointment. 
The OTP is valid for 96 hours. 
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1. Log on to www.cipc.co.za In the righthand corner click on Login.  

 

 

 

 

 

 

 

 

http://www.cipc.co.za/
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2. On the next page click on E-services. 
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3. Click on Customer Login.  

 

 

 

4. On the next page add your Customer Code, Password and Security Code. Click in the circle to 

accept the terms and conditions and thereafter on Login.  

NB:  The security code is case-sensitive. Please enter all letters exactly as shown, using 

uppercase where applicable, and do not include any spaces between the characters. 
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5. Click on Transact in the right-hand corner 

 

 

 

 

6. Click on More Services.  
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7. Click on Director Amendments and then on Co-operatives Director 

Amendments. Thereafter accept the Terms and Conditions and click  

on Continue.  
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8. On the next screenshot historical applications will reflect. 

Click on new application. 
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9. If the co-operative is not reflecting, add the registration number in the search 
facility block. 
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10. The entity will reflect at the bottom of the page.  

Click on the blue finger under file.  

 

 

 

 

 

 

 



  

LR. V.1                                                                                                                                                                                                  P a g e  | 11 
 

11. On the next page, select Yes or No if you will be appointing a non  

South African director. Update enterprise contact details if necessary  

and select continue. 

 

 

 

12. All the directors wil reflect.  Click on continue.  
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13. Click on New Director to Appoint a director. 
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14.  Click on Natural or Juristic member.  

 

 

15. Click on Yes or No if you will be appointing a non-South African. Capture the ID number and 

click on the verify button. 

 

 

 

If you are receiving the below error message, issue date is verified by Home Affairs. If our website 

says it's incorrect it means that Home Affairs has a different date on their system. Contact the 

Department of Home Affairs to confirm the correct date.  
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16. Capture the required information and click on Save 
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17. On the next page the proposed new director will reflect. You may click on  

View or remove the director.  Click on Continue. 

 

Should the below validation error be encountered, you need to proceed with the submission of the 

necessary constitutional amendments to increase the number of directors prior to taking any 

further steps. 
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18. On the next page click on Continue.   
 

 

 

 

 

19. Click on Confirm.  
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20. On the next page click on OK. 
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21. The historic applications will reflect the transaction as submitted.  

Click on view. 

 

 

 

22. Click on GO TO OTP 
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23. Click on the red X box to add the OTP numbers. 

 

 

 

 

 

24. Add the OTP numbers, click on agree and thereafter on submit.  
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25. If an incorrect OTP is entered, a validation error will be displayed. 

Please ensure that you prefix the OTP with “S” for an SMS code 

or “E” for an email OTP before entering the number. 

 

       

 

 

All active directors will receive an email with the CO-OP2 attachment. 

 

 

 

 

 


