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REQUIREMENTS 

 

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

The filer and the directors being resigning 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 resignation. 
The OTP is valid for 96 hours. 

All directors will receive notification of the proposed changes; however, no action is required from 
those not directly affected. Once the OTP has been submitted by the relevant director(s), the 
application is automatically approved, and a certificate is generated and sent to all directors, 
including the filer. 

Please note that applications may be referred to the back office for review if the “remove” option is 
selected instead of “resign.” 
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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 click 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, then select Co-operatives Director Amendments. 

Thereafter, accept the Terms and Conditions and click Continue. 
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8. The historical applications will reflect. Click on New Application. 
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9. Type company registration number and select Search. If your company 
 appears on your list of companies, click on the file button. 
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10. The entity will reflect at the bottom of the page.  

Click on the blue finger under file.  
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11. On the next page, select No and update the enterprise contact details if  

necessary. Thereafter click on Continue. 

 

 

 

 

 

 

12. All directors will be displayed. Select the director to be resigned, then click Continue. 
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13. Click on Not required.  

 

 

 

 

 
 

14. On the following page choose under type of amendment, “Resign”, add the required information 

and click on Save. Note that applications may be referred to the back office for review if the 

“remove” option is selected instead of “Resign.” 
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15. At the bottom of the page, the resigning director will reflect.  

Click on the blue finger under View. 

 

 

 

 

 

 



  

LR V.1                                                                                                                                                                                                P a g e  | 15 
 

16. At the bottom of the page click on  Remove. 
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17. Click on Continue. 
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18. Click on Continue. 

 

 

 

 

 

19. Click on Confirm.  
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20. On the next page click on OK.  

 

 

 

 

 

21. Click on the blue finger to view the application. 
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22. Click on the Go to OTP.  

 

 

 

23. Click on the red X box to add the Identification number, OTP number and click on Submit.  

If you did not receive the OTPS, click on RESEND OTPS.  
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24. 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.     
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25. All impacted directors and the filer will complete the process above and 

the Last Submitter will see the Finish Button after submitting. Select the  

Finish button to Finalise the Application. Any person that has submitted  

their OTPs can complete this step even when they have already captured 

and submitted their OTPs. 

 

 

26. All Active Directors will receive an email with the CO-OP2 attached. 

 

 

 

 

 


