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Legislative Framework

Any mention of "the Act" 
throughout this presentation 
specifically refers to the Co-
operatives Act 14 of 2005, 

including all subsequent 
amendments.

Governance and Directors 
(Sections 32–39): These 

sections of the Act outline the 
legal framework for the 

governance of co-operatives, 
specifically focusing on the 
roles, responsibilities, and 

changes of directors.



Record Keeping

• A CO-OP MUST KEEP THE FOLLOWING RECORDS AT ITS OFFICE:

o Accounting Records, which must include all business transactions with 

Members and Non-members.

o Constitution, rules, and amendments thereto.

oMinutes of General Meetings and Directors Meetings.

o If the co-op has a Supervisory Committee, the Minutes of Supervisory 

Committee Meetings.

o List of Members.

o Register of Directors.

o Register of Directors’ and Employees’ Interest in contracts or undertakings.



Record Keeping

• ACCOUNTING RECORDS AND FINANCIAL STATEMENTS must be kept for 5 

years or a longer period determined by the Minister. 

• A co-op or director who fails to comply with record-keeping requirements is guilty 

of an offence.



Membership Changes

One must distinguish between when a co-operative member withdraws his/her

membership due to resignation, expulsion, or death, and when there are changes to

the Board of Directors.

In cases where a member’s membership is withdrawn, there is no need to

submit an application to remove the member, unless the member was also a

Director. CIPC only keeps records of the founder members, to prove the original

application to register the co-operative complied with the requirements of the Act.



Membership Changes

If a new member joins the co-operative after the registration date, he/she is not a

founder member, and CIPC does not need to be informed.

It is the responsibility of the co-operative to keep a List of Members (register)

which is updated as new members join the co-operative and existing members

leave. The List of Members must be kept at the registered office of the co-op

and is proof of who are currently members of the co-operative, as well as, of

members that have withdrawn their membership.



Background - Co-operative Directors

• The Board of Directors is responsible for the management of the co-operative

and is accountable to the members.

• The Board is appointed at the annual general meeting by the members. Only

members may be appointed as executive Directors, and these directors have

voting rights at Board meetings. Associate members may only be elected as

non-executive Directors and do not have voting rights at Board meetings.



Background - Co-operative Directors

• In terms of section 32(4) of the Act, if a vacancy arises, the Board may by way of

resolution appoint a Director for the remainder of the period, provided that the

appointment is approved by members at the next general meeting.

• Members may dissolve the board by special resolution if members find justifiably

good reasons that the board is not functional. The special resolution must be

taken at a meeting convened by at least 25% of members, or if a supervisory

committee exists by the supervisory committee.



Background - Co-operative Directors

• The number of the Directors and period for which they are elected is stipulated in the
constitution.

• In terms of section 39 of the Act, a Director is required to inform the co-op in writing of
any change in his/her address. In return a co-op must notify CIPC in writing of:

• the full names, address and ID number of each person appointed as a Director
within 30 days of such appointment;

• of any change of address of a Director, within 30 day of knowledge of the change;

• after any Director has vacated office, within 30 day of such vacation; and

• of the reason for the appointment or removal of a Director.

• A co-op or Director that contravenes any of these provisions is guilty of an offence.



Automation of Co-operative Director Amendments

From 28 April 2026, CIPC implemented an automated process for Director
Amendments. Before this date, Director Amendments were processed manually which
presented several operational challenges. These included:

• Delays in accessing confirmation documents

• Reliance on manual processes for data corrections

• Insufficient automated communication with customers during application processing.

• Manual handling of applications increases the risk of human error and inefficiencies

• The use of an outdated system created limitations in in the number of persons that can
utilize the system at one given time

• The system is not compatible with newer technology

• Limited reporting capabilities



Automation of Co-operative Director Amendments

The new process is hosted on the enhanced CIPC E-Services platform, providing 

a more efficient, transparent, and secure process for customers and CIPC teams.

• The automated solution introduced the following improvements:

o Automated workflows to reduce manual intervention and minimize errors

o Enhanced validation mechanisms to improve data accuracy and reduce fraud 

risks through One-Time-Pin (OTP) verification

o Real-time notifications to keep customers informed at each stage of the 

process

o Improved reporting capabilities to support transparency and decision-making



Updating Contact Details

To ensure a smooth transition to the new automated process, please check and

update Directors and Members contact details on the CIPC system.

• What to check: Make sure email addresses and cellphone numbers are

accurate and up to date.

• When to do it: The contact details should be updated before submitting any

Director Amendment applications. Updating contact details ahead of time will

make switching to the new automated process quick and easy and will

prevent delays.

• Why it matters: Having the correct information ensures that directors and

members successfully receive all automated notifications, status updates,

and official confirmation documents.



APPOINT OF A DIRECTOR WITH SOUTH AFRICAN ID

• A new director must not disqualified to be a Director in terms of the Co-operatives
Act, 2005, as amended, and the Constitution of the co-operative.

• The number of Directors must at all times be within the minimum & maximum
number of Directors as specified in the co-operative constitution.

• The Step-by-step Guide Co-operatives Appoint Director With South African ID, is 
available on the CIPC website under Step-by-Step guides. 
Link: https://www.cipc.co.za/?page_id=4447

• Or use the direct Link to the guide:
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https://www.cipc.co.za/wp-
content/uploads/2026/04/APPOINT-SA-DIRECTOR-STEP-BY-STEP-GUIDE.pdf

https://www.cipc.co.za/?page_id=4447


STEP BY STEP GUIDE 

FOR DIRECTOR RESIGNATION



Step-by-Step Guide
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.



Step-by-Step Guide

REQUIREMENTS

• 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.”



Step-by-Step Guide

1. Log on to www.cipc.co.za In the righthand corner click on LOGIN:

http://www.cipc.co.za/


Step-by-Step Guide

2. On the next page select on E-SERVICES



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 CIPC Terms and Conditions. Then click Login.

NB: The security code is case-sensitive. Please enter all letters exactly as shown,
using uppercase where applicable.Do not include any space between the characters.

.



5. Click on TRANSACT in the right-hand corner:



6. Click on MORE SERVICES:



Click on DIRECTOR AMENDMENTS.



Then select Co-operatives Director Amendments. 



Thereafter, accept the Terms and Conditions and click Continue.



The historical applications will reflect. Click on NEW APPLICATION.



Type co-operative registration number and select SEARCH. If your co-operative 
appears on your list of co-operatives, click on the FILE BUTTON.



10. The entity will reflect at the bottom of the page. Click on the blue hand under 
file.



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.



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.



13. Click on NOT REQUIRED



15. At the bottom of the page, the resigning director will reflect. Click on the blue 
hand under VIEW.



16. At the bottom of the page click on REMOVE.



17. Click on CONTINUE



18. Click on CONTINUE



19. Click on CONFIRM

20. On the next page select OK



21. Click on the blue hand to view the application

22. Click on 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.



Click on CONTINUE



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.



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.



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.



ENQUIRIES 

AND 

DISCLOSURE OF DOCUMENTS



ENQUIRIES & 
DISCLOSURE (COPIES) 
OF DOCUMENTS

CUSTOMER ENQUIRY MANAGEMENT 
SYSTEM (CEMS)

• A notice about CEMS is available on the 
CIPC website (Notice 17 of 2026)

Purpose
• The purpose of the system is to provide a 

central space where all enquiries logged with 
CIPC is stored. 



ENQUIRIES & DISCLOSURE OF DOCUMENTS

CUSTOMER ENQUIRY MANAGEMENT SYSTEM (CEMS)

From 1 April 2026, Co-operative enquiries were moved to CEMS. 

From this date –

• The dedicated enquiry email addresses of the services supported by CEMS 
have been disabled. All categories of enquiries supported by the system must be 
submitted through CEMS. Details regarding the applicable services will be 
discussed in the presentation.

• Use the link https://enquiries.cipc.co.za/ to connect to CEMS via the CIPC 
website.

https://enquiries.cipc.co.za/
https://enquiries.cipc.co.za/
https://enquiries.cipc.co.za/
https://enquiries.cipc.co.za/
https://enquiries.cipc.co.za/
https://enquiries.cipc.co.za/
https://enquiries.cipc.co.za/
https://enquiries.cipc.co.za/
https://enquiries.cipc.co.za/


DISCLOSURE OF DOCUMENTS
(Copies)

CUSTOMER ENQUIRY MANAGEMENT SYSTEM (CEMS)

CEMS include:

• Applications or request for copies (paper-based copies and e-disclosure / 

electronically disclosed copies)

• Enquiries related to disclosure of documents.



CO-OPERATIVE ENQUIRIES

• All co-operative enquiries must be logged on CEMS.

• Enquiries are logged under a Category.

• The Co-operative Categories are:

• New Registration and Conversions

• Annual Returns and Deregistration

• Amendments and Corrections (these include Director amendments, 

Constitution amendments, changes of Auditors, contact detail amendments, 

etc.

• l



QUESTIONS
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