
1 
V0.1 

Step by Step Guide:  Application for B-BBEE certificate via e-Services 

 
Conditions when applying for a B-BBEE certificate: 

 Only directors of companies or members of close corporations can apply for a   

B-BBEE certificate; 

 The enterprise’s status must be “In Business”; 

 All Annual return filings for the relevant company or close corporation need to be 

up to date; 

 Application for B-BBEE certificate can be done at any time (not only when 

registering a company or filing annual returns), provided that an application for 

the certificate, (which is still valid), was not done already; 

 Applicant must agree to the B-BBEE Terms and Conditions; and 

 A Director Amendment (CoR39) or Member Amendment (CK2) must be filed if 

the director or member’s email address or telephone number is not correct or up 

to date; 

 B-BBEE certificates are only issued for Exempted Micro Enterprises with a 

revenue less than ten million Rands.   
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1. Visit the CIPC website www.cipc.co.za, and click on Online Transacting and 

then e-Services. Or alternatively visit eservices.cipc.co.za.   
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2. Click on Customer Login. 

 

 

3. Complete the required fields and click on Login. 

a. Customer Code 

b. Customer Password (case sensitive) 

c. Security code (case sensitive) 

d. Click on CIPC Terms & Conditions to read it, and then tick the circular 

button to confirm that you have accepted the CIPC Terms & Conditions. 

 

 

 

Select Forgot Password if you require your customer password to be resend to you.  

  

 

Acceptance of the 

CIPC Terms & 

Conditions creates a 

binding agreement 

between yourself and 

CIPC regarding the 

administration and 

payment of services. 
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4. The landing page of E-services will be displayed.  Click on Transact.   

 

 

 

5. Click on B-BBEE Certificates on the main menu 
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6. Click on NEW B-BBEE APPLICATION 
 

 

7. A list of all companies and CCs of which you are a director/member will be 
displayed (up to 20 companies or close corporations).  Locate the applicable 
enterprise for which a B-BBEE certificate is required.  Click on the hand-icon in the 
“Apply” column. 
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8. Indicate the revenue of the relevant company/close corporation as per the last 
financial year end, e.g. 1000000 and click on Continue. 
Important:  B-BBEE certificates are only issued for Exempted Micro Enterprises 
with a revenue less than ten million Rands.  Failure to state the correct revenue is 
a criminal offence.  Offenders may face legal action. 
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9. Director Verification is required.  Type in the ID number of any relative (i.e. sibling, 

wife, husband or child) which have shared the same surname at some point. 
 
Note:  If the ID number does not belong to a relative, an error message will be 
displayed. 

 

 

10. Type the relative’s full names in the required block, as it appear on their ID 
document. (Not the surname).  An error message will display at the bottom of the 
screen if the names do not match the names on the database of the Department 
of Home Affairs.   

11. If there is any special character in the name, copy if from the special characters 
at the bottom of the screen 

12. Click on Verify. 
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13. A message will display at the bottom of the screen if the verification was 
successful.  Click on Continue. 
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14. A One Time Pin (OTP) will be send to all directors of the company or all 
members of the close corporation.  Type in all required OTPs and click on Verify. 
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15. A green tick mark will indicate that the OTP verification was successful.  Click on 
Continue. 

 

16. Complete the three questions relating to shareholding and click on Continue. 
a. How many shareholders does the enterprise have? 
b. How many of those shareholders are BLACK?  
c. Out of the Black shareholders, how many are FEMALE? 

 

*Kindly note that Black People is a generic term which means African, Coloured or Indians; who are 

citizens of the RSA by birth or descent; or who became citizens of the RSA by naturalization before 27 

April 1994 or on or after 27 April 1994 and who would have been entitled to acquire citizenship by 

naturalization prior to that date. 
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17. Complete the questions relating to the percentages of black shareholding and 
click on Calculate.   

 

 

 

 

18. The calculation and B-BBEE level contributor will be displayed on the screen.  
Click on Continue. 
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19. Tick the circular button to confirm that the information on black shareholding 
percentages supplied by yourself is true and correct.  Click on Apply for B-BBEE 
CERTIFICATE. 
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20. A message will be displayed confirming that the B-BBEE certificate application 

has been filed.  The certificate will be sent to your email address as indicated on 
your customer code. 
 

 

Note:  Any organisation/member of the public can verify if you applied for the B-BBEE 

certificate by clicking on Retrieve B-BBEE certificate button, and typing in the 

Enterprise number. 

 


