
(A)

Attach Consent Letter

Reference to Section 211 (1) and (3) of 

Act 992

TIN*

Miss Ms Dr

Institute of Chartered Accountants

Under the supervision of a qualified Company Secretary

Institute of Chartered Secretaries and Administrators 

Ghana Card (National Identity Card)* GHA -

Professional qualification 

Tertiary level qualification 

Company Secretary Trainee 

Barrister or Solicitor in the Republic

Title

First Name*

NOTIFICATION OF CHANGE/APPOINTMENT OF  COMPANY SECRETARY

Nature of Change Tick the appropriate box(s) to indicate 

the nature of Change

Company Name* Name should be exact as registered, 

should there have been any Change of 

Name after registration do state the 

new name

The Registration Number is stated at 

the top left  side of the  Registration 

Certificate

Registration Number*

Presented By* Full name and TIN of the natural 

person or legal entity submitting  

documents to the Registrar of 

Companies TIN*

FILL ALL FORMS IN BLOCK LETTERS, AND LEAVE SPACES IN BETWEEN WORDS

Read the instructions before completing the Form. Incomplete applications or invalid data may delay the process 

THE COMPANIES ACT, 2019 (ACT 992) SECTION 216 

PLEASE WRITE ALL WORDS WITH NO ABBREVIATIONS

ALL FIELDS MARKED WITH AN ASTERISK (*) INDICATES  A MANDATORY FIELD

FORM 17A

Any Former Name

Provide here a detailed description of 

the Nature of Change in the particulars

Clearly state the exact date for the 

changes accordingly

New Secretary

New Deputy Secretary

Removal of Secretary

Removal Deputy Secretary

Company Secretary Deputy Secretary

(B)

Position*

For appointing new Company Secretary (If Any)

Hereby notifies you in accordance with section 216 of the Companies Act, 2019(ACT 992)

Date(s) of Change(s)/

Description of change(s)*

Tick the applicable qualification(s)

By virtue of an academic qualification, member of a professional body,

appears to the directors as capable of performing the functions of Secretary of the Company.

Mr Mrs

Consent Letter*

Middle Name

Last Name*

A fee is payable on presentation of this form. Please see the fees on our website www.orc.gov.gh
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Female

D D M M Y Y Y Y

The  Corporate Body must have as one 

of its promoters, subscribers or 

operating officers a person who 

qualifies to be a Company Secretary.

The Corporate Representative must  

hold at least one of the qualification(s) 

of secretary stated above

Reference to section 211 (2) Act 992

Corporate TIN*

Digital Address*

Without TIN

Email Address*

Residential Address

For authentication purposes, two 

officers of the company are to sign 

their signatures together with a seal or 

stamp of the company 

Reference to section 150 (1) (D) (i) Act 

992

Ghana Card (National Identity Card)* GHA -

Nationality*

Mobile No 1*

Mobile No 2

Fax

Digital Address*

Occupation*

Fill the GRA TIN Form attached

Gender* Male

Name*

City*

District*

Region*

Country*

Email Address*

Signature*

…………………………………………………………………………

Date of Birth*

Place of Birth*

(C) In Case  the  Company Secretary is a Body Corporate

Corporate Name*

Corporate Address

H/No. LMB*

P.O. Box/DTD/PMB*

Name of Person Representing 

the Corporate Secretary*

Digital Address*

House/Building/Flat*

(Name or House No.)/LMB

Street Name*

Attested by

TIN of Representative*

Director* TIN

Signature*

…………………………………………………………………………

Signature(Corporate 

Representative)* …………………………………………………………………………

Corporate Stamp*

…………………………………………………………………………
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D D M M Y Y Y Y

Ghana Card (National Identity Card)* GHA -

Provide Signature of the Director or 

Secretary and also mention clearly 

either its

Director or Secretary's signature

State Date in the provided space as 

per format.

Declaration

…………………………………………………………………………

(D)

Name*

Position/Designation*

TIN*

Director/secretary's Signature*

 Dated*

Director* TIN

Name*

Signature*

…………………………………………………………………………

Date of Submission of Document*

Name of Company Inspector*

Fill the BO Form attached 

Beneficial Owner(BO)(F)

For Office Use Only(G)

SANCTIONS: Failure to disclose is an offence and will attract sanctions and penalties

A beneficial owner (or owners) is the individual or natural person who owns, controls, has interest in, or exercises influence over the legal person (or arrangement) or receives substantial benefit from the applicant’s activity. A 
beneficial owner is an individual and cannot be a company.

Filing Date*

Signature*

………………………………………………………………………………………………..

Section 35 (14) and (15) of Act 992

Or in the Alternative In the absence of a stamp or a seal of 

the company, the signature of two 

directors and a Company Secretary are 

needed for authentication purposes

Reference to section 150 (1) (D)(ii ) of 

Act 992

Director* TIN

Name*

Signature*

…………………………………………………………………………

Secretary* TIN

Secretary* TIN

Name*

Signature*

…………………………………………………………………………

Name*

Signature*

…………………………………………………………………………
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Filled TIN Form(s), if any

The document has been signed at all indicated places

Company Secretary has required qualification(s)

Company Secretary has attached Consent Letter, if any

All supplementary Forms are attached, if any

Filled BO Form(s) attached, if any

Change Notice

Every company is required to furnish the Registrar with  any change after incorporation e.g. Change of Company Name, Change of Address, Change of 

Director(s) / Secretary etc.

Privacy Notice

Annual Return of a Company Incorporated 

All companies incorporated are to file mandatory Annual Returns after the first eighteen months together with Audited Accounts and subsequently annually at a fee. Late/Non 

Filing attracts Penalties

Check List (✔)

Please make sure you have complied with the following

Collection of Information: We collect personal identifiable information, like names, postal addresses, email addresses, etc., when voluntarily submitted by our customers. The 

information provided is used to fulfill your specific request. 

Distribution of Information: This would be done as permitted or required by law / Companies Act 2019 (Act 992)

Commitment to Data Security: Your personal identifiable information is kept secure. Only authorized employees, agents and contractors who have agreed to keep information 

secure and confidential have access to this information. 

 


Important Information
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