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This guide will show you how to lodge a Change Director, Contact Person & Secretary form to 

add or remove a Director, Secretary and Contact Person, or update their information, in 

myCorp.  
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1. Signing into myCorp  
Step 1 Sign in to your myCorp account using your email address and password.  

If you don’t have a myCorp account, you will need to select the ‘Sign up now’ option. 

To sign in, enter your email address and password and then click the ‘Sign in’ button. 

To sign up for a myCorp account, click the text that says ‘Sign up now’ under the ‘Sign in’ button 

 
 

https://mycorp.oric.gov.au/
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Step 2 Click the ‘Send verification code’ button. 

 

The verification code will appear in your email inbox and should look like the image below. It 

can take a few minutes for the verification code to be received. If you do not receive it after five 

minutes, you can check your spam or junk folder, or search your emails for ‘email verification 

code’. 
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Step 3 Enter the verification code and select ‘Verify code’. 

Step 4 Press ‘Continue’ to finish signing in.  
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2.  Submitting a new Change Director, 
Contact Person & Secretary form via 
myCorp  

Step 1 Select the ‘Manage Corporation’ tile. 

 
Step 2 Select ‘Edit’ for the corporation you want to lodge the form for. 

 

Note: If this table is empty then you have not been linked to a registered corporation. You will 

need to lodge a change of officer form or delegated authority form to have you added to the 

corporation. If you are a Director and nobody in the corporation can access myCorp, you can 

email ORIC with a paper copy of the form, which you can find here. You can find information 

on how the directors can delegate authority here. 

 

https://www.oric.gov.au/for-corporations/reporting-and-stakeholders/forms
https://www.oric.gov.au/for-corporations/roles-and-responsibilities/board/delegating-board-powers
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Step 3 Select the ‘Officers’ tab and then select the ‘Change Corporation Director, Contact 

Person or Secretary ’tile in the ‘Actions’ section.  

 
Note: You can only have one Change Director, Contact Officer & Secretary form open at a 

time. If you receive an error message stating that one is already in progress, you can find it 

at the bottom of the ‘Officers’ page under ‘List of Change of Officer Requests’. Once 

located, you can either update the open form with the changes you want to make, or 

remove it and start a new one.  
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Step 4 Read through the landing page and make sure the information in the applicant 

details section is accurate. 

 

Step 5 Record the changes to Directors and Secretaries/Contact Person table using the 

following instructions. Screenshots of the User Steps can be found below each table, 

labelled with the correlating step and instructions: 

• Add a new director or contact person/secretary – section 3 

• Updating officer details – section 4 

• Reappointing a Director – section 5 

• Ceasing a Director, removing a Contact Person and/or secretary – section 6.  
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3.  Add a new director or contact 
person/secretary  

 

Note: You need to have followed the steps in section 2 before starting this section. 

 
Step 1 Select the ‘+Add New Officer’ button in the ‘Add or Update Directors’ or the ‘Add or 

Update Secretaries / Contact Persons / Special Administrators’ table. 

 
Step 2 Set the ’Role’ field to ‘Director’, ‘Secretary’ or ‘Contact Person’.  

 
Note: A large corporation has a Secretary. A small or medium corporation has a Contact 

Person.  
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Step 3 Complete all mandatory fields, including address field. 
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Step 4 Save the record. 

 

 

Step 5 If no further changes are required, proceed to Section 7 ‘Finalising the form’ section of 

this guide. 
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4.  Updating officer details 
 

Note: You need to have followed the steps in section 2 before starting this section. 

 
Step 1 Find the relevant corporation person record that is to be edited by selecting ‘Edit’. 
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Step 2 Set the ‘Change action’ field to ‘Update’.

 

Step 3 Make the required changes. For example, change the telephone number or director ID 

information.  
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Step 4 Save the record. 

 

 

Step 5 If no further changes are required, proceed to section 7 ‘Finalising the form’ of this task 

card. 
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5.  Reappointing a director 
 

Note: You need to have followed the steps in section 2 before starting this section. 

 
Step 1 Select the relevant corporation person record that is to be edited by selecting ‘Edit’. 
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Step 2 Set the ‘Change action’ field to ’Reappoint’ 

 
 
Step 3 Complete the ‘Reappointment date’ and ‘How long will this Director hold office’ fields. 

Make any other updates as required e.g. update address 
 

 
 



 

17 
 

 

Step 4 Save the record. 

  

 

 

Step 5 If no further changes are required, proceed to section 7 ‘Finalising the form’ of this task 

card. 
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6. Ceasing a director, removing a contact 
person and/or secretary 
 

Note: You need to have followed the steps in section 2 before starting this section. 

 
Step 1 Select the relevant corporation person record that is to be edited by selecting ‘Edit’. 

 

Step 2– Set the ’Change action’ field to ‘Remove/Cease’ and enter a ‘Cease Date’. 

 
Step 3 Save the record. 
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Step 5 If no further changes are required, proceed to section 7 ‘Finalising the form’ of this task 

card. 
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7. Finalising the form 
Step 1 Once the changes to the corporation officers have been recorded select the ‘Next’ 

button to move to a page where you can upload any supporting documents e.g. consent 

documents for new secretary/contact person or relevant meeting minutes. 

 

 

Note: Under the CATSI Act, corporations are required to maintain relevant records. It is not 

mandatory to attach any documents to a Change Director, Contact Person & Secretary form. 

ORIC may request relevant documentation if required.    

Step 2 Select ‘Next’ again to move to the declaration page. You must tick all of the boxes 

before you are able to submit the form.  

Note: Once you have submitted the form, it will need to be processed by ORIC. Until it has 

been processed, you will not see the changes in your corporation people list, general report or 

the public Register of Aboriginal and Torres Strait Islander Corporations.  
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