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How to file a Notice of Change of 
Director in the BC Business Registry
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Go to BC Registries and Online Services https://www.bcregistry.gov.bc.ca/ 

Getting Started: Log into your BC Registry Account

(1) Click

“Log in to my BC Registry Account”.

(2) Under “Select login method” 
from the drop-down menu, choose your 
log in method.
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https://www.bcregistry.gov.bc.ca/


Navigate to My Business Registry and Manage Business

(1) Locate My Business Registry and click Open.
(2) On the My Business Registry dashboard, navigate to the business you want to update and select Manage Business.
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Notice of Change of Directors – 
Appointment
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Notice of Change of Directors – Appointment of Director

The Business Information 
screen is displayed. Select 
Change to update the 
directors.
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Notice of Change of Directors – Appointment of Director

(1) Enter the director change date 
(2) Select “Appoint New Director” to add a director

1

7CITIZEN GUIDE

Enter the new director’s information:
• Name
• Address

After entering the details, select “Done.”
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Notice of Change of Directors – Appointment of Director Review and Certify

Once the new director is added, the director’s name appears 
with a “NEW” label. 

(1) Next, select “Review and Confirm.”

1
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(2) Review the information. If it is correct, enter your legal 
name, check the certify box, and select “File and Pay.”

Note: When entering the legal name, use the name of the person 
completing the filing.



Notice of Change of Directors – Appointment of Director Outputs

Once the filing is complete, you are returned to your company dashboard. Under history, you can open and view your director change 
documents.
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Notice of Change of Directors – 
Ceasing
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Notice of Change of Directors – Ceasing a Director

11CITIZEN GUIDE

The Business Information 
screen is displayed. Select 
Change to update the 
directors.



Notice of Change of Directors – Ceasing a Director

12CITIZEN GUIDE

(1) Enter the director change date 
(2) Select “Cease” to remove the director

Once Cease is selected, the director’s details will be greyed out. 

(3) If everything is correct, click "Review and Confirm".
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Notice of Change of Directors – Ceasing a Director Review and Certify
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1

Review the information. 

(1) If it is correct, enter your legal name, check the 

certify box, and select “File and Pay.”

Note: When entering the legal name, use the name 

of the person completing the filing.



Notice of Change of Directors – Ceasing of Director Outputs
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Once the filing is complete, you are returned to your company dashboard. Under history, you can open and view your director change 
documents.



Legal Name Change
(No fee filing)
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Important: Use this filing only to update a director’s legal name after a name change (e.g., after marriage). 
Do not use this filing to add, remove, or correct a director.



Notice of Change of Directors – Legal Name Change
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The Business Information 
screen is displayed. Select 
Change to update the 
directors.

Important: Use this filing only to update a director’s legal name after a name change (e.g., after marriage). 
Do not use this filing to add, remove, or correct a director.



Notice of Change of Directors – Legal Name Change
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(2) Enter the director’s new legal name, confirm the 
change, and select “Done.”

(1) Navigate to the director you want to change, then select 
“Change legal name” from the drop-down menu.

1
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Notice of Change of Directors – Legal Name Change Review and Confirm
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Once the director’s legal name is updated, their name will appear 
with a “NAME CHANGED” label. 

(1) Next, select “Review and Confirm.”

(2) Review the information. If it is correct, enter your legal 
name, check the certify box, and select “File Now (no fee).”

Note: When entering the legal name, use the name of the person 
completing the filing.

1
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Notice of Change of Directors – Legal Name Change Outputs
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Once the filing is complete, you are returned to your company dashboard. Under history, you can open and view your director change 
documents.



Director Address Change
(No fee filing)
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Notice of Change of Directors – Director Address Change
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The Business Information 
screen is displayed. Select 
Change to update the 
directors.



Notice of Change of Directors – Director Address Change
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(1) Navigate to the director you want to change, then select 
“Change address” from the drop-down menu.

1

Enter the director’s new address, confirm the change, and 
select “Done.”



Notice of Change of Directors – Director Address Change Review and Certify
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Once the director’s address is updated, the address will 
appear with a “ADDRESS CHANGED” label. 

(1) Next, select “Review and Confirm.”

1

(2) Review the information. If it is correct, enter your 
legal name, check the certify box, and select “File Now 
(no fee).”

Note: When entering the legal name, use the name of 
the person completing the filing.
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Notice of Change of Directors – Director Address Change Outputs
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Once the filing is complete, you are returned to your company dashboard. Under history, you can open and view your director change 
documents.



Out of Order Director Change 
Appointment and Ceasing
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Notice of Change of Directors – What is an Out of Order Director Change? 
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Purpose:

• Used when a director appointment or cessation happened in the past but was not filed at that time

• Allows you retroactively appoint or cease a director, back to the incorporation date if needed

Key Points:

1. The change is filed using the date the director change happened, not the day you submit the filing.

2. The director change record will show which directors were in place on the selected date.

3. The Notice of Articles will show which directors are active as of the day the filing is completed.

4. Adding (appointment) or removing (ceasing) a director costs $21.50 per filing.



Notice of Change of Directors – Appointment of Director Out of Order
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Follow the steps starting on page 6 to file a Notice of 
Change of Directors, appointing an out of order director.

Example:
A company was incorporated on March 18, 2026.
• Mickey Mouse was meant to be appointed as a director on 

March 18, 2026, but the appointment was missed.
• On April 15, 2026, Fred Flintstone was appointed as a director.
• On April 29, 2026, you realize Mickey Mouse was never added.

To fix this, you file a Notice of Change of Directors to appoint Mickey 
Mouse with an effective date of March 18, 2026.

What the Record Will Show
The director change record will show:
• The date the filing was submitted
• The past appointment date (March 18, 2026)
• The directors who were in place on that date

Fred Flintstone will not appear on this director change record 
because they were not a director on March 18, 2026. However, Fred 
Flintstone will appear on the company’s Notice of Articles, which 
shows the directors who are active today.



Notice of Change of Directors – Ceasing a Director Out of Order
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Follow the steps starting on page 11 to file a Notice of 
Change of Directors, ceasing an out of order director.

Example: 
A company was incorporated on March 18, 2026.
• Fred Flintstone was not meant to be appointed as a director on 

April 28, 2026, as they never consented to act.
• On April 29, 2026, you appointed Minnie Mouse as a director.
• On April 29, 2026, you realize Fred Flintstone was never 

removed.

To fix this, you file a Notice of Change of Directors to cease Fred 
Flintstone with an effective date of April 28, 2026.

What the Record Will Show
The director change record will show:
• The date the filing was submitted
• The past cessation date (April 28, 2026)
• The directors who were in place on that date

Minnie Mouse will not appear on this director change record 
because they were not a director on April 28, 2026. However, 
Minnie Mouse will appear on the company’s Notice of Articles, 
which shows the directors who are active today.
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►Contact the BC Registries team for 
additional support with this process

Contact us

By Phone

1-800-663-6102

By Email

bcolhelp@gov.bc.ca

In Person at a

Service BC Location

mailto:bcolhelp@gov.bc.ca
https://www2.gov.bc.ca/gov/content/governments/organizational-structure/ministries-organizations/ministries/citizens-services/servicebc#locations
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