
How to Submit,
Download & Access
Certified Copy of
Records

PASSWORD PROTECTED



01Login brsv2.ecitizen.go.ke 

Choose Companies Registry Services 



02Under services, select Certified Copy of Records 

Click apply to continue



03

Choose your search criteria. This may be the company name or registration number



04
Once you search, the company will appear, click selected
and choose the documents you require and provide a brief
narration on the comment box provided as shown below



Key in the applicant’s information and click preview to confirm
all the information is accurately captured. 
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You will receive SMS requesting you to login and pay the assessed requisite amount for the application to be processed. To locate
the application made, check under “Applications History” and click on “Pay” to make payment.

NB: In the event the requested for documents are not available, you will first receive a correction indicating so. If the same
application is resubmitted from corrections without amendments, the application will be rejected with “File cannot be found”
message. 

06
Click submit and wait for your application to be assessed.



Once the application is processed. 

1.Login brsv2.eCitizen.go.ke
2.Choose Companies Registry Services 
3.Select Application History 
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08

Check the reference number of your application and click view as shown below;



You will find your certified document and click the download button.
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Your receipt will also be here

NB: If you are submitting the Certified Copy to a Government institution or Financial
       Institution please ensure that you provide the password to access the document.



When you open the document, the forwarding letter as shown below
will pop-up and you will be required to scan the QR Code that is
password protected to access the certified document. 
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To get the password to access the document, please check the ID No on the receipt paid as shown below; 

11

Your password to
access the certified
document. Please

ensure that you key
in the password as it

appears here.


