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legalisation@dirco.gov.za 


LEGALISATION SECTION:  

REQUEST FOR AN APPOINTMENT TO COLLECT
PLEASE E-MAIL YOUR REQUEST FOR AN APPOINTMENT TO

legalisation@dirco.gov.za
PLEASE NOTE THAT NOT COMPLYING WITH THE FOLLOWING INSTRUCTIONS WILL RESULT IN YOUR APPLICATON NOT BEING PROCESSED:
1. This form must be completed by typing in the information as requested. The information of the person that will physically be coming to the building to collect the documents must be indicated in the request form as the confirmation of the appointment must be shown when entering the building. Only the name indicated on the confirmation of appointment will be allowed to enter the building. It must be saved as a word document and sent in word format. Pdf, jpg or any other format will not be accepted and the request will not be processed.

2. When submitting a request for an appointment to collect there should be the following files attached in the e-mail:

a. The request for an appointment saved in word format.

b. The letter of authority (in the case of a courier collection).

c. A copy of the ID of the person that will physically come to the office to pick-up the documents.

3. Please do not submit duplicate requests or send follow-up reminders. It severely delays our processes and it causes a backlog. Just send one mail with all the documents to legalisation@dirco.gov.za. We will receive your request and we will attend to it as soon as we can. Duplicate or reminders e-mails will not be responded to and will be deleted.

4. The subject line in the e-mail must please read as follows:

For requesting an appointment to pick up documents that was submitted, the subject line of the e-mail must please read:  COLLECTION 
E-mails with these subject lines will be attended to first. Any other subject lines will be attended to after we have attended to the correct subject lines. By not following this instruction, the scheduling of an appointment will be delayed while we first deal with the requests that was submitted correctly.

5. Please do not alter this form in any way. Altering the form will result in your application not being processed.

6. Not following these guidelines will result in your request not being processed as it was not submitted correctly.
Please complete this section, by typing in the information of the person who will be physically coming to the building to pick up the documents (No pdf or any other document type will be considered, only word documents):
	Service required
	COLLECTION

	Surname
	

	Full Names
	

	ID number
	

	Tel number
	

	E-mail address
	


COLLECTION OF DOCUMENTATION SUBMITTED FOR LEGALISATION

	Reference number
	
	Notification
	E-mail

	Letter of Authority (in the case of collection by a courier service) must be attached
	


	COLLECTION TO BE DONE BY (PLEASE MARK WITH AN X)

	Private Individual
	
	Please include copy of an ID/Passport of the person who will be coming to the building (drivers licences are not accepted)

	Courier
	
	Please specify from which courier company
	

	Agency
	
	Please specify the agency name
	

	Company
	
	Please specify the company name
	


PLEASE NOTE THE FOLLOWING VERY IMPORTANT INFORMATION:

1. Appointments are made on a first come, first served basis based on the correctness of the application.  
2. Documents to be legalised are determined by the customer.  The legalisation staff are not able to advise customers as what documents they need to submit for i.e. foreign work/residence permits; application for foreign citizenship or registration of birth; or to obtain a foreign passport, etc. Customer are therefore advised to contact the foreign representative in South Africa directly to determine what documents they will need to submit and what their countries specific requirements are.

3. For any further information regarding our services, kindly please visit our website at:

www.dirco.gov.za.  Click on top tab:  Consular Information.  Click on the link on the left hand side:  Consular Notarial Services (Legalisation of Official (Public) documents).
4. Our public hours are strictly from 08:30 to 12:30 (weekdays, except for public holidays). Report to security (main entrance) at least half an hour before your appointment time if you are to reach the Legalisation reception area (based on the ground floor) on time for your appointment. There are formalities to comply with to gain entry and it is a distance from the main entrance to the Legalisation Section reception area.

5. Only one (1) person per appointment.  Other family members/friends/colleagues, etc., will not be permitted to accompany you to enter the building.
6. Unfortunately, due to COVID-19 and any sudden closure of the OR Tambo Building without prior notice, is a matter out of our control.  However, the Legalisation Section will be in contact with any customer with a confirmed appointment, as soon as possible, as to make the necessary arrangements to re-schedule accordingly.
7. Refer to the message from the Directorate:  Employee Health and Wellness: 
	1. All visitors coming to the OR Tambo Building are encouraged to download and complete the compulsory COVID-19 Symptom Questionnaire online, a tool used to reduce the potential risk of exposure in the building.

2. On the day of your appointment, you are requested to complete the form before entering the building.

3. Please find the link to access the e-form: COVID-19 SCREENING E-FORM.
4. You will be required to fill in your personal details and indicate if you display any COVID-19 related symptoms.

5. You will be asked to display the completed form to the security officials to allow you entry. (Take a screenshot to save the form.)

6. Please note: If you display two or more of the symptoms below you will be not be allowed to enter the building. Please consult your healthcare provider.

· shortness of breath 

· fever/high temperature (≥38°Celsius)

· cough

· sore throat

· general body pains/myalgia

· diarrhoea

· fatigue/weakness

· loss of smell and/or taste

· had close contact with someone who tested positive and were at high risk of being infected. 

7. The e-form opens up every evening at 20:00 to allow registration for the next day.  And it closes at 17:00 every day.

Directorate: Employee Health and Wellness
Department of International Relations and Cooperation


