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PROMOTION OF ACCESS TO INFORMATION ACT
SECTION 51 MANUAL FOR MCCARTHY LIMITED

INTRODUCTION

This Manual is published in terms of Section 51 of the Promotion of Access fo
Information Act, 2000 (Act No. 2 of 2000) (‘the Act’). The Act gives effect to the
provisions of Section 32 of the Conatitution which provides for the right of access to
information held by the State and to information held by another person that is required
- for the exercige and / or protection of any right.

MCCARTHY

McCarthy conducts business of a motor retaller and financial services. McCarthy
supports the constitutional right of access to information and we are committed to
provide you access to our racords in accordance with the provisions of the Act,

AVAILABILITY OF THIS MANUAL

A copy of this Manuel is available on our website (www.mecarthy.co za) or by sending
request for @ copy to the McCarthy Information Officer by email. The Manual may
also be obtained from our head office, the South African Human Rights Commission
(‘SAHRC") or from the Government Printers. This Manual will be updated from time fo

- time.

HOW TO REQUEST ACCESS TO RECORDS HELD BY MCCARTHY

Requests for access to records held by McCarthy must be made on the request forms
(on payment of the presoribed fees) that are availeble from the SAHRG website
(www.sahrc.org.za) or the Department of Justice and Constitutional Development

(www . doj.gov.za) (under “regulations”).

Requests for access to recards must be made to our Information Officer at the address,
fax number or electronic mail address provided for below.

The requester must provide sufficient detail on the request form to enable the
Information Officer to identify the record and the requester. The requester should also
indicate which form of access is required and indicate if he or she wishes to be
informed in any other manner and state the necessary particulars to be so informed.

The requester must identify the right that he or she is sesking to exercise or protect and
provide an explanation of why the requested record is requlred for the exercige or
protection of that right

If a request is made on behalf of a peraon, the requester must then submit proof of the
capacity in which the requester is making the request to the satisfaction of the head of
the private body.

CONTACT DETAILS

Name of Private Body McCarthy Limited ("Mécarthy")
Registration number; 1981/003245/08

Chief Exegcutive Officer 8.G. Pretorius
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Designated Information Officer A. Alison
Email address of Information Officer tonya@mccarthy.co.za
Postal address P.O.Box 794
Durban
4000
§th Floor
Street address . McCarthy Centre
203 North Ridge Road
Morningside
Durban
Phone number 031 - 268 9200
'Fax number 031-207 6294

6 HOW TO ACCESS THE GUIDE AS DESCRIBED IN SECTION 10 OF THE ACT
The Guide is available from the South African Human Rights Commission, Please

. direct any querles to:
The South African Human Rights Commission:
PAIA Unit
“The Research and Documentation Department
Postal address: Private Bag 2700
Houghton
2041
Telephone: +27 11 484-8300
Fax: +27 11 484-0582
Website: www.sahrc.org.za
E-mail: paia@sahre.org.za

7  RECORDS AVAILABLE IN TERMS OF ANY OTHER LEGISLATION
Information is available in terms of the following legislation: '
Income Tax Act &8 of 1862
Value Added Tax Act 89 of 1891
Labour Relations Act 66 of 1995
Basic Conditions of Employment Act 75 of 1997
Employment Equity Act 55 of 1998
Skills Development Levies Act @ of 1899
Unemployment Insurance Act 30 of 1866
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8.1

8.2

8.3

RECORDS HELD BY MCCARTY

We maintain records on the following categories and subject matters. However, please
note that recording a category or subject matter in this Manual does not imply that a
request for access to such records would be hanoured. All requests for access will be
evaluated on a case by case basis In accordance with the provisions of the Act.

Internal records

The following are records pertaining to McCarty's own affairs
*«  Memorandum and Articles of Assoclatlon

* Financial records

»  Operational records

* Intellectual property

» Marketing records;

*  Internal correspondence;

v Product records;

*  Statutory records;

= Internal policies and procedures;

s Records held by officials of the private body.
Personnel records

Personnel refers to any person who works for or provides services to or on behalf of
McCarty and receives or is entitied to receive any remuneration and any other
person who assist in carrying out or conducting the business of McCarthy. This
includes, without limitation, dirsctors, executives, non-executives, all permanent,
temporary and part-time steff as well as contract workers, Personnel records include
the following:

*  Any parsonal records provided to the private body by their personnel;

* Any records a third party has provided to the private body about any of their
personnel;

'  Conditions of employment and other personnel-related contractual and
quasi-legal records;

s Internal evaluation records; and

= Other intemal records and correspondence,
Customer-related records

Customer-related information includes the following:

= Any records a customer has provided to a third party acting for or on behalf of
the private bady;

= Any records a third party has provided to the private body; and

* Records generated by or within the prlvate body pertaining to the customer,
includlng transactional records.
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8.4

Other Parties '

Records are kept in respect of other parties, including without limitation contractors,
suppliers, subsidiary/holding/sister companies, joint venture companies, service
providers. Alternatively, such other parties may possess records which can be said
to belong fo the private body. The following recards fall under this category:

» Personnel, customer or private body records which are held by another party as
opposed to being held by the private body; and :

» Records held by the private body pertaining to other parties, including financial
records, correspondence, contrectusl records, records provided by the other
party, and records third parties have provided about the contractors/suppliers.
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TBEI SOUTH HUMAN RIGHTS COMMISSION
SECTION 14 MANUAL IN TERMS OF THE PROMOTION OF
ACCESS TO INFORMATION ACT 2 OF 2000

English version

Introduction

In terms of section 14(1) of the Promotion of Access to Information Act 2 of 2000 each
public body must compile a manual within six months after the commencement of the
section. This is however subject to any extensions granted by the Minister of Justice and
Constitutional Develo;:ment _

Section 14 came into operation on the 15 February 2002 through Regulation No. 187
from the Department of Justice and Constitutional Development. -

As prescribed by Regulation No. 187 such manuals must be printed in the Government
Gazerte in terms of Chapter 2 section 4(1)(b) of the Regulation No. 187.

The Manual for the South African Human Rights Commission, as a public body, is
hereby published in terms of the abovementioned sections and regulations.
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SECTION 14 MANUAL FOR THE SOUTH AFRICAN HUMAN
RIGHTS COMMISSION (SAHRC) |
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iii The structure of the SAHRC

The SAHRC consists of a national office that is situated in Gauteng and various
provincial offices that are situated in the Eastern Cape (Port Elizabeth), Free State
(Bloemfontein), Kwa Zulu Natal (Durban), Northem Province (Polokwane) and in the
Western Cape (Cape Towny).

The SAHRC is made up of 7 Commissioners (including the Chairperson and Deputy
Chairperson) and the Secretariat. The Full Time Commissioners are Ms Charlotte
McClain, Mr Jody Kollapen (Deputy Chairperson), Dr Leon Wessels, Ms Shirley
Mabusela (Chairperson), Mr Tom Manthata and Dr Zonke Majodina. Prof Karthy

Govender is a Part Time Commissioner.

The Secretariat performs its functions through the various departments and is headed
by the Chief Executive Officer, Ms Lindiwe Mokate, who is assisted by the Deputy
CEO Mr Bongani Khumalo.

B. Contact details [Section 14(1)(b)]

Information officer:

Ms Lindiwe Mokate - CEQ ATA 3

Deputy information officer:

Adv Tseliso Thipanyane - HOD Research
and Documentation Department

General information:

Address: Boundary Road
Isle of Houghton- Wilds View
Entrance 1
Houghton
Jobannesburg
2198 '

Postal address: Private Bag 2700
Houghton
2041

Telephone: +27 11-484-8300

Fax: +27 11 484-1360

Website: WWW., rg.za

General enquiries;  PAIA@sahrc.org.za
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C. The section 10 Guide on liow to use the Act [Section 14(1)(c)]

The guide will be available from the South African Human Rights Ccrmmzs&on by not
later than August 2003.

D. Access to the records held bv the SABRC [Section 14(1)(d)]

i Automatic disclosures [Section 14(1)(e))

A notice in terms of section 15(2) describes the categories of records of the bodies
that are available without a person having to request access in terms of the Aet.
Information for the SAHRC notice in terms of section 15(2) was not available at the
time of publication of this manual.

Voluntary disclosures;
SAHRC publications

1. Reports

2. Booklets

3. Pamphlets
4, Posters

5. Newsletters

- A comprehensive list is available on the SAHRC website: www.sahre.org.za

fi. Records that may be requeste‘c_l [Sections 14(1)(d)]

Description of the subjects and categories of records held by the SAHRC:
SE AND DOC [ATION DEPARTMENT (Subject)

1. MONITORING OF SOCIO- ECONOMIC RIGHTS (Category) -
» Protocols (Sub-category)

Annual Economic and Social Rights Reports

Workshops and seminars

Papers

Conference reports

2. LIBRARY SERVICES (Category)
» Books (Example of a record)
e QOther human rights documents
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4 MONITORING OF THE IMPLEMENTATION OF THE EQUALITY
LEGISLATION
* Research reports
« Conference reports
s Socio- economic workshops
e Records of meetings of the Equality Unit

4, MONITORING OF THE IMPLEMENTATION OF THE PROMOTION OF
ACCESS TO INFORMATION ACT
» Manuals of private and public bodies
Section 32 Reports
Annual Reports to the National Asscmbly
Records of Briefing of Training Sessions
Research reports

> OTHER RESEARCH PROGRAMMES
s Farming Communities Research Programme
- Farming Communities Background Research Report
e SAHRC Evaluation Process
- Terms of reference
- Funding proposals
- Evaluation report

LE RVICES DE MEN

1.  COMPLAINTS (Category)
o Records of complaints received on various human rights violations.

2.  SUBPOENA HEARINGS
» Socio- economie rights
o Racism in the media
o Complaints handling in respect of subpoe;na hearings

3. INQUIRIES

Prisons

Prisoners on death row

Various inquiries in respect of complaints handling

Human Rights Violations in Farming Communities
- Submissions

4, LITIGATION
e Court cases

5. MEDIATION AND CONCILIATION
e Records of various mediation and conciliation matters
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6. RECORDS OF MEETINGS
* Complaints Cormittee meetings

VOCACY TMENT

1. COMMUNICATIONS
s Kaponong Newsletter
s Amnual Report of the SAHRC

» Press releases
- ROLL BACK XENOPHOBIA
3. CAMPAIGNS UNIT
4.  OTHER CAMPAIGNS.

TRAINING AND EDUCATION DEPARTMENT

L NACHRET

Conferences

Workshops and seminars

Training

Funding proposals

Any other traming and advocacy activities

1.  HUMAN RESOURCES
* Policies on staff recruitment and other staff related policies
» Employment records and other related policies

2. PROCUREMENT
e Asset register
» Procurement policies

3 FINANCIAL MANAGEMENT
e Budgets
» Strategic plans
e MTEF submissions



14 No. 23787

GOVERNMENT GAZETTE, 30 AUGUST 2002

COMMISSIONERS

1. Minutes of meetings of Commissioners and senior management
2. Plenary Reports

3.  Records of workshops and conferences attended

4, Papers presented

i, The request procedures

A requester must be given access to a record of a public body if the requester
complies with the following:

The requester complies with all the procedural requirements in the Act relating
to the request for access to that record; and _
Access to that record is not refuised on any ground of refusal mentioned in the

Act.

Nature of the request:

A requester must use the form that has been printed in the Goverrment
Gazette [Govt. Notice R187- 15 February 2002 Form Al

The requester must also indicate if the requester is for a copy of the record or
if the requester wants to come in and look at the record at the offices of the
public body. Altemnatively if the record is not & document it can then be
viewed in the requested form, where possible [s 29(2)]. :

. If a person asks for access in a particular form then the requester should get

access in the manner that has been asked for. This is unless doing so would
interfere unreasonably with the running of the public body concerned, or
damage the record, or infringe a copyright not owned by the state. If for
practical reasons access cammot be given in the required form but in an
altemate manner; then the fee must be calculated according to the way that the
requester first asked for it [s 29(3) and (4)]. '

If, in addition to a written reply to their request for the record, the requester
wants to be told about the decision in any other way, e.g. telephone, this must
be indicated [s 18(2)(e)].

If a requester is asking for the information on behalf of somebody else, the
capacity in which the request is being made should be indicated [s 18(2)(D].

If a requester is unable to read or write, or has a disability, then they can make
the request for the record orally. The information officer must then fill in the

~ formon behalf of such a requester and give them a copy [s 18(3)].
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156

There are two types of fees required to be paid in terms of the Act, being the
request fee and the access fee 522:

A requester who seeks access to a record containing personal information about that
requester is not required to pay the request fee. Every other requester, who is not a
personal requester, must pay the required request fee:

e The information officer must notify the requester (other than a personal
 requester) by notice, requiring the requester to pay the prescribed fee (if any)
before further processing the request.

* The request fee payable to public bodies is R35. The requester may lodge an
intemal appeal, where appropriate, or an application to thc court agamst the
tender or payment of the request fee.

o After the information officer has made a decision on the request the requester
must be notified of such a decision in the way in which the requcstcr wanted
to be notified in. _

o If the request is granted then a further access fee must be paid for the search,

preparation, reproduction and for any time that has exceeded the prescribed
hours to search and prepare the record for disclosure.

E. Services available [Section 14(1)(f)]
i Nature of services.

In ‘the SAHRC these will include services such as: chal Services, Research and
Documentation, NACHRET and Advocacy

See the diagram below.
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il w to gain access to these services

To gain access to the services at SAHRC, requests must be made to the CEO of the
SAHRC.

The Chief Execative Officer of the South African Human nghts Commissmn'
Ms L Mokate

Address: Boundary Road
' Isle of Houghton ~ Wilds View
Entrance 1
Houghton
Johannesburg
Postal address: Private Bag 2700
Houghton . ’
2041 - _
T.elephbne: +27 11 484-8300
Fax: +27 11 484-1360
Website: www.sahre.org.za
E-mail: Imokate(@sahrc.org.za
F. angement alio ublic involvement i rmulatio lic

and the exercise of power [Section 14(1)(g)]

At the SAHRC, such arrangements for public involvement would include:

Section 5 Committees - i terms of the Human Rights Commission Act according to
which persons to serve on such committees are appointed.

Hearings and workshops - the public may attend and make representations at these
hearings and workshops.

- Submissions and Reports - the: Annual Report on Economic and Social R1ghts is
open to the public for commentary before it's official submission.

Volunteers and Internship programmes - there is a recruitment policy in place for
the recruitment of the public for such posts.

- Consultants and contract researchers - Consultants’ policy (if any) pertaining to
recruitment.
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[Section 14(1 )(h)]

The South African Human Rights Commission and other Chapter Nine Institutions (in
terms of the Constitution of South Africa, Act 108 1996) does not have an internal
appeal procedure like most other public bodies, the courts will have to be approached
in such an instance. This would apply to any situation in which the requester wishes to
appeal a decision made by the information officer. Although mention is made of
internal appeal procedures, this is subject to such a mechanism actually being in place
within a public body to facilitate such an internal appeal.

H. Other information as prescribed in terms of the Act [Section 14(1)(1)]

There is currently no information available from the Minister in terms of section 92 to
be placed hexe.

I Updating of the manual [Section 14(2)]

A public body must, if necessary, update and publish its manual referred to in
subsection (1) of section 14, at intervals of not more than a year.

J.  Availability of the manual [Section 14(3)]

* Regulation 187 of 15 February 2002 prescribes in section 4(1) that the manual of a
public body must be made available in the following manner:

A copy in each of the three official languages must be made available to every place
of legal deposit as defined in section 6 of the Legal Deposits Act 1997; the South
African Human Rights Commission; and every office of that public body.

The mannal is to be published in three of the official languages in the Gazeite.

The manual is to be made available on the website, if any, of the public body.

K Request to the minister for the compilation of one manual {Secﬁon
14(4)(a) and Section 14(4)(b)]

If the functions of two or more public bodies are closely conmected, the Minister may
on request or of his or her own accord determine that the two or more bodies compile
one manual only.

The public bodies in question must share the cost of the compilation and making
~ available of such manual as the Minister determines.
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L. Exemption by the Mini from any provision is_section for a
determined period [Section 14(5)]

For security, administrative or financial reasons, the Minister may, on request or of
his or her own accord by notice in the Gazette, exempt any public body or category of
public bodies from any provision of this section for such period as the Minister thinks
fit.
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THE SOUTH HUMAN RIGHTS COMMISSION
SECTION 14 MANUAL IN TERMS OF THE PROMOTION OF
ACCESS TO INFORMATION ACT 2 OF 2000

Sepedi version
Introduction

In terms of section 14(1) of the Promotion of Access to Information Act 2 of 2000 each
public body must compile a manual within six months after the commencement of the
section. This is however subject to any extensions granted by the Minister of Justice and
Constitutional Development.

Section 14 came into operation on the 15 February 2002 through Regulation No. 187
from the Department of Justice and Constitutional Development.

As prescribed by Regulation No. 187 such manuals must be printed in the Government
Gazette in terms of Chapter 2 section 4(1)(b) of the Regulation No. 187.

The Manual for the South African Human Rights Commission, as a public body, is
hereby published in terms of the abovementioned sections and regulations.
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Molao [Karolo 14(1)()] «vveunersrnrciumemmmimerrnrvronssncernnecnaneens 31
I Go feto¥wa ga moSupatsela [Karolo 14(2)] ...vvvnrereecnrenenns e 31
J. Go hwetSagala ga moSupatsela [Karolo 14(3)] .. TR |
K. Kgopelo go Letono la Kgoro ya Toka le 'I'lhabollo ya

Molaotheo gore moSupatsela o rulaganywe

[Karolo 14(4)(2) le Xarolo 14(4)@)].................'...........m.. 31
L.  Tumelelo go twa go Letono la Kgoro ya Tokale

Tlhabollo ya Molaotheo gore dikagare t3a Karolo ye

di se amege mo nakong ye ¢ beilwego

5 or e O T —————— -32
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v

2, ITLHALOSISO G KAROQLO

A.  Mefomo le sebopego sa KomiSene ya Afrike-Borwa va Difokelo t8a Botho
(SAHRC) [Karole 14(1)(a)]

i MeSomo ya SAHRC

Meomo ya SAHRC bjalo ka ge e hlaloSit$we ke karolo 84(1) ya Molaotheo (Molao) 108
wa 1996) ke:

184. (1) KomiSene ya Afrika-Borwa ya Ditokelo t8a Botho e swanetSe go -
(a) tswetda pele tthompho ya ditokelo tSa botho le setfo sa ditokelo t5a
- botho; _
(b) tSwetsa pele t¥hireletso, tiwetSopele le go phethagatiwa ga ditokelo
© t8a botho; gape e : :
(c) hlokomela le go tsinkela ka fao ditokelo t$a botho di obamelwago

mo Repabliking.

id A Seswanttho sa sebopego sa Komifene ya Afrika-Borwa ya Ditokelo tia
Botho

| Modulasetula |

Wotlal%amodulasetulo ]

I

f 9 Dikemiginare J
— Amakamid

* esigaba 5i
1 UMsizi Mongwaledi
ophethe

| CEO |
[ ———{ Abahlaziyiziwe di
Iphini lesiphathimandia baphakathi
esilwalayo

| l | | _
Ubumell | izimali nokulawula r EznrmhelhoJ r:.nmgr l Em

| l l | |

Isifundazwe intshonalanga
SaseNyakatho Kapa

Impumalanga :
MK,W ® IFuleyisitata lkwazulu Natal
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ii Sebopego sa SAHRC

SAHRC e bopilwe ke ofisi ya boset$haba ye e lego Gauteng gammogo le diofisi t¥e di l
fapanego tSe di lego Kapa-Bohlabela (Port Elizabeth), Freistata (Bloemfontein), Kwa
Zulu Natal (Durban), Limpopo (Polokwane) le Kapa-Bosobela (Cape Town). .

SAHRC e na le DikomiSenare tS¢ 7 (go akaretSwa Modulasetulo le
MotlatSamodulasetulo) le Bomangwaledi. DikomiSenare tie di ¥omago Nakong ye e
Tletfego 'Fulltime' ke Mdi Charlotte Mc Clain, Mna Jody Kollapen
(Motlatsamodulasetulo), Ngaka Leon Wessels, Mdi Shirley Mabusela (Modulasetulo),
Mna Tom Manthata le Ngaka Zonke Majodina. Prof Karthy Govender ke Mokomitenare

yo a Somanago Nakongpataganywa Part-time', :

Bomangwaledi bo phetha meSomo ya bjona go tiwa dikgorwaneng t¥e di fapanego
gomme bo eteletSwe pele ke Mohlankegimogolophethisi (CEQ), ¢ lego Mdi Lindiwe
Mokate, yo a thu¥wago ke Motlatlamohlankegimogolophethi§i, ¢ lego Mna Bongani
Khumalo. .

A

B.  Goikopanya le rena [Karolo 14(1)(b)]
Mohlankegi wa TshedimoSo:

Mdi Lindiwe Mokate- CEQ
Batlat¥i ba Mohlankedi wa Tshedimofo:

Adv Tseliso Thipanyane- HOD Nyakiti¥o

Le Kgo ! ya Documemﬁm A d T A 2 LH A o= 1 \
Tshedimo$o ka kakaretSo:
Afrese: Boundary Road
Isle of Houghton- Wilds View
Entrance 1
Houghton
: Johannesburg
2198
Atrese ya Poso: Private Bag 2700
- Houghton
_ 2041 :
Mogala: +27 11 484-8300
Fekse: +27 11 484-1360

Websaete:

DipotSiso ka kakaretéo: PAIA@sahrc.org.za
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arold 10 mabap le ka fao go sv

C. emofo ya k: anetSego
[Karolo 14(1)(c)] |
Temoso ye ¢ tlo hwetSagala dioﬁsing t¥a Komi¥ene ya Afrika-Borwa ya Ditokelo tSa
Botho pele ga Agostose 2003.
D.  Go fillelela direkhoto tie di swerwego ke SAHRC [Karolo 14(1)(d)]

i AGo fanﬁ ka tshedimo¥o ntle le go dikadika [Karoio 14(1)(e)]

Tsebiso go ya ka karolo 15(2) e hlatholla dikgorwana t3a direkoto mafapheng a a lego
gona ntle le go gapeletSa motho gore a dire kgopelo ya go fihlelela rekoto yeo go ya ka
Molao. TshedimoZo ya tsebiSo ya SAHRC, go ya ka karolo 15(2), e be e se gona nakong
ya ge go gatiwa moSupatsela wo. : -

Ditsebagatio tia boithaopo'

DikgatiSo t§a SAHRC
1. Dipego
* 2. Dupukwana
* 3, Dipamfolete
" 4, Dipostara
5. Mangwalophatlalatsaditaba

Lenaneo ka botlalo le hwetsagala websaeteng ya SAHRC: www.sahre.org.2a

i.  Direkoto ¥ di ka kgopelwago [Karolo 14(1)(d)]

Tihathollo ya dithuto le dikgorwana t3a direkoto tie di swerwego ke SAHRC:

LENANEO LA DIREKOTO LE MERERO YA TSHEDIMQSO (Dithuto)

1. GO HLOKOMELA DITOKELO TSA LEAGO LE EKONOMI (Kgorwana)
: @ Diprothokholo (Seka-kgorwana)
. Dipego tia Ngwaga-ka-ngwaga t8a Ekonomi le Ditokelo t5a
merero ya Leago '
. Diweksopo (bofomelo) le diseminare
Dipampiri
© Dipego tSa dikhonferense

2. DITIRELO TSA BOKGOBAPUKU (Kgorwana)
. Dipuku (Mohlala wa rekoto)
. Mangwaloa mangwe a malebana le ditokelo ta botho
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3. GOHLOKOMELA GO PHETHAGATSWA GA MOLAO WA TEKATEKANO
. Dipego tia nyakisiso

- Dipego t¥a dikhonferense

* ' DiwekSopo tia merero ya Leago le Ekonomi

e Dipego tSa dikopanoe tsa Yuniti ya Tekatekano

4, GO HLOKOMELA GO PHETHAGATSWA GA MOLAO WA GO
* TSWETSAPELE PHIHLELELO YA TSHEDIMOSO
o MesSupatsela ya mafapha a praefete le 2 mmuo
Dipego t$a Xarolo 32
Dipego t5a ngwaga-ka-ngwaga tsa Lekgotlatheramelao
Dipego t5a Ditshebogo tia Tlhahlo
Dipego t%a dinyakiiso

5. MANANEO A MANGWE A NYAKRISISO
. Mananeo a Balemi a Nyakisi%o
- Dipego t3a Balemi t5a Nyakigisi
. Tsela ya SAHRC ya Tekolo
- . Ditaelo
- Ditshiginyo t8a matlotlo
- Pego ya tekolo

LENANEO LA DITIRELOQ TSA MOLAQ ,

1. DIPELAELO (Kgorwana) )
. Direkoto t¥a dipelaelo t¥e di hweditSwego tSa malebana le go
gatakwa ga ditokelo t3e di fapanego t¥a botho

2. DIPILETSOTSHEKONG
e Ditokelo t5a Leago le Ekonomi
o Kgethollo dikuranteng, diradiong, ﬁheleblsaneng, bj.bj.

3.  DIPOTSISO
' ° legoiegong
. Dikuranteng, diradiong, thelebifeneng, bj bj
] Kgatako ya Ditokelo t¥a Batho mpolasmg
]

Dipego

4. KAMANOLE MOLAO |
. Melato ya Kgoro ya tsheko

5. BONAMODI LE POELANYO
. Direkoto tSa ditaba tSe di fapanego t§a bonamodi le poelanyo
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6. DIREKOTO T5A DIKOPANO
. Dikopano t8a Komiti ya Dipelaelo

JEN L OLELEDI

% DIKGOKAGANO _
® Kuranta ya Kaponong
. Dipego t¥a ngwaga-ka-ngwaga t5a SAHRC
] Dipego t§a dikgatio

2. LAHLANG "XENOPHOBIA'
3. YUNITI YA BOIPELAETSO

4. MASOLO'AMANGWE

LENANEO O LE TLHAHLO

1. NACHRET

Dikhonferense

Diweksopo le diserinate

Tilhahle

Ditshisinyo tSa matlotlo

Tlhahlo ye nngwe le mediro ya boboleledi

® 4 & & ©

1.  BASOMI
- . Dipholisi t¥a go goket¥a basomi le dipholisi tS¢ dingwe gape t8a
- go sepelelana le baSomi
. Direkoto t%a mo¥omo le dipholisi tSe dingwe tSa go nyalelanale
tSona. ' -

2. -BOKGOKAGANYI
= - Rejistaraya Matlotlo
. Dipholisi t8a kgokagano

3. TAQLO YA MATLOTLO
' . Ditekanyetso
e  Mananeo a taclo le tshepediSo
s Dipego tsa MTEF
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DIKOMISENARE

1. Metsotso ya dikopano t8a DikomiSenare le balaodi ba maemo a godimo
2. Dipegokakaretso

<A Direkoto t5a diwekSopo le dikhonferense tie di tsenet¥wego

4, Dipampiri tSa nyakisiSo t¥e di badilwego '

. i Ditsela t3a dikgopelo

Mokgopedi a ka fiwa rekoto ya lefapha la mmu3o ge e le gore:

Mokgopedi o nyalelana le dinyakwa ka moka t§a Molao
mabapi le go fihlelela rekoto yeo; gape -

Go fihlelela rekoto yeo ga go thibelwe ke lebaka lefe goba lefe
le le ka bago le hlalositswe mo Molaong.

Mohuta wa kgopelo:

Mokgopedi o swanetSe go Somia foromo ye e gaﬁﬁitﬁwego ka
Kuranteng ya MmuSo [Govt. Notice R187- 15 February 2002
Form Al.

Mokgopedi o swanetde go hlalofa gore o nyaka kopi va rekoto
goba o nyaka go tlo iponela rekoto yeo ka boyena lefapheng la
mmuso. Ka go le lengwe, ge ¢ le gore rekoto yeo ga se ya
gatidwa, e ka bonwa ka foromong ya dikgopelo, ge go kgonega
{s 29(2)].

Ge e le gore mokgopedi o kgopela go bona foromo ye ¢ itSego,
gona o swanet§e go e fiwa go ya le ka mokgwa woo a e
nyakago ka gona. Se se ke dirwa ge ¢ le gore go dira bjalo ga
go tlo thulana le ka fao lefapha leo le sepetiwago ka gona goba
ge ¢ le gore go dira bjalo ga go tlo senya rekoto yeo goba gwa
tshelwa molao wa tokelo ya ngwalollo. Ge mabaka a moSomo a
pallifa gore mokgopedi a fiwe tshedimo$o ka sebopego sc 2 e
kgopetSego ka sona, fela go kgonega gore e fiwe ka sebopego
se sengwe, gona tefo € swanetSe go balwa go ya le ka tsela ye
mokgopedi a kgopetSego rekoto ka gona peleng [s 29(3) le (4)).

Mokgopedi o swanet¥e go bontsha ge e le gore o nyaka gore go
diriSwe mokgwa wo mongwe gape wa kgokagano, go
akaretSwa le go ngwala lengwalo, mohl. mogala, ge a tsebifwa
ka sephetho [5 18(2)(e)).

Ge mokgopedi a nyakela motho yo mongwe tshedimogo, o
swanetSe go hlaloda gore o mo nyakela ka mabaka afe (s
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18(2)(D)-

. Ge mokgopedi a sa kgone go bala goba go ngwala, goba a na le
bogole bjo bo itsego, gona a ka dira kgopelo ya molomeo gore a
hwetSe rekoto yeo. Mohlankedi wa tshedimofo o swanet$e go
flatsa foromo yeo legatong la mokgopedi yoo gomme 2 mo fe
kopi ya yona [s 18(3)]. :

Go na le mehuta ye mebedi ya ditefelo tée di swanet3ego go lefelwa go ya ka Molao, e
lego ditefelo tSa kgopelo le tSa phihlelelo s22: ,

Mokgopedi yo a nyakago go bona rekoto ye & swerego tshedimoS$o ka ga boyena ga 2
swanela go fana ka tefelo ya kgopelo. Mokgopedi ge & nyaka go bona rekoto ye €
swerego tshedimogo ka ga motho yo mongwe gona a ka fana ka tefelo ya kgopelo:

. Mohlankedi wa tshedimogo o swanetSe go tsebisa mokgopedi
(erpa ¢ seng yo a kgopelago tsedimo¥o ka ga boyena) ka lengwalo
gore a lefele tihelete ye e nyakegago (ge g0 nyakega tShelete) pele
kgopelo ¢ ka lekolwa.

- Thelete ya kgopelo ye e lefelwago ke mafapha 2 mmuso ke R35.
Mokgopedi a ka dira boipelaetio, moo go nyakegago, gomme a romela
dipelaclo t¥a gagwe kgorong ya tsheko kgahlanong le tentere goba
tefelo ya tefelo ya kgopelo.

- Ka morago ga ge mohlankedi wa tshedimoSq a t¥ere sephetho
mabapi le kgopelo, mokgopedi o swanete go tsebiswa ka sephetho
seo ka go ¥omisa mokgwa wa tsebifo wo ¢ kgethilwego ke mokgopedi
ka boyena. '

# Ge e le gore kgopelo & a dumelelwa gona tihelete ye nngwe gape
ya phihlelelo e swanetSe go lefelwa gore go nyakwe, go beakanywe,
go be go gatiwe tshedimoso ye ¢ nyakegago. Go tlo ba le tefelo ye
nngwe gape ge ¢ le gore nako ye go kwanwego ka yona e ka feta go se
gwa ba gwa hwetwa tshedimoSo ye e nyakegago.

E. Ditirelo tfe di hwetiwago [Karolo 14(1)D]
L Mohuta wa ditirelo
Mo SAHRC go tlo akaretiwa mananeo le/goba ditirelo t3a go swana le: Ditirelo tSa

 Molao, Nyaki§iso le Go ngwala mangwalo, NACHRET gammogo le Dithudo tia
Boboleledi.



Bokgobapuku le

go beakanya

1 mangwalo

« Gosepedif le go

kgatha tema
diseminareng,
dikhonferenseng
& diweksopong

» Mediro ya go

nyakisi§o

DinyakisiSo

Go tSca tsela ya
semolac

Go namola le Go

boelanya

Go sepetia le go
kgatha tema
diwekSopong le
diseminareng
Go hiama
dipukwana {5a
tihahlo -
Tlhahlo

L]

Go gatiSa dipego
dipuku le
diphamfoiete

Go lemofa ka
diprojeke tSe di
lebanego le
ditokelo t§a botho
Go sepedifsa
dikhonferense,
diwekSopo,
dithectso le
diseminare

« Go bala dipampiri

t8a nyakisifo

Go sepedisa
dikhonferense le
diwekSopo

Go namola le Go
boelanya

€002 SNLSNODNV 02 ‘LNVHIOMNSLIVYIS

62 /8/£2 ON
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i, Okafib itirelo tSe
Go fihlelela ditirelo t§e mo SAHRC, kgopelo e swanetfe go lebi¥wa go CEO wa
SAHRC.
Mohlankedimogolophetisi wa KowmiSene ya Afrika-Borwa ya Ditokelo tia Botho:
Mdi L. Mokate
Atrese: - Boundary Road
Isle of Houghton- Wilds View
Entrance 1
Houghton
Johannesburg
2198
Atrese ya Poso: Privaie Bag 2700
- Houghton
2041
Mogala: +27 11 484-8300
Fekse: +27 11 484-1360
Websaete: WWW.Salre.org.z

.sahre. a
~ Dipotsio ka kakaretso: Imokate@sabre.org.za

F.  Dipeakanyeto t8a go dumelela setshaba go kgatha tema morerong wa 2o

hlama molao le ShomiSong ya maatla a taolo [Karolo 14(1)(g)]
Mo SAHRC, dipeakanyetdo t$a go ama set¥haba di akaretia:

Dikomiti ta Karolo 5 - go ya Ka Molao wa Ditokelo tSa Botho wo o laolago go
kgethwa ga batho ba go Somela dikomiti tSeo.

DitheetSo le diwekSopo - set$haba se ka tsenela le go kgatha tema mo dithectiong le
diwekSopong. :

Dipego - Pego ya Ngwaga-ka-ngwaga ya Ditokelo tSa Ekonomi le Leago e
dumeletéwe go ka lekolwa ke setShaba pele ¢ ka fetifetSwa semmuso.

Mananeo a boithaopo le a Tlhahlo - go na le molao wo o laolago ka fab batho ba
swanetSego go thwalwa ka gona..

BareriSani 'consultants' le banyakiSi¥ ba go Soma ka kontraka - Molao wa
bareriSani (ge o le gona) mabapi le go thwala bafomi.
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G.  Ditharollo nakong ge molao wo o sa latelwe lego gona [Karolo 14(1)(h)]

Komi3ene ya Aftika-Borwa ya Ditokelo tia Botho le Makala a mangwe a a welago
Kgaolong ya Senyane (go ya ka Molaotheo wa Afrika-Borwa, Molao 108 wa 1996)
ga e na le tsela ya go dira boipelaet¥o bja ka gare go swana e mafapha a mangwe a
‘mant3i a mmuso. Ka go realo, komi¥ene e tlo swanelwa ke go ya dikgorong ta tsheko
go dira bjalo. Se se tlo phethagatiwa mo Iebakeng lefe goba lefe moo mokgopedi a
ratago go ipelaetSa kgahlanong le sephetho se se tierwego ke mohlankedi wa
tshedimoSo. Le ge ¢ le gore go bolet$we ka ditsela t3a go dira boipelaetSo bja ka gare,
s¢ se tlo laolwa ke mokgwa wo o Set¥ego o le gona ka gare ga lefapha la mmuSo gore
o tle o diri§we go sepedi¥a morero wa boipelactdo bja ka gare,

H.  TshedimoSo ve nngwe bjalo ka ge ¢ hlaloSitwe ke Molao [Karolo 14(1)(i)]

Gabjale ga go na rshedimoéo yeeka bcwago' fa go t8wa go Tona malebana le karolo
92. _ .

L Go fetoSa moSupatSela [Karolo 14(2)]

Lefapha la mmuSo le swanetSe gore ge go nyakega le fetodefetoele be le gatife, mo
sckgaleng sa go se fete ngwaga, mosupatsela wa lona wo £o boletSwego ka wona mo
£o karolwana (1) ya karolo 14.

J. Go hwetSagala ga mofupatsela [Karolo 14(3)]

R Molawana 187 wa 15 Feberware 2002 o hlalo¥a mo go karolo 4(1) gore
mosupatsela wa lefapha la semmuSo o swanete go hwetsagala ka mokgwa wo:

Kgatiso ye e fetoletiwego malemeng a mararo e swanetSe 20 hwetSagala lefelong lefe
le lefe la semolao go-ya ka fao go hlaloitiwego ka gare ga karolo 6 ya Molao wa
‘Legal Deposits' wa 1997; Komidene ya Afrika-Borwa ya Ditokelo tSa Botho; le
kautoro ye nugwe le ye ungwe ya lefapha leo la mmuso.

Mo3upatsela o tlo gati¥wa ka kuranteng ya mmuSo ka maleme a mararo a semmuso.

Ge go na le mo¥upatsela wo o rilego, o tlo gatiswa mo go website ya lefapha la
mmuso.

K. Kggn‘ elo g0 va go tona mabapi le thulaganyo va pego e tee [Karolo

14(4)(a) le Karolo 14(4)(b)] |

Ge ¢ le gore mefomo ya mafapha a mmu$o a mabedi goba go feta e a nyalelana, tona
ya kgoro e ka kgopelwa goba ka boyona ya lacla gore mafapha a0 a rulaganye pego e
fee.



32 - No. 23787 " GOVERNMENT GAZETTE, 30 AUGUST 2002

Mafapha a0 a mmuso a swanese go hlakanela ditshenyegelo tSa go rulaganya le go
phatlalatia pego yeo go ya ka fao tona ¢ ka laclago ka gona,

okollo ka Tona gore d t$a molao

] arolyana tSe_dingwe
mafapaha a a itSego mo nakongyee ka kgethwage [Karolo 14(5)]

Ka mabaka a tShireletSo, a taclo goba a dithelete, Tona ¢ ka kgopelwa goba ya e ka
boyona ya dira tsebifo ka kuranteng ya mmuSo gore lefapha le le itSego la mmuso ga le
tlo angwa ke karolwana ye e itSego ya molao wo mo lebakeng le le ka kgethwago ke tona

ka boye.

L.

- 23787—1
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T Fidelity Services Group —
" | S . Fidelity Services Group
—_ 0 :
sl ¥ saHrcsectionst |[FID ELITY
Date: 14-08-2002 : MANUAL CORPORATE SERVICES
Fage: 10112

SECTION 51 MANUAL FOR FIDELITY SERVICES GROUP LTD

(Acknowledgement to SAHRC for the use of its blueprint on how to prepare the manual)

A. CONTENTS

1. INTRODUCTION TO FIDELITY SERVICES GROUP LTD
2. CONTACT DETAILS [SECTION 51 (1) (A)]
3. THE SECTION 10 GUIDE ON HOW TO USE THE ACT

[SECTION 51 (1) (B) |

33

34
35
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4. ACCESS TO RECORDS HELD BY FIDELITY SERVICES GROUP LTD [SECTIONS 51
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36-38

L THE LATEST NOTICE REGARDING THE CATEGORIES OF RECORDS OF

THE BODY, WHICH ARE AVAILABLE WITHIN A PERSON HAVING TO

REQUEST ACCESS IN TERMS OF THIS ACT IN TERMS OF SECTION 52 (2)

[SECTION 51 (1) (C)]
I.  RECORDS THAT MAY BE REQUESTED
REFERENCE TO LEGISLATION
'RECORD RETENTION PERIODS
FIDELITY CORPORATE SERVICES
FIDELITY SPRINGBOK SECURITY SERVICES
FIDELITY CASH MANAGEMENT SERVICES
FIDELITY SUPERCARE CLEANING SERVICES
Il  THE REQUEST PROCEDURE
5. OTHER INFORMATION AS MAY BE DESCRIBED
[SECTION 51 (1) (F)]
6. AVAILABILITY OF THE MANUAL [(SECTION 51 (3)] 7
7. PRESCRIBED FEES FOR PRIVATE BODIES

8. PRESCRIBED FORMS

00265529—2

. ANNEXURE: A
ANNEXURE: B
ANNEXU'R_E: C
ANNEXURE: D
ANNEXURE: E

ANNEXURE: F

38
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39-40
41-43
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N Fidelity Servi G -
RS Socton 51 Ml Fidelity Services Group
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Revision: savrcsectionss ([ FIDELITY
Date: 14-08-2002 MANUAL CORPORATE SERVICES
Page: " 20f12
1. Introduction to Fidelity Services Group Ltd

Fidelity Services Group is a leading, privately owned and independent provider of

cash management, security and cleaning services to all sectors of the South African

economy.

The Group: -

Comprise an investment ﬁoldhlg company and several trading subsidiaries. It
ranks in the top ten largest trading enﬁﬁés in the industries in which it competes in
the Southern Hemisphere. It is structured into the three principal services named
above, as well as several secondary pillars of activity;

Has a broad range of services, which provide clients with a one-stop shop for
outsourcing their non-core activities. Its decentralised management structures

engender entrepreneurship within the established support structures of the Group;

Have traditional operaﬁonal' procedures that are constantly challenged by new -

technology, by new opportunities, Iand by new, energetié employees. It embraces
the challenges of change and it has become an'industfy- leader in pioneering new
operational methodologies; |

Represented in Southern Africa by an entrenched brand name, which depicts

precisely the meaning of the word, Fidelity.
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Reference: Fidelity Services Group —

R M. Fidelity Services Group % -
o 0 | /
Raee | saHRcsecTonsts FID ELITY
-Date: ) 14-08-200_2 ) E MANUAL CORPORATE SERVICES
i 3of12

2. Contact Details

Physical address Group Head Office:

Fidelity Office Park

170 Grosvenor Road

Bryanston, 2021.

Postal Address Group Head Office:

Private Bag x 54

Bryanston, 2021

Telephone number: (011) 709 8000

3. The section 10 Guide on how to use the Act
The Guide will be a available from the South African Human Rights Commission by

not later than August 2003: Please direct any queries to:

To South African Human Rights Commission:

PAIJA Unit

The Research and Documentation Department

Postal address: Private Bag 2700
Houghton
2041

Telephone:  +27 11 484-8300

Fax: +27 11 484-0582
B Website: ~ www.sahrcorgza

E-mail: PAIA@sahre.co.za



36 No. 23787 - GOVERNMENT GAZETTE, 30 AUG UST 2002

. Fidelity Services Group —
e Socton{ Manul Fidelity Services Group | |
. 0
Reylors saHrcsectionst |[FIDELITY
Date: . 14-08-2002 MANUAL CORPORATE SERVICES
Page: 4 of 12

4. Access to the records of Fidelity Services Group Ltd

L Records which are automatically available
Until further refinement of records available will no records of Fidelity Services

Group be automatically available and therefore will all records be treated as having

restricted access.

/A Records that may be requested :

All the records of Fidelity Services Group will be treated as having restricted access.

In other words the Information Officer will only release records after careful

consideration of applications, which complies with the procedural requirements as per

the Act. |

The following\lists represent the relevant legislation for which records have to be .

retained, the retention periods as well as subjects of records retained by Fidelity

Services Group Ltd and are based on records mentioned in our Quality Manugls as per

ISO 9001 and our various Policies and Procedure Manuals.

These Record lists will be updated by the Record Managers with the co-operation of
the various branches, on an ongoing basis (as per Section 51(2) of the Act) and

forwarded to the Human Rights Commission as requested. A

Hl. The request procedures

A. Form of request

e The requester must use the prescribed form to make the request for access to a
record. This must be made out to the head of the private body. This request must
be made to the address, fax number or electronic mail address of the body

concerned (s 53(1)).
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* The requester must provide sufficient detail in the request form to enable the head

of the private body to identify the record and the requester. The requester should

also indicate which form of access is required. The requester should also indicate

if any other manner is to be used to inform the requester and state the necessary

particulars to be so informed (s 53(2)(a) and (b) and (©).

e The requester must identify the right that is sought to be exercised or to be

protected and provide an explanation of why the requested record is required for

the exercise or protection of that right (s 53(2)(d)).

o [f arequestis made on behalf of another person, the requester must theh submit

proof of the capacity in which the requester is making the request to the

satisfaction of the head of the private body )s 53 (2)()).

B. Form of request

A requester who seeks access to a record containing personal information about that

requester is not required to pay the request fee. Every other requester, who is not a

personal requester, must pay the required request fees:

e The head of the private body must notify the. reqﬁester (other than a

personal requester) by hoﬁce, requiring the requester to pay the prescribed

fee (if any) before further processing the request (s 22(1)).

e The fee that the requester must pay to a private body is R50. The requester

may lodge an internal appeal or an application to the court against the

tender or payment of the request fee (s 22(3)(b)).

* After the head of the private body has made a decision on the request, the

requester must be notified in the required form [ s 22
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e If the request is granted then a further access fee must be paid for the
search, reproduction, preparation and for any time that has exceeded the —

rescrSbed h64rs t6 search and —re-are the record for d5sc36s4re [s 22(6)].

5. Other information as may be described (Section~51 (1) (0)

None

6. Availability of the manual (Section 51 (3))
This manual will be available at The Group Head office of Fidelity Services Group

Ltd &t the physical address as indicated under Contact details above as well as on its

T
——

—

website at www.Fidelity.co.za ™

e

The manual will also be available at SAHRC at the address mentioned under point 3

~ above as well as the Government Gazette.
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7. Fees in respect of private bodies | |
1. The fee for a copy of the manual as contemplated in regulation 9(2)(c) is R1, 10 for every

phdocopy' of an Ad-size page or part thereof.

2. The fees for reproduction referred to in regulation 11(1) are as follows:
(a) For every photocopy of an A4-size page or part thereof ' 1,10
(b) For every printed copy of an A4-size page or part
thereof held on a computer or in electronic or machine-
readable form o 0,75
© For a copy in a computer-readable form on -
@ stiffy disc 1750
(i)  compactdisc ' (X
@ @ For a transcription of visual images, -
for an Ad-size page or part thereof | 40,00
(i)  Foracopy of visual images 60,00
(e) ) Fora Wpﬁm of an audio record,
| for an Ad-size page or part thereof 20,00
@)  Foracopy of an audio record ' 30,00
3. The request fee payable by a requester, other than a personal requester, referred to in
regulation 11(2) is R50,00. .
4, The access fees payable by a requester referred to in regulation 11(3) are as follows: )
R
I(l)(a) For every photocopy of an Ad-size page or
part thereof | o 1,10
® For every printed copy of an A4-size page or part |
thereof held on a computer or in electronic or machine-
readable form ' ; 0,75

(c) For a copy in a computer-readable form on -
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@) stiffy disc 7,50
@)  compactdisc 70,00
(@) @ For a transcription of visual images,
for an A4-size page or part thereof 40,00
(ii) For a copy of visual images 60,00
G) 6] For a transcription of an audio record, .
fmmA#sizemgemparlmcwof ©.20,00
(i1) For a copy of an audio record 30,00 .
®  To search for and prepare the record for disclosure, R30,00 for each hour or part of
an hour reasonably required for such search and preparation. '
2) For purposes of section 54(2) of the Act, the following applies:

@

(a)
®)

Six hours as the hours to be exceeded before a deposit is payable; and

one third of the access fee is payable as a deposit by the requester.

The actual postage is payable when a copy of a record must be posted to a requester.
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8. Prescribed forms

REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY
(Se_ction 53(1) of the Promotion of Access to Information Act, 2000
(Act No. 2 of 2000))
[Regulation 10]
A. Particulars of private body
ThE HEAA ... ...t e e e e e s e

B. Particulars of person requesting access to the record

(a) The particulars of the person who requests access fo the record must be given below.
(b) The address and/or fax number in the Republic to which the information is to be sent must -

be given.

()] Proof of the capacity in which the request is made, if applicable, must be attached.

Pl mAeEant BUETATHE .o s B R

POSEAl @AAIESS.... ... vive ettt e e e e e e
Bk AUMber .o Tolephone MUMBer uumnssimsnismmnaiies
E-mail BOPEES: .o iovvevvin v miiovsssaie s e o

Capacity in which request is made, when made on behalf of another person

C. Particulars of person on whose behalf request is made

-----------------------------------------------------------------------------------------------------------------

This section must be completed ONLY if a request for information is made on behalf of another

person.

FUll NamES @8N SUMBIMIE: . ... iee it e e v e e e e e e er e e re e
ddentity nUmMber. ... ..o

D. Particulars of record
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a) Provide full particulars of the record to which access is requested, including the reference

number if that is known to you, to enable the record to be located.

(b) If the provided space is inadequate, please continue on a separate folio and attach it fo

this form. The requester must sign all the additional folios.

1.  Description of record or relevant part of the record:
2, Reference number, if available ................. SRR S e
3. _ Any further particulars of record..........ccccceimimisinnnsnm, AR
E. Fees

(a) A request for access to a record, other than a record oohtaining personal information about
yourself. will be processed only after a request fee has been paid.

(b)  You will be notified of the amount required to be paid as the request fee.

(c) The fee payable for access to a record depends on the form in which access is required
and the reasonable time required to search for and prepare a record.

(d)  If you qualify for exemption of the payment of any fee, please state the reason for

exemption.
Reason for exemption from payment - of fees:
F. Form of access to record

If you are prevented by a dfsabﬂ:‘ty fo read, view or listen to the record in the form of access

provided for in 1 to 4 hereunder, state your disability and indicate in which form the record is

required.

DiISaDINtY:......oveeereeeiiin e Form in which record is required: ...................
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Mark the appropriate box with an X.

NOTES: B

(a) Compliance with your request in the specified form may dspend on the fonn in which tﬁe
record is available. ' ' .

(b) Access in the form requested may be refused in bertain circumstances. In such a case
you will be informed if access will be granted in another form.

() The fee payable for access fo the record, if any, will be determfnéd partly by the form fn-

which access is requested.

1. If the record is in written or printed form:

inspection of record

Z If record consists of vlsu;

ages

(this includes photographs, sfides, video recordings, computer-generated images, sketches, etc.):

transcription of the

{ view the images copy of the images*

images*
3. W ianond Gonaiste of racosed words or Information”whlch can be reproduced in
sound: | |
listen to the soundtrack transcription of sodndtrack*
(audio cassette) il (written or printed document)
4. If record is held on coﬁaputer or iﬁ an electronic or machine-readable form:

| printed copy of- record" printed copy of information | copy in computer

derived from the record* 1 readable form*

| (stiffy or compact

disc)

*If you requested a copy or transcription of a record (above), do you Msh the |YES |NO
copy or transcription to be posted to you?

Postage Is payable.
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G. Particulars of right to be exercised or protected

if the provided space is inadequate, please continue on a separate folio and attach it to this form.

The requester must sign all the addmonaf folios.

1. Indicate which right is to be exercised or protected:...............ccccooiiiiiiiin

2. Explain why the record requested is required for the exercise or protection of the

aforementioned Mght:...........eeeee i

H. Notice of decision regarding request for access

enable compliance with your request.

You will be notified in wﬁ‘ting whether your request has been approved/denied. If you wish to be

informed fn another manner, please specify the manner and provide the necessary particulars to

How would you prefer to be informed of the decision regarding your request for access to the

record?.....

Slgned at oo

e L R LR AR AL

v thiis DAY OF s 200

SIGNATURE OF REQUESTER / PERSON
ON WHOSE BEHALF REQUEST IS MADE
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Legislation List Fidelity Services Group Ltd

Fidasty | -Reference to applicable LITY
i Legislation FIDE

10f1 CORPORATE SERVICES

Reference to Acts

1 Standard practice

2 Companies Act No B1 of 1973 — Regulations for the Retention and presetvation of Records.

3 Stamp Duties No 77 of 1968, Sections 23 (6) _

4 Income Tax Act No. 58 of 1962, Sections 75(1) and (2)

5 Customs and Excise Act No 91 of 1864, Section 101 and Regulation 1.04 — Government Gazette No
4040 R17770 dated 5 October 1973. _ : _

"6 Basic Conditions of Employment Act No. 75 of the 1897, Section 29 (4), 31(2). Manpower Training

Act No. 56 of 1981, Section 44 (3). Unemployment Insurance Act No. 30 of 1966, Section 32(1),
Wages Act No. 5 of 1_957. Section 29 (3). '

7 Compensation for Occupational Injuries and Diseases Act, No. 130 of 1803 Section 81(2),
(Departmental practice recommends a limit of seven years'on the requirement to preserve records). ;

8 Occupational Health and Safety Act No. 85 of 1993 Section 8 (1)

) Co-operative Act No. 91 of 1681 Section 237 '

10 Prescription Act No. 68 of 1969, Section 11 ¢,

The effect of prescription is, that the rights resulting from a contract are no longer enforceable by
direct legal action. But the rights themselves are not destroyed, because the corresponding obligation
or debt remains as a natural obligation. Therefore for safety reasons, documents should be kept
longer than the periods laid down in the Prescription Act; Moreover, these periods can be extended
because of interruption or suspension of the prescription.

11 Close Corporation Act no.69 of 1984, Regulations

12 ‘Insolvency Act No. 24 of 1936, Section 155 and Section 55 (1)

13 Value Added Tax Act No. 89 of 1991, Section 55 (1)

14 Guidance and Placement Act 62 of 1881, Section 15 (5)

15 Labour Relations Act No. 66 of 1695, Section 53 (4), 54 (1), 98 (4). 99:205{5}(::)

16 Transfer Duty Act No. 124 of 1993, Section 42

17 Mutua_[_ Banks Act No. 124 of 1993, Section 42

18 Stock Exchange Control Act No. 1 of 1985, Section 43
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ACCOUNTING RECORDS

Ancillary Books of Account 15 Years Blue Book 12&4
Annual Financial Statements - Including Annual 15 Years Blue Book 2&4
Accounts, Director's Report & Auditors Report

Books of Account recording information required by the | 15 Years Blue Book : 28&4
Act (Companies Act 61 of 1973)

Cash Books 15 Years Blue Book 284
Consolidation Schedules 15 Years Blue Book 284
Creditors Ledgers 15 Years Blue Book 2&4
Debtors Ledgers 15 Years Blue Book 284
Fized Asset Registers 15 Years Blue Book 2&4
General Ledgers 15 Years Blue Book 284
Joumals I 15 Years Blue Book 28&4
Petty Cash Books : 15 Years Blue Book 284
Purchase Journals (with supporting documentation) 15 Years Blue Book 28&4
Sales Journals 15 Years - Blue Book 284
Stock Records (Supporting tecords) 15 Years Blue Book 2&4
Subsidiary Journals and Ledgers 15 Years Blue Book 284
Supporting Schedules to Books of Account and ancillary | 15 Years Blue Book 284
books of account

Cheques and Cheque Books 5 Years Blue Book 4&13
Bills of Exchange 6 Years Deloitte & Touche | 10
Bank Instructions 4 Years Deloitte & Touche | 4

Bark Statements and Vouchers 5 Years Blue Book 4 813
Costing Records 5 Years Deloitte & Touche | 2
Creditors Invoices and Statements 5 Years Blue Book 24 813
Credit Notes _ 5 Years Blue Book 4 & 13
Debit Notes 5 Years Blue Book 4 & 13
Debtors Statements 5 Years Blue Bock 4
Deposit Slips ; 5 Years Blue Book 4 & 13
Goods Received Notes 5 Years Blue Book - 4
Joutnal Vouchers 5 Years Blue Book 2&4
Other vouchers 5 Years Blue Book 284
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Pucchase Invoices (with supporting documents) 5 Years Blue Book 4

| Purchase Orders - C |svesa - Blue Book e
Railage and Shipping Documents 5 Years Blue Book 4
Receipts .+ : 5 Years Blue Book |4
Sales Invoices . 5Yeas | Blue Book 4 &13
Stock Sheets (unlisted companies) 5 Years Blue Book 4 &13
Taxation Returns and Assessments ] 15 Years | Deloitte & Touche |4
Waybills : 5 Years Blue Book 4
Annual Financial Statements working papers 4 Years Deloitte & Touche |4
Second hand goods - Details of acquisition and disposals | 3 Yeacs Deloitte & Touche |2
Shipping Documents - inwasd and outwasd - (oficc | 2 Years Deloitte & Touche | 5
completion of shipment date) - K .- ’
Year- end company working papers for 5 Years Deloitte & Touche | 4
STATUTORY AND SHARE REGISTRATION ' o
RECORDS o
Annual returns and supporting documents - Share | 15 Years | Blue Book 2
registration records
Certificate of change of name ' Indefinite Blue Book 2
Certificate of incorporation Indefinite Blue Book 2
Certificate to commence business Indefinite Blue Book 2
Founding statement and amendments Indéfinite Blue Book 2&11
Letters of indemnity Indefinite Blue Book 2
Memorandum and Aticles of Association Indefinite Blue Book 2
Minute books Indcfinite Blue Book 2&11
Minutes of meetings - Board ' B Indefinite Blue Book 2
Minutes of meetings - Committee Indefinite Blue Book 2
Minutes of meetings ~ General - : Indefinite - Blue Book 2
Notification of change of address 1 Year Deloitte & Touche |1 .
cM25 - Indefinite Blue Book 2
CM26 . Indefinite Blue Book 2
Resolutions passed at general/ class meetings Indefinite Blue Book 2
Branch registers : 15 Years Blue Book 2
Directors attendance registers : 15 Years Blue Book 2
Index of members : 15 Years Blue Book 2
Registers of allotments - aﬂaer aperson ceasedtobea | 15 Years Blue Book 2
member
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Registers of debenture holders, mortgages and fized 15 Years Blue Book
assets
Registers of directors and certain officers 15 Years Blue Book 2
Register of ditectors' interests in contracts, shares and [ 15 Years Deloitte & Touche |2
debentures '
Registers of members 15 Years Blue Book 2
Registers of pledges and bonds 15 Years Deloitte & Touche |2
Register of directors' shareholdings 15 Years Deloitte & Touche | 2
Share transferred forms (cancelled) 12 Years Deloitte & Touche | 2
Proxy forms “ 3 Years Blue Bock 2
Proxy forms Court convened meetings 3 Years Blue Book 2
Scrip 3 Years Deloitte & Touche |2
Certificates and warrants (cancelled) 3 Years Deloitte & Touche | 2
The microfilm image of any original document Indefinite Blue Book 2
reproduced directly by the camera — the ‘camera master’
EMPLOYEE RECORDS
Factory register Indefinite Deloitte & Touche |8
Personnel records of organisation's executives (for Indefinite Deloitte & Touche |6
historical purposes)
Expense accounts 5 Years Blue Book 4
Payrolls 5 Years Blue Bock 4,6 &7
Tax returns - employees 5 Years Biue Book 4
Salary revision schedules 7 Years Deloitte & Touche | 6& 7
Salary and wages registers 7 Years Deloitte & Touche | 487
Accident books and records T Years Deloitte & Touche | 6&7
Application for jobs — unsuccessful 1 Years Deloitte & Touche | 1
Apprentice records of remuneration 3 Years Deloitte & Touche |6
Arbitration award records 3 Years Deloitte & Touche | 15
Collective agreement records 3 Years Deloitte & Touche | 15
Determination records made in respect of Wage Act 3 Years Deloitte & Touche | 6 & 15
Dispute tecords prescribed details of any steike, lockout, | 3 Years Deloitte & Touche | 15
ptotest action involving employees
Industrial training records 3 Years Deloitte & Touche | 6
Pessonnel records 4 Years After Blue Book 6
Termination
Staff records (after date employment ceases) 4 Years After Blue Book 687
Termination
Time and piecework records 4 Years After Blue Book 6&7
Termination
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for not less than 3 years

Deloitte & Touche | 6°
terminate
Wage and salary records (including overtime details) 3 Years After Blue Book 4,6 &7
Termination s
Workmen's compensation Document 3 Years Deloitte & Touche |7
AGREEMENTS AND CONTRACTS '
Agreements of historical significance Indefinite Deloitte & Touche |1
Debts - depending on type of debt involved (refer to 6/15/30 Years | Deloitie & Touche | 4810
Prescription Act) - _
All other agreements and contracts 5Years Fidelity Secvices 1
Group
Indemnities and guarantees (after date of expiry) 5 Years Deloitte & Touche |1
Licensing agreements 5 Years Deloitte & Touche |1
Rental & hire purchase agreements, suspensive sale 5 Years Fidelity Services 1
agreements (after expiry date Group
ACCOUNTANTS WORKING PAPERS
Financial statements 15 Years Blue Book 2
Current working paper files | 5 Years Fidelity Services 2
A Group
Control or systems information 5 Years Fidelity Services 2
' Group
Permanent information (from date it is no longer 5 Years Fidelity Services 2
applicable) Group
Specialist services 5 Years Fidelity Services 1
Group
Special projects 5 Years Fidelity Services 1
Group
CUSTOMS & EXCISE ACT
Documentation for export incentive scheme claim 5 Years Fidelity Services 5
Group
COMPENSATION FOR OCCUPATIONAL
INJURIES AND DISEASES
Records of wages paid, time worked and payment for | 4 Years Blue Book 7
piece work and overtime and of any particulars
prescribed for at least 4 years after date of last entry in
those records
INSOLVENCY ACT
The insolvent record of his transactions should be kept | 3 Years Blue Book 12

= A
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Insolvent estates (books and documents in possession of | 6 mnths after Blue Biook 12
trustee) master
condirmation of ]
final account
N/a
OCCUPATIONAL HEALTH AND SAFETY ACT
The following records must be kept in terms of OHSA
Act
A copy of the Act ( If there ace more than 19 Indefinite Blue Book 8
employees) :
An incident register - 5 Years Fidelity Services 8
' Group
Certificate of compliance 5 Years Fidelity Services 8
Group
First Aid certificate (valid for 3 years) 5 Years Fidelity Services 8
Group
VALUE ADDED TAX ACT
Books of account recording the supply of goods to or by | 5 Years Blue Book 13
the vendor
Information in book form - 5 years from last entry 5 Years Fidelity Services 13
Group
Computerised records must be kept in prntout form, | 5 Years Fidelity Services 13
not just on disk or tape Group
General - 3 Years Deloitte & Touche |1
Accounting related 5 Years Deloitte & Touche | 1
Agreements (after termination) 5 Years Deloitte & Touche |1
| INSURANCE RECORDS
Claim reports and accident reports (after date of 3 Years Deloitte & Touche | 1,2 & 4
settlement)
Policies {after date of lapse) 5 Years Deloitte & Touche | 1,2 & 4
INVESTMENT RECORDS
Certificates and other documents of title Indefinite or Deloitte & Touche | N/a
unit sold
Schedules and documents (after date investment sold) | 15 years Deloitte & Touche |2&4
Share investment certificates Indefinite or Deloitte & Touche | N/a
_ unit sold
T'ransfer of marketable securities 5 Years Deloitte & Touche | 28&4




STAATSKOERANT, 30 AUGUSTUS 2002

No. 23787 51

ANNEXURE: B
REFER RETENTION FIDELITY
ENCGE: PERIODS FSG
EweEy E SERVIGES GROUP | _ ..o
ON 2002-08-14 RETENTION R e T
NO: 6 OF 6
BT PERIODS
PAGE:
PATENTS
Patent agreement with staff Duration of Deloitte & Touche |1
patent or secvice
of employee
Report and opinion on patents and teademarks (aftec 5 Years Deloitte & Touche | 1
date of expiry) :
PENSION RECORDS
Actuarial valuation reports 10 Years Deloitte & Touche | 1
Contribution records 5 Years Deloitte & Touche |4
Fund's annusl accounts Indefinite Deloitte & Touche |2 & 4
Group health, life and personal accident policies (after | 5 Years Deloitte & Touche | 1
date of final cessation of any benefit payable under the
policy)
Individual life policies under "TOP HAT" schemes 5 Years Deloitte & Touche |1
(after date of final cessation of benefit)
Investment records - 15 Years Deloitte & Touche | 2
Minutes of meetings of members and trustees Indefinite Blue Book 1,2 & 4
Pension fund account records 15 Years Blue Bock 2
Pension fund rules Indefinite Deloitte & Touche |2 &4
PROPERTY RECORDS
Agreements with architects and builders (after date of | 5 Years Deloitte & Touche | 1
completion) i
Deeds of sale Indefinite or Deloitte & Touche |12 & 4
until unit
disposed
Leases (after date of expiry of lease and all queries have | 5 Years Blue Book 284
been setded)
Sectional title records Indefinite Deloitte & Touche | 1,2 & 4
Transfer duty records Indefinite or Deloitte & Touche | 1,2 & 4
untl unit
disposed
SHARE REGISTRATION RECORDS '
Acceptance forms 12 years Deloitte & Touche |1
Accounting records of stock of brokers and carrder 6 Years Deloitte & Touche |18
against shares
Allotment letters 5 Years Deloitte & Touche |1
Allotment sheets and retuen of allotment 15 Years Deloitte & Touche |2
Annual return and supporting documents 15 Years Blue Book 2
Application forms 12 Years Deloitte & Touche |1
Cancelled share or debenture certificates and balance 3 Years Deloitte & Touche |1
receipts (many large transfer offices keep for one year
only)
Cancelled share transfer forms 12 Years Deloitte & Touche |1&3




52 No. 23787 GOVERNMENT GAZETTE, 30 AUGUST 2002

ANNEXURE: B

Other

REFER RETENTION FIDELITY
ENCE: PERIODS FSG SERVICES GROUP
s il FIDELITY
ON 2002-08-14 RETENTION o el
‘NO: 7 OF 8 co (o] E SERVICES
Bk e PERIODS
PAGE:
Change of address - notification 1 Year Deloitte & Touche |1
Dividends and interest- Mandates 3 Years Deloitte & Touche | 1
Dividends and interest- Paid wazrants 12 Years Deloitte & Touche |1
Dividends and interest- Payment lists 15 Years Deloitte & Touche |1
Dividends and interest- Unclaimed Indefinite or Deloitte & Touche |1
until unit
disposed
Letters of indemnity for lost share certificates Indefinite Deloitte & Touche | 1
Power of attorney, stop notices and similae coust orders | 15 Years Deloitte & Touche | 1
(from date petson ceased to be a member
Redemption/conversion discharge forms of endorsed | 12 Years Deloitte & Touche |1
certificates
SYSTEMS DOCUMENTATION
Chart and codes of accounts 5 Years Deloitte & Touche | 13
Accounting system instruction manuals 5 Years Deloitte & Touche | 13
Systems and programme documentation 5 Years Deloitte & Touche 13
5 Years Deloitte & Touche 13
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SECURITY SERVICES

LIST OF RECORDS

AND CATEGORY OF
RECORDS

MARKETING, SALES & PUBLIC .
RELATIONS
Restricted | Price List N/A Reference Wosking
Document Document
Restricted | Lead/Client information sheet 1 Year FSSSPROLA FSSSPRO1A
Restricted | Weekly sales ceport 1Yesr FSSSPRO1B FSSSPRO1B
Restricted | Statistics report 1 Year FSSSPROIC FSSSPROIC
Restricted | Short term prospect tepost 1 Yeur FSSSPROID FSSSPROLD
Restricted | PR call sheet 1Year FSSSPROLE FSSSPROE
Restricted | Monthly sales report 1 Year FSSSPROTF FSSSPROYF
Restricted | Monthly sales commission claim 1 Yeas FSSSPROIG FSSSPROIG
Restricted | Analysis of PR Call Sheet 1 Year FSSSPROIH FSSSPROTH
Restricted | Sales targets 1Year FSSSPROL Working
Document
Restricted | Lead book 1 Year FSSSPROL Working
Document
Restricted | Diary 1 Year FSSSPROL Working
Document
SERVICE DESIGN, QUOTATIONS AND
AGREEMENTS
Restricted | Sales Quotation File N/A Referenee Wotking
Document Docoment
Restricted | Survey Reference Check List N/A Reference FSSSPRO2.1
Document
FSSSPRO2.1
Client File 3 Yeass after
term of
contract
Restricted | Security survey 3 Yemf after | FSSSPROZA FSSSPROZA
term o
contract
Restricted | Client contract file 3 Years after | FSSSPRO2 Working
term of Document
Agreement contct
Sundry Orders
Ad-hoc Agreements
Tender Documents
Restricted | Debit order instruction 3 Yearsafter | FINPO4CO2 D3
term of Group Finance
contract Policies and
Procedures
Restricted | Service application form 3 Yeursafter | As per Group
term of Finanicial Policies
contract and Procedures
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INDUSTRIAL RELATTONS
Dlsciplmary Records 4 Years _:ﬂier As per Group
Relations
Palicies and
Procedures
Resteicted | Written Watning 4 Years after | Do LR1
termination
Restricted | Notice to attend 2 disciplinary hearing 4 Years after | Do 1R2
termination
Restricted | Appeal against discipline or dismissal 4 Years after | Do LR3
_ ppeal against discipli smi 2l e
Restricted | Notice to attend an al heari 4 Years after | Do LR4
: appe =AE termination
Restricted | Chaitperson’s checklist to be followed at the 4 Years after | Do IRS
disciplinary hearing termination
Restricted | Chaitperson’s checklist to be followed at the appeal | 4 Yeams after | Do LR6
hem:ing . termination
Restricted | Notice of dismissal 4 Years after | Do LR7
termination
Restricted | Confirmation of dismissal 4 Years after | Do LR8
; termination
Restricted | Notice of suspension 4 Yeas after | Do LR9
P
Restricted | Record of disciplinary heating 4 Years after | Do LR10
termination
Restricted | Conciliation record 4 Years after | Do LR11
termination
Restricted | Grievance ' 4 Years after | Do LR20
termination
Restricted | Notice to attend a Grievance Hearing 4 Years after | Do LR21
termination
Restricted | Resolution of Grievance 4 Yeass after | Do - | LR22
termination
Resteicted | Appeal against a Grievance decision 4 Yemsafter | Do LR23
ppeal agains o feath
Restricted | Decision of a Grievance review 4 Years after | Do LR24
termination
HUMAN RESOURCES
Letters or employment & applicable 4 Years after | As per Group
employment, personnel changes & termination | terination ;:i:‘“ sael
forms
Restricted | Application f loyment 4 Years after | Do Per/2
estric pplic or employme Saisy
Restricted | Letters of appeintment/contracts 4 Years after | Do Section B Topic
termination 30 Appendix A-
) . G,H,TandL
Restricted | Restraint of trade agreement 4 Years after | Do Section B Topic
: termination | 30 Appendix Z
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Restricted | Induction check list 4 Years after | Do’ Seetion B Topic
termination 40 Appendix A
Restricted | Relocation Policy and acknowledgement of debt | 4 Years after | Do Scetion B Topic
termination 60 Appendix A
Restricted | Letter to the Receiver of Revenue | 4 Years after | Do Section B Topic
termination 60 Appendix Bl
Restricted | Memo to transfecred employee ' 4 Years after | Do Section B Topic
termination G0 Appendix B2
Restricted | Deferred compensation plan service agreement 4 Years after | Do Section C Topic
P termination 6} Appendix A
Restricted | Application for assisted Body . 4 Years after | Do Section D Topic
termination 80 Appendix Al
Restricted | Application and authority for payment of study 4 Years after | Do Section D Topic
grant P termination B0 Appendix A2
Restricted | Study assistance. Acknowledgement of debt 4 Years after | Do Section D Topic
termination 80 Appendix B
Restricted | Annual leave application 4 Years after | Do Section E Topic
termination 10 Appendix A
* Per/17
Restricted | Maternity leave policy. Acknowledgement of Debt | 4 Yeass after | Do Section E Topic .
termination 70 Appendix A
Restricted | Notice of termination of employment 4 Years after | Do Section F Topic
termination 10 Appendxc A
Restricted | Exit Intecview 4 Years after | Do Section F Topic
termination 10 Appendix B
Per/14
Restricted | Company Propesty Check List 4 Years after | Do Section F Topic
termination 10 Appendix C
Per/16
Restricted | Certificate of Secvice. 4 Years after | Do Section F Topic
tenmination 10 Appendix D
Restricted | On Site Training Request Form 2 Years As per Training
College Policies
and Procedures
Restricted | Traint ort 1 Year As per Training
ag Rep College Policies
and Procedures
Restricted | Course Nomination Form 5 Years As per Training
College Policies
and Procedures
Restricted | Course Reports/certificates Duation of | As ¢ : Training
Employment | College Policies
and Procedures
Restricted | Training Attendance Register 3 Years As per Training Books and registers
College Policies
and Procedures
Restricted | Manpower request form 4 Years after | FSSSPROZA FSSSPRO3A
termination
' Restricted Application forms 4 Yearsafter | FSSSPRO3 Per/2
termination
Restricted | Reference check 4 Years after | FSSSPROAC FSSSPRO3C
termination
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Restricted | Company/Branch Induction form FSSSPROD
SITE INSTRUCTIONS
Client File .3 Years after
term of
contmct
Restricted | Covering Letter for Site Instructions 3 Yﬂ; after ‘| FSSSPRO43 FSSSPRO4.3
7 H term
' contmet
Restricted | Site instructions on site/client file 3 Ym‘:; after | FSSSPRO42 FSSSPRO42
term
contract
Restricted | Client operational file 3 Years after | FSSSPRO4 Wosking
term of Document
contmet
PREPARATION AND DELIVERY OF
SERVICE
Restricted | Contract/Sundry Order S Years after | Reference M1/2
Term of Document
Contract
Restricted - | Check list for starting a new secvice 3 yearaftec | FSSSPROSA ESSSPROSA
term of service
Restricted | Manpower request 1 Year FSSSPRO3A FSSSPRO3A
Restricted | Occurrence book (sample) 1 Year FSSSPROSB FSSSPROSB
Restricted | Site instructions 1 Year FSSSPRO42 FSSSPRO42
Restricted | Client operational file 1 Year FSSSPROS - Working
. Document
Restricted | Posting sheets 3 Yeass FSSSPROS
Restricted | Records as specified in site instructions 3 Yearsafter [ FSSSPROS Working document
. tetm of service
CLIENT VISITS, SITE INSPECTIONS,
DUTY MANAGER & BUSINESS AT RISK
Client File 3 Years after
term of
contract
Restricted | Security report 3 Yenot; after | FSSSPROGA FSSSPROGA
term
cottract
Restricted | Sekuriteitswagverslag 3 Yearsafter | FSSSPROGAL FSSSPROGAL
term of
contract
Restricted | Client visit monthly summary 3 Ym; after | FSSSPROGB FSSSPROGB
teom &
canteact
Restricted | After hours visit sheet 3 Yem; after | FSSSPROGC FSSSPROGC
term o
) contrect
Restricted | Day/night site visit schedule 3 Ye:;; afiec | FSSSPROGD PSSSPROGD
! femm
contract
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Daily equipment check sheet

“Restricted

Incident report

FSBSFROGF

Business at risk report

FS8SPROGG

FSS5PROGG

CONTROL ROOM

Restricted

Records as specified in the control room manual

3 Years

FSESPROT

Wotking

Documerits

Restricted

Telephone list

List of client emergency telephone numbers
Alphabetical order

Control room Occurrence book
Master duty rosters for:

All security officers in the branch
Control room operators
Operations Officers

Duty Officers

Posting sheets

Firearms register

Operations Officer visit schedules
Vehicle hand over sheets

Control tcoom cperators attendance register

Control room diary for casual business and future
events

Special instructions book

Stocks of occurrence books, visitor and gate
control books and firearms register

Guard monitoring equipment schedules
Key cabinet signature list
Otder Book

EMERGENCIES, INVESTIGATIONS &
CLIENT CLAIMS FIDELITY
INVESTIGATIONS AND FIDELITY
INSURANCE FILE

Restricted

Strike contingency planning document

3 Years

FSSSPROSA

FSSSPROBA.

Restricted

Stay aw;ay situation report

3 Years

FSSSPROSB

FSS5FROBB

Restricted

Claims Notification

3 Years

F535PRO83

FSSSPROB.S
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Restricted | Investigation Dossier 3 Years FSSSPROB FSSSPRO8
SERVICE TERMINATION
Client File 3 Years after
term of
contract
Restricted | Site withdrawal checke list 3 Ym} after | FSSSPRO9A FSSSPRODA
term ol
contract
Restricted | Minutes of meetings of the branch inquiry into 3 Years after | FSSSPRO? Working
service termination term of Document
contmct
OPERATIONAL & CLIENT EQUIPMENT
CONTROL -
Client File ' 3 Years after
temm of
contmct
Restricted | Sundty order (sales order)/Contract’ 5 Years FSSSPRIO M1/2
Restricted - | Capex applications 5 Years FSSSPRIO c1/2
Restricted | Asset register 3 Yeorsafter | FSSSPRIO Books and
term of Registers
contrect
Restricted | Site equipment register Dumtionof | FSSSPR10A FSSSPRI0A
contract
Restricted | Operational stationery Dustionof | FSSSPR10
contract
Restricted | Firearm and ammunition incident chbrt 3 Yem; after | FSSSPR106 PSSSPR10.6
tesm o
. contract
Restricted | Dog records Iéz spanof | FSSSPRIO
DOCUMENT CONTROL / QUALITY
RECORDS ;
Restricted | Document amendment memorandum 2 Years HOGEO1A HOGEOLA
Restricted | Document issue memorandum 2 Yeats HOGE0IB HOGEO1IB
Restricted | Distribution list 2 Years HOGEDC HOGENIC
Restricted | Superseded documents 2 Years
INTERNAL QUALITY AUDITING /
MANAGEMENT REVIEWS
Restricted | Quality audit reports 5 Years HOGE0ZA HOGE2A
Restricted | External/Internal quality audit notification 1 Year HOGE2B HOGE02B
Restricted | Internal quality audits: Record of activity 5 Yeass HOGE02C HOGE02C
Restricted | Quality performance reports/Annual quality 5 Years HOGE02 Working
performance reports Dormenss
Restcted | Minutes of Management reviews 1 5 Years HOGE2 Warking
: : ; documents
Restricted | Quality audit schedule 1 Year HOGED2 Working
Document
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ACTION .
Restricted | Quality Report 2 Year HOGE03A HOGE03A
Restricted | Quality Report registers 2 Year HOGED3B HOGEDB
MANAGEMENT
Restricted | Monthly teports 3 Years HOGED4 Waking
Document
Restricted | Minutes of meetings 3 Years HOGE04 Working
Document
Restricted | Internal Audit Programme 1 Year HOGE04 Working
Document
Restricted | Internal Audits 1 Year HOGE04 Working
Docment
ADMINISTRATION
Restricted | Duplicate waybills 5 Years HOGE06G Extemnal Document
Restricted | Registered mail receipts 5 Yeass HOGE06 Extemal Document
Restricted | Client file 3 Yeass After | HOGEOS Wodkdng
Service Document
‘Termination
Restricted | Health and safety registers 5 Years HOGE0G Books end registers
INFORMATION SERVICES
Restricted | Setvice request form 1 Year As per Group
Information
i Ttk
and Procedures
Restricted | Back up log 1 Year As per Group
Information
Services Policies
and Procedures
Restricted | Back up tapes & diskettes Dictated by Working
nature of task Documents
Restricted | Equipment Loan Register 1 Year after As per Group Books and registers
return Information
Services Policies
and Procedures
Restricted | Request for Computer T'raining form 1 Year As per Group
Information
Services Policies
and Proceduges
FINANCE
Restricted | Absa Bank EFTS 5 Yeass FINPAQOZ Reference
Daocuments
Restricted | Account Group Assignments N/A FINPAL : Reference
Document
Restricted | Accounting Timetable 1 Month HOGE0T Working
Documents
Restricted | Activity Types N/A FINPAJ Reference
; Document
Restricted | Additional Entry Form for Debtors Receipts 5 years FINF04C06
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Restricted | Annual Reports, Financial Statements and | 15Yeass FINPAU Refezence
Company Brochures s Dacument
Restricted | Approved Suppliers List and Vendor Codes . | N/A FINPAAD4 Referesce
Document
Restricted | Balance Sheet Reconciliation 5 yeurs FINPO9HO1 Working
Document
Restricted | Branch Details N/A FINPOO ()
Restricted | Branch Fixed Asset Register 15 Years FINPAAOT Reference
¥ Document
Restricted | Branch Stationery ' N/A FINPAACS Reference
] Docment
Restricted | Branch/Department Budgets 3 Years Wotking
Document
Restricted | Bulk Cash Balance Sheet Reconciliation 5 years FINPO9BOS Working
Document
Restricted | Bulk Cash Bank Account Reconciliation 5 years FINPO9BO4 Working
Document
Restricted | Bulk Cash Disbursement Estimation . | By FINF09B01 Working
i Document
Restricted | Bulk Cash Disbursement Reconciliation 5 yeass FINPOSBO03 Wosking
. Document
Restricted | Business Types N/A FINPAI Reference
Deocument
Restricted | CAPEX 1 Purchase Application 5 years FINPOGAOL c1/2
Restricted | CAPEX 1 Vehicle Purchase Application 5 yeass FINPOGAO2 Clv/28C2v/2
Restricted | CAPEX 2 Disposal Application 5 years FINPOGAGS cz/2
Restricted | CAPEX 2 Vehicle Disposal Application § years FINPOGADG FINPOGAGG
Restricted | CAPEX Application — Acknowledgement of Receipt N/a FINPOGAL4
Restricted | CAPEX Applications Log N/A FINPOGA11
Restricted | CAPEX Applications Record N/A FINPOGA10
Restricted | CAPEX Approval Schedule N/A FINPOSA1Z
Resteicted | CAPEX Approval/Rejection Memorandum N/A FINPOSA15
Rus_n:icued CAPEX Rejections Schedule N/A FINPOGAL3
Restricted | CAPSUM/Fixed Asset Register Reconciliation 5yeass FINPOGBO1 Working :
Domcn
Restricted | Casual Job Card 5 Years
Restricted | Casual SVS forms & contract 5 Years
Restricted | Chart of Accounts N/A FINPAD Reference
. Document
Restricted | Cheque Requisition for a Creditor 5 yeass FINPO9AGZ =~ | F2/2
Restricted | Cheque Requisition for a Non-Creditor 5 years FINPO9AOY F1/2
Restcicted | Client Bank Transfer Processing Form 5 yesrs FINPO4COT
Restricted | Collection Percentage Calculation Schedule 5 years FINF04B03 D11/2
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Restricted | Commission Rules N/A FINPAY Reference
) - Document
Restricted | Company Codes N/A FINPAC Reference
Document
Restricted | Contract Consumables Returned/Delivered Back to 5 years FINPOTEOL
Stock
Restricted | Create Contract Consumables 5 years FINPO7EOL
Restricted | Credit Application 5 years FINPO3AO1
Restricted | Credit Application Approved 5 years FINP04CO1
Restricted | Credit Checking N/A FINPAS Refeence
Document
| Restricted | Credit Control (Corporate Services Departmental 5 yeass FINPO4C11 Wocking
Restricted | Credit Memo Request for Consumables Syeas FINPO7D02
Restricted | Credit Note Advice 5 years FINPO4B02
Restricted | Creditor Reconciliation S yeass FINPOSBO3 Working
Restricted | Creditors ~ Non-Stock ltems Credit Note 5 years FINP0SBO2
Restricted | Creditors — Non-Stock Items Invoice 5 years FINPOSBO1
Restricted | Current Account /Cash Book 15 Books and registers
Restricted | Current Account Reconciliation 5 years FINPO9H02 | Woking
. Document
Resteicted | Current Account Supporting Document 5 years FINPO9H2
Restricted | Debit Order Amendment Instruction . 5 years FINPG4CO3
Restricted | Debit Order Instruction " |syas | Fmuposcez
Restricted | Debit Order Processing Form 5 years FINP04CO6 | D201/2
Restricted | Debtor Reconciliation 5 yeass FINPO4C13 Working
! i Docmment
Restricted | Debtors Adjustment - Credit 5 years FINPOIC11 | Ds/2
Restricted | Debtors Adjustment - Debit - 5 years FINPO4C12 D6/2
Restricted | Debtors Receipts 5 yeass FINPO4COG
Restricted | Debtors Report 5 years FINPO4C14 Working .
Document
Restricted | Electronic Fund Transfer Systems N/A FINPAQ .| Reference
' Document
Restricted | Fleet numbers _ N/A FINPAAO2 Refesence
i ; . Dorument
Restricted | General Ledger . 15 Yeass : Books sad registers
Restricted | Goods Returned to Supplier 5 years FINPOTDO2
Restricted | Handover Checklist S years FINPO4D02
Restricted | Internal Audit Programme 1 Yeur HOGE04 Working
Document
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Restricted | Internal Audit Reports T 1 Y HE04 ..“" ‘ Wo
. % Document
Restricted | Invoice Advice 5 years FINP04BO1
Restricted | Journal Entry ' 5 years FINPO9FO1 F5/2
Restricted | Liquidation Checklist ; 5 years FINPO4D02
Restricted | Local Expense Account 5 years FINPOSCO4 | Fi1/2
Restricted | Master for New Material N/A FINPOTED1 Data base
Restricted | Master for New Vendor 5 years FINPO7A0L M2/2
Restricted | Material Group Codes N/A FINPAADS Refetence
) Dooument
Restricted | Month-end Processing Plan N/A PINPAO Ruemt
Restricted | Monthly Debtors Commission Payment 5 years PEOCE Yole
Restricted | Monthly Debtors Commission Payment Database 5 yeass FINPOAC1S Detabase
Restricted | Nedbank EFTS 5 Years FINPAQUD3 Reference
Document
Restricted | Officials Designated in the Text N/A FINPAAOL F9
Restricted | Order Numbers N/A FINPAE Reference
Document
Restricted | Pay Packet Breakdown Calculations 5 Years FINP09B02
Restricted | Payslips 5 Years g:ﬁms
Restricted | Petty Cash - 15 Years _ Books and registers
Restricted | Petty Cash Balance Record 5 Years F6e/2
Restricted | Petty Cash Count 5 Years FINPO9CO2 F6b/2
Restricted | Petty Cash Float Breakdown N/A FINPAAO3 F6d/2
Restricted | Petty Cash Reimbursement 5 Years FINPO9CO3
Restricted | Petty Cash Voucher 5 Years FINP09CO1 F6a/2
Restricted | Posting Keys N/A FINPAF _ m
Restricted | Product Codes N/A FINPAK Reference
Docoments
Restricted | Progressive Capital Exper_lditwe Reports N/A FINPOGALG _ m .
Restricted | Purchase Order Requisition 5 years FINPO7COL M1/2
Restricted | RID Cheque({For Branch Use) - 5 years FINP04C10 D8/2
Restricted | R/D Cheques{For Corporate Services Use) 5 years FINEG4C10 D8a/2
Restricted | Recongiliation of MOS Revenue to Schedule N/A FINPO9HO3 : Working
Productivity Document
Restricted | Record of Amendments continued N/A FINPOO Fi0




STAATSKOERANT, 30 AUGUSTUS 2002 No. 23787

- ANNEXURE: D
REFER REcorp | FIDELITY SERVICES
ENCE: LIST enou’ LTD
FSS

NS g FIDELITY SPRINGBOK
o 2002- | SEGURITY services FIDELITY
. 1 - CORPORATE SERVICES
A eEels LIST OF RECORDS
PAGE: 13 AND CATEGORY OF

RECORDS

5 i

Restricted | Refund 5 years FINPO4CO9 D9/2

Restricted | Service Addendum 5 Years
Restricted | Spares Issue from Stock S years FINPO7E04
Restricted | Standard Bank EFTS 5 Years FINPAQO1 Reference
Documents
Restricted | Stock Costs, Prices and Storage Locations N/A FINPAAOG Refcence
Restricted | Stock Return Sales Order Type . 5 years FINPO7DO3
Restricted | Sundry Receipts 5 yeass FINP09AO4 'F8/2
Restricted | Supplier Assessment Form 5 years FINPO7AO2
Restricted | System-Generated REports N/A FINPAR mt
Restricted | Tax Codes ’ N/A FINPAG Reference
' Document
Restricted | Tender Supplier Rating Form 5 years FINPOSCO1
Restricted | Training : N/A FINPAT Reference
Document
Restricted | Transfer of Payment Between Debtors Syears | FINP04COS D10/2
Restricted | Travel Request Memorandum ' ' N/A F12/2 F12/2
Restricted | Travel Request Memorandum 5 years FINP09CO5 Fi2/2
Restricted | Year-end Instructions N/A FINPAN Reference
Docmment
TRANSPORT
Restricted [ Accident Categoris6tion 2 Year FGT22b FGT22b
Restricted | Accident History 2 Yeas FGT22 FGT22
Restricted | Application to'Dispose of Company Vehicle — N/a FGT61 FGT6L
Incomplete
Restricted | Application to dispose of Company Vehicle— . | N/a FGT60 FGT60
Report back
Restricted | Application to Purchase — Incomplete N/ FGTS FGTS5
Restricted | Application bo Purchase Company Vehiclelu- N/a FGT4 FGT4
Report Back
Restricted | Breakdown Register . 2 Year FGT12 FGT12
Registered | Casual Vehicle Hire 2 Years FGT/11
Restricted | Certificate of Fitness Letter 2 Yeuss KGT47 raT4T
Restricted | Change in Driver of Company Vehicle 5 Years FGT27 FGT27
Restricted | Daily Fuel/issue Sheet 2 Years _ FGT/45
Restricted | Daily Fuel/Oil Sheet 2 Yeass FGT/45a
Restricted | Delivery of Vehicle ' 2 Years FGT/46
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Restricted | Driver Training Forms — Multiple —choice DTLDTS FGT/2930313
Questions s
Restricted | Dummy Fleet Analysis FGT/10
Restricted | External Daily Fuel/Oil issue Sheet 2 Years FGT45 FGT45
Restricted | Fine Receipt Acknowledgement 5 Yeats FGT131 FGT13
Restricted | Fines Register 5 Years FGT13 BGT13
Restricted | Fixed Assets Register 15 Years: Books and registees
Restricted | Form of Proxy 5 Years BGT43 FGT43
Restricted | Group Motor Vehicle Accident Register 5 Years FGT39 FGT39
Restricted | Interlocking Failure Register 2 Yeass FGT12i FGT12
Restricted | Inteclocking Maintenance Record 2 Years FGT2i FGT/2
Restricted | Internal Daily Fuel/Oil Issue Sheet 2 Years FGT45a FGT 451
Restricted | Job Cacd 2 Yeass FGT23 FGT23
Restricted | Maintenance Categories N/u FGT28 FGT28
Restricted | Master File Change 1Yeu FGT49 ‘FGT49
Restricted | Motor Accident Notification Letters 2Yes | FOT2sowm | FOT21820a
Restricted | Motor Accident Report 5 Years FGT18 & 1% FGT18 & 18a
Restricted | Motor Theft Report 5 Years FGT19 FGT19
Restricted | Motor Vehicle Accident Register 5 Years FGT17 FGT17
Restricted | Motor Vehicle Accident/theft — Investigation & 5 Years FGT20 FGT20
Analysis .
Restricted | Motor Vehicle Accidents — Summary of Cause & | 2 Yeass FTZ2 | FoTz2
Type
Restricted . | Motor Vehicle License Verification 5 Years FGT44 FGT#4
Restricted | New Vehicle Application 5 Yeuss FGT35 FGT35
Restricted | Notification of Accident Committee Finding 2 Years FGT22c FGT22c
Restricted | Notification of Driver ~T'raffic Offence 5 Years FGT38 FGT38
Restricted | Notification of Vehicle Delivery 5 Years FGT46 & 461 FGT46 & 46a
Restricted | On-the-Scene Accident Report 5 Years FGT37 FGT37
Restricted | Public Driving Permit Letter 2 Years FGT48 FGT48
Restricted | Spares Control 2 Years FGT26 | FaT26
Restricted | To the Driver’s Licence Section FGT/44
Restricted | Tool and Equipment Registec 5 Years FGT29 - FGT29
Restricted | Transport Disclaimer 5 Years FGT30 FGT30
Registered | Vehicle Check List FGT/16

23787—2
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Restricted | Vehicle Daily Check List ® 1 Year FGT16a FGT16a

Restricted | Vehicle Disposal Application CAPEX 2 5Yes | FGT36 c2v/2

Restricted | Vehicle Legal file 5 Years gm :
Restricted | Vehicle Maintenance file _ ' i Life of vehicle m:
Restricted | Vehicle Maintenance Record o 2 Years FGT2 FGT/2

Restricted | Vehicle Purchases Application CAPEX 1 5 Yesss - FGT34 Civ/2

Restricted | Vehicle Weekly Check list 1 Yeurs FGT16 FGT16

Restricted | Workshop Productivity FGT/25 -

Restricted | Workshop Productivity Report 2 Years FGT25 FGT25

Restsicted Workshop Weeklf Summary 2 Yeacs FGT24

B

00265529—3

Notel: Restticted — Information Qfficer will consider applications, wiich comply with the procedural requirements as

per the Act

23787—3
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RECORDS
Restricted Document Amendment Memorandum 2 Years HOGEO1A HOGE01A
Restricted | Document Issue Memorandum 2 Yenrs HOGE01B HOGE01B
Restricted Distribution List 2 Years HOGEQIC HOGE0IC
MARKETING, SALES & PUBLIC
RELATIONS
Restricted Price List N/A Reference Working
Document Dacument
Restricted Client Code books N/A Refercnce Books and
Document Regsters
Restricted | Presentation Material N/A Reference Working
Docament Document
Restricted | Commission Rules N/A Reference Working
Document Document
CITPROL4
Restricted | Monthly sales reports 2 Years CITPROY Working
Document
Restricted Account Executive Commission Claim forms 2 Years CITPROIE CITPRO1E
Restricted | Corporate Account Executive Comeission Claim | 2 Years CITPROIF CITPRO1F
Forms
Restricted | Diacy 1 Year CITPROY Working
Document
SERVICE DESIGN, QUOTATIONS &
AGREEMENTS .
Restricted Quotations Till sign of CITPROZ Working
: sgreement Document
Client file 1 Year after
Termination
of Contract
Restricted | Agreement for provision of Cash 5 Years after | CITPROZ Working
Termination Document
Management and Ancillary Sezvices of contract
Resticted | Annexure A Drop Cash Services Terms and 1 Yearafter | CITPROZ Working
Conditions Termination Document
) of Contract
Restricted | Annexure B Payroll Encashment, Payroll Pay out [ 1 Yearafter | CITPROZ Working
and Pay packaging Terms and Conditions. :rm} i Docnment
Restricted | Services Schedules 1Yearafter | CITPROZ Working
Termination Document
of Contract :
Restricted | Cash in Transit (Casual Service) Agreement 5 Years after | CITPRO2 Working
Termination Document
of contract
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Restricted
Restricted Initial operations schedule 2 1 Year after | CITPROZL CITPRO2L
Termination
of Contract
Do Credit spplication form 1Yearafter | FINPO3AOL FINPO3AO1
' Temmination | Group Financial Group Financial
of Contract Policies and Policies and
Procedures Procedures
Restricted Debit order instruction. Bank Instructions 4 Years after | FINPD4CO2 FINP04CO2
Termination | Group Finaneial Group Financial
of contract Policies and Policies and
Restricted | Client information sheet 1Yearafter | CITPRO20 CITPRO20
Termination
L of Contract
Restricted Cash in transit security risk survey 1 Year after | CITPRO2P CITPROZP
Termination
of Contract
SCHEDULING
Restricted Code book N/A CITPRO3 Books and
Regjsters
Restricted | Bozes in list ' 1 Year CITPRO3C1 CITPRO3CI
Restricted | Bagsin list 1 Year CITPRO3D1 CITPRO3D1
Restricted Bozxes out list 1 Year CITPRO3D CITPRO3D1
Restricted | Bags out list 1 Year CITPRO3DZ CITPRO3D2
Restricted Client file — Operations Dumtionof | CITPRO3 Working
Contract Document
Restricted Productivity schedule o CITPRO3 ‘| Wosking
Document
INDUSTRIAL RELATIONS
Personnel File
Disciplinary Records 4 years aftes As per Group
Relations
Policies and
Procedures
Restricted Written Warning 4 years after | Do LR1
termination
Restricted | Notice to attend 2 disciplinary hearing dyeamsfter | Do LR2
: termination
Restricted | Appeal against discipline or dismissal 4 yeams after | Do .| 1R3
termination
Restricted Noatice to attend an appeal hearing 4yeass after | Do LR4
texmination
Restricted | Chairperson’s checklist to be followed at the 4 years after | Do LRS
disciplinary hearing IRoniNon
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Restricted Chairperson’s checklist to be followed at the 4 yeass aftes
appeal hearing trpminaton
Restricted Notice of dismissal dyasafter | Do 1R7
terminaton
Restricted Confirmation of dismissal 4yearsafter | Do LR#
Termmidtion
Restricted Notice of suspension 4yeass after | Do LRO
termmation
Restricted | Record of disciplinary hearing 4yeass after | Do LR10
temmination
Restricted’ | Conciliation record 4 yeass after | Do LR11
termination
Restricted Grievance 4 years after | Do LR20
termingtion
Restricted Notice to attend a Grievance Hearing 4 years after | Do LR21
termination
Restricted | Resolution of Grievance dyesafter | Do LR22
Tepmmnation
Restricted | Appeal against a Grievance decision dyamafter | Do LRz
termmaton
Restricted | Decision of a Grievance review 4yesrsafter | Do LR24
terminaion
HUMAN RESOURCES
Personnel File
Letters or employment & applicable employment, | 4 yeas afier | As per Group
personnel changes & termination forms S tion ;:’;‘c";‘“x‘l
Restricted | Application for employment 4years after | Do Per/2
termination
Restricted | Lettess of appointment/contracts 4years after | Do Section B Topic
temmination 30 Appendix A-
G, H, landL
Restricted | Letters of appointment/contracts Organisation’s | Indefinite Do i;c:m Bd'l;(opic
executives (for historical purposes) G, H?,?I‘“ ol
Restricted Restraint of trade agreement 4years after | Do Section B Topic
. termination 30 Appendix Z
Restdcted | Induction check list 4yeamsafter | Do Section B Topic
tesminatin 40 Appendix A
Restricted | Relocation Policy and acknowledgement of debt | 4 yesss after | Do Section B Topic
y termination 60 Appendix A
Restricted Letter to the Receiver of Revenue 4 years after | Do Section B Topic
termination 60 Appendix B1
Restricted | Memo to transferred employee 4years aftec | Do Scetion B Topic
termination &0 Appendix B2
Restricted | Deferred compensation plan secvice agreement | 4yeasafter | Do Section C Topic
A P! P agre oy o oy
Restricted | Application for assisted Bo 4yesrs after | Do Section D Topic
© DR i o tepmination 80 Appendix Al
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Restricted lication and authority for payment of stud 4 years after | Do Scction D Topic
;gﬁt S ¥ | heeation 80 Appendix A2
Restricted Study assistance. Acknowledgement of debt 4yearsafter | Do Section D Topic
termination 80 Appendix B
Restricted Annual leave application dyeamafter | Do Scetion E Topic
teemination 10 Appendix A
Per/17
Restricted | Maternity leave policy. Acknowledgement of 4yearsafier | Do Section E Topic
Debt termination 70 Appendix A
Restricted | Notice of termination of employment 4yeansafter | Do Section F Topic
. termination 10 Appendix A
Restricted Exit Interview 4years after | Do Section F Topic
termination 10 Appendix B
Per/14
Restricted Com Property Check List 4yamsafter | Do Section F Topic
e termination 10 Appendix C
Per/16
Restricted Certificate of Service 4yeamafter | Do Section F Topic
termination 10 Appendix D
Restricted | On Site Training Request Form 4years after | As per Training
termination College Policies
and Procedures
Restricted Traini R.eport 4 yeass after | As per Training
B termination College Policies
and Procedures
Restricted Course Nomination Form 4years after | As per Training
texmination College Policies
and Procedures
Restricted Course Reports/certificates 4 years after | As per Training
tezmination | College Policies
and Procedures
Restricted | Training Attendance Register 4 yeass after | As per Training Books and
: tenmination Callege Policies registers
and Procedures
Restricted Psychometric Analysis (Questi;:m and answer dyeasafter | Reference s
sheet)tr ! Do
Restricted Selection Criteria 4 years after Reference;
termination
Document
CITPRO4.6
Restricted | Operational Drills Manual 4geassafter | Reference Working
termination Document
Document :
(CITPRO09.4
)
Restricted Uniform issue form dyears after | CITPRO4A CITPRO4A
termingtion
Restricted Branch induction check list 4 yeass after | CITPRO4F CITPRO4E
termination
Restricted | Group and Company Induction Checklist 4 yeass aficc | CITPRO4H ' CITPRO4H
termination
DELIVERY OF SERVICE
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Client File ! Year after -
Termination
of Contract
Restricted | Agreement 5 Yeurs after | Reference Working
Termination Diacument Document
of contract
Restricted | Internal transfer form 7 Yeas after | As per Group
Termination Personnel Palicies
of contract and Procedures
Restricted | Operational check list !Yearafier | CITPROS Working
Termination Document
of Contract
Restricted Stop loss order form (Initial only) ! Year afier | CITPROSB CITPROSB
Termination
of Contract
Restricted | Pre-setvice start-up client acknowledgement form | ! Yearafter | CITPROSC CITPROSC
Termination
of Contract
Restricted | First day secvice PR call sheet ! Year after | CITPROSD CITPROSD
Temmination
of Contract
CONTROL ROOM
Restricted | Duty lists 3 months CITPROG Working
Document
Restricted Statting time lists 3 months CITPROG Working
Document
Restricted | Escort duty lists ' 3 months CITPROG Working
Document
Restricted Schedules 3 months CITPROG Working
Docement
Restricted Log sheets 3 months CITPROG Working
Document
Restricted | Attendance registers 3 months CITPROG Books and
Registers
Restricted Occurrence book I Year CITPRI2 Books and
! Registers
COUNTING HOUSE AND BOX ROOM This section is in process of being redeveloped and updated by Werner Lang
PROCEDURES
Restricted Pay make-up return 1 Year CITPRO7 Sec Abave
Restricted | Undersand oversregister 1 Year CITPROT See Abave
Restricted Counting house boxes-In list _ 1 Year CITFROTB1 See Above
Restricted | Counting house bags-In list 1 Year CITPROTE2 See Above
Restricted | Counting house boxes-out list 1 Year CITPRO7CI See Above
Restricted | Counting house bags-out list 1 Yesr CITPROTC2 See Abave
Restricted | Receipt book 1 Year CITPRO7 See Above
Restricted | Boxes out lists 1 Year CITPROD1 See Above
Restricted Bags out lists 1 Year CITPRO3D2 See Above -
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CITPRO7

1 Year u See Above
Restricted | Tamper evident bag register sec Abcie
Restricted Bulk seal 1 Yeor CITPROT See Above
Restricted Box room/Counting house seal 1 Year CITPROT See Above
Restricted | Seal/Tamper evident bag to client register 1 Year CITPRO? Sce Above
Restricted | Bulk Seal/ Tamper evident Bag Register 1 Year CITPROT See Above
Restricted Box room /Counting House Seal/Tamper ' 1 Year CITPRO7 7 See Above
Evident Bag Register
Restricted Seal/Tamper Evident Bag to client Register 1 Year CITPRO7 See Above
Restricted Proof of delivery receipt 1 Year CITFRO7 See Above
CLIENT VISITS
- Client File 1 Year after
Termination
of Contract
Restricted | Correspondence to clients regarding visits 1 Year after Working
Termination Document
of Contmct
Restricted Incident and Service Recovery Checklist 1Y¥earafter | CITPROSA CITPROBA
Termnation
of Contmct
Restricted Daily Consolidated Call List 2 Years CITPROSE CITPROSB
Restricted Client visit record 1 Yearafter | CITPROS CITPR08.2
Termination ;
of Contract
EMERGENCIES AND INVESTIGATIONS
| Fidelity Investigations and Fidelity Insurance
Investigation,/Insurance File
Restricted Investigation records 5 Years CITPRO? Wozking
Documents
Restricted Robbery Report 5 Years CITPRO9.1 CITPR09.1
Annexuare A Annexure A
Restricted | Cash Loss Report 5 Years CITPRO9.1 CITPR09.1
Annexure B Annexure B
Restricted Client claim records 5 Years CITPRO? Working
Documents
Restricted | Stay away situation report 3 Years CITPRO9A CITPRO9A
Restricted | Investigation docket 5 Years CITPRO9 Working
Doaumnent
SERVICE TERMINATION
Client File 1 Year after
Termination
of Contract
Restricted Notification of tecmination 1 Year after CITPRIC
Termination
of Contract
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Acceptance of termination 1 Yearafter | CITPR10
Teemination
] of Contract
Restricted | Equipment released receipt 1Yearafter | CITPROIOC CITPRO10C
. Termination
of Contemet
Restricted Service deviation notification 1 Yeacafter | CITPROLOD CITPRO10D
Termination
of Contract
Restricted | Service termination form 1Yessfter | CITPROIOE | CITPRO10E
) ' Termination
of Contract
OPERATIONAL EQUIPMENT CONTROL
Restricted | Kit register book 4 Years CITPR11A CITPRI1A
Restricted | Firearm permit _ Indenite CITPRIL
Restricted Operational ID card Indefinite CITPR11
Restricted | Receipt book regjister 2 Years CITPR11B CITPR11B
Resticted | Clock cards 3 Years CITPRI1 Working
. ) Document
Restricted | Gate pass Indefinite CITPR11
Restricted | Daily vehicle check sheet Indefinitc FGT16a Asper | PGT16a As per
Group Transport | Group
Policies and Transport
Procedures Policies and
Procedures
SECURITY
Restricted - | Investigation Reference Document Reference Working
Diocument Document
Restricted | Emergency Orders Reference Working
: Document Document
Restricted | Visitors pass Indefinite CITPR1Z CITPR12.1
Restricted | Branch Photograph Album Indefinite CITPR12.1 CITPR121
Restricted | Box room/Counting house/Egress tegister 1 Year CITPRI2A CITPRIZA
Restricted | Key register 1 Year CITPR12 Books and
i Register
Restricted | Tape register 1 Year CITPR12B CITPR12B
Restricted | Firearm audit schedule 3 Years CITPRIIH CITPR11H
Restricted | Ammunition stock register 3 Years CITPRI1I CITPRA1I
Restricted | Asset register (Fire Arms) 3 Years CITER1Z Books and
Regsters
Restricted | Gate control book 6 months CITPRI2 | Books and
Regsters
Restricted | Key holders list (confidential) 6 months CITPRI2 Working
5 Document
Restricted | Security report check list 2 Year CITPR12E CITPR1ZE
Restricted Branch audit report 2 Year CITPRIZF CITPRIZF
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Restricted | Key register _ 2 Year | crTPR12G CITPR12G
Restricted | Duplicate key segister g ' 5Yews | CITPRIZH CITPRI2H
INTERNAL QUALITY AUDITING /
MANAGEMENT REVIEWS ' 5
Restricted | Corrective Action Repost SYear | Referonce Wodking
: . Document Document
| Restricted | Quality audit Schedule = 1 Yeas Refesenice ; Working
. Document . : Documents
Restricted | Quality audit reports ' | 5Year | HOGEM2A HOGE02A
Restricted | External/Intemnal quality audit notification 1¥ear HOGE0ZB HOGE(2B
Restricted - | Integnal c}uality audits: record of activity | 5 Years HOGE02C HOGE02C
Restricted | Quality pecformance reports/Annual quality | 5 Yeass HOGEQ2 | Working
: performance reports _ Documents
Restricted | Quality audit schedule 1 Year HOGE02 ' Working
. . 1 Documents
Restricted | Reports on External Audits 5 Years HOGEQ2 Waorking
3 Documents
CORRECTIVE AND PREVENTATIVE
ACTION
 Restricted | Quality report - | 2 Yes HOGE02A HOGE03A
‘Restricted | Quality report registers 2 Years HOGE03B HOGE03B
MANAGEMENT '
Restricted | Mon rts 1 Years HOGED! ' Working
thly e ) ‘ Documents
Restricted Minutes of meetings " | 3 Years HOGE04 Working
Diocuments
Restricted | Internal Audit Program 1 Year HOGE(M Working
: : : ' Documents
Restricted Intecnal Audits - 1 Year HOGE04 Working
Documents
ADMINISTRATION
Restricted | Duplicate waybills : - 5 Years HOGE06 External
Document
Restricted | Registered Mail receipts 5 Years HOGE06 - External
Document
Restracted Client file - 1 Year After | HOGEOG. y Working
Service Document
Termination
Restricted Health and safety registers 5 Years HOGE0S . . Wodnizﬁ
) i ) Document
BUSINESS PLANNING, BUDGETING
AND MANAGEMENT REVIEWS '
Restricted Business Plans 3 Years HOG10 i Working
: Documents
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Restricted Minutes of Management Reviews 1 Years HOG10 Working
Doruments
INFORMATION SERVICES
Restricted | Service request form 1 Year As per Group
Information
Services Policies
and Procedures
Restricted | Back up log 1 Year As per Group
Information
Services Policies
and Procedures
Restricted | Back up tapes & diskettes Dictated by Warking
nature of task Documets
Restricted | Equipment Loan Register yearafter | As per Group Books and
return Information registers
Services Poliies
and Procedures
Restricted | Request f Restricted or Computer Training form | 1 Year As pes Group
Informaticn
Services Policies
and Procedures
QUALITY REPORTS
Restricted | Quality Report 2 Years HOGE03A HOGE03A
Restricted | Quality Report Register 2 Years HOGEO3B HOGE03B
FINANCE
Restricted Absa Bank EFTS 5 Years FINPAQO2 Reference
Documents
Restricted Accounting Timetable 1 Month HOGE®7 Working
Diocuments
Restricted Additional Entry Form for Debtors Receipts 5 yeass FINPO4CO6
Restrcted | Balance Sheet Reconciliation 5 years FINPO9HOL Working
2 ; Diocument
Restricted | Branch Details N/A FINP0O F2
Restricted Branch Fixed Asset Registec 15 Years FINPAAOT Reference
Document
Restricted Branch/Department Budgets 3 Yearss Working
Drocument
Restricted | Bulk Cash Balance Sheet Reconciliation 5Years - | FINPO9BOS Working
Doument
Restricted | Bulk Cash Bank Account Reconciliation 5 Yeass FINPO9BO4 Working
Document
Restricted | Bulk Cash Disbursement Estimation 5 Years FINPO9BO1 Working
§ Dogument
Restricted Bulk Cash Disbursement Reconciliation 5 Years FINPOBO3 Working
) Document
Restricted CAPEX 1 Purchase Application 5 Years FINPOGAOL ci/2 .
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Restricted | CAPEX 1 Vehicle Purchase Application 5 Years FINPOGAQ2 —_
Restricted | CAPEX 2 Disposal Application 5 Years FINPOGAOS c2/2
Restricted | CAPEX 2 Vehicle Disposal Application 5Years | FINPOGAOG | FINPOGAGS
Restuicted CAPEX Application — Acknowledgement of N/A FINPOGA14
Receipt
Restricted CAPEX Applications Log N/A FINPOSA11
Restricted | CAPEX Applications Record N/A FINPOGA10
Restricted | CAPEX Approval Schedule N/A FINPOGA12
Restricted CAPEX Approval /Rejection Memorandum N/A FINPOSALS
Restricted | CAPEX Rejections Schedule N/A FINPOGALS
Restricted CAPSUM/Fized Asset Register Reconciliation 5 Years  FINPOGBO1 *| Wotking
; Document
Restricted | Casual Job Card 5 Yeuss
Restricted Casual SVS forms & contract 5 Years
Restricted Chart of Accounts N/A FINPAD Refecence
Document
Restricted Cheque Requisition for a Creditor 5 years FINPO9AC2 | B2/2
Restrcted | Cheque Requisition for a Non-Creditor Syeass FINP09AO! F1/2
Restricted | Client Bank Transfer Processing Form 5 yoars FINPO4CO7
Restricted | Collection Percentage Calulation Schedule 5 yeans FINPOWBO3 | Di1/2
Restricted Commission Rules N/A FINPAV Reference
Document
Restricted Company Codes N/A FINPAC Reference
Document
Restricted Contract Consumables Returned/Delivered Back | 5 yesss FINPOTFO1
to Stock
Restricted Create Contract Consumables 5 years FINPO7E0L
Restricted Credit Application 5 years FINPO3AOL
Restricted Credit Application Approved 5 years FINPO4C01
Restricted | Credit Checking C o NA FINPAS Reference
" Document
Restricted Credit Control (Cotporate Services Departmental | 5 years © | FINPO4C11 Working
Report, Boatd Pack) Daocument
Restricted | Credit Memo Request for Consumables 5 years FINPO7DO2
Restricted Credit Note Advice 5 years FINPO4B02
Restricted Creditor Reconciliation 5 years FINPOSBO3 Working
Document
Restricted | Creditors ~ Non-Stock Ttems Credit Note Syean FINPOSBO2
Restricted Creditors — Non-Stock Items Invoice 5 years FINPOSBO1
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Restricted Current Account /Cash Book 15 Years > Books and registers

Restricted Current Account Reconciliation S years FINPOSHO2 Working
Document

Restricted | Current Account Supporting Document 5 years FINPOOHO2

Restricted Debit Order Amendment Instruction 5 years FINPO4CO3

Restricted Debit Order Instruction 5 years FINPG4€02

Restricted Debit Order Processing Form 5 yeurs FINPO4CO6 D201/2

Restricted Debtor Reconciliation 5 years FINPO4C13 Working
Document

Restricted | Debtors Adjustment — Credit 5 years FINPO4C11 D5/2

Restricted | Debtors Adjustment — Debit 5 yeass FINP04C12 D6/2

Restricted Debtors Receipts 5 years FINPO4C06

Restricted | Debtors Report 5 years FINF04C14 Working
Document

Restricted | Electronic Fund Transfer Systems N/A FINPAQ Reference
Document

Restricted Fleet numbers N/A FINPAAQZ Reference
Document

Restricted General Ledger 15 Years Books end registers

Restricted Goods Returned to Supplier 5 years FINPOTDOZ

Restricted Handover Checklist 5 years FINPO4D0Z

Restsicted | Internal Audit Programme ' 1 Year HOGE4 Wosking
Document

Restricted Internal Audit Reports 1 Year HOGE04 Working
Document

Restricted Invoice Advice .. Syears FINPO4BO1

Restricted | Joutnal Entry 5 years FINPO9FO1 F5/2

Restricted | Liquidation Checldist 5 years FINPO4DO2

Restricted Local Expense Account 5 years FINPOICO4 F11/2

Restricted | Master for New Material N/A FINFOTBO1 Data base

Restricted Master for New Vendot 5 years FINPO7AO1 M2/2

Restricted | Material Group Codes N/A FINPAADS Reference
Document

Restricted Month-end Processing Plan : N/A FINPAQ Reference
Document

Restricted Monthly Debtors Commission Payment 5 years FINPO4C15 Working

! Document

Restrcted Monthly Debtors Commission Payment Database | 5 yeass FINPOACIS Database

Restricted Nedbank EFTS N/A | FINPAQO3 Reference
Document

Restricted | Officials Designated in the Text N/A FINPAADL F9
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Restricted Order Numbers
Document
Restricted | Pay Packet Breakdown Calculations 5 years FINPO9BO2
Restricted Paysli 5 Years Working
i Documents
Restricted | Petty Cash Book 15 Years Books and registers
Restricted Petty Cash Balance Record 5 years Bée/2
Restrcted Petty Cash Count 5 years FINP09C02 Féb/2
Restricted | Petty Cash Float Breakdown N/A FINPAAO3 Fod/2
Restricted . | Petty Cash Reimbursement 5 yeazs FINP09CO3
Restricted Petty Cash Voucher 5 yeuss FINP09CO1 Féa/2
Restricted Posting Keys N/A FINPAF Reference
Document
Restricted Product Codes N/A FINPAK Reference
Documents
Restricted Progressive Capital Expmditube Reports N/A FINPOGA16 Wosking
. ) Document
Restricted | Purchase Order Requisition 5 years FINPO7CO1 M1/2
Restricted R/D Cheque(For Branch Use) 5 years FINP04C10 D8/2
Restricted R /D Cheques(For Corporate Services Use) | 5 years FINPO4C10 D8a/2
Restricted | Reconciliation of MOS Revenue to Schedule N/A FINPO9HO3 Working
Productivity Document
Restricted Record of Amendments continued N/A FINPOO F10
Restricted Refund 5 years FINPO4CO9 D9/2
Restricted Service Addendum 5
Restricted | Spares Issue from Stock 5 years FINPOTEO4
Restricted Standard Bank EFTS N/A FINPAQO1 Reference
. Documents
Restricted Stock Costs, Prices and Storage Locations N/A FINPAADS Refetence
Document
Restricted Stock Return Sales Oxdet Type 5 years FINPO7DO3
Restricted | Sundry Receipts 5 years FINPO9AOGH F8/2
Restricted Supplier Assessment Form 5 years FINPOTAO2
Restricted | System-Generated Reports N/A FINPAR Reference
Document
Restricted | Tax Codes N/A FINPAG Reference
Document
Restricted Tender Supplier Rating Form 5 years FINPO5CO1
Restricted T[aining N/A FINPAT Reference
Decument
Restricted | Transfer of Payment Between Debtors 5 years FINP04CO8 D10/2
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Restricted | Travel Request Memorandum
Restricted Travel Request Memorandum 5 years
Restricted Year-end Instructions N/A Reference
Document
TRANSPORT
Restricted | Accident Categoris6tion 2 Years FGT22b FGT22b
Restricted Accident History 2 Years FGT22 FGT22
Restricted Application to Dispose of Company Vehicle — N/a FGT61 | reTer
Incomplete
Restricted | Application to dispose of Company Vehicle — N/e FGT60 FGTE0
Report back
Restricted Application to Purchase — Incomplete N/a FGT5 FGTS
Restricted | Application to Purchase Company Vehicle - N/a FGT4 FGT4
Report Back
Restricted | Breakdown Register 2Yers | EGTI2 PGT12
Registered Casual Vehicle Hire 2 Years FGT/11
Restricted Certificate of Fitness Letter 2 Years FGT47 FGT47
Restricted Chang-e in Driver of Company Vehicle 5 Years FGT27 FGT27
Restricted Daily Fuel/issue Sheet 5 Years FGT/45
Restricted | Daily Fuel/Oil Sheet 5 Years FGT/450
Restricted | Delivery of Vehicle 2 Years FGT/46
Restricted Diiver Training Forms — Multiple —choice 5 Years DT!-DTS FGT/29,30,31,3
Questions 2,33,
Restricted | Dummy Fleet Analysis N/A FGT/10
Restricted | External Daily Fuel/Oil issue Sheet : 2 Years FGT45 FGT45
Restricted Fine Receipt Acknowledgement 5 Years FGT13 FGT13
Restricted | Fines Register 5 Yoars FGT13 FGT13
Restricted Fixed Assets Register 15 Yeass Books and registers
Restricted Form of Proxy 5 Years FGT4} FGT43
Restricted Group Motor Vehicle Accident Register 5 Yeass FGT39 FGT39
Restricted Inteclocking Failure Register 2 Years FGT12i FGTI2i
Restricted Interlocking Maintenance Record 2 Years FGT2i FGT/2
Restricted Intecnal Daily Fuel/Oil Tssue Sheet 2 Years FGT45 FGT45a1
Restricted | Job Card 2 Years FGT23 FGT23
Restricted Maintenance Categoties N/fa FGT28 FGT28
Restricted | Master File Change 1 Year FGT49) FGT49
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Restricted | Motor Accident Notification Lettets 2Yam zlszzn
Restricted | Motor. Accident Report 5 Years FGT18 & 1% FGT18 & 18
Restricted | Motor Theft Report - 5 Years FGT19 FGT19
Restricted Motor Vehicle Accident Register 5 Years FGT17 FGT17
Restricted | Motor Vehicle Accident/theft — Investigation 8 | 5 Years FGT20 FGT20
Analysis )
Restricted | Motor Vehicle Accidents — Summary of Cause & | 2 Years FGT22 FGT22
Type .
Restricted Motor Vehicle License Verification 5 Years FGT44 FGT44
Restricted | New Vehicle Application ' 5 Years FGT35 BGT3S
Restricted | Notification of Accident Committce Finding | 2Yess [ FGT222 | FGT22e
Restricted | Notification of Driver ~Traffic Offence 5 Years FGT38 FGT38
Restricted | Notification of Vehicle Delivery ' 5 Years FGT46& 46 | FGT46 & 46a
Restricted | On-the-Scene Accident Report 5 Yeass BGT37 FGT37
Restricted | Public Driving Permit Letter o 2 Yeiss FGT48 FGT48
Restricted | Spares Control 2 Years FGT26 FGT26
Restricted | To the Driver’s Licence Section N/A FGT/44
Restricted | Tool and Equipment Registes § Years FGT29 FGT29
Restricted | Transport Disclaimer 5 Years FGT30 FGT30
Restricted | Vehicle Daily Check List 1 Year FGT16a FGT16a
Restricted | Vehicle Disposal Application CAPEX 2 5 Years FGT36 Cav/2
Restricted Vehicle Legal file 5 Years ! Wodking
2 Document
Restricted | Vehicle Maintenance file Life of vehicle B Working
Document
Restricted | Vehicle Maintenance Record 2vas | Fom FGT/2.
Restricted | Vehicle Purchases Application CAPEX 1 5 Years FGT34 Civ/2
Restricted | Vehicle Weekly Check list C | e FGT16 FGT16
Restricted | Workshop Productivity N/A ¢ FGT/25
Restricted | Workshop Productivity Report 2 Year FGT25 FGT25
| Restricted | Workshop Weekly Summary 2 Year FGT24

Notel: Restricted - Information Officer will consider applications, which comply with the procedural requitements as
per the Act .
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MARKETING, SALES & PUBLIC
RELATIONS
Restricted | Weekly Activity Sales Report 1 month CLNPROIA CLNPRO1A
Restricted | Weekly sales reports 2 Years CLNPRO1A Working
Document
Restricted | Monthly sales reports 2 Years CLNPROI Wonking
; ) 3 Dotument
Restricted | Client files & service schedules 3 Yearsafter | CLNPROL * | Working
term of service Document
Restricted | Diary 1 Year CLNPRO1 Working
Document
Restricted | Lead/Client information Dumtionof | DATA BASE Database
: contract
SITE SURVEY & SERVICE DESIGN
Client File 3 Years after
termination of
service
Restricted | Building Plans ‘ 3 Years after | Reference Working
termination of | Document Documents|
service
Restricted | Tender Documents 3 Yeacs after | Reference '| Working
temmination of | Document Documents
service
Restricted | Limits of Authority N/A CLNPRO2.1 CINPRO2.1
Restricted | Site Survey form 3 Yearsafter | CLNPROZA CLNPROZA
termination of
seIvice
Restricted | Risk Assessment Questionnaire 3 Yearsafter [ CLNPROZB CLNPROZ2B
termmnation of
service
Restricted | Quotations on Quote file 2 Years CLNPRO2
Restricted | Clients Contract file 3 Yearsafter | CLNPROZ Working
tenmination of Document
seTvice
QUOTATIONS AND AGREEMENTS
Client File 3 Vears after
termination of
service
Restricted | J Document 3 Years after . | CLNPROJA CLNPRO3A
termination of
Service
Restricted | Specific quotations . 3 Years after | CLNPRO3 Working
termination of Document
service
Restricted | Costing sheets 3 Yearsafter | CLNPRO3 Working
lenn_irmion of Document
SETVICE
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Restricted | Agreement (standard terms and conditions) 5 Years CLNPRO3 *
Restricted | Credit application form 3 Yeasafter | FINPO3AOL FINPO3A01
teemimation of | Group Finance
service Policies and
i Procedures
Restricted | Covering letter to client 3 Years after | CLNPRO3B CLNPRO3B
termination of i
service
Restricted | Contract File 3 Yearsafter | CLNPRO3 Working
termination of Document
service
Restricted | Operations Contract file 3 Years after | CLNPRO3 Working
termination of Document
service
Restricted | One-off Survey Form 3 Years after | CLNPRO3C CLNPROAC
service
Restricted | Debit Order Instruction 5 Years FINP04C02 EINP04CD2
Group Finance
Policies and
Procedures
Restrcted | Variation Instruction Form 3 Yearsafter | CLNPRO3D CLNPRO3D
termmation of
service
RECRUITMENT OF CLEANING STAFF
Personnel File 4 yeas after
: termination
Restricted | Records of Terminated Cleaners ’ 4 years after Reference Working
ination De Domument
Restricted | Contengs of Personal File as indexed on file cover | 4yeas after | As per Group Working
termination Personnel Policies Document
and Procedures
Restricted | Uniform Issue form 4 years after CLNPRO4A CLNPRO4A
terminabon
Restricted | Aptitude Test 4 yeass after CLNPRO4B CLNPRO4B
termination
Restricted | Contract of Employment 4years after | CLNPRO4 Section B Topic
tesmination ] 30 Appendix A-
G,H,Tand L
TRAINING OF CLEANING STAFF
Restricted | Training Péospectus N/A Reference Books and registers
Daocument
Restricted | Training Course Material 'N/A Reference Books and registers
Document
Restricted | Certificate of Training — Petsonnel File 4yeass after | As per Training
termination College Policies
and Procedures
Restricted | Training College Course Nomination form 1 Year As per Trining
College Policies
and Procedures
Restricted | Branch Induction Checklist — Personnel File 4years afier | CLNPROSA CLNFROSA
e mmination
DELIVERY OF SERVICE




82 No. 23787 GOVERNMENT GAZETTE, 30 AUGUST 2002
ANNEXURE: F
REFER RECORD FIDELITY SERVICES
ENCE: LIST GROUP LTD
ANNEX FSCS
i 5 FIDELITY SUPERCARE T Y
REVISI 2002. cLEANING seErviceEs | FIDELI
ON 08.-.14 . CORPORATE SERVICES
NO: 3 OF 43 LIST OF RECORDS
DATE: AND CATEGORY OF
FREBE: RECORDS

Restricted

Uniform Issue book

CLNPRO4A Books and registers

Restricted

Site Communication Book

3 Years after
termination of
service

CLNPROG Books and registers

Restricted

Intecnal Transfer form

4 Years after
termination of
service

CLNPROGA CLNPROGA

Restricted

Atrendance Register

3 Years after
termination of
service

CLNPROG Books and register

Restricted

Staff Site Deployment Record (sample only)

3 Years after
termination of
service

Not in QA
Manual

Restricted

Costing Sheet

3 Years after
termination of
service

CLNPRO3

Restricted

Examples of Duty Rosters

3 Years after
termination of
service

CLNPROG

Restricted

Specialised Services Job Card

3 Years after
temmination of
seTvice

CLNPROGB CLNFROGB

Restrictad

Work Schedule

3 Years after
termmation of
service

CLNPROGC CLNFROGC

Restricted

On-site Safety Form

3 Years after
termination of
service

CLNFROGD CLNFROGD

SITE INSPECTIONS AND CLIENT
MEETINGS

Client File

3 Years after
termination of
service

Restricted

Quality Control Report

3 Years after
termination of
service

CLNTROTA CLNFROTA

Restricted

Site Specific Quality Control Report

3 Years after
temmination of
service

CLNFPROTB CLNFROTB

Restricted

Client Liaison Monitor

3 Years after
termmation of
service

CLNFRQTC CLNPRQTC

Restricted

Client/site Visit Sheet

3 Years after
termination of
service

CLNPROT7

Restricted

Site Inspection Check List (sample only)

3 Years after
temmmation of
service

CLNPRO7

Restricted

Site Specific Inspection Check List (sample only)

3 Years after
termination of
service

CLNPROT
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EMERGENCIES, INVESTIGATIONS AND

CLIENT CLAIMS
Fidelity Investigations an'd.Fidelity Insurance File
Restricted j Strike Coﬂtingt_'.ncy Planning Document 3 Years - CLNPROBA CLNPROBA
Restricted | Stay Away Situation Report 3 Years CLNPROSB CLNPROSB
Restricted | Investigation Dossier 3 Yeass CLNPROS Working
Document
Service delivery investigations
Restricted Quaiitsr reports (with associated records & 3 Years Notin QA
correspondence) R i
SERVICE TERMINATION
Client File 3 Years after
termination of
service
Restricted | Emergency, Investipations and Client Claims 3 Years after | CLNPROB ) Waorking
| teomination of Documents
service
Restricted | Variation Instruction 3 Years after | CLNPRO3
termination of
service )
Restricted | Site withdrawal check list 3 Years after | CLNPROSA CLNPRO9A
| termmnation of
service
Restricted | Site communication book 3 Yearsafter | Notin QA Books and registers
termination of | Manual
service

STOCK & EQUIPMENT CONTROL 3

Client File 3 Yearsafter |
termination of
service
Restricted | Contract Budget 3 Yearsafter | Reference
termingtion of | Document
service
Restricted | Stores Order list 6 months CLNPROLO
Restricted | Stock requisition/Issue sheets & months Not in QA
Manual
Restricted | Stock Card (sample only) 1 Year CLNPRIOA CLNPR10A
Restricted | Monthly Stock Control Sheet 1Year | CLNPRIOB CLNPR10B
Restricted | Site Stock Control Register 3 Yearsafter | CLNPR1OC CLNPR10C
) termination of
service
Restricted | Uniform Issue 3 Yearsafter | CLNPRO4A
termination of
service
Restricted | Machine/Equipment Register Dtml;m of | CLNPR1OD CLNFR10D
use o

equipment
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Restricted | Machine Out On Loan chister Dm‘fiﬂﬂ of CLNPRI0F CLNFR10F
use o
equipment
Restricted | List of Equipment/Machines Issued 3 Yearsafter [ CLNPRIOG CLNPR1OG
termination of
Restricted | Machine Workshop Job Card 1 Year CLNPR10H CLNPR10H
DOCUMENT CONTROL / QUALITY
RECORDS
Restricted | Documeént Amendment Memorandum 2 Year HOGE01A HOGEO1A
Restricted | Document Issue Memorandum 2 Year HOGE01B HOGEO1B
Restricted | Distribution List 2 Year HOGEDIC HOGE0IC
CORRECTIVE & PREVENTATIVE
ACTION
Restricted | Quality Audit Report 5 Yeac HOGE0ZA HOGE(2A
Restricted | Extesnal/Internal quality Audit Notification 1 Year HOGE02B HOGE02B
memorandum
Restricted | Internal Quality Audits —Record of Activity 5 Year HOGE2C HOGEC
Resteicted | Quality Performance Reports/Annual Quality 5 Year HOGE02 i Working
Performance Reports Document
Restricted | Quality Audit Schedule : 1 Yoar HOGE02C
Restricted | Reports on External Audits 5 Yeass HOGE02C Working
) Document
Restricted | Corrective Action Records 5 Yeass Refererice Working
i Docament Documents
Quality Reports
Restricted | Quality reports 2 Years HOGE03A HOGE03A
Restricted | Quality report registers 2 Yeats HOGE03B HOGE3B
Management
Restricted -d Suppliers List . N/A Reference Working
¢ Approvc RS Document Document
Restricted | Purchase Orders ' 5 Years FINPO7CO1 FINPO7CH
Financial
Policies and
Procedures
Restricted | Intecnal Audit Program 1¥ear | Financial Policies Working
and Procedures Document
Restrcted | Internal Audits 1 Yeacr Financial Policies Working
and Procedures ) Document
Restricted | Month tts 3 Years HOGE04 Working
estric onthly repo:
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Minutes of meetings 3 Years HOGE04 .
Document
INDUSTRIAL RELATIONS ;
Disciplinary Records 4 years aftes | As per Group
Relations
Policies and
Procedures
Restricted | Written Warning 4 yearsafter | Do LR1
termination
Restricted | Notice to attend a disciplinary heari 4 years after | Do LR2
disciplinary hearing .
Restricted | Appeal Against Discipline or Dismissal Aycarsafter | Do LR3
.
Restricted | Notice to Attend an Appeal Hearing 4yearsafter | Do LR4
termination
Restricted | Chairperson’s Checklist to be followed at the 4 yearsafter | Do LR5
disciplinary hearing termination
Restricted | Chairperson’s Checklist to be followed at the 4 years after | Do LR6
appcal hcsring termination
Restricted | Notice of Dismissal 4 yearsafter | Do LR7
termination s
Restricted | Confirmation of Dismissal 4 years after | Do LR8
termination
Restricted | Notice of Suspension 4 yearsafter | Do LRY
termination
Restricted | Record of Disciplinary Heari 4 years after | Do LR10
isciplinary Heanng -
Restricted | Conciliation Record 4 yearsafter | Do LRi1
termination
Restricted | Grievance 4 yearsafter | Do LR20
termination
Restricted | Notice to Attend a Grievance Hearing 4 years after | Do LR21
termination
Restricted | Resolution of Grievance 4 yearsafter | Do LR22
termination )
Restricted | Appeal Against 2 Grievance Decision 4yearsafter | Do LR23
: termination
Restricted | Decision of a Grievance Review 4 years after | Do LR24
termination
HUMAN RESOURCES )
Letters of Employment & Applicable Employment, | 4 yearsafter | As per Group
e termination Policies and
personnel changes & termination forms +
Restricted lication for Employment 4 years after | Do Per/2
App mployme g er
Restricted | Letters of Appointment/Contracts 4 yearsafter | Do Section B Topie
termination 30 Appendix A-
G,H,TandL
Restricted | Restraint of Trade Agreement 4 years after- | Do Section B Topic
termination 30 Appendix Z.
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Restricted | Induction Check List 4 years after | Do Scction B Topic
termination 40 Appendix A
Restricted | Relocation Policy and Acknowledgement of Debt | 4 yearsafter | Do Section B Topic
. termination 60 Appendix A
Restricted | Letter to the Receiver of Revenue 4 years after | Do Section B Topic
termination 60 Appendix Bl
Restricted | Memo to Transferred Employee 4 years after | Do Section B Topic
. termination 60 Apgendix B2
Restricted | Deferred Compensation Plan Service Agreement | 4 years after Do Section C Topic
termination 60 Appendix A
Restricted | Application for Assisted Body 4 yearsafter | Do Section D Topie
termination 80 Appendix Al
Restricted | Application and Authority for Payment of Study | 4 yearsafier | Do Section D Topic
Grant termination 80 Appendix A2
Restricted | Study Assistance. Acknowledgement of Debt 4 yearsafter | Do Section D Tapic
termination &0 Appendix B
Restricted | Annual Leave Application 4 years afier | Do Scction E Topic
termination 10 Appendix A
Per/17
Restricted | Maternity Leave Policy. Acknowledgement of 4 yearsafter | Do Section E Topic
Debt termination 70 Appendix A
Restricted | Notice of Termination of Employment 4yearsafter | Do Section F Topic
termination. 10 Appendix A
Restricted | Exit Intecview 4yearsafier | Do Section F Topic
termination 10 Appendix B
' Per/14
Restricted | Company Property Check List 4 years after | Do Section F Tapic
Beng & termination 10 Appendix C
Per/16
Restricted | Certificate of Service 4 years after | Do Section F Topic
termination 10 Appendix D
Restricted | On Site Training Request Form 2 Years As per Training
College Policies
znd Procedures
Restricted | Training Report 1 Year As per Training
. 8 College Policies
and Procedures
Restricted | Course Nomination Form 4 yearsafter | As per Trining
termination College Policies
and Procedures
Restricted | Course Reports/certificates 4 yearsafter | As per Training
termination | College Policies
and Procedures
Restricted | Training Attendance Register 3 Years As per Training Books and registers
College Policies
. and Procedures
ADMINISTRATION
Restricted | Duplicate Waybills 5 Years HOGE06 Eatemal
Document
Restricted | Registered Mail Receipts 5 Years HOGENS External
Diocument
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Restricted | Health and Safety Registers 5 Years HOGE06 Books and
Regjsters
BUSINESS PLANNING, BUDGETING
AND MANAGEMENT REVIEWS
Restricted | Business Plans 3 Yeass HOG10 Warking
Document
Restricted | Budgets 5 Years HOG10 Working
Domment
Restricted | Minutes of Management Reviews 5 Years HOG10 Working
Document
INFORMATION SERVICES
Restricted | Service Request forms 1 Year As per Group
I Information
Services Policies
and Procedures
Restricted | Request for Computer Training Forms 1 Year As per Group
Information
s..-;ﬁ Policies
and Procedures
Restricted | Back up Log 1 Yea As per Group
Information
Services Policies
and Procedures
Restricted | Equipment Loan Register 1after teen | As per Group Books and
Information Registers
Services Policies
and Procedures
Restricted | Back up Tapes/Diskettes Nature of task | As per Group Working
Information Documents
Sexvices Policies
end Procedures
FINANCE
Restricted | Absa Bank EFTS 5 Years FINPAQD2 Reference
Documents
Restricted | Account Group Assignments N/A FINPAL Reference
Document
Restricted | Accounting Timetable 1 Month HOGE07 Working
) ‘| Documents
Restricted | Activity Types N/A FINPA] Refezence
. Document
Restricted | Additional Entry Form for Debtors Receipts 5 years FINPO4CO6
Restricted | Annual Reports, Financial Statements and 15 Years FINPAU Reference
Company Brochures Document
Restricted | Approved Suppliers List and Vendor Codes N/A FINPAAO4 Reference
Document
Restricted | Balance Sheet Reconciliation Spas | FINPOSHOL Working
Document
Restricted | Branch Details N/A FINF00 F3
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Restricted
Document
Restricted | Branch Stationery N/A FINPAAOS Reference
Document
Restricted | Branch/Department Budgets 3 Years Working
; Document
Restricted | Bulk Cash Balance Sheet Reconciliation 5 years FINPO9BOS Working
Document
Restricted | Bulk Cash Bank Account Reconciliation 5 years FINPO9BO4 Working
Document
Restricted | Bulk Cash Disbursement Estimation 5 years FINPOIBO1 Working
Document
Restricted | Bulk Cash Disbursement Reconciliation S years FINPOBO3 Working
Document
Restricted | Business Types N/A FINPAI Reference
Document
Restricted | CAPEX 1 Purchase Application 5 years FINPOGAOL ci/z
Restricted | CAPEX 1 Vehicle Puschase Application 5 years FINFOGACZ Clv/28C2v/2
Restricted | CAPEX 2 Disposal Application 5 years FINPOGADS c2/2
Restricted | CAPEX 2 Vehicle Disposel Application 5 years FINPOGAOG | FINPOGAOG
Restricted | CAPEX Application — Acknowledgement of N/A FINPOGAL4
Receipt _
Restricted | CAPEX Applications Log N/A FINPOGA11
Restricted | CAPEX Applications Record N/A FINPOGA10
Restricted | CAPEX Approval Schedule N/A FINPOGAL2
Restricted | CAPEX Approval /Rejection Memotandum N/A FINPOGALS
Restricted | CAPEX Rejections Schedule N/A FINPOGAL3
Restricted | CAPSUM/Fixzed Asset Register Reconciliation 5 yeass FINPOSBO1 \g‘:m
cument
Restricted | Casual Job Card 5 Years
Restricted | Casual SVS forms & contract 5 Years
Restricted | Chart of Accounts N/A FINPAD Reference
Document
Restricted | Cheque Requisition for a Creditor 5 years FINPO9A02 F2/2
Restricted | Cheque Requisition for a Non-Creditor 5 years  FINPO9AOT F1/2
Restricted | Client Bank Transfer Processing Form 5 years FINPO4CO7
Restricted | Collection Percentage Calculation Schedule 5 years FINP04BO3 D11/2
Restricted | Commission Rules N/A FINPAV Reference
Document
Restricted | Company Codes N/A FINPAC Reference
Document
Restricted | Contract Consumables Returned/Delivered Back | 5 yeass FINPOTFOL .
to Stock
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Restricted | Create Contract Consumables 5 years FINPOTEOL
Restricted | Credit Application 5 years FINPO3AD1
Restricted | Credit Application Approved 5 years | FINP04CO1
Restricted | Credit Checking N/A FINPAS ml
Restricted | Credit Control (Corporate Services Departmental | 5 yeass FINPO4C1L Working
Report, Board Pack) _ Document
Restricted | Credit Memo Request for Consumables 5 yeass FINPOTDOZ
Restricted | Credit Note Advice 5 years FINP04B02
Restricted | Creditor Reconciliation 5 years FINPOSBO3 : Working
Document
Restricted | Creditors — Non-Stock Iterns Credit Note 5 yoars FINPOSE02
Restricted | Creditors — Non-Stock Items Invoice S years FINPO5B01
Restricted | Cucrent Account /Cash Book 15 Books and registers
Restricted - | Current Account Reconciliation 5 years FINPO9HOZ Working
Document
Restricted | Cucrent Account Supporting Document ' 5 years FINPO9HOZ
Restricted | Debit Order Amendment Instruction 5 years FINP04C03
Restricted | Debit Order Instruction : 5 years FINPO4C02
Restricted | Debit Order Processing Form 5 years FINP04C06 D2o1/2
Restricted | Debtor Reconciliation 5 years FINPO4C13 Working
Document
Restricted | Debtors Adjustment — Credit 5 yeass FINPO4CI D5/2
Restricted | Debtors Adjustment — Debit 5 years FINP04C12 D6/2
Restricted | Debtors Receipts 5 yeare FINPO4CO6
Restricted | Debtors Report 5 years FINP04C14 Working
s Document
Restricted | Electronic Fund Transfer Systems N/A FINPAQ Reference
Document
Restricted | Fleet numbers N/A FINPAAO2 Reference
Document
Restricted | General Ledgec 15 Years Books and registers
Restricted | Goods Returned to Suppliet : 5 years FINPOTDO2
Restricted | Handover Checklist 5 yeass FINPO4DO2
Restricted [ Internal Audit Programme 1 Year | HOGE04 Working
Document
Restricted | Internal Audit Reports . 1 Year’ HOGEM Working
A Document
Restricied | Invoice Advice 5 years FINP04B01
Restricted | Journal Entry 5 years FINPOSFO1 F5/2
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Restricted | Liquidation Checldist 5 years FINPOADOZ

Restricted | Local Expense Account ) 5 years FINPOSCO4 F11/2

Restricted | Master for New Matecial N/A FINPO7BO1 Data base

Restricted | Master for New Vendor . 5 years FINPOTAOL Mz/2

Restricted | Material Group Codes ' N/A FINPAAOS Reference
Document

Rcsnicmd- Month-end Processing Plan N/A FINPAO Reference
Document

Restricted | Monthly Debtors Commission Payment Syears | FINPO4C1S Working
Document

Restricted | Monthly Debtors Commission Payment Database | 5yeas FINPO4C15 Database

Restricted | Nedbank EFTS 5 Years FINPAQUD3 Reference
Document

Restricted | Officials Designated in the Text N/A FINPAAO! Fo -

Restricted . | Order Numbers N/A FINPAE Reférence
Document

Restricted | Pay Packet Breakdown Calculations 5 years FINP09B02

Restricted | Payslips 5 Years Working
Documents

Restricted | Petty Cash 15 Years Books and registers

Restcicted | Petty Cash Balance Record 5 years Fge/2

Restricted | Petty Cash Count 5 years FINF09CO2 Féb/2

Restricted | Petty Cash Float Breakdown N/A FINPAAO3 F6d/2

Restricted | Petty Cash Reimbursement ' 5 years FINPOJCO3

Restricted | Petty Cash Voucher 5 years FINPO9CO1 F6a/2

Restricted | Posting Keys N/A FINPAF mt

Restricted | Product Codes N/A FINPAK Reference
Documents

Restricted | Progressive Capital Expenditure Reports N/A FINPOGA16 mt

Restricted | Purchase Osder Requisition . 5 years FINPOTCOt M1/2

Restricted | R/D Cheque(For Branch Use) 5 yoass FINPOAC10 | DB/2

Restricted | R/D Cheques(For Corporate Services Use) 5 years FINP04C10 D8a/2

Restricted | Reconciliation of MOS Revenue to Schedule N/A FINPOSHO3 Working

Productivity Docunent

Restricted | Record of Amendments continued N/A FINPOO F10

Restricted | Refund 5 years FINP04C09 D9/2

Restricted | Service Addendum 5 Years

Restricted | Spares Issue from Stock , 5 years FINPOTEO4
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FINPAQD]
Restricted | Stock Costs, Prices and Storage Locations N/A FINPAAOG geof:‘g:;t
Restricted | Stock Return Sales Order Type 5 years FINPOTDO3
Restricted | Sundry Receipts 5 years FINPO9AO4 F8/2
Restricted | Supplier Assessment Form 5 years FINPOTAC2
Restricted Systerh-G\eneramd Reports N/A FINPAR Reference
: Document
Restricted | Taxz Codes N/A FINPAG Reference
_ Document
Restricted | Tender Supplier Rating Form 5 years FINPOSCO1
Restricted | Training N/A FINPAT Reference
. Document
Restricted | Transfer of Payment Between Debtors 5 yeass FINPO4COS | D10/2
Restricted | Travel chucs: Memorandum N/A Fiz2/2 F12/2
Restricted | T'ravel Request Memorandum 5 years RINPO9ICO5 F12/2
Restricted | Year-end Instructions N/A FINPAN Reference
Document
TRANSPORT '
Restricted | Accident Categoris6tion 2 Yoars FGT22b FGT22b
Restricted | Accident History 2 Years FGT22 FGT22
Restricted | Application to Dispose of Company Vehicle — Nz FGT61 FGT61
Incomplete
Restricted | Application to dispose of Compazny Vehicle — N/a FGT60 FGT60
Report back
Restricted | Application to Purchase — Incomplete N/a FGTS FGTS
Restricted | Application to Purchase Company Vehicle — - Nfa FGT4 FGT4
Report Back ;
Restricted | Breakdown Register 2 Years FGT12 FGT12
Registered | Casual Vehicle Hire 2 Years FGT/11
Restricted | Certificate of Fitness Letter 2 Years FGT47 BGT47
Restricted | Change in Driver of Company Vehicle 5 Years FGT27 FGT27
Restricted | Daily Fuel/issue Sheet 5 Years FGT/45
Restricted | Daily Fuel/Oil Sheet 5 Years FGT/452
Restricted | Delivery of Vehicle 2 Vehicles FGT/46
Restricted | Driver Training Forms — Multiple —choice 5 Years DT1-DTS FGT/29,30,31,3
Questions 233,
Restricted | Dummy Fleet Analysis N/A FGT/10
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ANNEXURE: F

RErer ReEcorp | FIDELITY SERVICES

ENCE: LIST GROUP LTD

ANNEX FSCS  FIDELITY SUPERCARE

REVISI 2002- cLEAN|NG ssnv.cﬁs FIDELITY
::= :;-10:- LIST OF RECORDS CORPORATE SERVICES
DATE: 13 AND CATEGORY OF

PAGE: RECORDS

Restricted | External Daily Fuel/Oil issue Sheet 2 Years FGT45 FGT45
Restricted | Fine Receipt Acknowledgement 5 Years FGT13 FGT13a
Restricted | Fines Register 5 Years FGT13 FGT13
Restricted | Fixed Assets Register ' 15 Years Books and registers
Restricted | Form of Proxy o ' 5 Yesrs FGT43 FGT43
Restricted | Group Motor Vehicle Accident Register 5 Years FGT39 FGT39
Restricted | Interlocking Failure Register 2 Years FGT12i FGT12i
Restricted | Interlocking Maintenance Record 2 Years FGT2i FGT/2
Restricted | Internal Daily Fuel/Oil Issue Sheet 2 Years FGT45 FGT45al
Restricted | Job Card 2 Years FGT23 FGT23
Restricted | Maintenance Categories N/a FGT28 EGT28
Restricted | Master File Change : 1 Year FGT49 FGT49
Restricted | Motor Accident Notification Letters 2 Years FGT21421a FGT21&21a
Restiicted | Motor Accident Repost 5 Years FGT18& 18 | FGT18 & 18:
Restricted | Motor Theft Report : 5 Yeass FGT19 EGT19
Restricted | Motor Vehicle Accident Register °5 Years FGT17 FGT17
Restricted | Motor Vehicle Accident/theft — Investigation & 5 Years FGT20 FGT20
Analysis
Restricted | Motor Vehicle Accidents — Summary of Cause & | 2 Years FGT22 ' | FaT22
Type
Restricted | Motor Vehicle License Verification 5 Years FGT44 FGT44
Restricted | New Vehicle Application : 5 Yeass PGT35 FGT35
Restricted | Notification of Accident Committee Finding 2 Years FGT22¢ FGT22¢
Restricted | Notification of Driver ~Traffic Offence 5 Years FGT38 FGT38
Restricted | Notification of Vehicle Delivery 5 Years FGT46 & 461 FGT46 & 468
Restricted | On-the-Scene Accident Report 5 Years FGT3T FGT37
Restricted | Public Driving Permit Letter 2Yars | FGT48 FGT48
Restricted | Spares Control 2 Years FGT26 FGT26
Restricted | To the Driver’s Licence Section - N/A FGT/44
Restricted | Tool and Equipment Register S Years FGT29 FGT29
Restricted | Transport Disclaimer - 8 Years FGT30 FGT30
Restricted | Vehicle Daily Check List 1 Year FGT16 FGTi6a
Restricted | Vehicle Disposal Application CAPEX 2 5 Years FGT36 Cav/2
| Restricted | Vehicle Legal file o | 5 Years . ' Working
Document
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ANNEXURE: F

REFER
ENCE:
ANNEX
URE
REVISI]
CON
NO:
DATE:
PAGE:

RECORD
LIST
FSCS

0

2002-
08-14
14 OF
13

FIDELITY SERVICES
GROUP LTD
FIDELITY SUPERCARE
CLEANING SERVICES
LIST OF RECORDS
AND CATEGORY OF
RECORDS

FIDELITY

CORPORATE SERVICES

i

”{é’?{"j’{({{m&k‘(’: B0t
R

per the Act

Restricted | Vehicle Maintenance file Life of vehicle ’ Vorking
Restricted | Vehicle Maintenance Record 2 Yeass FGT2 FGT/2
Restricted | Vehicle Purchases Application CAPEX 1 S Yeacs FGT34 | etz
Restricted | Vehicle Weekly Checl list 1Year FGT16 FGT16
Restricted | Workshop Productivity N/A FGT/25
Restricted | Workshop Productivity Repo-rt 2 Years FGT25 FGT25
Restricted | Workshop Weekly Summary 2 Yeass FGT24
Restricted | Wodkshop Weekly Summary 2 Years FGT24
Notel: Restricted - Information Officer will consider applications, which.comply with the | dural requirements as
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13 August 2002
TE: gust

OUR REF:

- GLOBE ENGINEERING WORKS

SEC S1 MANUAL
(in respect of the Promotion of Access to Information Act)

51 (a) Details of Company

 Globe Engineering Works (Pty) Ltd (Globe) is a registered South African
private company whose liability is Limited.
Physical Location  : Berrio Road, Port of Cape Town
Registered Address : Berrio Road, Port of Cape Town, 8001 -
Postal Address : P O Box 13, Woodstock, 7915
Telephone Number : (021) 4484640
Fax Number : (021) 4484652
Information Officer : Mr. Peter Burdett Coutts
Co. Registration No. : 1947/027805/07

ipti ide refe; in Section 10
The Human Rights Commissioner will issue a manual to assist users of the act
in understanding their rights.
Contact : Private Bag 2700, Houghton, 2041
" Telephone No.: (011) 484 8300
i

ice in of ion 52(2

t n

The company has not submitted to the minister a description of . those
categories of record automatically available without request.
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51(d) A description of the records which are available in accordance with any
on

other legislati

The company keeps financial records as required by the Companies Act 1974
(as amended). These are subject to Annual Audit from which, in terms of
Generally Accepted Accounting Practice, Annual Financial Statements are
produced for the shareholders of the company. Certain remunerative data is
disclosed to S A Revenue Services as required by the Income Tax Act, Skills
Development Act and the Unemployment Insurance Levy Act. There are no
other acts of parliament that require the release of other records of the
company to other select persons. The company does retain records as
required, in respect of secretarial and personnel matters as well.

51 (e) Information to facilitate a request for access to company records

e The request must be made to the Information Officer specified above and
at the contact numbers detailed.

*  Any request for access to records in terms of the Act must be completed on
the prescribed form in terms of the Act and the Regulations thereto.

o Please note that the company is a separate legal entity from its Pension
Funds as well as from those Fund’s administrators, auditors, consultants, j
actuaries and other advisors/service providers. It utilises independent
auditors.

o The requester must provide sufficient detail on the request form to enable
the head of the private body to identify the record and the requester. The
requester should also indicate what form of access is required.

¢ - The requester must identify the right that he or she is seeking to exercise or
protect and provide an explanation of why the requested record is required
for the exercise or protection of that right. :

¢ If a request is made on behalf of a person, the requester must then submit
proof of the capacity in which the requester is making the request to the
satisfaction of the Information Officer.

® The Information Officer must notify the requester (other than a personal
requester) by notice, requiring the requester to pay the prescribed fee (if
any) before further processing the request.

¢ The Information Officer will then make a decision whether to grant the
request or not and notify the requester in the required form.

e If the request is granted, then a further access fee must be paid for the
search, reproduction and preparation, and for any time that has exceeded
the prescribed hours to search and prepare the record for disclosure.
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51 (f) Other information as may be prescribed

The company is a member of S.E.LF.S.A, the Metal Industries Bargaining
Council to whose agreements, in addition to various labour acts, it is bound in
labour related issues. The pension and provident funds, to which the company
subscribes, are independently managed and reported on to the participating
members. The company’s employees are affiliated to various unions
depending on their specific trades.

23787—3
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A 2 L)

\IIPTY} LLMII"ED aq,- ml 1988/00184/07
PO BOX 88 WQODS'DOCK - 7915
TEL: {021) 47-9887 FAX: (021} 47-9778

13 August 2002

PRINIA MARKETING CONSULTANTS (PTY) LTD

SEC 51 MANUAL
(in respect of the Promotion of Access to Information Act)

51 (a) Details of Company

Prinia Marketing Consultants (Pty) Ltd (Prinia) is a registered South Afiican
private company whose liability is Limited.

Physical Location  : Berrio Road, Port of Cape Town

Registered Address Berrio Road, Port of Cape Town, 8001

Postal Address : P O Box 13, Woodstock, 7915

Telephone Number (021) 4479887

Fax Number : (021) 4479778

Information Officer : Mr. Peter Burdett Coutts

Co. RegistrationNo. : ~  1988/00184/07

description of the gui e to in Section

The Human Rights Commissioner will issue a manual to assist users of the act
in understanding their rights.

Contact > Private Bag 2700, Houghton, 2041

Telephone No.: (011) 484 8300

Latest notice in terms of Section 52(2)

The company has not submitted to the minister a description of those
categories of record automatically available without request.

00265529—4. ' o o 23787—4
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51 (d) A description of the records which are available in accdrg_lgl_we with any

51 (e)

other legislation

The company keeps financial records as required by the Companies Act 1974
(as amended). These are subject to Annual Audit from which, in terms of
Generally Accepted Accounting Practice, Annual Financial Statements are
produced for the shareholders of the company. Certain remunerative data is
disclosed to S A Revenue Services as required by the Income Tax Act, Skills
Development Act and the Unemployment Insurance Levy Act. There are no
other acts of parliament that require the release of other records of the
company to other select persons. The company does retain records as
required, in respect of secretarial and personnel matters as well.

Information to facilitate a request for access to company records

e The request must be made to the Information Officer specified above and

at the contact numbers detailed.

e Any request for access to records in terms of the Act must be completed on
the prescribed form in terms of the Act and the Regulations thereto.

e Please note that the company is a separate legal entity from its Pension
Funds as well as from those Fund’s administrators, auditors, consultants,
actuaries and other advisors/service providers. It utilises independent
auditors.

e The requester must provide sufficient detail on the request form to enable
the head of the private body to identify the record and the requester. The
requester should also indicate what form of access is required. -

e The requester must identify the right that he or she is seeking to exercise or
protect and provide an explanation of why the requested record is required
for the exercise or protection of that right.

e If a request is made on behalf of a person, the requester must then submit
proof of the capacity in which the requester is making the request to the
satisfaction of the Information Officer.

e The Information Officer must notify the requester (other than a personal
requester) by notice, requiring the requester to pay the prescribed fee (if
any) before further processing the request.

e The Information Officer will then make a decision whether to grant the
request or not and notify the requester in the required form.

e If the request is granted, then a further access fee must be paid for the

search, reproduction and preparation, and for any time that has exceeded
the prescribed hours to search and prepare the record for disclosure.
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51(f) Other information as may be prescribed

The company and it’s employee’s contribute to a pension fund which is
independently administered, controlled and reported on, as required by the
Register of Pensions.
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WEST AFRICAN SHIP REPAIRS (PTY) LTD

EC 51 MANUAL
(in respect of the Promotion of Access to Information Act)

51 (a) Details of Company

West African Ship Repairs (Pty) Ltd is a registered South Affican private
company whose liability is Limited. -

Physical Location Berrio Road, Port of Cape Town
Registered Address Berrio Road, Port of Cape Town, 8001
Postal Address : P O Box 13, Woodstock, 7915
Telephone Number (021) 4484640
Fax Number : g (021) 4484652
Information Officer : Mr. Peter Burdett Coutts
Co. Registration No. : 1998/25607/07

51 (b) iption of the gui rred to in Section 10
The Human Rights Commissioner will issue a manual to assist users of the act
in understanding their rights.
Contact : Private Bag 2700, Houghton, 2041

Telephone No.: (011) 484 8300

51 (c) Latest notice in terms of Section 52(2)

The company has not submitted to the minister a description of those
categories of record automatically available without request.
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31(d) A description of the records which are available in accordance with any

51 (e)

other legislation

The company keeps financial records as required by the Companies Act 1974
(as amended). These are subject to Annual Audit from which, in terms of
Generally Accepted Accounting Practice, Annual Financial Statements are
produced for the shareholders of the company. The company holds certain
investments but employs no staff. There are no other acts of parliament that
require the release of other records of the company to other select persons.
The company does retain records as required, in respect of secretarial matters
as well. : :

Information to facilitate a request for access to company records

¢ The request must be made to the Information Officer specified above and
at the contact numbers detailed.

* Any request for access to records in terms of the Act must be completed on
the prescribed form in terms of the Act and the Regulations thereto.

o Please note that the company is a separate legal entity from its Pension
Funds as well as from those Fund’s administrators, auditors, consultants,
actuaries and other advisors/service providers. It utilises independent
auditors.

* The requester must provide sufficient detail on the request form to enable
the head of the private body to identify the record and the requester. The
requester should also indicate what form of access is required.

¢ The requester must identify the right that he or she is seeking to exercise or
protect and provide an explanation of why the requested record is required
for the exercise or protection of that right.

 Ifarequest is made on behalf of a person, the requester must then submit
proof of the capacity in which the requester is making the request to the
satisfaction of the Information Officer.

o The Information Officer must notify the requester (other than a personal
requester) by notice, requiring the requester to pay the prescribed fee (if
any) before further processing the request.

* The Information Officer will then make a decision whether to grant the
request or not and notify the requester in the required form.

e If the request is granted, then a further access fee must be paid for the
search, reproduction and preparation, and for any time that has exceeded
the prescribed hours to search and prepare the record for disclosure.
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1. . Objects of the Act
' The objects of the Act are to give effect to the constitutional right of access to any information
held by the State and any information that is held by another person and that is required for the
exercise or protection of any rights; and to provide for matters connected therewith.

'Recognising that — -
Section 32 (1)(b) provides for the horizontal application of the right of access to information held
by another person to everyone when that information is required for the exercise or protection of
any rights; : _

Bearing in mind that - ‘

the right of access to any information held by a public or private body may be limited to the extent
that the limitations are reasonable and justifiable in an open and democratic society based on
human dignity, equality and freedom as contemplated in section 36 of the Constitution.

And in order to —

Foster a culture of transparency and accountability in public and private bodies by giving effect to
the right of access to information;

Actively promote a society in which the people of South Africa have effective access to
information to enable them to more fully exercise and protect all their rights.

2. PRISA Education & Training Centre (PE&TC)
Section 21 registration
Department of Education provisional registration
PRISA Education & Training Centre is an education provider in the public relations and
communication management field. It is conditionally registered as a private higher education
institute with the Department of Education. It is governed by its constitution and memorandum
and articles of association. The centre is managed by a managing director and a team of
academic and administrative personnel fulfilling the functions as set out in the objectives of its
constitution. - ' '

3. - Contact details
PRISA Education & Training Centre
2™ FI. The Atrium
cnr Rustenburg Road & 7" Avenue
- Melville
Johannesburg
P O Box 31749
Braamfontein
2017 -
Tel: 011-726 7356
Fax: 011-726 7082
Email: info@prisa.co.za

Website: www.prisa.co.za

Information officer
Seugnet van Niekerk APR ~ managing director »
Seugnetvn@prisa.co.za o

4, Access to the guide _
www.prisa.co.za ; #

Registered as Private Higher Education Institution by the Department of Education

Section 21 Company Directors: Sejamothopo Motau cere, Dr Barbara Jensen Vorster aer, Margaret Moscardi FPrisa,
Seugnet van Niekerk apr, director (managing)

AR,
6:35“ ‘bz

B ISO 9002 Certificate registration number: 90101087
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5. Contents and description of the guide ‘ :
- The guide sets out the different types of records, the process to access these and the fees
applicable. T

PRISA Education & Training Centre would have two types of applicants. First, persona
requesters who would be learners, who may require access to records containing personal
information about them, and second, requesters who require information for the exercise or
protection of their rights.

The categories are:

1. Must grant access .
Where requesters require information for the exercise or protection of their rights or where
a personal requester requests information.

A personal requester may obtain access to their own learner's file and accounts record.

2, May grant access B 3
Where a personal requester seeks health records (section 61)

PRISA Education & Training Centre does not hold health records of its leamers,
contractors, volunteers or staff.

3. Must refuse a request
Involving unreasonable disclosure of information about a third party (sections 63(1) and
65.
Commercial information of a third party (section 64).
If disclosure could lead to endangering of physical safety (section 66(a).
Privileged documents (section 67)
Research information of a third party (section 69(1)

From a requester wishing to have access to a third party’s personal and financial
information. (i.e. a learner’s information is confidential and available to that learner only)
PRISA Education & Training Centre does not hold information containing trade secrets,
financial, commercial, scientific or technical information of its learners, or delivery points
(third parties)

PRISA Education & Training Centre will refuse access to third party copyright protected
information, e.g. course material developed by it.

Any research information will not be disclosed without consent of the researcher or any
third parties involved.

4. May not refuse a request
Where the information requested is aiready publicly available
Where the individual to whom it relates has consented to the disclosure and certain other
grounds in section 63(2), including certain information relating to PRISA Education &
Training Centre officials (section (2)(f) _
Where the disclosed information would reveal a serious public safety or environmental risk
(section 68 (2).

If the information requested is already publicly available, e.g. Company registration
numbers and certificates, contents of media releases.

Where the individual to whom it relates has consented to the disclosure

Any information which is available in the public domain of www.prisa.co.za

Registered as Private Higher Education Institution bQ the Department of Education

Section 21 Company Directors: Sefamothopo Motau cere, Dr Barbara Jensen Vorster aer, Margaret Moscardi Frrisa,
Seugnet van Niekerk AR, director (managing)
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PRISA Education & Training Centre’s activities are training, education and administrative
in nature and do not include the testing of products or systems which would be a public
safety or environmental risk,

PRISA Educatuon & Training lecturers and delivery points are listed on the Website and
available on request. The board of the PE&TC consists of voluntary officers and no
remuneration is given for their contribution to the centre.

5. May refuse a request
If the disclosure could lead to prejudice refaﬁng fo a building, computer or communication
system, efc. (section 66 (b)
If it involves commercial information of PRISA Education & Training Centre (section 68 (1)
If it involves research information of PRISA Education & Trammg Centre (section 69 (2)

PRISA Education & Training Centre may refuse a request for any Information regarding its
computer database or email listings. This consists of third party information and is the
core business of the centre on behalf of its learners.

Any copyright material without author consent

Any computer programmes which are licensed to PRISA Education & Training Centre.

6.  Automatically available information

PRISA Education & Training Centre’s constitution, list of delivery points, course outlines
and fees, course application documents and information in the public domain of
WwWW.prisa.co.za is freely available.

Information covered by the Companies Act — memorandum and articles of association are
available for inspection

6. How to access the information
A request is to be made on a prescribed form and sent to PRISA Education & Training Centre.
An example of the form is included. It is called “request for access to record of private body”.

a. Fees
The different types of fees are:
¢ arequest fee to process the application
* adeposit where the search will take more than six hours
* an access fee to cover costs of searching, preparation and reproduction -
s postage fee where applicable

Fees relate to the access fee for searching, reproduction and preparation of documents
and for any time reascnably required in excess of the prescribed hours to search for and
prepare the record for disclosure.

Deposits may be requested and are dependent on the estimated time taken to search and
prepare the documentation, i.e. if this is estimated to be over six hours.

No access will be made available unless the prescribed fees have been paid.

A list of fees is included (according to Government Notice R187 dated 15 February 2002)

b. Records that cannot be found
If all reasonable steps have been taken and a thorough search reveals that the records

cannot be found, or does not exist, the managing director of PRISA Education & Training
Centre will notify the requester thai it is not possible to provide access to that record.

Registered as Private Higher Education Institution by the Department of Education

Section 21 Company Directors: Sejamothopo Motau cerp, Dr Barbara Jensen Vorster apr, Margaret Moscardi rerisa,
Seugnet van Niekerk arr, director (managing)
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The affidavit/affirmation will set out all steps which were taken to determine the existence
of the record and will include all communications with the relevant persons who conducted
the search on behalf of the managing director.
If the record is later found, the requester concerned will be given access to the record,
unless access has been refused on other grounds. .

c. Decision on request and notice thereof
PRISA Education & Training Centre will advise the requester within seven (7) days
whether the request has been granted or not.
If the request is granted then the requester will be advised of the access fee (if any), the
form in which access will be given and that the requester may lodge an application with a
court against the access fee or the form of access granted and the procedure for lodging
the application.
If the request is refused, the requester will be given adequate reasons in terms of this Act,
and advised that he/she may lodge an application with a court against the refusal of the
request, and the procedure for lodging the application.

d. Grounds for refusal of access to records

Access will be refused on the following grounds:
mandatory protection of privacy of a third party who is a natural person
mandatory protection of commercial information of a third party
mandatory protection of certain confidential information of a third party
mandatory protection of safety of individuals, and protection of property
mandatory protection of records privileged from production in legal proceedings
commercial information of PRISA Education & Training Centre _
mandatory protection of research information of a third party, and protection of
research and development information of PRISA Education & Training Centre.

* & & & 9 9 »

7. Appeals against decisions
How to appeal - internal appeal
A requester may lodge an internal appeal against a decision made by the executive director. This
appeal to be directed to the chairman of the PRISA Education & Training Centre board.
An internal appeal is lodged with PRISA Education & Training Centre at its address on the
attached form within 30 days.

When deciding on the internal appeal the PRISA Education & Training Centre board chairman
may confirm the decision appealed against, or substitute a new decision for it. This decision will
be made within 30 days of receipt of the appeal and natice will be given to all parties involved.
The notice will state adequate reasons for the decision, but will exclude any reference to the
content of the record. It will also state that the appeliant, third party or requester, as the case may
be, may lodge an application with a court against the decision on this internal appeal within 30
days. The application to court procedure is set out in the act under chapter 2.

If the internal appeal is granted, then the managing director of PRISA Education & Training
Centre will immediately give the requester access to the record concerned.

If the PRISA Education & Training Centre chairman of the board fails to give notice of the decision
on an internal appeal to the appeliant within the 30-day period, then, for the purposes of this Act,
this appeal is regarded as having been dismissed.

8. Liability
PRISA Education & Training Centre is not criminally or civilly liable for anything done in good faith
in the exercise or performance or purported exercise or performance of any power or duty in
terms of this Act.

Registered as Private Higher Education Institution by the Department of Education

Section 21 Company Directors: Sejamothopo Motau cere, Dr Barbara Jensen Vorster arr, Margaret Moscardi FPrisa,
Seugnet van Niekerk apr, director (managing)
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| o " ] = A
EDUCATION & TRAINING CENTRE

PRISA Education & Tralning Centre

Section 21 Registration No 2000/01182/08
VAT registration number: 4230111686

P O Box 31749 Braamfontein 2017

Tel +27 11 726 7356

Fax +27 11 726 7082

Email info@prisa.co.za

Website www. prisa.co.za

FEES (Refer 6 a)
e The fee for a copy of the manual as contemplated in regulation 9(2)(c) is R1,10 for every photocopy of an
Ad-size page or part thereof.
2. The fees for reproduction referred to in regulation 11(1) are as follows:
- R
(a) For every photocopy of an Ad-size page or part thereof 1,10
{b) For every printed copy of an A4-size page or part thereof held on a computer
or in electronic or machine-readable form 0,75
(c) For a copy in a computer-readable form on -
(i) Stiffy disc _ 7,50
(i) Compact disc 70,00
{d) () For a transcription of visual images, for an Ad-size page or part thereof 40,00
(il) For a copy of visual images 60,00
(e) (i) For atranscription of an audio record, for an Ad-size page or part thereof 20,00
(if) For a copy of an audio record 30,00
3. The request fee payable by a requester, other than a pe:sonal requester referred to in regulatlon 11(2) is
R50,00.
4, The access fees payable by a requester referred to in regulation 11(3) are as follows:
R
(1) (a) For every photocopy of an A4-size page or part thereof 1,10
(b) For every printed copy of an A4-size page or part thereof held on a computer
or in electronic or machine-readable form 0,75
(c) For a copy in a computer-readable form on - :
(i) Stiffy disc 7,50
(ii) Compact disc 70,00
(d) (i) For atranscription of visual images, for an Ad-size page or part thereof 40,00
(i) For a copy of visual images 60,00
(e) (1) For a transcription of an audio record, for an A4-size page or part thereof 20,00
(i} Fora copy of an audio record 30,00

(f) To search for and prepare the record for disclosure, R30,00 for each hour or part of an hour
reasonably required for such search and preparation.

(2) For purposes of section 54 (2) of the Act, the following applies:
(a) Six hours as the hours to be exceeded before a deposit is payable; and
(b} One third of the access fee is payable as a deposit by the requester.

(3) The actual postage is payable when a copy of a record must be posted to a requester.

GENERAL: VALUE-ADDED TAX
Public and private bodies registered under the Value-Added Tax Act, 1991 (Act No. 89 of 1991), as vendors may
add value-added tax to all fees prescribed in this Annexure.

Registered as Private Higher Education Institution by the Department of Education

Section 21 Company Directors: Sejamothopo Motau cere, Dr Barbara Jensen Vorster aer, Margaret Moscardi Frrisa,
Seugnet van Niekerk arr, director (managing)
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EDUCATION & TRAINING CENTRE

PRISA Education & Training Centre

Section 21 Registration No 2000/011982/08
VAT registration number: 4230111686

P O Box 31749 Braamfontein 2017

Tel +27 11 726 7356

Fax +27 11 726 7082

Email info@prisa.co.za

Website www. prisa.co.za

FORM A

NOTICE OF INTERNAL APPEAL
(Section 75 of the Promotion of Access to Information Act, 2000 (Act No. 2 of 2000))
[Regulation 8]

A. Particulars of private body: PRISA Education & Training Centre
The Information Officer: Seugnet van Niekerk APR

B. Particulars of requester/third party who lodges the internal appeal

(a) The particulars of the person who lodges the internal appeal must be given below.

(b) Proof of the capacity in which appeal is lodged, if applicable, must be attached.

(c) If the appeliant is a third person and not the person who originally requested the information, the
particuiars of the requester must be given at C below. :

FUIl NAMES GNA SUMIBIMIE. L1\ uvuiisies oo eesseease o eeeaesaas i sbs sreses sas s mas =oe 8 488 222 2e s ran eesos b i s ann des san s s e
Idenfity nUMBEE cuiiaisnsmnaiaii

POSIAl AUATBES! ..o ooeirerrnaerseresnamsmassnesie it osbaresas saesis s iduinsns s Sy dnvane Sea S3EVa LTI 0 E b s
FaX NUMDET, .. .. eveoee et Telephone NUMDE, ...t adins i
BNl @AOTESS. ... oeeevtvieiintiens es e eteaasree teseae sisatnab s sbe s sesamm ees s smsan aeesas sos £es e e e e e he dh ey sas s ae s e
Capacity in which an internal appeai on behalf of another person is lodged: ...

C. Particulars of requester

This section must be completed ONLY if a third party (other than the requester) lodges the internal appeal.

EBull names antd SLEIE, oy i i s s s i i A e S e D ST S S T

Identity MUMDEE L.\ ..iveirevr oo e e s e

Registered as Private Higher Education Institution by the Depariment of Education

Section 21 Company Directors: Sejamothopo Motau crre, Dr Barbara Jensen Vorster apr, Margaret Moscardi FPRISA,
: Seugnet van Niekerk arr, director (managing)
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. The decision against which the internal appeal is lodged

Mark the decision against which the internal appeal is lodged with an X in the appropriate box:

Refusal of request for access

Decision regarding fees prescribed in terms of section 22 of the Act

Decision regarding the extension of the period within which the request must be dealt with in terms of
section 26(1) of the Act

Decision in terms of section 29(3) of the Act to refuse access in the form requested by the requester

Decision to grant request for access

E. Grounds for appeal

Ifthe provided space is inadequate, pfease continue on a separate foljo and aftach it to this form. You must sign
all the additional folios.

State the grounds on which the internal abpeal I8-baged: . ccniminasnysnridn
State any other information that may be relevantin considering the appeal: ................coocoroee oo

F. Notice of decision oh appeal

You will be notified in writing of the decision on your internal appeal. If you wish fo be informed in another

manner, please specify the manner and provide the necessary particulars to enable compliance with your
request. ' '

State the MANNET: ............ceorevce oo eee s e oo
PARICIIRTS O IATIE . cocscissmsmsis i i sssse s

Signed at this day of 20

SIGNATURE OF APPELLANT .c.osusvssasmrssmassevivsivisisia v gsbistagiiossinbisasss

:FOR PRISA EDUCATION & TRAINING CENTRE INTERNAL USE:

g OFFICIAL RECORD OF INTERNAL APPEAL: -
‘Appeal received on (date) by:
(state rank, name and surname of information officer/deputy information officer). ' ..
“Appeal accompanied by the reasons for the information officer's/deputy information officer’s decision and, where appllceble,
gthe particulars of any third party to whom or which the record relates, submitted by the information officer/deputy informatio f
osr on i (date) to the relevant authority. )
/OUTCOME OF APPEAL: _
| DECISION OF INFORMATION OFFICER/DEPUTY INFORMATION OFFICER CONFIRMED/NEW DECISIO|
' SUBSTITUTED .
NEW DECISION: E

DATE

| RELEVANT AUTHORITY

| RECEIVED BY THE INFORMATION OFFICER/DEPUTY INFORMATION OFFICER FROM TH

| RELEVANT AUTHORITY ON (date)

it
Registered as Private Higher Education Institution by the Department of Education
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EDUCATION & TRAINING CENTRE

PRISA Education & Training Centre
R e R R e e S R e 2

Section 21 Registration No 2000/01192/08
VAT registration number: 4230111686

P O Box 31749 Braamfontein 2017

Tel +27 11 726 7356

Fax +27 11 726 7082

Email info@prisa.co.za

Website www.prisa.co.za

FORMB

REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY
(Section 53 (1) of the Promotion of Access to Information Act, 2000
(Act No. 2 of 2000))

[Regulation 10]
A. Particulars of private body: PRISA Education & Training Centre
The Head: Seugnet van Niekerk APR
B. Particulars of person requesting access to the record

(a) The particulars of the person who requests access fo the record must be given below.
(b) The address and/or fax number in the Republic to which the information is to be sent must be given.
c) Proof of the capacity in which the request is made, if applicable, must be attached.

FUll NAMES AN SUMMAIME. 11ivvt e ietieeateeee st aes oisees e ebe sasmn aesaat sesabs 2es mos sme s s ae s et o asas 1aeran shsbbn ban saees
Identity NUMDET: ... ..o ceiee e iieais e s e e

POSTAL BUAIBES. civivivi ivviviois biiinihis vavay s v e sssms G oE F8 AR 60 K F AT e e S S0 A R T TSRS A AR 8
FaX NUMDET: .. .ccvir e ciei e ieciisreneeaennne. TEIEPHONE NUMDET Lo e
o T 1R T o €L L R PR
Capacity in which an internal appeal on behaif of another person is lodged: ...

c. Particulars of person on whose behalf request is made

This section must be completed ONLY if a request for information is made on behalf of another person.

FUI NBITIES BN SUMIBITI. 1t vvneeeeeseesets vtsave s aes see st e sbs ses oes as s ssm mae see b bhs b ee ba s ba bas s es 2 oeeh e s eem bt s ae s
o 171118751 ]1] s OO OO PP

Registered as Private Higher Education Institution by the Department of Education
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.D. . Particulars of record

(a) Provide full particulars of the record to which access is requested, including the reference number if that is

known to you, to enablie the record to be located. :

(b) If the provided space is inadequate, please continue on a separate folio and attach it to this form. The
requester must sign all the additional folios.

1. Description of record or relevant part of the reCOTd:_......................ooo oo

Reference number, if available: ..................... _
3. Any further particulars of FECOTT: ........................coooovoiee oo eeeoe oo

E. Fees

(a) A request for access to a record, other than a record containing personal information about yourself, will
be processed only after a request fee has been paid. : ‘ .

(b) You will be notified of the amount required to be paid as the request fee.

(c) The fee payable for access to a record depends on the form in which access is required and the
reasonable time required te search for and prepare a record.

(d) If you qualify for exemption of the payment of any fee, please state the reason for exemption.

Reason for exemption from payment of fEES: ..............c.ouiuoeeee oo oo

F. Form of access to record

If youi are prevented by a disability to read, view or listen to the record in the form of access provided for in 1 to 4
hereunder, state your disability and indicate in which form the record is required.

Disability: - | Form in which record is required:

Mark the appropriate box with an X.

NOTES:

(a) Compliance with your request in the specified form may depend on the form in which the record is
available. : '

(b) Access in the form requested may be refused in certain circumstances. In such a case you will be
informed if access will be granted in another form.
(c) The fee payable for access to the record, if any, will be determined partly by the form in which access is
___requested. .

1. If the record is in written or printed form:

copy of record* inspection of record

if record consists of visual images ; :
(this includes photographs, slides, video recordings, computer-generated images, sketches, etc.).
view the images i:| copy of the images* ; transcription of the images* -

If record consists of recorded words, or information which can be re'produced in sound:

listen to the soundtrack transcription of soundtrack*
(audio cassette) wi) (written or printed document)
if record is held on computer or in an electronic or machine-readable form:

i printed copy of record* printed copy of information “| copy in computer readable form*
derived from the record* (stiffy or compact disc)

*If you requested a copy or transcription of a record (above), do you wish the | YES | NO

copy or transcription to be posted to you? :

Postage is payable. . .
Registered as Private Higher Education Institution by the Department of Education

Section 21 Company Directors; Sejamothopo Motau cere, Dr Barbara Jensen Vorster APR, Margaret Moscardi Frrisa,
Seugnet van Niekerk arr, director (managing)
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& gﬁi ISO 9002 Certificate registration number: 90101087
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G. Particulars of right to be exercised or protected

If the provided space is inadequate, please continue on a separate folio and attach it to this form. The requester
must sign all the additional folios.

1. Indicate which right is to be exercised or 5L £e)(=Ye: =7 RO e R R
2. Explain why the record requested is required for the exercise or protection of the aforementioned right:

H. Notice of decision regarding request for access

You will be notified in writing whether your request has been approved/denied. If you wish to be informed in
another manner, please specify the manner and provide the necessary particulars to enable compliance with your
request.

How would you prefer to be informed of the decision regarding your request for access to the record?

Signed at this day of 20

SIGNATURE OF REQUESTER / PERSON ..o,
ON WHOSE BEHALF REQUEST [S MADE

Registered as Private Higher Education Institution by the Department of Education

Section 21 Company Directors: Sejamothopo Motau cere, Dr Barbara Jensen Vorster AP, Margaret Moscardi FPrisa,
Seugnet van Niekerk arr, director (managing)
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PUBLIC RELATIONS &
COMMUNICATION MANAGEMENT

Public Relations Institute of Southern Africa
i e e T T

Section 21 Registration No 2000/016388/08
VAT registration number: 4230111686

P O Box 31749 Braamfontein 2017

Tel +27 11 726 7356

Fax +27 11 726 7082

Email info@prisa.co.za

Website www.prisa.co.za

CONTENTS
1. Objects of the Act

2. PRISA

3. Contacts : _ 5
4. Access .

5.  The Guide

6. How to Access Information

a. Fees
b. Records that cannot be found
& Decisions
d. Grounds for refusal
7. Appeals
- How to Appeal
8.  Liability
Fees
FORMS

A.  Notice of Internal Appeal

B.  Request for Access to a Record
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MANUAL CONTENTS

1. Objects of the Act
The objects of the Act are to give effect to the constitutional right of access to any information held
by the State and any information that is held by another person and that is required for the
exercise or protection of any rights; and to provide for matters connected therewith.

Recognising that — :
Section 32 (1)(b) provides for the horizontal application of the right of access to information held
by another person to everyone when that information is required for the exercise or protection of
any rights; i '

Bearing in mind that -

the right of access to any information held by a public or private body may be limited to the extent
that the limitations are reasonable and justifiable in an open and democratic society based on
human dignity, equality and freedom as contemplated in section 36 of the Constitution.

And in order to — :
Foster a culture of transparency and accountability in public and private bodies by giving effect to
the right of access to information;

Actively promote a society in which the people of South Africa have effective access to information
to enable them to more fully exercise and protect all their rights.

2. Public Relations Institute of Southern Africa (PRISA)
Section 21 registration _
PRISA is a non-profit professional association, governed by its constitution and an elected board
and council consisting of volunteers from the public relations and communication management
profession. The institute is managed by an executive director and a team of administrative
personnel fulfilling the functions as set out in the objectives of the PRISA constitution.

3. Contact details
Public Relations Institute of Southern Africa
2" Fl. The Atrium
cnr Rustenburg Road & 7™ Avenue
Melville
Johannesburg
P O Box 31749
" Braamfontein
2017
Tel: 011-726 7356
Fax: 011-726 7082
Email: info@prisa.co.za
Website: www.prisa.co.za

Information officer
Margaret Moscardi FPRISA — executive director

Margim@prisa.co.za

THE INSTITUTE FOR PUBLIC RELATIONS & COMMUNICATION MANAGEMENT
e Tt O S
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4, Contents and description of the guide
- The guide sets out the different types of records, the process to access these and the fees
applicable.

PRISA would have two types of applicants. First, personal requesters who would be members of
the Institute, who may require access to records containing personal information about them, and
second, requesters who require information for the exercise or protection of their rights — and
these would be non-members.

. The categories are:
1. Must grantaccess . '
Where requesters require mfonnaffon for the exercise or pmtecﬂon of their nghts or where a
personal requester requests information.

A personal requester may obtain access to thelr own member’s file and accounts record.

2, May grant access
Where a personal requester seeks health records (section 61)

PRISA does not hold health records of its members, volunteers or staff.

3. Must refuse a request
.. Involving unreasonable disclosure of information about a third parry (secﬂons 63 ( 1) and 65.
Commercial information of a third party (section 64).
If disclosure could lead to endangering of phys;caf safety (section 66(a)
Privileged documents (section 67)
Research information of a third party (section 69( 1)

From a requester wishing to have access to a third party's personal and financial information.
(i.e. a member's information is confidential and available to that member only)

- PRISA does not hold information containing trade secrets, financial, commercial, scientific or

' technical information of its members (third parties)

PRISA will refuse access to third party copyright protected mformat:on without the author S
consent.
Any research information will not be disclosed without consent of the researcher or any third
parties involved.

4. May not refuse a request
Where the information requested is already pubftcfy availabie
Where the individual to whom it relates has consented to the disclosure and certain other
grounds in section 63(2), including certain information relating to PRISA officials (section(2)(f)
Where the disclosed information would reveal a serious public safety or environmental risk
(section 68(2) :

If the information requested is already publicly available, e.g. Company registration numbers
and certificates, contents of media releases. '
Where the individual to whom it relates has consented to the disclosure

Any information which is available in the public domain of www.prisa.co.za

PRISA’s activities are administrative in nature and do not include the testing of products or
systems which would be a public safety or environmental risk.

PRISA's officials are listed on the Website. They are voluntary officers and no remuneration
is given for their contribution to the professional body. , -

THE INSTITUTE FOR PUBLIC RELATIONS & COMMUNICATION MANAGEMENT
L e
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5, May refuse a request
If the disclosure could lead to prejudice relating to a building, computer or communication
system, elc. (section 66 (b)
If it involves commercial information of PRISA (section 68 (1)
If it involves research information of PRISA (section 69 (2)

PRISA may refuse a request for any information regarding its computer database or email

listings. This consists of third party information and is the core business of the Institute on

behalf of its members.

Any information contained on the PRISA database of members, other than the names and
“ contact details of members of the Public Relations Consultants’ Chapter of PRISA.

Access to the PRISA library as this is a members’ facility

Any copyright material without author consent

Any computer programmes which are licensed to PRISA. .

PRISA research amongst its members is available to its members.

6. Automatically available information
PRISA's constitution, code of professional standards, list of members of the Public Relations
Consultants’ Chapter of PRISA, professional development programme, registration system,
registration application documents, information in the public domain of www.prisa.co.za is
freely available. -
PRISA members have access to a “members section” where all documentation detailed there
is freely available to members. :
Professional development notes and other knowledge-based presentations are available at
prescribed fees.
Information covered by the Companies Act — memorandum and articies of association are
available for inspection

5. How to access the information
A request is to be made on a prescribed form and sent to PRISA. An example of the form is

included. It is called “request for access to record of private body”.

a. Fees
The different types of fees are:
a request fee to process the application
a deposit where the search will take more than six hours
an access fee to cover costs of searching, preparation and reproduction
postage fee where applicable

Fees relate to the access fee for searching, reproduction and preparation of documents and
for any time reasonably required in excess of the prescribed hours to search for and prepare
' the record for disclosure. .
Deposits may be requested and are dependent on the estimated time taken to search and
prepare the-documentation, i.e. if this is estimated to be over six hours.
No access will be made available unless the prescribed fees have been paid.
A list of fees is included (according to Government Notice R187 dated 15 February 2002)

L

- b. Records that cannot be found
If all reasonable steps have been taken and a thorough search reveals that the records
cannot be found, or does not exist, the executive director of PRISA will notify the requester
that it is not possible to provide access to that record.

The affidavit/affirmation will set out all steps which were taken to determine the existence of
the record and will include all communications with the relevant persons who conducted the
search on behalf of the executive director.

THE INSTITUTE FOR PUBLIC RELATIONS & COMMUNICATION MANAGEMENT
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If the record is later found, the requester concerned will be given access to the record, unless
access has been refused on other grounds. :

c. Decision on request and notice thereof
PRISA will advise the requester within seven (7) days whether the request has been granted
or not.
If the request is granted then the requester will be advised of the access fee (if any), the form
in which access will be given and that the requester may lodge an application with a court
against the access fee or the form of access granted and the procedure for lodging the
application.
If the request is refused, the requester will be given adequate reasons in terms of this Act
and advised that he/she may lodge an application with a court against the refusal of the
request, and the procedure for lodging the application.

d. Grounds for refusal of access to records
Access will be refused on the following grounds: '
» mandatory protection of privacy of a third party who is a natural person
mandatory protection of commercial information of a third panty
mandatory protection of certain confidential information of a third party
mandatory protection of safety of individuals, and protection of property
mandatory protection of records privileged from production in legal proceedlngs _
commercial information of PRISA
mandatory protection of research information of a third party, and protection of research
information of PRISA

7. Appeals against decisions
How to appeal - internal appeal
A requester may lodge an internal appeal against a decision made by the executive director. This
appeal to be directed to the president and chairman of the PRISA board.
An internal appeal is lodged on with PRISA at its address on the attached form within 30 days.

When deciding on the internal appeal, the PRISA president and board chairman may confirm the
decision appealed against, or substitute a new decision forit. This decision will be made within 30
days of receipt of the appeal and notice will be given to all parties involved. The notice will state
adequate reasons for the decision, but will exclude any reference to the content of the record. It
will also state that the appellant, third party or requester, as the case may be, may lodge an
application with a court against the decision on this internal appeal within 30 days. The
application to court procedure is set out in the act under chapter 2. . :

If the internal appeal is granted, then the executive director of PRISA will immediately give the
requester access to the record concerned.

If the PRISA president and chairman of the board fails to give notice of the decision on an internal
appeal to the appellant within the 30 day period, then, for the purposes of this Act, this appeal is
regarded as having been dismissed.

8. Liability
PRISA is not criminally or civilly liable for anything done in goad faith in the exercise or
performance or purported exercise or performance of any power or duty in terms of this Act.

THE INSTITUTE FOR PUBLIC RELATION.S & COMMUNICATION MANAGEMENT
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PUBLIC RELATIONS &
COMMUNICATION MANAGEMENT

Public Relations Institute of Southern Africa

Section 21 Registration No 2000/016388/08
VAT registration number; 4230111686

P O Box 31749 Braamfontein 2017

Tel +27 11 726 7356

Fax +27 11 726 7082

Email info@prisa.co.za

Waebsite www.prisa.co.za

FEES (Refer 6 a)

1. . The fee for a copy of the manual as contemplated in regulation 9(2)(c} is R1,10 for every photocopy of an
¢ Ad-size page or part thereof.
2. The fees for reproduction referred to in reguiation 11(1) are as follows:
R
(a) For every photocopy of an Ad-size page or part thereof 1,10
(b) For every printed copy of an Ad-size page or part thereof held on a computer
or in electronic or machine-readable form 0,75
(c) For a copy in a computer-readable form on -
(i) Stiffy disc 7,50
(i) Compact disc 70,00
(d) (i) Fora transcription of visual images, for an Ad-size page or part thereof 40,00
(iiy For a copy of visual images 60,00
(e) (i) For atranscription of an audio record, for an Ad-size page or part thereof 20,00
(iiy Fora copy of an audio record 30,00
3. The request fee payable by a requester, other than a personal requester, referred to in regulation 11(2) is
R50,00.
4, The access fees payable by a requester referred to in regulation 11(3) are as follows:
R
(1) (a) For every photocopy of an A4-size page or part thereof 1,10
(b) For every printed copy of an A4-size page or part thereof held on a computer
or in electronic or machine-readable form 0,75
(c) For a copy in a computer-readable form on -
(i) Stiffy disc 7,50
(ii) Compact disc 70,00
(d) (i) For a transcription of visual images, for an Ad-size page or part thereof 40,00
(iiy Fora copy of visual images 60,00
(e) (i) For a transcription of an audio record, for an A4-size page or part thereof 20,00
(i) Fora copy of an audio record 30,00

() To search for and prepare the record for disclosure, R30,00 for each hour or part of an hour
reasonably required for such search and preparation.

(2) For purposes of section 54 (2) of the Act, the following applies:
(a) Six hours as the hours to be exceeded before a deposit is payable; and
(b} One third of the access fee is payable as a deposit by the requester.

(3) The actual postage is payable when a copy of a record must be posted to a requester.

'GENERAL: VALUE-ADDED TAX
Public and private bodies registered under the Value-Added Tax Act, 1991 (Act No. 89 of 1991), as vendors may

add value-added tax to all fees prescribed in this Annexure.
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PUBLIC RELATIONS &
COMMUNICATION MANAGEMENT

Public Relations Institute of Southern Africa

Section 21 Registration No 2000/016388/08
VAT registration number: 4230111686

P O Box 31749 Braamfontein 2017

Tel +27 11 726 7356

Fax +27 11 726 7082

Email info@prisa.co.za

Website www.prisa.co.za

FORM A

NOTICE OF INTERNAL APPEAL
(Section 75 of the Promotion of Access to Information Act, 2000 (Act No. 2 of 2000))
[Regulation 8] '

A Particulars of private body: Public Relations Institute of Southern Africa
The Information Officer; Margaret Moscardi FPRISA i

B. Particuiars of requester/third party who lodges the internal appeal

(a) The particulars of the person who lodges the internal appeal must be given below.

(b) Proof of the capacity in which appeal is lodged, if applicable, must be attached.

(c) if the appellant is a third person and not the person who originally requested the information, the
particulars of the requester must be given at C below. _

FUll NAMES @NG SUMABME. ........c..iiiiiie ittt ee et et e e ee oo
Identity NUMDEN: ........cooee et it ee e e e s

Postal adaress: ..........coviiiiiiiiie e e

Fax number:............cccceiciiiiciicccnnniinnn,. TEIEPRONG NUMDET: ....oove e e
E-mall SOITEEEL .. covmmonmmm s S e R S B s i e

Capacity in which an internal appeal on behaif of another pérson islodged: .......coooociiiie e

C. Particulars of requester

This section must be completed ONLY if a third party (other than the requester) lodges the internal appeal.

FUll N@MES AN SUMBME: ..ot oo e
Identity nUMDBET: ..........coovvivie e

THE INSTITUTE FOR PUBLIC RELATIONS & COMMUNICATION MANAGEMENT

Section 21 Company Directors: Sejamothopo Motau crre, Margaret Rowe AR, Kate Bapela arr, Prof Neville Wood,
: . Executive Director : Margaret Moscardi Frrisa

#p
. g; ISO 9002 Certificate registration number: 90199003/1
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The decision against which the internal appeal is lodged

Mark the decision against which the internal appeal is lodged with an X in the appropriate box:

Refusal of request for access

Decision regarding fées prescribed in terms of section 22 of the Act

Decision regarding the extension of the period within which the request must be dealt with in terms of
section 26(1) of the Act
Decision in terms of section 29(3) of the Act to refuse access in the form requested by the requester

Decision to grant request for access

E. Grounds for appeal

Ifthe provided space is inadequate, please continue on a separate folio and attach it to this form. You must sign
all the additional folios.

State the grounds on which the internal appeal isbased: ...,
State any other information that may be relevant in considering the appeal: ...

F- Notice of decision on appeal

G.

You will be nofified in writing of the decision on your intemal appeal. If you wish to be informed in another
manner, please specify the manner and provide the necessary particulars to enable compliance with your
request,

=R = L1 Lt 0= C T O O B P P P S A

P ATHCUIATS OF MBI ... covove e se oo e e tee st tes rases oasbae doa ts b e tn soa te s aa e a0 e de oa b 4 H b S e bbean s b e s b e s s

~ Signed at this day of 20

SIGNATURE OF APPELLANT ... oiiiiiiierieioceiems it s e neesss st s

'FOR PRISA INTERNAL USE:
E OFFICIAL RECORD OF INTERNAL APPEAL.:
‘iAppeal received on : (date) by
{state rank, name and surname of information officer/deputy information officer). i

‘Appeal accompanied by the reasons for the information officer's/deputy information officer's decision and, where applicable, 1
 the particulars of any third party to whom or which the record relates, submitted by the information officer/deputy information;;
?g\iofﬁcer on (date) to the relevant authority.
?EOUTCOME OF APPEAL:
 DECISION OF INFORMATION OFFICER/DEPUTY INFORMATION OFFICER CONFIRMED/NEW DECISION:
iSUBSTITUTED
“NEW DECISION:

b _ DATE
“RELEVANT AUTHORITY

'RECEIVED BY THE INFORMATION OFFICER/DEPUTY INFORMATION OFFICER FROM THE.
"RELEVANT AUTHORITY ON (date):

THE INSTITUTE FOR PUBLIC RELATIONS & COMMUNICATION MANAGEMENT

Section 21 Company Directors: Sejamothopo Motau cpre, Margaret Rowe APr, Kate Bapela apr, Prof Neville Wood,
Executive Director : Margaret Moscardi FPrisA
q?:\\?lf.'.-\q .

5 & : 1SO 9002 Certificate registration number: 80199003/
L R
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- n L] = 1

PUBLIC RELATIONE &
CONMMUNICATION MANAGEMENT

Public Relations Institute of Southern Africa
S

Section 21 Registration No 2000/016388/08
VAT registration number; 4230111686

* P O Box 31749 Braamfontein 2017

Tel +27 11 726 7356

Fax +27 11 726 7082

Email info@prisa.co.za

Website www.prisa.co.za

FORM B

REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY
(Section 53 (1) of the Promotion of Access to Information Act, 2000
(Act No. 2 of 2000)) :

[Regulation 10]

A Particulars of private body: Public Relations Institute of Southern Africa ' _ .
The Head: Margaret Moscardi FPRISA

B. Particulars of person requesting access to the record

(a) The particulars of the person who requests access to the record must be given below,
(b) The address and/or fax number in the Republic to which the information is to be sent must be given.
(c) Proof of the capacity in which the request is made, if applicable, must be attached.

Full names and surname: ;

Identity number: ..........c.oooiii i

Postal address:
Faxnumber.............cccoveiiir oo s, TEIEPRONE NUMBET: ..o oo
E-MEI] BAAIESS: 1., ivvivo oiiiiiiisiaiirioin e aresessesnesssesessrares ass sms sesisseesl sosses stossnant sre somseess s asss rodesbsss
Capacity in which an internal appeal on behalf of another person is l0dged: ..............cocovvvvveeeesrrinnns

C. Particulars of person on whose behalf request is made

| This section must be completed ONLY if a request for information is made on behalf of another person.

Full names and sumame: ..............icccevvevevnenn, T
Identity number. ..........coocooeiiiiii v

THE INSTITUTE FOR PUBLIC RELATIONS & COMMUNICATION MANAGEMENT

Section 21 Company Directors: Sejamothopo Motau cere, Margaret Rowe aPr, Kate Bapela AR, Prof Neville Wood,
Executive Director : Margaret Moscardi rFrrisa

« 2 * SO 9062‘Certificate registration number: 90199003/1
g '
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D. Particulars of record

(@) Provide full particulars of the record ta which access is requested, including the reference number ifthatis
known to you, to enable the record to be located.
() If the provided space is inadequate, please continue on a separate folio and attach it to this form. The
-_requester must sign all the additional folios.

Description of record or relevant part of the record: ...
Reference number, if available: ...
Any further particulars of FECOTA: ... .. ... e i b s

m & n =

Fees

(a) A request for access to a record, other than a record containing personal information about yourself, will
be processed only after a request fee has been paid. ;
(b) You will be notified of the amount required to be paid as the request fee.
(c) The fee payable for access to a record depends on the form in which access is required and the
reasonable time required to search for and prepare a record.
(d) If you qualify for exemption of the payment of any fee, please state the reason for exemption.
h

Reason for exemption from bayment OF FBBEL .. v ammm e e S 0 0 Y S R S R Wi 0 Wy e

F. Form of access to record

If you are prevented by a disability to read, view or listen to the record in the form of access provided forin 1to 4
hereunder, state your disability and indicate in which form the record Is required.

Disability: Form in which record is required:

Mark the appropriate box with an X.

NOTES:

(a) Compliance with your request in the specified form may depend on the form in which the record is
available.

(b) Access in the form requested may be refused in certain circumstances. In such a case you will be
informed if access will be granted in another form.

(c) The feé payable for access to the record, if any, will be determined partly by the form in which access is
requested. -

1. If the record is in written or printed form:

i{ copy of record” inspection of record

If record consists of visual images
(this includes photographs, slides, video recordings, computer-generated images, sketches, etc.):
view the images copy of the images* | transcription of the images®

If record consists of recorded words or information which can be reproduced in sound:

listen to the soundtrack transcription of soundtrack*
/| (audio cassette) | (written or printed document)
If record Is held on computer or in an electronic or machine-readable form:

| copy in computer readable form*,

printed copy of information :
| (stiffy or compact disc)

printed copy of record*
derived from the record*

THE INSTITUTE FOR PUBLIC RELATIONS & COMMUNICATION MANAGEMENT

Section 21 Company Directors; Sejamothopo Motau cere, Margaret Rowe AR, Kate Bapela APR, Prof Neville Wood,
Executive Director : Margaret Moscardi FPRIsA

F5Ems -

,‘;’ 5? T ISO 9002 Certificate registration number: 90198003/1
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*If you requested a copy or transcription of a record (above), do you wishthe | YES NO
copy or transcription to be posted to you? :

Postage is payable.

G. Particulars of right to be exercised or protected

If the provided space is inadequate, please continue on a separate folio and attach Jt fo this form. The requester
must sign all the additional folios. ’

1. Indicate which right is to be exercised or Protected: .............ccocooiiives oo
2, Explain why the record requested is required for the exercise or protection of the aforementioned right:
H. Notice of decision regarding request for access

You will be notified in writing whether your request has been approved/denied. If ydu wish to be informed in

another manner, please specify the manner and provide the necessary particulars to enable compliance with your
request. :

How would you prefer to be informed of the decision regarding your request for access to the record?

Signed at this day of 20

SIGNATURE OF REQUESTER / PERSON ..........c..ivciivcemeioeeareeriven
ON WHOSE BEHALF REQUEST IS MADE

/

THE INSTITUTE FOR PUBLIC RELATIONS & COMMUNICATION MANAGEMENT

Section 21 Company Directors: Sejamothopo Motau cpre, Margaret Rowe arr, Kate Bapela apr, Prof Neville Wood,
Executive Director : Margaret Moscard| Frrisa
'\G.q.p

KR

2,
*oF

IS0 9002 Certificate registration number: 90199003/

%y
by
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CORPORATE
INFORMATION MANUAL

1 INTRODUCTION

Section 32 of the Constitution of the Republic of South Africa, No. 108 of 1996 (“the
Constitution”) provides;

(1) Everyone has the right of access to -~
(a) any information held by the State; and
(b) any information that is held by another person and that is required fo
the exercise or protection of any rights. -

(2) National legislation must be enacted to give effect to this right, and may
provide for reasonable measures to alleviate the administrative and
financial purdan on the state.

The Promotion of Access to Information Act, 2 of 2000 (“the Act”), was enacted on 3
February 2002 to give effect to section 32 of the Constitution, thus giving effect to the
constitutional right of access to any information held by the State and any information
that Is held by another person and that is required for the exercise or protection of
any rights. Where a request is made in terms of this Act, the private or public body to

- whom the request is made is obliged to release the information, except where the Act
expressly provides that the information must not be released. The Act sets out the
requisite procedural issues attached to such request.

The Act came into effect on © March 2001 with the exception of sections 10, 14,16
and 51 which sections were brought into operation on 15 February 2002,

2 WHO MAY REQUEST INFORMATION IN TERMS OF
THE ACT -

Any person who requires information for the exercise or protection of any rights may
request information from a private' body. Section 50 of the Act states that;

(1) A requestor must be given access to any record of a private body If -
(a) that record is required for the exercise or protection of any rights;
(b) that person complies with the procedural requirements in this Act
relating to a request for access fo that record; and
(c) access to that record is not refused in terms of any ground for refusal
contemplated in Chapter 4 of this Part.
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3 PROCEDURES FOR OBTAINING ACCESS

3.1 Contact Details o |

Any persoh who wishes to request any information from BoE Corporate
with the abject of protecting or exercising a right may contact the -
Information Officer whose contact details are as follows:

Postal Address

3.2

The Information Officer
Alan Faber

BoE Corporate

PO Box 5662

Durban

4000

Physical address

NBS Kingsmead
90 Ordnance Road
Durban

4000

Tel: (031) 3642233

Fax (031) 3642961

e-mail afaber@boecorp .co.za
Website www.boe.co.za

Prescribed Access Form

In terms of section 63, a request for access to a record of BoE
Corporate must be mads in the prescribed form to BoE Corporate at the
address, fax number or electronic mail address given above. The form
requires the requestor to provide the following:

sufficient information to enable the Information Officer to identify the

requestor;

sufficient information to enable the Information Officer to identify the
record(s)

requested;

the form of access required;

the requestor’s postal address or fax number;

identification of the right sought to be exercised or protected:

an explanation on why the record is required to exercise or protect that
right;
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¢ the manner In which the requestor wishes to be informed of the decision
on the request, if in a manner in addition to written notification; and
= if the request is made on behalf of a person, the submission of proof of
the capacity in which the requestor makes the request, to the satisfaction
of the Information Officer.
For a specimen of the request form see ANNEXURE A io the manual.
Requestors must note that all of the information as listed above should be
provided, failing which the process will be delayed while the private body

requests such additional information. The prescribed time periods will not

33

3.3.1

commence until all pertinent information has been furnished on' the private
body by the requestor. _

Prescribed Fees

Payment of fees is regulated in terms of section 54 of the Act. The Regulations
to the Act provide for two types of fees: )

¢ Request fee: This is a non- refundable administration fee paid by all
requestors with the exclusion of personal requestors. It is paid before the
request is considered.

» Access fee: This is paid by all requestors only when access is granted. This
fee is intended to re-imburse the private body for the costs involved in
searching for a record and preparing it for delivery to the requestor.

BoE Corporate may withhold a record until the request fee and the deposit (if
applicable) have been paid. A schedule of the prescribed fees Is attached as
ANNEXURE 2 to the manual.

Requestor other than Personal Requestor

The Information Officer must give written notice to a requestor other
than a personal requestor of the request fee and amount to be paid
before the request may be further processed.

if in the Information Officer’s opinion the search for a record, or
preparation of the record. for disclosure will require more than the
prescribed hours, the Information Oificer may require the requestor fo
pay a deposit, not being more than one third of the access fee that
would be payable if the request is granted. If the request is declined, the
deposit must be repaid to the requestor.

The notice given by the Information Officer must advise the requestor
that s/he has a right to apply to court against the payment of the request
fee or deposit, and also advise of the procedure of the application.

3.3.2 Personal Requestor

A personal requestor is described in terms of the Act as a requestor
seeking access to a record containing information about the requestor.

A personal requestor s not liable to pay a request fee, is liable for
payment of access fees in the event of a request being granted, but may
not be required to pay a deposit before the granting of the record.
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4 HUNMAN RIGHTS COMMISSION GUIDELINE

In terms of section 10 of the Act, the Human Rights Commission must compile a
guide by 14 August 2003. This guide is intended to assist users in the
interpretation of the Act. The guide will contain a description of the objects of the
Act, the contact details of the information officers of all the public bodies,
particulars of the public bodies, the manner of access to the records of those
public bodies and the remedies available in law regarding a breach of any of the
provisions of the Act. :

The South African Human Rights Commission’s contact details are as follows;

Private Bag 2700

Houghton

2041

Tel: 011 484 8300
Fax 011 4841360

8 TYPES OF RECORDS

The requestor may requést access to the following types of docu mehts;

| 51 Personn_el Records

These include;

 Any personal records provided to the private body by their parsonnel;

* Any records a third party has provided to the private body about any of
their personnel; . , !

¢ Conditions of employment and other personnel-related contractual and
quasi-legal records;

* Internal evaluation records; and

'+ Other internal records and correspandence,

5.2 Customer-related records

A customer includes any natural or juristic entity who receives services

from the private body. Customer-related information inciudes the

following: __

* Any records a customer has provided to a third party acting for or on
behalf of the private body; '

* Any records a third party has provided to the private body; and
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Records generated by or within the private body pertaining to the
customer, including transactional records.

5.3 Private body records
This includes but is not limited to the following:
¢ Financial records;
= Operational records;
« Databases;
« Information technology;
* Marketing records;
= |nternal correspondence;
= Product records;
« Statutory records;
¢ Internal policies and procedures;
+ Treasury-related records;
» Securities and equities; and
¢ Records held by officials of the private body.
54 Other Parties ;
The private body may possess records pertaining to other parties,
including without limitation, contractors, suppliers, subsidiary/holding/sister
companies, joint venture companies, service providers, Alternatively, such
other parties may possess records which can be said to belong fo the
private body.
The following records fall under this category:
« Personnel, customer or private body records which are held by
another party as opposed to being held by the private body; and
» Records held by the private body pertaining to other parties, including
without limitation financial records, cotrespondence, contractual
records, records provided by the other party, and records third parties
have provided about the contractors / suppliers. :
5.5 Records available in terms of other legislation
The requestor may also request information which is available in
terms of legislation, such as the following;
Legislation Specific Industry Person(if
/| Section/ (Banking/ limited)
~ | Regulation | Insurance)
Administration | section Banking Banks must keep information | The Master or
of Estates Act | 28(5) of a cheque account or|any surety of the
66 of 1965 savings account that has | executor have
been opened by an executive | the same rights
in the name of the estate and | to this
all information relating to | information
vouchers in relation to the |
cheque or savings account . —
Short term Section 4(3) | Insurance | The short term insurer upon Registrar
Insurance Act notice from the Registrar may
53 of 1928 be directed fo furnish the
Registrar within a specifisd

23787—4
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period with specified
information or documents
required by the Registrar for
_purposes of the Act

Section 47.

Insurance

A short term insurer is
required to provide a person
who enters into short term
policy with a copy of the
policy within 30 days after
entering into or varying the
policy

The insured
persan

Deeds
Registries Act
47 of 1937.
Sections 27

| and 82

Section 27

Bank

The bank must produce a
copy of the bond together
with written consent to the
petitions and substitution of
land.

The Registrar

Section 82

Bank

Far the registration of a
notarial bond specially
hypothecating a registered
lease or sub-lease the deed

-| of [ease or sub-lease must be

produced :

The Registrar

The Long
Term
Insurance Act
52 of 1998

Section 27

{

Insurancs

A long term insurer shall
whenever required to do so,
furnish a return in the form
and containing the particulars
and information which the
Registrar determines i.r.o. the
following: (a) its shareholders
and (b) any person who
directly or indirectly has the
power to require those
shareholders to exercise their
rights as shareholders in the
long term insurer in
accordance with such
person’s directions or
instructions (c) a person In
whose name shares In a long
term insurer are registered, *
or (d) a person who wishes
shares in a long term insurer
to be alluded or issued to
such personortobe
registered in such person’s
name

The Registrar

Section 36

Insurance

A long term insurer shall
furnish the Registrar with
returns relating to its
business.

" The registrar

Section 48

Insurance

A long term insurer must

furnish in writing a person

Insured

00265529—5

23787—5
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who enters into or varies a
long term policy with
information relating to the
following matters: (a)
representations made by or
on behalf of that person to
the insurer which were
regarded by that insurer as
material to its assessment of
the risks under the policy (b)
the premiums payable and
the policy benefits to be

provided under the policy and

seek the event i.r.0. which
the policy benefits are to be
provided and the
circumstances if any in which
those benefits are not to be
provided.

The Credit
Agreements
Act 75 of 1980

Section 4

Bank

Any prospective credit
granter or employee shall
before entering into a credit
agreement at a place not
being his business premises
In writing draw the attention
of a prospective credit
receiver to the provisions of
section 13. In terms of
section 13 when any credit
agreement is signed by any
credit receiver at a place
other than the busiriess
premises where the credit
granter conducts business
the credit receiver may within
5 days after the date of the
credit agreement terminate
the agreement in writing and
by tendering the return of any
goods delivered to him i.t.0.
the credit agreement

CredTt receiver

Section 26

“Banking

n terms of section inspector
furnished with inspection
authority in writing by the
Director General of Trade
and Ihdustry may conduct an
investigation to gather
information that the Director
General or official may
require to determine whether
the provisions of this Act are
being or have been complied
with and may for that purpose
at all reasonable times enter
any place and order any

Inspector




STAATSKOERANT, 30 AUGUSTUS 2002

No. 23787 131

| person to produce to him any |

book or record or other
document in the possession
or under the control of such
person.

Designs Act
No. 195 of
1993

‘Section 7(2)

Banking/
Insurance

Copies of all deeds,
agreements, licences and
other documents affecting

| any registered design or

application for the registration
of a design which are  ~

required to be recorded in the
register, shall be supplied in

in the Designs Office

a prescribed manner for filing |

Registrar

Section 8(1)

Banking/
Insurance

The register in the Designs
Office or any document
lodged at the Designs Office
shall on payment of the
prescribed fee be open to
inspection by the public
during the prescribed hours.

Section 9

Banking/
Insurance

The Registrar shall at the
request of any person and on
payment of the prescribed
fee, furnish coples of any
documents lodged at the

open to public inspection or
particulars from the Registrar,
or furnish a certificate thereof

Designs Office and which are |

Debt
Collectors' Act
No. 114 of
1998

Section
19(4)

Banking

A debt collector shall deliver
to & debtor, upon request and
against payment of a
prescribed fee a settlement
account containing a
complete exposition of all
debits and credits in
connection with a specific
collection provided that a
debtor shall be entitled to
request a settlement account
free of charge once in every
| six months

Debtor

Section
20(4)

Banking

A debt collector is required to
keep proper accounting
records in respect of all
monies received, held or paid
by him or her on behalf of or
to any other person. The

itself or through its nominee
examine the accounting
records of a debt collector in

council of debt collectors may |

Council of Debt |
Collectors or its
nominees
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order to satisfy itself that the
provisions of this section are
complied with

The Custody
and -
Administration
of Securities
Act No. 85 of
1902

Section 3(3)

Banking

A depositor institution shall
on request disclose
information with regard to the
holdings of a clientin a
securities account, unless the
client concerned directs
otherwise in writing in a case
where the client may do so in
terms of any law

" Registrar

Section
15(2)

Banking

An executive officer of a
central securities depository
shall furnish all notices,
minutes and documents
which are furnished to
members of the contraliing
body thereof or a sub-
committee of that body to the
Registrar as if the Registrar
were a member of that body
or sub-committee

Registrar

The Criminal
Procedures
Act No. 51 of
1077

“Section 236

Banking

The entries in the accounting
records of a bank and any
document which is in the
possession of any bank and
which refers to the said
entries or to any business
transaction of the bank can
be proved in criminal
proceedings by producing an
affidavit made by any person
working for the bank any
party to the criminal
proceedings against whom
the evidence is intended to
be adduced. The accused
may upon the order of the
court before which the
proceedings are pending
inspect the original of the
document or entry in question
and any accounting record in
which such entry appears or
of which such entry forms

part and may make copies of |

such documents or entries.

Accused Person

The Labour
Relations Act
66 of 1995

Section
13(8)

Banking/
Insurance

With each monthly remittance
the employer must give (a) A
List of the names of every
member from whose register
employer has made the
deductions that are included

Representative
Trade Union
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in the remittance (b) Details

of the amounts deducted and
remitted and the period to
which the deductions relate
and (c) A copy of every

notice of revocation i.t.0. sub-
section 3.

Section
16(2)

Banking/
Insurance

An employer must disclose to
a trade union representative
all relevant information that
will allow the trade union
representative to perform
effectively the following .
functions to (a) assist and
represent the employee in
grievance and disciplinary
proceedings (b) fo monitor
the employer's compliance
with the workplace related
provisions of the Labour
Relations Act, any law
regulating terms and _
conditions of employment
and any collective agreement
binding on the employer. (c)
To report any alleged
contravention of the
waorkplace related provisions
of this act, any law regulating
terms and conditions of
employment and any
collective agreement binding
on the employer to (i) The
employer (ii) The
representative trade union
and(iii) any responsible
authority or agency and (d) to
perform any other function
agreed to between the
representative trade union
and the employer

Trade Union
Representative

“Section
21(10)

e

Banking/
Insurance

The employer must make

any information and facilities
that are reasonable
necessaty for the
commissioner to determine

the membership or support of |

the registered trade union

- Commissioner.
available to the commissioner | -

Section
89(1)

Banking/
Insurance

An employer must disclose to
the workplace forum all
relevant information that will

allow the workplace forum to

engage effect}vely in

_Woﬂiplace
Forum -
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consultation and joint
decision making. In terms of
section 90(1) any
documented information that
Is required to be disclosed by
the employer 1.t.0. section 88
must be made available on
request to the members of
the workplace forum for
inspection. The employer
must provide copies of the
documentation on request to
the members of the
workplace forum.

Section
189(3)

Banking/
Insurance

The employer must disclose
in writing all relevant
information related to
dismissals based on
operational requirements
including but not limited to (a)
The reasons for the proposed
dismissals (b) The
alternatives that the employer
considered before proposing
the dismissals, and the
reasons for rejecting each of
those alternatives. (¢) The
number of employees likely
to be affected and the job
categories of which they are

‘employed. (d) The proposed

method for selecting which
employees to dismiss. (e)
The time when, or the period
during which the dismissals
are likely to take effect. (f)
The severance pay _
proposed. (g) Any assistance
that the employer proposes
to offer to the employees
likely to be dismissed. (h)
The possibility of the future
employment of the
employees who are

| dismissed. (i) The number of

employees employed with the
employer and (j) The number
of employees that the
employer has dismissed for
reasons based on its
operational requirements in
the preceding 12 months.

Trade Union or
representatives
of the
employees or
employees

Section
197(b)

Banking/
Insurance

An employer that applies to
be wound up or sequestrated
whether i.t.o. the Insolvency

Employees or
workplace forum
or registered
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Act 1936 or any other law
must at the time of making
application provide (a) Any -
person whom the employer is
required to consult in terms of
a collective agreement (b) If
there is no collective
agreement that requires
consuitation a workplace
forum if the employees likely
to be affected by the

| proposed dismissals are

employed in a workplace of
which there is a workplace
forum and. (b) Any registered

trade union whose members |

ars likely to be affected by
the proposed dismissals. (c)
If there is no workplace forum
in the workplace in which the
employee Is likely to be
affected by the proposed -
dismissals are employed, any
registered trade union whose
members are likely to be
affected by the proposed
dismissals or (d) If there is no
trade union the employees
likely to be affected by the
proposed dismissals or their
representatives nominated

| for that purpose with a copy

of the applications, In terms
of section 197(2)(b) an
employer that receives an
application for its winding up
or sequestration must supply
a copy of the application to
any consulting party within
two days of receipt or if the
proceedings are urgent within
12 hours, to the Registrar of

‘| Labour Relations.

Trade union

Section 205

“Banking/

“| Insurance

Every employer must keep
the records that an employer
is required to keep in
compliance with any
applicable (a) Collective
Agreement (b) Arbitration
Award (c) determination
made i.t.o. the Wage Act.
The employer must retain the
records for 3 years from the
date of the event or end of
the period to which they

Bargaining
Council or
Commissioner
or person who
functions i.t.o
the act in the
resolution of
disputes
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relate, submit the records in
response to a demahd made

| at any reasonable time to any

agent of a bargaining council,
commissioner or any person
whose functions i.t.0. this Act
includes the resolution of
disputes. In terms of section
205(3) an employer must
keep a record of the
prescribed detalls of any
strike, lockout or protest
action involving its
employees. The records must
be submitted in the
prescribed manner

Employment
Equity Act
No. 55 of
1008

Section

18(1)

Banking/
Insurance

When a designated employer
engages in consultation i.t.o.
this Act the employer must
disclose to the consulting
parties all relavant
information that will allow
those parties to consuit
effectively.

Consulting
parties

Section
25(1), (2) &
(3)

Banking /
Insurance

An employer must display at
the workplace where it can
be read by employees a
notice in the prescribed form
informing them about the
provisions of the Employment
Equity Act. In terms of sub-
section 25(2) a designated
employer must in each of its
workplaces, place in
prominent places that are
accessible to all employees
(a) the most recent reports
submitted by that employer to
the Director General (b) Any
compliance order, arbitration
award or order of the Labour
Court concerning the
provisions of this Act in
relation to that employer and
(c) any other document
concerning this Act as may
be prescribed. in terms of

“gection 25(3) an employer

who has an employment
equity plan must make a
copy of the plan available to
its employees for copymg
and consultation,

Employees

Section 26

An employer must establish

Employees

Banking /
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Insurance

and for the prescribed period |

maintain records i.r.o. its
workforce, its employment
equity plan and any other
records relevant to its
compliance with this Act.

The Basic
Conditions of
Employment
Act 75 of
11997

Section
29(1)

Banking /
Insurance

An employer must supply an
employee when the
employee commences ;
employment with particulars

- of work. In terms of sub-

section 2 when any matter
changes the written
particulars must be revised to
reflect the change and the
employee must be supplied
with a copy of the document -
reflecting the change. In
terms of section 28(4) the
written particulars must be

| kept by the employer for a

periad of 3 years after
termination of employment.

Employee

- | Section

31(1)

Banking /
[nsurance

Every employer must keep a
record containing at least the

| following information; (a) the

employee's name and
occupation (b) the time
worked by each empioyee (c)
the remuneration paid to
each employee (d) the date
of birth of any employee -
under 18 years of age and (e)
any other prescribed
information. The record must
be kept by the employer for a
period of 3 years from the
date of the last entry in the
record. -

Employee

Section
33(1)

Banking f

Insurance

An employer must give an

employee the following
information in writing on each
day the employee is paid (a)
the employer's name and
address (b) the employee's
name and occupation (c) the
period for which the payment
is made (d) the employee's
remuneration in money (e)
the amount in purpose of any
deduction made from the
remuneration (f) the actual
amounf paid to the employee.

. Employee

Section 66

Banking /

In order to monitor or enforce

Labour
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(1) Insurance compliance with any Inspector
employment law a labour
inspector may require a

~ person to disclose
information &ither arally or in
writing and either alone or in
the presence of witnesses on
any matter to which an
employment law relates and
require that disclosure be
made under oath, copy any
record or document to which
an employment law relates.

The Information Officer will take into consideration section 8 of the manual to decide
on whether or not access to any of the information stated above should be given to

the requestor.

¢ DECISION-MAKING PROCESS

81  Interms of Section 55, the information officer will take all reasonable steps to
find a record that has been requested. If the record cannot be found or does
not exist, the information officer must notify the requestor by way of affidavit
or affirmation that it is not possible to give access to the record. This is
deemed to be a refusal of the request. If, however, the record is later found,
the requestor must be given access if the request would otherwise have been
granted. '

6.2  Section 56 provides that the Information Officer must within 30 days of receipt
of a correctly completed request notify the requestor of the decision as to
whether or not to grant the request. If the request is:

e Granted: the notification must state the applicable access fee required to
be paid, together with the procedure to be followed should the requestor
wish to apply to court against such fee, and the form in which access will
be given.

¢ Declined: the notification must include adequate reasons for the decision,
together with the relevant provisions of the Act relied upon, and provide
the procedure to be followed should the requestor wish to apply to court
against the decision.

6.3  The Infarmation Officer may extend the period of 30 days by a further period

not exceeding 30 days if:

e the request is for a large number of records or requires a search through a
large number of records;

o the request requires a search for records located in a different office of the
private body not situated in the same city;

e consultation between divisions of the private bady, or with another private
body is required; or

» the requestor consents to the extension.
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The requestor must be notified within the initial 30 day period In writing of _
the extension. together with reasons therefér, and the procedure involved
should the requestor wish to apply to court against the extension.

The Information Officer's failure to respond to the requestor within the 30 day
period constitutes a deemed refusal of the request.

6.4  Section 58 provides that the Information Officer may sever a record and grant
access only to that portion which the law does not prohibit access to.

If access is granted, access must be given in the form that is reasonably
required by the requestor, or if the requestor has not identified a preference,
in a form reasonably determined by the Information Officer. '

7 THIRD PARTIES

If the request is for a record pertaining to a third party, the Information Officer
must take all reasonable steps to inform that third party of the request. This must
be done within 21 days of receipt of the request. The manner in which this is
done must be in the fastest means reasonably possible, but if orally, the
Information Officer must thereafter give the third party a written confirmation of
the notification. The third party may within 21 days thereafter either make
representation to the private body as to why the request should be refused,
alternatively grant written consent to the disclosure of the record. The third party
must be advised of the decision taken by the Information Officer on whether to
grant or decline the request, and must also be advised of his/heriits right to
appeal against the decision by way of application o court within 30 days after
the notice. - :

8 GROUNDS FOR REFUSAL OF A REQUEST

Notwithstanding compliance with section 60, the requést may be declined in
accordance with one of the prescribed grounds in terms of the Act, namely:

8.1  Section 83 of the Act prohibits the unreasonable disclosure of the personal
information of natural-person third parties 10 requestors. This includes the
personal information of deceased persons. However Section 63(2) does
provide exceptions to this. ,

8.2 Section 64 states that a request must be refused if it relates to records
containing third party information pertaining to:

» trade secrets; : : '

* financial, commercial, scientific or technical information where disclosure
would be likely to cause harm to the commercial or financlal interests of
that third party; or o :

* information supplied in confidence by the third party, the disclosure of
which could reasonably be expected to put the third party at a
disadvantage in contractual or other negotiations, or prejudice the third
party in commercial competition.
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83

84

8.5

8.6

8.7

The information must, however, be released If it pertains to the results of
product or environmental testing, the disclosure of which would reveal a
serious public safety or environmental risk.

Section 65 prohibits disclosure of information if such disclosure would
constitute a breach of any duty of confidentiality owed to a third party in terms
of an agreement. - '

In terms of section 66, a private body must refuse a request for access to a
record of the body if disclosure could reasonably be expected to:
» endanger the Iife or physical safety of an individual;

‘= prejudice or impair the security of a building, structure or system, including

but not limited to a computer or communication system, means of
traneport or any other property

« The private body may also refuse a request for access to information
which would prejudice methods, systems, plans. or procedures for the
protection of an individual in accordance with a witness protection scheme
or safety of the public,

Section 67 mandates the refusal ofé request if the record is privileged from
production in legal proceedings, unless the person entitled to the privilege has
waived the privilege.

Saction 68 pertains to records containing information about the private body

itself and unlike the other provisions pertaining to decline of a request, is not

mandatory, but rather discretionary. BoE Corporate may refuse access to a

record if the record: '

= contains trade secrets of BoE Corporate

o contains financial, commercial, scientffic or technical information, the
disclosure of which would be likely to cause harm to the commercial or
financial interests of BoE Corporate

« contains information which, if disclosed, could reasonably be expected to
put the private body at a disadvantage in contractual or other negotiations,
or prejudice BoE Corporate in commercial competition; or

s consists of a computer program ewned by BoE Corporate

Notwithstanding the above, the information must be released f It.pertains to
the results of product or environmental testing, the disclosure of which would
reveal a serious public safety or environmental risk.

Section 69 prohibits the disclosure of information about research where
disclosure is likely to expose the third party, the person conducting the
research on behalf of the third party, or the subject matter of the research to
serious disadvantage. Disclosure is discretionary if such research pertains to
BoE Corporate itself,

Notwithstanding any of the above-mentioned provisions, section 70 provides

that a record must be disclosed if its disclosure would:

e reveal evidence of a substantial contravention of or failure to comply with
the law, Imminent and serious public safety or environmental risk; and

« if the public interest in the disclosure clearly outweighs the harm.
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9 RIGHTS OF APPEAL

A requestor that is dissatisfied with the Information Officer's refusal to grant
access fo any information may, within 30 days of notification of the decision,
apply to court for relief, Likewise, a third party dissatisfied with the Information
Officer's decision to grant a request may, within 30 days of notification of the
decision, apply to court for relief. ' .

It should be noted that notwithstanding any provision in this Act, the court may -
examine the record(s) in question. No record may be withheld from the court on
any grounds. The court may not, however, disclose the contents of the record(s).

The court is empowered to grant any order that is just and equitable, including:

» confirming, amending or setting aside the Information Officer's decision

¢ requiring the Information Officer to take any action, or refrain from taking any
action as identified by the court within a specified period: '

* granting an interdict, interim or special relief, declaratory order or
compensation; or costs. - "t
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CORPORATE

INFORMATION MANUAL
1 INTRODUCTION

Section 32 of the Constitution of the Republic of South Africa, No. 108 of 1996 (“the
Constitution™) provides:

(1) Everyone has the right of access to -
(a) any information held by the State; and .
(b) any information that is held by another person and that Is required fo
the exercise or protection of any rights.

(2) National legislation must be enacted to give effect to this right, and may
provide for reasonable measures to alleviate the administrative and
financial burden on the sfate.

The Promotion of Access to Information Act, 2 of 2000 (“the Act”), was enacted on 3
February 2002 to give effect to section 32 of the Constitution, thus giving effect to the
constitutional right of access to any information held by the State and any information
that is held by another person and that is required for the exercise or protection of
any rights. Where a request is made in terms of this Act, the private or public body to
whom the request is made is obliged to release the information, except where the Act
expressly provides that the information must not be released. The Act sets out the
requisite procedural issues attached to such request. '

‘The Act came into effect on © March 2001 with the exception of sections 10, 14,18
and 51 which sections were brought into operation on 15 February 2002.

2 WHO MAY REQUEST INFORMATION IN TERMS OF
" THE ACT

Any person who requires information for the exercise or protection of any rights may
request information from a private body. Section 50 of the Act states that;

(1) A requestor must be given access to any record of a private hody if -
(a) thatrecord is required for the exercise or protection of any r{ghts;
(b) that person complies with the procedural requirements in this Act
relating to a request for access to that record; and
(c) access to that record is not refused in terms of any ground for refusal
contemplated in Chapter 4 of this Part. ,
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3 PROCEDURES FOR OBTAINING AGCESS

31 Contact Details

Any person who wishes to request any information from BoE Corporate
with the object of protecting or exercising a right may contactthe .
Information Officer whose contact details are as follows;

Postal Address

3.2

The Information Officer
Alan Faber

BoE Corporate

PO Box 5662

Durban

4000

Physical address

NBS Kingsmead
90 Ordnance Road
Durban

4000

Tel: (031) 3642233

Fax (031) 3642951 _
e-mail afaber@boecorp .co.za
Website www.boe.co.za

Prescribed Access Form

In terms of section 53, a request for access to a record of BoE
Corporate must be made in the prescribed form to BoE Corporate at the
address, fax number or electronic mail address given above. The form
requires the requestor to provide the following:

[ ]

sufficient information to enable the Information Officer to identify the
requestor;

sufficient information to enable the Information Officer to identify the
record(s) ' ' -
requested;

the form of access required,;

the requestor’s postal address or fax number;

identification of the right sought to be exercised or protectsd:;

an explanation on why:the record is required to exercise or protect that
right;
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» the manner in which the requestor wishes to be informed of the decision
on the request, if in a manner in addition to written notification; and '

« |f the request is made on behalf of a person, the submission of proof of
the capacity in which the requestor makes the request, to the satisfaction
of the Information Officer.

For a specimen of the request form see ANNEXURE A o the manual.
Requestors must note that all of the information as listed above should be
provided, failing which the process will be delayed while the private body
requests such additional information. The presctibed time petiods will not
commence until all pertinent information has been fumished on the private
body by the requestor.,

3.3 Prescribed Fees

Payment of fees is regulated in terms of section 54 of the Act. The Regulations
to the Act provide for two types of fees:

« Request fee: This is a non- refundable administration fee paid by all
requestors with the exclusion of personal requestors. It is paid before the
request is considered.

» Access fee: This is paid by all requestors only when access is granted. This
fee is intended to re-imburse the private body for the costs involved in
searching for a record and preparing it for delivery to the requestor.

BoE Corporate may withhold a record until the request fee and the deposit (if
applicable) have been paid, A schedule of the prescribed fees is attached as
ANNEXURE 2 to the manual. :

3.3.1 Requestor other than Personal Requestor
: The Information Officer must give written notice to a requestor other
than a personal requestor of the request fee and amount to be paid
before the request may be further processed.

If in the Information Officer's opinion the search for a record, or
preparation of the record for disclosure will require more than the
prescribed hours, the information Officer may require the requestor to
pay a deposit, not being more than one third of the access fee that
would be payable if the request is granted. If the request is declined, the_
deposit must be repaid to the requestor. )

The notice given by the Information Officer must advise the requestor
that s/he has a right to apply to court against the payment of the request
fee or deposit, and also advise of the pracedure of the application.

3.3.2 Personal Requestor
A personal requestor is described in terms of the Act as a requestor
seeking access to a record containing information about the requestor.

A personal requestor is not liable to pay a req uest fee, is liable for
payment of access fees in the event of a request being granted, but may
not be required to pay a deposit before the granting of the record.
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THE SOUTH AFRICAN PHARMACY COUNCIL

MANUAL PREPARED IN ACCORDANCE WITH SECTION 61 OF THE
PROMOTION OF ACCESS TO INFORMATION ACT, NO. 2 OF 2000 (“the

Act”)
PART I

[Information required under section 51(1)(a) of the Act]

Name of body:
Head of body:
Address:

Postal address: |

Telephone No.:
Fax no.:

E-maii:

Website:

The South African Pharmacy Council

Prof. P F K Eagles, President

The South African Pharmacy Council Building
591 Belvedere Street

ARCADIA

Pretonia

P Q Box 40040

ARCADIA

0007

(012) 319 8500

(012) 321 1492

sapharm harm il.Co.za

www,pharmcouncil.co.za
PARTII

[Information required under section 51(1)(b) of the Act]



YR
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Section 51(1)(b) of the Act calls for a description of the guide referred to in section 10 of
the Act, if available, and how to obtain access to it. The guide referred to in section 10is
a guide that must be compiled by the Human Rights Commission containing such
information as may reasonably be required by a person who wishes to exercise any right
contemplated in the Act. The regulations regarding the Promotion of Access to
information published under Government Notice No. R187 of 15 February 2002 set forth
how the Human Rights Commission should make the guide availzable.

e | PART i
| [Copy of notice, if any, required under section 51(1)(c) of the Act]

Not applicable.
PART IV

[Information required under section 51(1)(d) of the Acf]

A The following records are kept in terms of the Pharmacy Act, 1974 (Act 53 of
1974):

(1)  a register of pharmacy students, in which is entered the name of every
person registered with a provider of a qualification in phammacy and who
has complied with the requirements prescribed for registration as a
pharmacy student, as well as his or her registration number, date of
registration and the name of the provider with which he or she is
registered and such other information as may be determined by the
Registrar;

(2)  a register of pharmacist intemns, in which is entered the name, address
and qualifications of every person who has entered into a contract of
internship referred to in regulation 8, registration number and such other
information as may be determined by the Registrar;

(3) a register of pharmacists, in which is entered the name, address,
qualifications, date of initial registration, registration number and such
other information as may be determined by the Registrar,;

4) a register of specialist pharmacists, in which is entered the name,
address, qualifications, date on which such qualification was obtained and
the date of initial registration and such other information as may be
determined by the Registrar;

(5) a register of pharmacists' assistants in which is entered the name,
address, registration number, date of registration, category of persons
entitled in ferms of this Act to be registered as a pharmacist's assistant
and such other information as may be determined by the Registrar,

(8) a register of companies entitied to carry on the buslness of a pharmacist
in which is entered the name, registration number, address, name of
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managing director and nominee and such other information as may be
determined by the Registrar,

(7) = register of close corporations entitled to carry on the business of a -
pharmacist in which is entered the name, registration number, address,
name of manager and nominee and such other information as may be
determined by the Registrar;

8) a register of providers in which is entered the name, address, registration
number, date of registration and such other information as may be
determined by the Registrar;

(9)  aregister of assessors in which is entered the name, address, registration
number, date of registration and such other information as may be
determined by the Registrar,

(10) a register of pharmacy owners in which is entered the name, address,
registration number and date of registration and, if applicable, the name
of the managing director, manager and the nominee and such other
information as may be determined by the Registrar;

(11)  a register of pharmacies in which is entered the:

(a) name and address of the pharmacy;
(b) name and address of the pharmacy owner;
(c) name of the responsible pharmacist;
(d) name of the managing director or manager, as the case may be;
(e) name of the nominee, if applicable;
) category in which such phamacy is registered; and
(@  such other information as may be determined by the registrar; and

(12) such other registers as may be determined by Council.
Records are also kept in accordance with the following legislation:

Medicines and Related Substances Control Act, 1965 (Act 101 of 1965)
Health Professions Act, 1974 (Act 56 of 1974)

Nursing Act, 1978 (Act 50 of 1978)

Income Tax Act, 1962 (Act 58 of 1963)

Unemployed Insurance Act, 1966 (Act 30 of 1966)
Unemployed Insurance Act, 2001 (Act 63 of 2001)
Unemployed Insurance Contributions Act, 2002 (Act 4 of 2002)
Value-Added Tax Act, 1891 (Act 89 of 1991)

Labour Relations Act, 1995 (Act 66 of 1995)

Basic Conditions of Employment Act, 1997 (Act 75 of 1997)
Employment Equity Act, 1998 (Act 55 of 1998)

Skills Development Act, 1998 (Act 97 of 1998)

Skills Development Levies Act, 1998 (Act 9 of 1999)
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[Information required under section 51(1)(e) of the Act]

- LIBRARY

The South African Pharmacy Council's Library consists of a collection of works on
various pharmacy-related topics. The material designation of the library is books and
journals. Persons wishing to make use of the facilities may do so but access is strictly by
appointment only. Any costs that are incurred will be for the account of the user.

OTHER RECORDS
File Nr.

1)

2)

2.1)

2.2)

2.3)
2.4)

2.5)
2.6)
27)
3)
4)
5)

5.1)
5.2)

6)
6.1)
6.2)
6.3)
6.4)
.

7.1)
- 72)

- 7.3)

Subject
Advertising
Council

Annual reports

Election & Appointments to Council
General -
Meetings / Agendas

Minutes

Mission

Position papers

Competition Commission
Department of Internal Affairs
Disciplinary Committee

General
Proceedings

Committee of Preliminary
Investigation

Agendas
General
Minutes
Reports

Education Committee

Agendas

Examination & Adjudicating
Committee

General
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7.4) . Heads of Schools

7.5) Minutes

7.6) Reports

8) Executive Committee

8.1) Agenda

8.2) General

8.3) Minutes

8.4) Reports

9) Finance & Administration -

9.1) Accounting, Auditors & financial

9.2) Conditions of service

9.3) Contracts

9.4) Document Imaging

9.5) Fees

9.6) Financial Statements

9.7) General

9.8) - Human Resource Development

9.9) Income Tax

9.10) Insurance: Staff and Building

9.11) Maintenance: Equipment

9.12) Motor Cars

9.13) Press releases, Press cuttings &
Photographs

9.14) Records: General

8.15) Security: Building

9.16) Treasurer's Report

10) Forum of Statutory Heaith
Councils

10.1) Agenda

10.2) General

10.3) Minutes

10.4) Reports

11) _Health Services

11.1) Commissions of Inquiry (Brown
Commission, Steenkamp, Boshof,
etc. Report)

11.2) Council for Health Servica
Accreditation of SA (COHASA)

11.3) Director General of National Health

11.4) District Health System/Services

11.5) Health Inspectors :

11.6) Hospital Service Regulations

11.7)

IndustriallOccupational & Health
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11.8)
11.9)

- 11.10)
11.11)
11.12)
11.13)
11.14)

12)

12.1)
12.2)
12.3)
13)

13.1)
13.2)

14)

14.1)
- 14.1.1)

14.1.2)

14,1.3)

14.1.4)

14.1.5)
14.1.6)
14.1.7)
14.1.8)

14.1.9)
14.1.10)

14.1.11)

14.1.12)

14.1.13)
14.1.14)

14.1.15)
14.1.16)

14.1.17)
14.1.18)

Local Authorities

Minister of National Health
National Drug Policy

Primary Health Care (PHC)
Privatisation

Provincial Health Departments
Provincial Hospitals

Inspectorate

Inspection of Pharmacies
Inspection Reports
Inspectors’ Claims

Legal Matters

Laws Committee
Legal Opinions

Legislation

HEALTH LEGISLATION

Abuse of dependence producing
sustainers and rehabilitation centres
Act(s)

Chiropractors, Homeopaths and
Allied Health Services Act

Close Corporations Act, 1984
Coloured Persons Education Act,
1963

Constitution of RSA

Dental Technicians Act

Hazardous Substances Conirol
Act(s)

Health Act

Medical Schemes Act

Medical, Dental and Allied Healih
Services Prof Act, 1976

Medical, Dental and Pharmacy Act,
1928 |

Medicines and Related Substances
Control Act, 1965, and amendments
Nursing Act, 1978

Phammacy Act, 1974, and
amendmeants

Provincial Health Legisiation
Regulations in terms of Pharmacy
Act, 1974, and amendments

Sacial Workers Act

Veterinary Act
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142)  OTHER LEGISLATION |
- 14.2.1) _ ' Basic Conditions of Employment
_ : Act, 1997

14.2.2) : Labour Law Act, 1995

14.2.3) : Maintenance and Promotion of

_ : - Competition Act, 1979

1424) _ - Manpower Training Act, 1981

15) Medicine Control Council (MCC)

15.1) . General -

15.2) : MCC Inspections

16) _ National Commission on Higher
Education '

17) R Non-Government Organisations

17.1) Health Systems Trust

18) -+ Office Management

18.1) ' Departmental KPA Reports

18.2) ' Internal Office Circulars

183) Management Meetings

19) | Other Professional Organisations/

. Councils/Boards

18.1) : Community Health Association of SA
(CHASA)

19.2) - Democratic Nursing Association of
SA (Denocsa)

19.3) General Practitioners Professional
Association (GPA)

19.4) Hospltal Assoclation of SA (HASA)
(Previously HAPH)

19.5) Medical Association of SA (MASA)

19.6) : National Association of Boards of
Pharmacy (NABP) :

19.7) ' Nursing Profession: General

19.8) _ Nursing Professional Organisations

18.9) SA Medical and Dental Council
(SAMDC)

19.10) . SA Traditonal Healers Council
(SATHC)

19.11) SA Veturinary Assocjation (SAVA) -

- 19.12) _ Representative  Association of

Medical Schemes (RAMS)

18.13) Medical Schemes - General

19,14) South African Nursing Council



- 152 No. 23787

GOVERNMENT GAZETTE, 30 AUGUST 2002

19.15)
19.16)

19.17)
19.18)

20)
20.1)
20.2)

21)
21.1)
21.2)
21.3)
21.4)
21.5)
21.6)
21.7)

22)

22.1)
222)
22.3)
22.4)
22 5)
22.6)

22.7)
22.8)

22.8)

22.10)
22.11)
22.12)

22.13)
22.14)

South African Veterinary Council
South African Dental Technicians
Council -

South African Council for Social
Work

Chiropractors, Homeopaths and
Allied Health Service Professions
Council

Permits

Scheduled medicines — permits
(section 22A(12) of Act 101, 1965)
Scheduled medicines — permits
(section 29(4) of Act 53, 1974)

Pharmacies

Contracts for supply medicines
General '

Intraining Institutions
Licensing of Phammacies
Planned Siting

Register of Premises

Trading Titles

Pharmai:y Education and Tralning

Appointment of Examiners and
Moderators

Association for the study of
evaluation in education in SA
(ASEESA)

Continuing Education

‘Human Sciences Research Council

(HSRC) Evaluations

National Qualifications Framework
(NQF) : '
Pharmacist Interns: Pre-
Registration Experience
Pharmacists’ Education
Pharmacists: Additional
Qualifications

Pharmacists: Curriculum/
Competencies

Pharmacists: Entry Level
Pharmacists: Forensic Examination
Pharmacists; Professional
Examinations

Pharmaciste: Reciprocity
Pharmacy Support Personnel
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22.15) _ ' South  African  Qualifications
- Authority (SAQA)
22.16) Specialist Pharmacists
23) - : - Pharmacy Internships
23.1) _ General
23.2) : Intemship — Academic
23.3) Internship ~ General
23.4) Internship — Hospital
23.5) ' - ' Internship ~ Enquiries
23.6) internship — Regulations
237) : intemship - Retail
23.8) : Intemnship - Wholesale
24) Pharmaocy Practice and Research
241
24.1?1) ' Counselling -
241.2) . Dispensing: Other Health
Professions '
24.1.3) Dispensing: Pharmacists
2414) Ethical Rules, Code of Conduct and
: amendments
24.1.5) Ethical Rules: Other Health
' Professions
24.1.6) General : _
- 241.7) Good Phammacy Practice (GPP)
24.1.8) HIV/AIDS
24.1.9) Mail Order/Courier Pharmacy
24.1.10) , Managed Health Care
241.11) Medicine
24.1.12) Medicine Theft
24.1.13) Pharmaceutical Care
24.1.14) Phamaceutical profession: General
24.1.15) Pharmacy Human  Resources
' Research
24.1,16) : - Primary Drug Care Therapy
24.117) ' . Primary Health Care (Incl. Mobile
Health Care) '
24.1.18) _ Professional Remuneration
24.1.19) ? - Role of the Phamacist
24.1.20) Staffing Norms
24.1.21) . Substitution/Generic :
24.1.22) _ Supplementary  Services  (Incl.
' Family Pianning)
24.1.23) Therapeutic Alliance/ Group Practice
24.1.24) - Transmed

24.1.25) S _ Veterinary Medicines
24.2) ' PHARMACY
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24.2.1)
24.2.2)
 2423)
2424)
24.2.5)

24.2.6)
24.2.7)

25)
25.1)
25.1.1)

95.1.2)
25.1.3)

25.1.4)

25.1.5)
25.1.6)

25.1.7)
25.1.8)
25.1.9)

25.2)
252.1)
252.9)

2523)

28)
26.1)
27)

27.1)
27.2)

Community Pharmacy
Distribution Pharmacy -

" Hospital Pharmacy

Manufacturing Phamnacy

Private and Mining Hospital
Pharmmacy _ _
Public Hospital Pharmacy
Wholesale Pharmacy

PHARMACY .PROFESSIONAL
ORGANISATIONS

Commonwealth  Pharmaceutical

Association (CPA) .

BP o |
National Association - of
Pharmaceutical Manufacturers
(NAPM) ;
Natlonal Assoclation of
Phamaceutical Wholesalers
(NAPW) ;
Pharmaceutical -Manufacturers
Association .

SA Association of Community
Pharmacists (ACP)  (Previously
SAARP) S
SA Association of Hospital and
Institutional Pharmacists (SAAHIP)
SA Association of Pharmacists in
Industry (SAAPI) _
SA  Pharmaceutical  Students’
Federation .

PHARMACEUTICAL SOCIETY OF
SOUTH AFRICA (PSSA)

Academy of Pharmaceutical
Sciences

Branches of the PSSA

General

Pharmacy Student
Registration

PHARMACY TRAINING
INSTITUTIONS (UNIVERSITIES)

Closed Phamacy Schools (Cape

Town, Stelienbosch, Natal)
Durban-Westville '
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27.3)
27.4)
27.5)
27.6)
27.7)
27.8)
27.9)
27.10)
27.11)
27.12)

28)

29)

29.1)
29.2)

30)
30.1)
30.2)
30.3)
30.4)
31)

31.1)
31.2)

32)
32.1)
32.2)
32.3)
32 4)

32.5)
32.6)

33)
33.1)
34)

34.1)
34.2)

General _
Medunsa/Pretoria
North

Port Elizabeth
Potchefstroom
Rhodes
Western Cape
Witwatersrand
Zimbabwe
Training of Pharmacy Support
Personnel

PHARMACY: STUDY OF
ENQUIRIES

POLITICAL PARTIES

African National Congress (ANC)
Inkatha Freedom Party (IFP)
PRACTICE COMMITTEE
Agenda

General

Minutes

Reports

PROFESSIONAL CONDUCT
General

Inquiries

PUBLICATIONS AND LIAISON

Information Brochures

Internal Newsletter (Infer Alia)
International Liaison

Medicine Information and Education
Campaign

National Liaison

Pharmaciae

REGISTERS
General

REGISTRATIONS AND PERMITS
COMMITTEE

Agenda
General
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34.3) Minutes

344) Reports

35) - SA BUREAU OF STANDARDS

36) STATISTICS

36.1) General

36.2) . Pharmacy Students

37) WORLD HEALTH ORGANISATION
(WHO).

Operational information
Communications
crrculars.
Microfilm
PART VI

[Information required under section 51(1)(f) of the Act]
Not applicable. |

(14 August 2002)
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MANUAL
~ Prepared in terms of Section 51 of
The Promotion of Access to Information Act 2 of 2000
| For

Citadel Investment Services Limited
(Registration number: 1996/06847/06);

Citadel Direct (Proprietary) Limited
(Reglstration number: 1998/20731/07);

and

Deloitte & Touche Private Client Advisors (Proprietary) Limited
- (Registration number: 1998/16676/07)

(“the Companies”)

Introduction

The Companies all perform investment advisory and management services. This is the manual
required in terms of section 51 of the Promotion of Access to Information Act 2 of 2000 (“the Act")
to assist persons in abtaining information from the Companies, as provided for in the Act.

Designation: Head: Group Communications

Postal address:
Private Bag X9
Lynnwood Ridge
0040

Street Address:

Glenfield Office Park

Block A

Comer Oberon Street and Glenwood Road
Faerie Glen

Pretaria

0043

Telephone number: 012 483 1000
Fax number: 012 483 100

E-mail address: jnformation@citadel.co.za
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Citadel Di ie Limited
Designation: Head: Group Communications A

Postal address:
Private Bag X9
Lynnwood Ridge
0040

Strect Address:
" Glenfield Office Park
Block A
Corner Oberon Street and Glenwood Road
Faerie Glen
Pretoria
0043

Telephone number: 012 483 1000
Fax number: 012 483 1001
E-mail address: information@citadel.co.za

plojtte che Private Cli i Propriet; imited
Designation: Chief Executive Officer

Postal address:
P O Box 11007
Hatfield

0028

Strest Address:

Delgitte & Touche House
221 Waterkloof Road
Waterkloof

0181

Telephone number; 012 482 0000
Fax number: 012 482 0101

E-mail address: information@privateclientadvisors.co.za.

Sol ican RI Com [} ide on how to use

This guide will be available from the South African Human Rights Commission. not later than
August 2003, Please direct any queries to:

The South African Human Rights Commission:
Postal address:

Private Bag 2700

Houghton

2041

Telephone: 011 484 8300
Fax: 011 484 0582
Whebsite: www.sahrec.org.za
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The fpllowing records are available in terms of‘legislatian'. other than the Act:
»  Allrecords required to be avaliable in terms of the company laws of South Africa.

» Al records kept in terms of legislation applicable to the business conducted by the
Companies and the financial services industry in general. -

Access to records

Records regarding the following subjects are held:

Records required in terms of company law C

Records required in terms of other legisiation applicable to the business of the Companies
The services offered by the Companies '

Clients

investments and investment management

Research conducted

Employees.
The folldudng categories of records may be held in relation to the above subjects: |

Confidential

Personal

Commercial

Financial

Group/company incorporation
Legal _ :
Trade

Business

Investor.

How to request information

« The prescribed application form must be completed. If the requester needs help on where to
obtain the application form, or any other matter, the requester can contact the head of the
Company for the purposes of the Act (see contact details above),

e  Sufficient detail must be provided on the request form to enable the head of the private body
to identify the record and the requester. The requester should indicate which form of access
is required. The requester shouid also indicate if any other manner is to be used to infarm
the requester and state the necessary particulars to be so informed. :

» The requester must identify the right that is sought to be exercised or ta be protected and
p;ovide an explanation of why the requested record is required for the exercise or protection
of that right. : )

e [f a request is made on behalf of another bersun. the requester must then submit proof of the
capacity in which the requester is making the request to the satisfaction of the head of the
private body. ‘ : :

* The completed application form must be sent to the postal or e-maii address or fax humber
set out above, for the Company concemned, and marked far the attention of the head of the
Company for the purposes of the Act (see designation set out above).
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v The application will be processed and the requester will be informed of the fess (if any)
which must be paid and of the different procedures that must be followed untll the application

is finalised.
NOTE: Access to certain records may be denied on the grounds set out in the Act.
Availability of the manual '

A copy of this manual is available at the Companies’ offices, on the Companies’ websites,
through the South African Human Rights Commission and in the government gazette, :

Acknowledgement: 5

In compiling this manual reference has been made to the blueprint for private bodies for the
manual required in terms of section &1 of the Act, provided by the South African Human Rights
Commission. _

23787—5
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MANUAL

Prepared in terms of Section 51 of
The Promotion of Access to Information Act 2 of 2000
for
Citadel Holdings Limited

(Registration number: 2000\027530106)

and
Citadel Solutions Holdings (Proprietary) Limited
(Registration number; 19981011196\07)

(“the Companies”)
intro ion
The Companiss are non-operational holding companies. This is the manual required in terms of

section 51 of the Promotion of Access to Information Act 2 of 2000 (“the Act") to assist persons in
obtaining information from the Companies, as provided for in the Act.

Contact details:

Designation: Head: Group Communications

Postal address:
Private Bag X9
Lynnwood Ridge
0040

Street Address:

Glenfield Office Park

Block A

Corner Oberon Street and Glenwood Road
Faerie Glen

Pretoria

0043

Telephone number: 012 483 1000
Fax number: 012 483 1001

E-mail address: information@citadel.co.za

This guide will be available from the South African Human Rights Commission, not later than
August 2003. Please direct any queries to:

The South African Human Rightes Commission:

Postal address:

Private Bag 2700

Houghton

2041

Telephone: 011 484 8300
Fax: 011 484 0582
Website: www.sahrc,org.za

00265529—6 23787—6
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The following records are available in terms of legislation, other than the Act:.

All records required to be available in terms of the company laws of South Africa.

Access to records
Records regarding the following subjects are held:

® P 9 @9

Records required in terms of company law

Financial records

Legal documents '

Records required in terms of other legislation which may be applicable to the Companies,
from time to time.

The following categorles of records may be held in relation to the above subjects:

* M & o @

Confidential

Commercial

Financial

Group/company incorporation
Legal,

How to request information

The prescribed application form must be completed. 1f the requester needs help on where to
obtain the application form, or any other matter, the requester can contact the head of the
Company for the purposes of the Act {see contact details above).

Sufficiant detail must be provided on the request form to enable the head of the private body
to identify the record and the requester. The requester should indicate which form of access
is required. The requester should also indicate if any other manner is to be used to inform
the requester and state the necessary particulars to be so informed.

The requester must identify the right that is sought to be exercised or to be protected and
provide an explanation of why the requested record s required for the exercise or protection
of that right.

If a request is made on behalf of another person, the requester must then submit proof of the
capacity in which the requester is making the request to the satisfaction of the head of the
private body.

The completed application form must be sent to the postal or e-mall address or fax nhumber
set out above, for the Company concerned, and marked for the attention of the head of the
Company for the purpeses of the Act (see designation set out above).

The application will be processed and the requester will be informed of the fees (if any)
which must be paid and of the different procedures that must be followed until the application
is finalised.

NOTE: Access to certain records may be denied on the grounds set out in the Act.
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vaila of the mal

A copy of this manual Is available at the Companies’ offices, through the South African Human
Rights Commission and in the govemment gazetie.

Acknowledgement:

In compiling this manual reference has been made lo the blueprint for private bodies far the manual required
in terms of section §1 of the Act, provided by the South African Human Rights Commission.



164 No. 23787 GOVERNMENT GAZETTE, 30 AUGUST 2002

MANUAL PREPARED IN ACCORDANCE WITH SECTION 51 OF THE
PROMOTION OF ACCESS TO INFORMATION ACT NO 02 OF 2000 (“THE
ACT”) FOR -

NATIONAL CO-OPERATIVE DAIRIES LIMITED
And its wholly owned subsidiaries listed below under Part |

COMPANY OVERVIEW

The co-op is involved in the collection of milk and the processing, manufacturing,
distribution and sale of dairy and related products through its subsidiaries.

PART |
(Information required under section 51(1)(a) of the Act)

NAME OF BODY X National Co-operative Dairies Limited

PHYSICAL ADDRESS : 219 Golf Club Terrace, Constantia Kloof,
| Roodepoort, 1709

HEAD OF BODY : Robert Wesseloo

TELEPHONE NUMBER : (011) 470 8845

FAX NUMBER : (011) 475 8638

E-MAIL : rwesseloo@clover.co.za

AUTHORISED OFFICER :  George Christaan Stander

TELEPHONE NUMBER :  (011) 4708820

FAX NUMBER : (011) 470 8767

. E-MAIL . cstander@clover_.co.za
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LIST OF WHOLLY OWNED SUBSIDIAIRIES

Parin Park (Proprietary) Limited

Saclo Properties (Proprietary) Limited

Sacca (Proprietary) Limited

Petran Investments (Proprietary) Limited
Laktokom (Proprietary) Limited

Salpen (Proprietary) Limited

Addington Beach Developments (Proprietary) Limited
Atlanta Trust (Proprietary) Limited

Ansteys Beach Developments (Proprietary) Limited
Clover Dairies (Proprietary) Limited

Clover Dairies (Zululand) (Proprietary) Limited
Dolphin Dairies (Proprietary) Limited

Estcourt Milk Processors (Proprietary) Limited
La Campania (Proprietary) Limited |
McDougall Investments (Proprietary) Limited
The Model Dairy (Proprietary) Limited

NCD Bophuthatswana (Proprietary) Limited
Noordwes Vervaardigers (Proprietary) Limited
Stand 53 Witkop (Proprietary) Limited
'Huminduff investments (Proprietary) Limited
Stellenburg Cheese (Proprietary) Limited
Playtime Products (Proprietary) Limited

PART Il

(Information required under section 51(1)(b) of the Act)
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A guide on how to use the Act is to be compiled by the Human Rights
Commission in terms of Section 10 of the Act by no later than August 2003. Any
queries should be directed to: |

The South African Human Rights Commission
PAIA Unit, The Research and Documentation Department

POSTAL ADDRESS 2 " Private Bag 2700

: Houghton

2041

TELEPHONE NUMBER : +27 11 484 8300
FAX NUMBER . 427 114840582
WEBSITE : www.sahre.org.za
E-MAIL : PAIA@sahrc.org.za
PART Il

(Copy of notice, if any, required under section 51 (1)(c) of the Act)

Currently not applicable, although the following documents are freely available:
1. Annual reports ' _

2 Product brochures

PART IV

(Information required under section 51(1)(d) of the Act)

Records are kept in accordance with such other legislation as is épplicable fo
National Co-operative Dairies Limited and its subsidiaries, which includes but is

not limited to, the following legislation:

Cbmpanies Act 61 of 1973 _
Income Tax Act 58 of 1962 s
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Unemployment Insurance Act 63 of 2001

Value Added Tax Act 89 of 1991

Compensation for Occupational Injuries and Diseases Act 130 of 1993
Occupational Health and Safety Act 85 of 1993

Labour Relations Act 66 of 1995

Basic Conditions of Employment Act 75 of 1997

Employment Equity Act 55 of 1998

Skills Development Levies Act 9 of 1999

Regional Services Councils Act 109 of 1985 7

PARTV
(Information required under section 51(1)(e) of the Act)
A Records that may be requested

(i) Operational Information

Such information as is required for the day to day running of
National Co-operative Dairies Limited and certain of its
subsidiaries, for instance:

- internal phone lists;

address lists;

- company policies;

- directives;

- contracts;

I

- employee records;
- requisitions;

- permits;

- licences;

- approvals;
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- applications;
- consents; and
- general “house keeping” information.

(i) Communications

Correspondence between persons within and without National Co-
operative Dairies Limited

(i)  Website

The Website address is www.clover.co.za and is accessible to
anyone who has access to the Internet. The Website contains

various categories of information relating to the Group.

B The Request Procedures

(i The requester must use the prescribed form to make the request
for access to a record. This must be made to thle head of National
Co-operative Dairies Limited. This request must be made to the
address, fax number or electronic mail address of National Co-
operative Dairies Limited.

The requester must provide sufficient detail on the request form to
enable the head of National Co-operative Dairies Limited or the
authorised officer to identify the record and the requester. The
requester should also indicate which form of access is required and
specify a postal address or fax number in the Republic. The
requester should also indicate if, in addition to a written reply, any
other manner is to be used to inform the requester and state the
necessary particulars to be so informed.
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The requester must identify the right that is sought to be exercised
or protected and provide an explanation of why the requested
record is required for the exercise or protection of that right.

If a2 request is made on behalf of another person; the requester
must submit proof of the capacity in which the requester is making
the request, to the satisfaction of the head of National Co-operative
Dairies Limited. “

(i) Fees

A requester who seelks' accesé to a record ICOntaining' personal
information about that requester is not required'to pay the reduest
fee. Every other requester who is not a personal requester, must
pay the required request fee.

The head of the private body must by notice request the requester
- (other than a personal re'quester) to pay the prescribed request fee
(if any) befcr_e further processing the request.

The fee that the requester must pay to a private body is R50. The
requester may lodge an application to the court against the tender
or payment of the request fee.

After the head of the private body has made a decision on the
request, the requester must be notified in the required form.

If the request is granted then a further access fee must be paid for
reproduction and for search and preparation and for any time that
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has. exceeded the prescribed hours to search and prepare the
record for disclosure. '

PART VI
(Other information as may be prescribed under section 51(1)(f))

The Minister of Justice and Constitutional Development has not made any
regulations in this regard. |

PART VI

(Availability of manual under section 51(3))

This manual is available for inspection by the general public upon request, during
office hours and free of charge, at the offices of National Co-operative Dairies

Limited. Copies may also be requested from the South African Human Rights
Commission and the Government Gazette.

PART Viil
(Prescribed forms and fee structure in respect of private bodies)

The forms and fee structure prescribed under the Act are available at the
Website of the Department of Justice and Constitutional Development

(www.doj.gov.za) under the “regulations” section.
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MANUAL PREPARED IN ACCORDANCE WITH SECTION 51 OF THE
PROMOTION OF ACCESS TO INFORMATION ACT NO 02 OF 2000 (“THE
ACT”) FOR

DANONE CLOVER (PROPRIETARY) LIMITED

COMPANY OVERVIEW

The Company is involved in the processing and manufacturing of a range of dairy
products, including yoghurt and dairy desserts.

PARTI
(Information required under section "51(1)(a) of the Act)

NAME OF BODY Danone Clover (Proprietary) Limited

PHYSICAL ADDRESS : 219 Golf Club Terrace, anstantia Kloof,
| Roodepoort, 1709

HEAD OF BODY : Claude Joly

TELEPHONE NUMBER  : (011) 471 1631

FAXNUMBER : (011)471 1591

E-MAIL : cioly@cloirer.oo,za

PART Il

(Information required under section 51(1)(b) of the Aét)

A guide on how to use the Act is to be compiled by the Human Rights
Commission in terms of Section 10 of the Act by no later than August 2003. Any
queries should be dlrected to:
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The South African Human Rights Commission
PAIA Unit, The Research and Documentation Department

POSTAL ADDRESS . Private Bag 2700
Houghton
| 2041 |
* TELEPHONE NUMBER @ +27 114848300
FAX NUMBER . 427114840582
WEBSITE : www.sahrc.org.za
E-MAIL | . PAIA@sahrc.ora.za |
PART Il

(Copy of notice, if any, required under section 51(1)(c) of the Act)
Currently not applicable, although the following documents are freely available:

1. Annual reports
2. Product brochures
PART IV

(Information required under section 51(1)(d) of the Act)

Records are kept in accordance with such other legislation as is applicable to
Danone Clover (Proprietary) Limited, which includes but is not limited to, the

following legislation:

Companies Act 61 of 1973

Income Tax Act 58 of 1962

Unemployment Insurance Act 63 of 2001

Value Added Tax Act 89 of 1991

Compensation for Occupational Injuries and Diseases Act 130 of 1993
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Occupational Health and Safety Act 85 of 1993
Labour Relations Act 66 of 1995

Basic Conditions of Employment Act 75 of 1997
Employment Equity Act 55 of 1998

Skills Development Levies Act 9 of 1999
Regional Services Councils Act 109 of 1985 -

PART V

( lnformati-bn fequired under section 51(1)(e) of the Act)

A Records that may be requested

(i) Operational Information

Such information as is required for the day to day running of
Danone Clover (Proprietary) Limited and certain of its subsidiaries,

for instance:

internal phone lists;
address lists;
company policies;
directives; |

- contracts;

employee records;

- requisitions;

permits;

licences;

approvals;

applications;

consents; and

general “house keeping” information.
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(i)  Communications

Correspondence between persons within and without Danone
Clover (Proprietary) Limited. |

B The Request Procedures

(i) The requester must use the prescribed form to make the request
for access to a record. This must be made to the head of Danone
Clover (Proprietary) Limited. This request must be made to the
address, fax number or electronic mail address of Danone Clover

(Proprietary) Limited.

The requester must provide sufficient detail on the request form to
enable the head of Danone Clover (Proprietary) Limited or the
authorised officer to identify the record and the requester. The
requester should also indicate which form of access is required and
specify a postal address or fax number in the Republic. The
requester should also indicate if, in addition to a written reply, any
other manner is to be used to inform the requester and state the
necessary particulars to be so informed. '

The requester must identify the right that is sought to be exercised
or protected and provide an explanation of why the requested
record is required for the exercise or protection of that right.

If a request is made on behalf of another person, the requester
must submit proof of the capacity in which the requester is making
the request, to the satisfaction of the head of Danone Clover
(Proprietary) Limited.
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(i) Fees

A requester who seeks access to a record containing personal
information about that requester is not required to pay the request
fee. Every other requester who is not a personal requester, must
pay the required request fee.

The head of the private body must by notice request the requester
(other than a personal requester) to pay the prescribed request fee
(if any) before further processing the request.

The fee that the requester must pay to a private body is R50. The
requester may lodge an application to the court against the tender
or payment of the request fee. )

After the head of the private body has made a decision on the
request, the requester must be notified in the required form.

If the request is granted then a further access fee must be paid for
reproduction and for search and preparation and for any time that
has exceeded the prescribed hours to search and prepare the |
record for disclosure. |

PART VI
(Other information as may be prescribed under section 51 (1)(F)

The Minister of Justice and Cénstitutional Development has not made any
regulations in this regard.
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PART VI

(Availability of manual under section 51(3))

This manual is available for inspection by the general public upon request, during
office hours and free of charge, at the offices of Danone Clover (Proprietary)

Limited. Copies may also be requested from the South African Human Rights
Commission and the Government Gazette.

PART Vil
(Prescribed forms and fee structure in respéct of private bodies)

The forms and fee structure prescribed under the Act are available at the
Website of the Department of Justice and Constitutional Development

(www.doj.gov.za) under the “regulations” section.
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MANUAL PREPARED IN ACCORDANCE WITH SECTION 51 OF THE
PROMOTION OF ACCESS TO INFORMATION ACT NO.2 OF 2000 ('the Act’) FOR
Holdmg Company : Kulungile Metals (Proprietary) Limited
Divisions : Baldwins Steel
Stalcor

Company Overview:

Baldwins Steel is a processor, distributor and stockist of customer specific carbon -

steel in sheet, plate and coil form as well as structural carbon steel profiles.

Stalcor is a stockist and distributor of stainless steel and aluminium.

PART I

(Information required under section 51(1)(a) of the Act)

Name of Body: Kulungile Metals (Proprietary) Limited
Physical Address: 16 Quality Road; Isando

Postal Address: P.O. Box 995; Isando; 1600

Head of Body: M.L. Bosch

Telephone No: (011) 929 5000

Fax No: (011) 929 5062

E-mail: tinusb@baldwins.co.za

PARTII 1]

(Information required under section 51(1)(b) of the Act)

A guide on how to use the Act is to be cornpiled by the Human Rights Commission in
terms of Section 10 of the Act by no later than August 2003. Any queries should be
directed to:

The South African Human Rights Commission:

PAIA Unit, The Research and Documentation Department

Postal Address: Private Bag 2700

Houghton

2041
Telephone: +27 11 '484.-8300
Fax: +27 11 484-0582
Website: www.sahrc.org.za
E-mail: PAIA@sahrc.org.za
PART {ll

(Copy of notice, if any, required under section 51(1)(c) of the Act)

Currently not applicable
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PART IV
(Informatlon required under section 51(1)((1) of the Act)

Records are kept in accordance with such other legislation as is applicable to
Kulungile Metals (Proprietary) Limited which includes but is not limited to, the

following legislation:

Companies Act 61 of 1973
- Income Tax Act 58 of 1962
Unemployment Insurance Act 63 of 2001

Value Added Tax Act 89 of 1991

Compensation for Occupational Injuries and Diseases Act 130 of 1993
Occupational Health and Safety Act 85 of 1993

Labour Relations Act 66 of 1995

Basic Conditions of Employment Act 75 of 1997

Employment Equity Act 55 of 1998

Skills Development Levies Act 9 of 1999

Regional Service Council Act 109 of 1985

PARTYV
(Information required under section 51(1 )(e) of the Act)

A: Records that may be Requested
i. Operational Information

Such information as is required for the day to day running of Kulungile Metals
(Proprietary) Limited. For instance: internal phone lists; address lists; company
policies; directives; contracts; employee records; requisitions; permits; licences;
authorisations; approvals; applications; consents and general "house keeping"
information. '

ii. Communications

Correspondence between persons within and without Kulungile Metals
(Proprietary) Limited.

iii. Website

Kulungile Metals (Proprietary) Limited's Website address is www.kulungile.co.za
and is accessibie to anyone who has access to the Internet. The Website contains

various categories of information relating to the company.

B: The Request Procedures
i. Form of request

e The requester must use the prescribed form to make the request for
access to a record. This must be made to the head of the private body.
This request must be made to the address, fax number or electronic mail

- address of the body concerned [s 53(7)]. :
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e The requester must provide sufficient detail on the request form to enable
the head of the private body to identify the record and the requester. The
requester should also indicate which form of access is required and
specify a postal address or fax number in the Republic.

e The requester should also indicate if, in addition to a written reply, any
other manner is to be used to inform the requester and state the
necessary particulars to be so informed [s 53(2)(3) and (b) and (c) and

(e)l

e The requester must identify the rlght that is sought to be exercised or
protected and provide an explanation of why the requested record is
required for the exercise or protection of that right [s 53(2)(d)].

e |f a request is made on behalf of another person, the requester must
submit proof of the capacity in which the requester is making the request
to the satisfaction of the head of the private body [s 53(2)(f)).

ii. Fees

A requester who seeks access to a record containing personal information about that
requester is not required to pay the request fee. Every other requester, who is not a
personal requester, must pay the required request fee:

e The head of the private body must by notice require the requester (other
than a personal requester) to pay the prescribed request fee (if any) before
further processing the request [s 54(7)].

e The fee that the requester must pay to a private body is R50. The
requester may lodge an application to the court against the tender or
payment of the request fee [s 54(3)(b)].

¢ After the head of the private body has made a dec:s:on on the request the
requester must be notified in the required form.

o [f the request is granted then a further access fee must be paid for

reproduction and for search and preparation and for any time that has

exceeded the prescribed hours to search and prepare the record for

disclosure [s 54(6)].
PART VI _ |
(Other information as may be prescribed under section 51(1)(f))
The Minister of Justice and Constitutional Development has not made any
regulations in this regard
PART VII

(Availability of manual under section 51(3))

This manual is available for inspection by the general public upon request, during
office hours and free of charge, at the offices of Kulungile Metals (Proprietary)
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Limited. Copies may also be requested from the South African Human Rights
Commission and the Government Gazefte. The manual is also published on
- Kulungile Metals (Proprietary) Limited's website referred to above.

' PART VIl |
(Prescribed forms and fee structure in respect of private bodies)

The forms and fee structure prescribed under the Act are available at the website of
the Department of Justice and Constitutional Development (www.doj.gov.za), under

the "regulations" section.
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PROMOTION OF ACCESS TO INFORMATION ACT,
ACT 2 OF 2000 (The Act)

~ The South African Institute of Chartered Accountants
Die Suid- Aﬁmanse Instituut van Geoktrooieerde Rekenmeesters -

SECTION 51 MANUAL FOR THE SOUTH AFRICAN
INSTITUTE OF CHARTERED ACCOUNTANTS
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INTRODUCTION TO THE SOUTH AFRICAN INSTITUTE OF
CHARTERED ACCOUNTANTS (SAICA) '

SAICA was formed in March 1980. SAICA is a non-profit, voluntary association that
provides a wide range of services to its members and associates. It is the custodian of
the Chartered Accountant (SA) designation. SAICA is controlled by a Board, elected
by members through regional committees, and by bodies representing its other key
constituencies such as commerce and industry, large practices, small practices and the
Association for the Advancement of Black Accountants in Southern Africa (ABASA).

SAICA’s mission is to promote and maintain the interests of members, associates and
trainees and to enhance the integrity, relevance and standing of the Institute, its
members, associates and trainees in the interests of society. This is achieved through
attaining pre-eminence in educational,. training, professional, ethical and technical
standards, thereby supporting members, associates and trainees in the deliverance of
professional service to all stakeholders.

In order to ensure that all members, associates and trainees comply with the high
professional standards set, SAICA provides technical support, continuing professional
education and disseminates and communicates the latest information on technical
developments to its constituency.

PARTICULARS IN TERMS OF SECTION 51
1. CONTACT DETAILS /Section 51(1)(a)]
The Executive President of SAICA has duly authorised the Legal and Ethical

Director to deal with all matters in connection with requests for information in
terms of the Promotion of Access to Information Act, 2 of 2000.

Postal address: P O Box 59875
KENGRAY
2100
Street address: Integritas
7 Zulberg Close
BRUMA
Telephone: +27 11 622 6655
_Facsimile: +27 11 622 3321
E-mail: jand@saica.co.za

2. THE GUIDE AS DESCRIBED IN SECTION 10. [Section 51(1)(b)]

~ The guide will be available from the Human Rights Commission. Please direct
any queries to:
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The Human Rights Commission:

Postal address: Private Bag 2700
HOUGHTON
2041
Telephone: +27 11 484 8300
Facsimile: C 427114840582
Website: http://www.sahrc.org.za

'CATEGORIES OF RECORDS OF SAICA WHICH ARE AVAILABLE
WITHOUT A PERSON HAVING TO REQUEST ACCESS IN TERMS OF

THE ACT IN TERMS OF SECTION 52(2). [Section 51(1)(c)]

No notice of such records has been made to the Minister.

. RECORDS AVAILABLE IN TERMS OF ANY OTHER LEGISLATION

- [Section 51(1)(d)]

Records are kept in accordance with the following legislétion:_'_

e Pension Funds Act, 24 of 1956

HOW TO REQUEST A RECORD. A DESCRIPTION OF THE
SUBJECTS OF THE RECORDS HELD BY SAICA AND THE
CATEGORIES IN WHICH THESE SUBJECTS ARE CLASSED. [Sectwn

SI(I)(e)]

5.1 Howto request a record [See pro forma request form in Section 9

e Section 53 prescribes that the requester must use the prescribed form to

make the request for access to a record. This must be made to the head
of the private body, or his duly anthorized deputy. This request must be
made to the address, fax number or electromc mail address of the body
concerned.

The requester must provide sufficient detail on the request form to

enable the head of the private body to identify the record and the

requester. The requester should also indicate which form of access is °
required. The requester should also indicate if he or she wishes to be
- informed in any other manner and snate the necessary partlculars to be
S0 mformed :

The requester must identify the right that he or she is seeking to
exercise or protect and provide an explanation of why the requested
record is required for the exercise or protection of that right.
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3.2

e If a request is made on behalf of a person, the requester must then
submit proof of the capacity in which the requester is making the
request to the satisfaction of the head of the private body.

e The head of the private body must notify the requester (other than a
personal requester) by notice, requiring the requester to pay the
prescribed fee (if any) before further processing the request.

e The fee for private bodies is R50. The requester may lodge an internal
appeal or an application to the court against the tendet or payment of
the request fee.

e If the request is granted then a further access fee must be paid for the
reproduction and the search and preparation, and for any time that has
exceeded the prescribed hours to search and prepare the record for
disclosure.

The head of the private body will then make a decision on the request and
notify the requester in the required form.

Cafegories of records held by SAICA

5.2.1 Web page and library records

The web page, www.saica.co.za, is accessible to anyone who has
access to the Internet. SAICA’s website has the following
categories:

e About Us
- About a CA, AGA, and AAT
- About SAICA
- Benefits of SAICA membership
- Need an Accountant?
- SAICA Statistics
- SAICA Structure

o Constituency services
- Absentee
- Auditing and accounting
- Commerce and industry (C&I)
- Legal and Ethical
** Verification of a member/associate
- Small practices

e Resources
- Documents for public comment
- In the Media P
- Forms
- E-service Brochure
- Newsletters
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- Products
-~ Publications
- Related sites
- SAICA links
- Tax
o« Training and Education
e  Seminars and Events
¢  Committees and Groups
e Members and Associates
o Discussion forums
e Jobs
e FAQs
e Contact us
NOTE: Automatic access to certain sections of the website may be limited.
Library
The SAICA Library consists of a collection of works on various
accounting and auditing issues. The material designation of the
Library is books and journals. Persons wishing to make use of the
facilities may do so. Any costs that are incurred will be for the
account of the user.
5.2.2 Other records
e  Operational information :
This information can be defined as information needed in the
day-to-day running of the organization and is generally of
little to no use to persons outside the organization. (Examples
of such information are: requisitions, internal telephone lists,
address lists, company policies, directives, contracts,
employee records and general “house-keeping” information).
o Communications
o Circulars

*  Membership files

e  Disciplinary files



186 No. 23787

GOVERNMENT GAZETTE, 30 AUGUST 2002

e  Examination scripts
In terms of the examination. regulatlons, these are only
maintained for 2 months after the date of such examination.

o Trainee accountaﬁt. records
"o Training offices files -
e  SAICA database (electronic)
.0 Committee minutes
Automatic access to minutes is limited to members of the

particular Committee.

e Incorporation documents of SAICA i.e. Constitution and By-
laws _

e Financial records, including accounting records and auditor’s
report '

OTHER INFORMATION AS MAY BE PRESCRIBED [Section 51(1)(D]

" Not applicable.

AVAILABILITY OF THE MANUAL. [Section 51(3)]

This manual is available from the South African Human Rights Commission
(see details above), SAICA (see details above), and in electronic format at

http://www saica.co.za.

FEES IN RESPECT OF PRIVATE BODIES

1. The fee for a copy of the manual as contemplated in regulation 9(2)(c) is
R1,10 for every photocopy of an A4-size page or part thereof.

(a)
(b)

©

2. The.fees for reproduction referred to in regulation 11(1) are as follows:

R
For every photocopy of an A4-size page or ‘L
part thereof - 1,10
For every printed copy of an A4-size page or part
thereof held on a computer or in electronic or machine-
readable form 0,75

_For a copy in a computer-readable form on -

(i) stiffy disc 7,50
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(i) compact disc
(d) () For atranscription of visual images,
for an A4-size page or part thereof
(i) For a copy of visual images _
(¢) (i) For a transcription of an audio record,
for an A4-size page or part thereof
(ii) For a copy of an audio record

3. The request fee payable by a requester, other than a personal requester,

referred to in regulation 11(2) is R50,00.

4.  The access fees payable by a requcster referred to in rcgulatlon 11(3) are

as follows:

(1) (@  For every photocopy of an A4-size page or

part thereof

(b)  For every printed copy of an Ad-size page or part
thereof held on a computer or in electronic or machine-
readable form _

(¢)  Foracopy in a computer-readable form on -
) stiffy disc '
(i)  compact disc

@@ @ For a transcription of visual images,

for an A4-size page or part thereof

(i)  For a copy of visual images

e (@) For a transcription of an audio record,

_ for an A4-size page or part thereof

(i)  Foracopy of an audiorecord

(f)  To search for and prepare the record for disclosure, R30,00 for
each hour or part of an hour reasonably required for such search

and preparation.

(2) For purposes of section 54(2) of the Act, the following applies:
(@)  Six hours as the hours to be exceeded before a deposit is

payable; and

(b) one third of the access fee is payable as a deposit by the

requester.

(3) The actual postage is payable when a copy of a record must be posted

to a requester.

9.  PRESCRIBED REQUEST FORM

REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY
(Section 53(1) of the Promotion of Access to Information Act, 2000
(Act No. 2 of 2000))

[Regulation 10]

70,00

40,00
60,00

20,00
30,00

R

1,10

0,75

7,50
70,00

40,00
60,00

" 20,00

30,00
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A. Particulars of private body

i ~ The Head: The South African Institute of Chaﬁered Accountants

B. Particulars of person reqilesting access to the record

(a) The particulars of the person who requests access to the record must be given

below. -

(b)  The address and/or fax number in the Republic to which the information is to be sent
must be given. o

(c)  Proof of the capacity in which the request is made, if applicable, must be attached.

Full names and surname:

Identity number:

Postal address:

Fax number: Telephone number:

E-mail address: :

Capacity in which request is made, when made on behalf of another person:

C. Particulars of person on whose behalf request is made

This section must be completed ONLY if a request for information is made on behalf of
another person.

Full names and surname:
Identity number:

D. Particulars of record

, (a) Provide full particulars of the record to which access is requested, including the
reference number if that is known to you, to enable the record to be located.

(b)  If the provided space is inadequate, please continue on a separate folio and attach it
to this form. The requester must sign all the additional folios.

1. Description of record or relevant part of the record:
2. Reference number, if available:
3.  Any further particulars of record:

E. Fees
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(a) A request for access to a record, other than a record containing personal
information about yourself, will be processed only after a request fee has been paid.

(6)  You will be notified of the amount required to be paid as the request fee.

(c) The fee payable for access to a record depends on the form in which access is
required and the reasonable time required to search for and prepare a record.

(d) If you qualify for exemption of the payment of any Jee, please state the reason for
exemption.

- Reason for exemption from payment of fees:

F. Form of access to record

If you are prevented by a disability to read, view or listen to the fecord in the form of
access provided for in 1 10 4 hereunder, state your dxsabzhty and indicate in which

form the record is required,

| Disability: . Form in which record is required:
Mark the appropriate box with an X. |
NOTES:
(a) Compliance with your request in the speczﬁed Jorm may depend on the Jorm in

which the record is available.

etc.):

()  Access in the form requested may be refused in certdin circumstances. In such a
case you will be informed if access will be granted in another form.
(c) The fee payable for access to the record, if any, will be determined partly by the
form in which access is requested.
1.  If the record is in written or printed form:
copy of record* inspection of record
2. Hfrecord consists of visual images

(this includes photographs, slides, video recordings, computer-generated images, sketches,
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view the images copy of the images* transcription of the
- | images*
3.  If record consists of recorded words or information which can be reproduced
in sound:
listen to the soundtrack transcription of soundtrack*
(audio cassette) (written or printed document)
4. If record is held on computer or in an electronic or machine-readable form:
printed copy of record* printed copy of copy in computer
| information derived readable form*
from the record* (stiffy or compact
disc)

* If you requested a copy or transcription of a record (above), do you | YES | NO
wish the copy or transcription to be posted to you? '
Postage is payable.

G. Particulars of right to be exercised or protected

If the provided space is inadequate, please continue on a separate folio and attach it to this
form. The requester must sign all the additional folios.

1. Indicate which right is to be exercised or protected:
2.  Explain why the record requested is required for the exercise or protection
of the aforementioned right

H.  Notice of decision regarding request for access

You will be notified in writing whether your request has been approved/denied. If you
wish to be informed in another manner, please specify the manner and provide the
necessary pam‘czdars to enable compliance with your request.

How would you prefer to be informed of the decision regarding your request for

access to the record: 2

Signed at this day of 20

SIGNATURE OF REQUESTER / PERSON ON WHOSE BEHALF REQUEST IS
_ 5 .
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HIGHVELD STEEL AND VANADIUM CORPORATION LIMITED
Company registration number 1960/001900/06

(Incorporated in the Republic of South Africa)

Share code : HVL ISIN code : ZAE000003422

&) A menber ofthe Anglo Americn pc roup

Manual in Terms of the Promotion of Access to Information Act 2 of 2002

PART 1

Head of Private Body

Chief Executive Officer:  Mr TE Jones

Postal Address: h PO Box 111
Witbank
1035
Street Address: Portion 29 of the farm Schoongezicht 308 JS,
Old Pretoria Road, Witbank ,
Telephone: (013) 690 9911
Telefax: ~ (013)690 9033
E-mail address: | general@hiveld.co.za

Request for documents to be forwarded to:

Address: The Company Secretary -
' Highveld Steel and Vanadium Corporation Limited
POBox 111
Witbank
1035

or

Telefax: (013) 690 9293
E-mail Address: general@hiveld.co.za

PART 2 .
Section 10 Guide by Human Rights Commissioner

This guide is not yet available.



192 No. 23787 GOVERNMENT GAZETTE, 30 AUGUST 2002

PART 3

Procedure for Request of Access to Records

Requests must be made by completion of the appropriate form. The request form can be
acquired from and completed forms must be submitted to:

The Company Secretary

Highveld Steel and Vanadium Corporanon Limited
PO Box 111

Witbank

1035

Telefax: (013) 690 9293 /9033

PART 4

Documents in the following categories are retained:

Accounting / Financial
Contracts and Agreements
Electronic Documents
General Correspondence
Human Resources
Insurance
Licenses
Mineral Rights
Patents and Trade Marks
Pension Fund and Medical Aid
Property
Share Registration
Taxation
Vat Documentation
Procurement

PART 5
Records are kept in accordance with the following legislation:

Income Tax Act 58 of 1962.

Unemployed Insurance Act, 30 of 1966.
Value-added Tax Act, 89 of 1991.

Compensation for Occupational Injuries and Diseases Act, 130 of 1993.
Labour Relations Act 66 of 1995. _
Basic Conditions of Employment Act, 75 of 1997.
Employment Equity Act 55 of 1998.

Skills Development Levies Act 9 of 1999.
Minerals Act 50 of 1991. :
Occupational Health and Safety Act 85 of 1993.
Mine Health and Safety Act 29 of 1996.
Companies Act 61 of 1973.

23787—6
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PART 6

Highveld’s web site (www.highveldsteel.co.za) is accessible by anyone through the internet, The
web site provides for the following categories:

Corporate Profile -

Financial Information

Marketing (Limited access)
Process Technology '

Steel Customers (Limited access)
Supplier Center (Limited access)

GENERAL\Manual in Terms of the Promotion of Access to Information Act 2 of 2002 - Publication in GG

00265529—7 , | 23787—7
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MANUAL IN TERMS OF SECTION 14 OF THE
PROMOTION OF ACCESS TO INFORMATION ACT, 2000

LAW SOCIETY OF THE NORTHERN PROVINCES
(INCORPORATED AS THE LAW SOCIETY OF THE TRANSVAAL)

STRUCTURE AND FUNCTIONS

The Law Society of the Northern Provinces (LSNP) is a statutory, regulatory body established in terms of the Attorneys

Act, no 53 of 1979.

The LSNP comprises of the following departments: Professional Affairs, Disciplinary matters, Members' Affairs,

Finances & Human Recourses and Communication.

The objects of the Law Society, as set out in Section 58 of the Attorneys Act, 1979, are:
(a)  tomaintain the prestige, status and dignity of the profession;

(b) toregulate the exercise of the profession;

{c)  toencourage and promote efficiency in and responsibility in relation to the profession;
(d)  todeal with all matters relating to the interests of the profession and to protect those interests;

(e)  touphold the integrity of practitioners;

()  touphold and improve the standards of professional conduct and qualifications of practitioners;
(@) toprovide for the effective control of the professional conduct of praciitioners;
(h)  to promote uniform practice and discipline among pracfitioners;

() toencourage the study of law;

() toiniiate and promote reforms and improvements in any branch of the law, the administration of justice, the

pracfice of the law and in draft legislation;
(k)  torepresent generally the views of the profession;

()] in the interests of the profession in the Republic, to co-operate with such other sociefies or bodies of persons as

it may deem fit.

CONTACT PARTICULARS

Procforum Building

123 Paul Kruger Street
Pretoria

0001

Tek: (012) 323-0400

E mail: tvllaw@mweb.co.za

Information officer; Mr MJS Grobler

:

/

P O Box 1493
Pretoria
0001

Fax: (012) 323-2606
Website; www.tvliaw.co.za

Deputy information officers: Mr J van Staden, Ms M Malatfi, Mr P N Mafjiane, Ms H A Bezuidenhout and Ms MV

Bekker.
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3. GUIDEIN TERMS OF SECTION 10 OF THE ACT
Any person who wishes to exercise any right contemplated in the Promotion of Access fo Information Act, 2000, may
obtain a copy of the information guide issued by the Human Rights Commission in all official languages, from the
Human Rights Commission, tel (011) 484-8300, fax (011) 484-7149,

4, FACILITATION OF A REQUEST FOR ACCESS TO INFORMATION, SUBJECTS ON WHICH

THE LSNP HOLDS RECORDS AND THE CATEGORIES OF RECORDS HELD

Information which Is not readily available as indicated in paragraph 5 of this manual, may be requested in accordance
with the procedure prescribed in terms of the Promotion of Access to Information Act.

Copies of the prescribed forms to be completed for submitting a request, are available from the LSNP,

Information held:

4.1 Professional Affairs

Subjects | Categories of Information

1 Firms of Attorneys 5 Contact details

Partners/directors, professional assistants, consultants & candidate
attorneys

Trust account numbers
Name of auditors
Submission of Auditor's reports

2 | Attorneys (individuals) ' _ Personal particulars (eg. name, date of birth & identity number)
' ' ' Contact details (address & telephone number) :

Professional particulars (eg. date of admission and further
qualification as a notary & conveyancer) —

Fidelity Fund Certificates
Registered candidate attorneys

3 Candidate Atiorneys _ Personal particulars (eg. name & identity number)
| Contact details

Principal and contract particulars

Examinations written, marks obtained

Right of appearance in lower Courts

4 Examinations Candidates registered
Mark_s obtained )
Particulars of examination panel (examiners)

5 Council and Council meetings | Particulars of Councillors

Decisions taken and rulings issued
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Minutes of meetings

Legal opinions
Submissions to Government departments, the Rules Board for
Courts of Law and the SA Law Coemmission

Committee meetings

Personal particulars of committee members
Degcisions taken and recommendafions made to Council
Minutes of meetings

Provincial Circle Councils

Particulars of Councillors

Decisions taken and recommendations made to the Council of the
LSNP

Minutes of meetings

High (_}ourt applications

Admission and re-admission applications

4.2

Disciplinary Matters

Subjects

Categories of information

Complaints against atiorneys

Personal information of complainant

Affidavit of complainant

Letter of complaint by a judicial officer, State Department or attorney
Attorneys written response

Report on investigation conducted and accounting records

Minutes of meetings of Investigating Committees, Monitoring
Committee, Disciplinary Committees and Council

Particulars of previous complaints and convictions

43

Members Affairs

Subjects -

Categories of information

Attorneys

Particulars of complaint
Statement of accounts

Members of public

Personal particulars
Contact details
Particulars of complaint

Struck / suspended attorneys

Particulars of Court Order
Trust banking accounts
Accounting records

Client files
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Status of criminal prosecution
Excussion proceedings

4 Assessment Committeés Personal particulars of committee members
Decision taken and recommendations made
‘Report on findings

5 Financial investigative reports Personal particulars of investigator
Working papers
Findings and recommendations

6 Audit certificates | Personal particulars

' ' Audit findings
44 Communication
Subjects Categories of information
1 Newsletters Society News — Law Society Newsletter

Newsletters for the 3 Circie Councils namely:-
- Northern Province

- North West

- Gauteng

2 Website Personal particulars and contact details of attomneys firms, hdividual
members, Councillors, Circle Councillors, Committee members,
other Law Societies and the Attorneys Fidelity Fund

Newsletter arficles
Brochures

3 Categories of records | Rulings issued by the Council

Attorneys Act, 1979 and the Rules

Media Releases

Articles in newspapers and magazines

Brochures

Documents on specific fopics for the presentation of seminars

4,5 Ei_r:gnces & Human Resources

Subjects Categories of information
1 Finances of the LSNP Past and current budgets
' Cashflow statements

Honoraria of Councillors and Committee Members
Traveliing costs of Councillors and Committee members
Banking account particulars
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Parficulars of suppliers of various services rendered

2 Fidelity Fund Matters Claims for refund of bank charges and audit fees, submitted by firms
Interest paid over to the Attorneys Fidelity Fund

3 Human Resources (Staff) Personal particutars of individual staff members
Salaries and benefits payable

Disciplinary profile of individual staff members

5. CATEGORIES OF RECORDS: AUTOMATIC DISCLOSURE IN TERMS OF SECTION 15 OF

THE ACT _
The following categories of information are automatically available from the LSNP, without a person having to request
access in terms of the Act:

5.1 Professional Affairs

Information Costs
5.1.1 | Names & contact details of firms of attorneys Free of charge
51.2 | Names & contact details of individual attorneys and the capacity in which they are involved at | Free of charge
a practice
5.1.3 | Qualification of an attorney as a notary and/or conveyancer Free of charge
5.1.4 | Whether a Fidelity Fund Certificate has been issued to an attorney Free of charge
5.1.5 | Names and contact details of candidate attorneys and contract particulars Free of charge
5.1.6 | Information on examinations written by a person and the results thereof Free of charge
5.1.7 | Names of Councillors, Committee members and Circle Councillors Free of charge

52 Members Affairs

Information Costs

5.2.1 | Particulars of Court Order Free of charge

5.3 Communication

information Costs
5.3.14 | Newsletters Free of charge
5.3.2 | Brochures Free of charge
53.3 | Aftorneys Act, 1979 and the Rules Prescribed fee in
terms of the Act
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534 | Media releases and articles published ' | Freeof charge .

6. CATEGORIES OF RECORDS: VOLUNTARY DISCLOSURE IN TERMS OF SECTION 15 OF

THE ACT
The following categories of information are voluntarily disclosed by the LSNP, sub}eci fo access therefo being
requested in terms of the Act:

6.1 Members Affairs

Information | Costs |
6.1.1 | Statement of accounts to client or attorney concerned ‘Free of charge
6.1.2 | File of client | . | Postage
6.1.3 | Status of criminal prosecution | : Free of charge
6.14 | Audit finding to attorney concerned " Free of charge
6.1.5 | Financial investigative report o attorney concerned ' Free of charge

7. DESCRIPTION OF SERVICES AVAILABLE TO MEMBERS OF THE PUBLIC AND HOW TO

GAIN ACCESS TOIT
The following services are available fo the pubiic from the LSNP:

7.1 Professional Affairs _
- Assistance to members of the public relating to enquiries of a general nature and with regard to the
conduct of an attorney and the Rules of the LSNP,
* Manner of access
- Enquiries to be addressed in wrifing or telephonically or by way of appointment.

7.2 Disciplinary Matters
()  Investigation and prosecution of complaints of alleged unprofessional or dishonourable conduct by
attorneys. |

Manner of access

- Complaints are to be submitted to the LSNP in writing and by affidavit and accompanied by the relevént
documents, vouchers, letters and receipts. A standard complaint form is available from the disciplinary
department. '

- No complaint by a member of the public shall be considered, unless it is submitted by affidavit.

- The Secretary of the LSNP may, in histher discretion, accept complaints which are not in affidavit form
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8.

(b)  To assist members of the public, an information desk has been established where members can consult
an Information Official, who will either refer the member of the public to an attorney for a free % hour
consultation with an attorney or advise the peison to lodge a complaint.

- Referral of members of the public to attorneys for a % hour free consultation.

Manner of access

- Written request.

7.3 Members Affairs
-a)  Assessment of attorneys’ fees
- The statement of account is rendered to the LSNP and a committee is appointed to assess the
reasonability of the attorneys’ fees in the presence of the attorney and the client.
b)  Curatorship duties
- The LSNP attends to the winding down of attorneys' practices on the appointment as Curator
Bonis. Clients are assisted to obtain the client file as kept by the atiorey and particulars of
funds entrusted to the-attorney concerned on receipt of a writien request.
¢)  Financial investigations
- Financial investigations of attorneys’ firms are conducted on receipt of information, which
indicates financial irregularities at the attorneys’ firm.
Manner of access
- Telephenic and/or written request.
7.4 Communication
- Availability of information brochures.
- Informative articles in the printed and electronic media.
~ Manner of access |
- Telephonic or written request.

PARTICIPATION TO FORMULATE POLICY/EXERCISE POWERS
The Council determines policy and exercises the powers afforded fo it by the Attorneys Act, 1979 and is assisted by
various committees, while decisions are carried out by a permanent Directorate.

DESCRIPTION OF REMEDIES AVAILABLE IN RESPECT OF AN ACT OR A FAILURE TO ACT

BY THE LSNP

If a request for information in terms of the Act had been refused by the LSNP, the requester may, within 80 days and in
the prescribed form and against payment of the prescribed appeal fee, lodge an internal appeal against the decision of
the information officer in accordance with the provisions of Section 75 of the Act. If an internal appeal is lodged after
expiry of the prescribed period, the LSNP will, on good cause shown, allow such late lodging.
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HANDLEIDING IN TERME VAN ARTIKEL 14 VAN DIE
WET OP DIE BEVORDERING VAN TOEGANG TOT INLIGTING, 2000

PROKUREURSORDE VAN DIE NOORDELIKE PROVINSIES
(INGELYF AS DIE PROKUREURSORDE VAN DIE TRANSVAAL)

STRUKTUUR EN FUNKSIES

Die Prokureursorde van die Noordelike Provinsies (PNP) is ‘n statutére regulerende liggaam gestig in terme van die
Wet op Prokureurs, 53 van 1979 _ |

Die PNP bestaan uit die vnlgende afdeﬁngs Professmnaia Sake, Dlssipllnére Sake, Ledebelange, Finansies &
Menslike Hulpbronne en Kommunikasie,

Die oogmerke van die Prokureursorde, soos uiteengesit in Artikel 58 van die Wet op Prokureurs, 1979 is:

(a)  om die prestige, status en waardigheid van die beroep te handhaaf en te verhoog;

{b)  om die beoefening van die beroep te reél;

(¢}  om doeltreffendheid in en verantwoordelikheid met betrekkihg tot die beroep aan te moedig en te bevorder,

(d)  om met alle aangeleenthede befreffende die belange van die beroep te handel en om daardie belange te
beskerm; ' ' '

(e)  omdie integriteit van praktisyns te handhaaf; -

() omdie standaarde van professionele gedrag en kwalifikasies van praktisyns te handhaaf en te verbeter;

(9} om voorsiening te maak vir die doeltreffende beheer van die professionele gedrag van prakt:syns

(h)  om eenvormige praktyk en dissipline onder prakhsyns te bevorder;

()  om die studie van die reg aan te moedig; '

()  om hervormings en verbeterings in enige vertakking van die reg, die regspleging, die regspraktyk en in
konsepwetgewing aanhangig_ te maak en te bevorder;

(k) omin die algemeen die sienswyse van die beroep te verteenwoordig; _

()  om, in die belang van die beroep in die Republiek, met die ander ordes of liggame van persone wat hy

' goedvind, saam te werk. '

KONTAKBESONDERHEDE

Procforumgebou ~ Posbus1483

Paul Krugerstraat 123 Pretoria

Pretoria 3 0001

0001 | s

Tel: (012) 323-0400 __ S Faks: (012) 323-2606

E-pos: tvllaw@mweb.co.za ~ Webblad: www.tvilaw.co.za

Inligtingsbeampte: Mnr M J S Grobler
Adjunk infigtingsbeamptes: Mnr J van Staden, Me M Mala!;l Mnr P N Mat;lane Me H A Bezuidenhout en Me M V
Bekker.
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3. GIDS IN TERME VAN ARTIKEL 10 VAN DIE WET

| Enige persoon wat ‘n reg wil uitoefen soos beoog in die Wet op die Bevordering van Toegang tot Inligting, 2000 kan ‘n
afskrif van die inligtingsgids, uitgerelk deur die Menseregtekommissie in al die amptelike tale, van die
Menseregtekommissie bekom by tel.: (011) 484-8300, faks.: (011) 484-7149,

4. FASILITERING VAN ‘N VERSOEK OM TOEGANG TOT INLIGTING EN ONDERWERPE TEN

OPSIGTE WAARVAN DIE PNP INLIGTING HOU, SOWEL AS DIE KATEGORIE VAN INLIGTING

GEHOU

Inligting wat nie redelikerwys beskikbaar is soos aangedul in paragraaf 5 van hierdie handleiding nie, kan versoek word
in ooreenstemming met die prosedure wat in ferme van die Wet op die Bevordering van Toegang tot Inligfing

voorgeskryf word.

Afskrifte van die voorgeskrewe vorm vir die indiening van ‘n versoek is beskikbaar by die PNP.

Inligting gehou:

4.1 Professionele Sake

Onderwerpe

Kategorieg Inligting

1 Prokureursfirmas

Kontakbesonderhede

Vennote/direkteure, professionele assistente, konsultante en
kandidaat-prokureurs -

Trustrekeningnommers
Naam van ouditeurs
Voorlegging van Ouditeursverslae

2 . | Prokureurs (individue)

Persoonlike besonderhede  (bv. naam, geboortedatum &
identiteitsnommer)

Kontakbesonderhede (adres & telefoonnommer)

Professionele besonderhede (bv. datum van toslafing en verdere
kwalifikasie as notaris & transportbesorger)

Getrouheidsfondssertifikate
Geregistreerde kandidaat-prokureurs

3 Kandidaat-prokureurs

Persoonlike besonderhede (bv. naam & idenfiteitsnommer)
Kontakbesonderhede

Prinsipaal en kontrakbesonderhede

Eksamens afgelé, punte behaal

Verskyningsbevoegdheid in die laer Howe

4 Eksamens

Kandidate geregistreer
Punte behaal
Besonderhede van eksamenpaneel (eksaminatore)
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5 Raad en Raadsvergaderings : Besonderhede van Raadslede
Besluite geneem en reélings gemaak
Notules van vergaderings

Regsopinies

Voorleggings aan Regeringsdepartemente, die Reé!sraad vir
Geregshowe en die Suid-Afrikaanse Regskommissie

6 Komiteevergaderings ; Persoonlike besondemede van komiteelede :
Besluite genesm en aanbevelings gemaak aan die Raad
Notules van vergaderings

7 | Provinsiale Sirkelrade | Besonderhede van Raadslede

Besluite geneem an aanbevelings gemaak aan die Raad van dae
PNP

- Notules van vergaderings

8 Hooggeregshofaansoske : Aansoeke om toelating en hertoelating

4,2 Dissiplinére Sake
Onderwerpe ; - | Kategorieé Inligting

1 Klagtes teen prokureurs Persoonlike inligting van klaer
Eedsverklaring deur klaer

Kiagtebrief deur n regterike beampte, Regeringsdepartement of
prokureur

Prokureur se skriftelike antwoord

Verslag fen opsigte van die ondersoek uitgevoer en die
rekenkundige aantekeninge

Notule  van  vergaderings  van  Ondersoekkomitees,
Moniteringskomitee, Dissiplinére komitees en die Raad

Besonderhede van vorige klagtes en skuldigbevindings

43 Ledebelanggl

Onderwerp Kategorie inligting
1 Prokureurs Besondérhede van klagte
' Rekeninge
2 | Lede van die publiek Persoonlike besonderhede
' Kontakbesonderhede
Besonderhede van klaer
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3 Prokureurs wie geskors of geskrap is Besonderhede van Hofbevel

Trust bankrekeninge
Rekenkundige aantekeninge
Kliénte léers

Status van sirafregtelike vervolging
Ultskudding verrigtinge

4 | Vasstellingskomitees ' Persooniike besonderhede van komiteelede
Besluite geneem en aanbevelings gemaak
Verslag ten opsigte van bevindings

5 . | Verslae ten opsigte van finansiéle | Persoonlike besonderhede van ondersoeker
Sndketos Werksdokumente
Bevindings en aanbevelings

6 Quditeursertifikate Persoonlike besonderhede
Quditeursbevinding

44 Kommunikasie

Onderwerp _ Kategorieé inligting

1 Nuusbriewe Ordenuus ~ Prokureursorde nuusbrief

' Nuusbriewe vir die 3 Sirkelrade naamlik:-
- Noordelike Provinsie

- Noordwes

- Gauteng

2 Webblad Persoonlike  besonderhede en  kontakbesonderhede  van
prokureursfirmas, individuele lede, Raadslede, Sirkelraadslede,
Komiteelede, ander Prokureursordes en die Getrouheidsfonds vir
Prokureurs

Nuusbriefartikels
Brosjures

3 Kategorie& van rekords Reélings gemaak deur die Raad

Wet op Prokureurs, 1979 en die Reéls
Mediaverkiarings

Artikels in koerante en tydskrifte
Brosjures

Dokumente ten opsigte van spesifieke onderwerpe vir die -
aanbieding van seminare




STAATSKOERANT, 30 AUGUSTUS 2002

No. 23787 205

' 45 Finansies & Menslike Hulpbronne
Onderwerpe Kategorieé inligting
1 | Finansies van die PNP : Vorige en huidige begrotings
' Kontantvioeistate :
Honoraria van Raadslede en Komiteelede
Reiskoste van Raadslede en Komiteelede:
Bankrekeningbesondarhede
Besonderhede van diensverskaffers van verskeie dienste gelewer
2 Getrouheidsfonds vir Prokureurs Eise vir die terugbetaling van bankkoste en ouditgelde ingedien deur
' firmas
Rente corbstaal aan die Gefrouheidsfonds vir Prokureurs
3 | Menslike Hulpbronne (Personeel) Persoonlike besonderhede van individuele personeeliede
Salarisse en voordele betaalbaar
Dissiplinére profiel van individuele personeeliede
5. KATEGORIEé VAN REKORDS: OUTOMATIESE BEKENDMAKING IN TERME VAN ARTIKEL
15 VAN DIE WET '
Die volgende kategorieé inligting is outomaties beskikbaar by die PNP, sonder dat ‘n persoon toegang daartoe hoef te
versoek in terme van die‘Wet:
5.1 Professionele Sake
Inligting | Koste
5.1.1 Nam_e_& kontakbesonderhede van prokureursfirmas Gratis
5.2 | Name & kontakbesonderhede van individuele prokureurs en die hoedanigheid waarin hulle | Grafis
betrokke is by 'n praktyk
5.1.3 | Kwalifikasie van n prokureur as ‘n.notaris en/of transportbesorger | Gratis
514 1 Of'n Geﬁuuheidsfondsserﬁﬁkaat uitgereik is a! dan nie Gratis
5.1.5 | Name en kontakbesonderhede van kandidaat-prokureurs en hul kontrakbesonderhede Gratis
5.1.6 | Inligting ten opsigte van eksamens afgelé deur ‘n persoon en die uitslag daarvan Gratis
5.1.7 | Name van Raadslede, Komiteelede en Sirkelraadslede e Gratis o
52 Ledebelange M,
Inligting Koste
5.2.1 | Besonderhede van Hofbevel Gratis
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5.3 Kommunikasie

e Inligling ' Koste
5.3.1 | Nuusbriewe Gratis
5.3.2 -| Brosjures Gratis
53.3 | Wet op Prokureurs, 1979 en die Reéls Voorgeskrewe fool
(- : in terme van die
\ ' . Wet
' 5.3.:1 Meldliaverklarings en artikels gepubliseer Gratis
. i Al

6. KATEGORIES VAN REKORDS: VRYWILLIGE BEKENDMAKING IN TERME VAN ARTIKEL 15

VAN DIE WET
Die volgende kategorieé inligting word vrywilliglik bekend gemaak deur die PNP, onderhewig daaraan dat toegang
daartoe versoek word in terme van die Wet:

6.1 Ledebelange

Inligting Koste
8.1.1 | Rekeningstate aan betrokke kliént of prokureur Gratis
6.1.2 | Kiiénteléer ; Posgeld
6.1.3 | Status van strafregtelike vervolging Gratis
6.1.4 | Quditbevinding aan betrokke prokureur : Gratis
6.1.5 | Verslag van finansiéle onderscek aan betrokke prokureur Grafis

7. BESKRYWING VAN DIENSTE BESKIKBAAR AAN LEDE VAN DIE PUBLIEK EN HOE OM DIT

TE BEKOM
Die PNP lewer die volgende dienste aan die publiek:

7.1 Professionele Sake
- Bystand aan lede van die publiek met betrekking tot aigemene navrae en met betrekking tot die optrede
van 'n prokureur en die Reéls van die PNP.

Wyse van toegang
- Skiftelike of telefoniese navraag of by wyse van ‘n afspraak.
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7.2 Dissiplinére Sake , o

(a)  Ondersoek en vervolging van klagtes van beweerde onprofessionele of oneerbare optrede deur

prokureurs, '
. Wyse van toegang

- Klagtes moet skrifielik by wyse van ‘n eedsverklaring en vergesel van die relevante dokumente, briewe -

en kwitansies aan die PNP gerig word. 'n Standaard klagtevorm is beskikbaar van die dissiplinére
_ . afdeling. -

- Geen klagte deur 'n lid van die public sal corweeg word, tensy dit in die*vorm van ‘n eedsverklaring is
nie. ' '

- Die Sekretaris van die PNP mag, in sy/haar diskresie, klagtes wat nie in die vorm van 'n eedsverklaring
is nie, aanvaar.

(b)  Ten einde lede van die publiek by te staan, is ‘n inligtingstoonbank gevestig waar lede kan skakel met ‘n
Inligtingsbeampte, wie die lid van die publiek 6f na ‘n prokureur sal verwys vir 'n half-uur gratis
konsultasie of die persoon sal adviseer om 'n kiagte in te dien.

- Verwysing van lede van die publiek na prokureurs vir ‘n half-uur gratis konsultasie.

Wyse van toegang

- Skriftelike versoek.

7.3 Ledebelange _
a)  Vasstelling van prokureursfooie

. Die rekeningstaat word aan die PNP gelewer en ‘n komitee word aangewys ten einde die
redelikheid van die prokureursfooie in die teenwoordigheid van die prokureur en die kiiént, te -
bepaal.

b} Pligte van Kurator .

- Die PNP gee ook aandag aan die afwenteling van prokureurspraktyke by wyse van ‘n aanstelling
as Curator Bonis. Kiiénte wdrd op skriftelike versoek bygestaan om die kliénteléer wat deur die
brokureur gehou is, te bekom sowel as besonderhede van fondse wat aan die prokureur
toevertrou is.

c) Finansiéle ondersoeke

- By die ontvangs van infigting wat dui op finansiéle ongeruimdhede by ‘n prokureursfirma, word ‘n

finansiéle ondersoek gedoen.
Wyse van toegang '
- Telefoniese of skriftelike versoek.

7.4 Kommunikasie
- Beskikbaarheid van inligtingsbrosjures.
- Leersame artikels in die gedrukte en elekironiese media.
Wyse van toegang

- Telefoniese of skriftelike versoek.
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8. DEELNAME AAN DIE FORMULERING VAN BELEID/UITVOERING VAN MAGTE
Die Raad bepaal beleid en voer die magte uit soos verleen in terme van die Wet op Prokureurs, 1979 en word
bygestaan deur verskeie komitees, terwyl besluite uitgevoer word deur 'n permanente Direkforaat.

9. BESKRYWING VAN BESKIKBARE REMEDIES [N DIE GEVAL VAN ‘N HANDELING OF

NALATE DEUR DIE PNP _
Indien ‘n versoek om inligting in terme van die Wet deur die PNP afgewys word, kan die versoeker binne 60 dae en in
die voorgeskrewe vorm en teen die betaling van die voorgeskrewe appélfooi, ‘n intene appé! teen die besluit van die
inligtingsheampte aanteken in ooreenstemming met die bepalings van Artikel 75 van die Wet. Indien ‘n interne appél
aangeteken word na die verstryking van die voorgeskrewe periode, sal die PNP, indien goeie rede aangevoer word,
sodanige laat indiening foelaat.
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BUKANA GO YA MELAWANA YA KAROLO 14EE
THUSANG BATHO GO BONA TSHEDIMOSETSO, MOLAO WA 2000

SOSAETE SA MOLAO SA DIPOROFENTSHE TSA BOKONE
 (E TLHAKANTSWE JAAKA SOSAETE SA MOLAO SA TERANSEFALA)

KAGEGO LE DITIRO

Sosaete sa Molao sa Diporofentshe tsa Bokone {LSNP) ke setheo sa semolao se se agilweng go ya ka Molac wa
Babueledi wa 53 wa 1979 ;
Setheo se na le mafapha a a latelang: Merero ya Seporofesenale, Merero ya kgalemo, Merero ya Boloko, Merero ya
Ditshelete le tiriso ya dithata tsa batho ga mmogo le Tihaeletsano.

Maikaelelo a Sosaete sa Molao jaaka a thagelela mo karolong 58 ya Molao wa Babueledi wa 1979 ke a a Iawlang

(a)  gotsholetsa tiotlo, maemo le seriti sa porofesene;

{b)  golatelale go diragatsa porofesene;

{c)  gorotioetsa le go tsweletsa firo e ntle le go nna le maikarabelo mo porofeseneng;

(d)  gomekamekanale merero yotihe e e amanang le dikgatihego isa porofesene le go sireletsa dikgathhego tseo:

(e)  gotsholetsa serifi sa bobueled;

() gotsholetsa le go tihabolola maemo a maitsholo a porofesene le dithuto fsa babueled;

(g)  gotiisa taclo e e gagametseng mo maitsholong a seporofesenale a babueledi;

(h)  godira gore go nne tiragatso ya tiro le thupiso e e tshwanang mo babueleding;

(i go rotioetsa gore molao o ithutiwe;

() gosimolola le tsweletsa diphetogo le ditihabololo mo lekaleng lengwe le lengwe la molao, mo tsamaisong ya
toka, mo tiragatsong ya moiao le mo go thangweng ga molao;

(k)  goemelaka kakaretso megopolo ya porofesene; _

() go yaka dikgatihego tsa porofesene mo Repaboliking, go dirisana le disosaete kgotsa ditheo tsa batho jaaka
go tshwanela.

TERESE E E KA DIRISIWANG

Procforum Building P.0. Box 1493
123 Paul Kruger Street Pretoria

Pretoria | 0001

0001 -

Mogala: 0123230400 . Fekese: 012323 2606

E-meile: vllaw@mweb.co.za Websaste: www.ivilaw.co.za
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Motlhankedi wa tshedimosetso: MrMJS Grobler
Mothusi wa makaedi wa tshedimosetso: Mr J van Staden, Ms M Malatji, Mr P N Matjiane, Ms H A Bezuidenhout le Ms

M V Bekker.

KAELO GO YA KA KAROLO 10 YA MOLAO

Motho mongwe le mongwe fa a rata go dirisa thata ya gagwe e go buiwang ka yona go ya ka bukana e e thusang
batho go bona tshedimosetso, molao wa 2000, a ka iponela khopi ya kaelo ya tshedimosetso e e abiwang ke ba
Khomisene ya Ditshwanelo tsa Botho ka dipuo tsotihe tsa semmuso, go tswa go Khomisene ya Ditshwanelo tsa Botho
mo mogaleng (011) 484-8300 fekse (011) 484 7149.

NOLOFATSO YA KOPO YA GO BONA TSHEDIMOSETSO. DINTLHA TSE DI FITLHELWANG
MO DIREKOTONG TSA LSNP LE DIKHATEKORI TSA DIREKOTO TSE DI TSHOTSWENG
Tshedimosetso e e se nkeng e siame kgotsa e felele jaaka go kaiwa mo polelong 5 ya bukana e, e ka nne ya kopiwa
go ya ka dithulaganyo tsa Molao wa go Bona Tshedimosetso. Dikhopi tsa diforomo tse di maleba tse di tshwanetseng
go tladiwa le go romelwa di ka bonwa go tswa go ba ga LSNP.

Tshedimosetso ee leng teng:

4.1

Merero orofes

Dintlha Dikhatekori tsa Tshedimosetso

Difeme tsa babueledi | Diaterese le megala -

Balekane/Balaodi, bathusi ba porofesenale, barerisane le babueledi
ba bathatihobiwa

Dinomoro tsa akhaonto ya terasete
Maina a baruni

Go romelwa ga direpoto tsa baruni

Babueledi (ka sebele) Dintiha tsa botihokwa ( jaaka, leina, letsatsi la botsalo le nomoro ya
boitshupo)

Diaterese le megala ya bona

Dintlha tsa seporofesenale (jaaka letsatsi la go simolola tiro le
dithuto tsa flaleletso jaaka nnothari le bokwadisa dintlo) Setefikeiti sa
go tshola madi ka boikanyego

Batlhatihobiwa ba babueledi ba ba ikwadisitseng mo go ena,
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‘i.

3. | Babueledi ba batihathobiwa Dintha tsa gagwe tsa botihokwa (jaaka leina, nomoro ya boitshupo)
| Diaterese le megala _ L J ‘

Motihokemedi wa gagwe le dintiha tsa konteraka | B :
Ditlhatlhobo tse a di kwadileng le maduo a a boneng ) K
Tetla ya go ema kwa dikgotiatshekelo tse dinnye J _'I o

4 Ditlhatlhobo Batihatihobiwa ba ba ikwadisitseng K
Maduo a ba a boneng |
Dintlha tsa botihokwa ka ga batlhatihobi

5 Khansele le dipitso tsa khansele Dintiha tsa botihokwa ka ga dikhanselara
Ditshwetso tse di tserweng le molao o o tserweng
Metsotso ya pitso
Dikakanyo tsa semolao
Thomelo ya tsona kwa mafapheng a puso, Melao ya Boto ya
Dikgotlatshekelo le Khomisene ya Molao ya Aforika Borwa

6 | Dipitso tsa komiti Dintlha tsa bothokwa tsa maloko a komiti |
Ditshwetso tse di tserweng le dikatlenegiso tse di filweng khansele
Metsotso ya pitso ‘

7 | Sekele ya dikhansele tsa porofentshe Dintiha tsa botihokwa ka dikhanselara
Ditshwetso tse di tserweng le dikatienegiso tse di filweng khansele
ya LSNP
Metsotso ya pitso .

8 is kelo Kamogelo le go amogelwa gape ga bakopi.

4.2 Merero ya Kaalemo
Dintlha | Dikhatekori tsa tshedimosetso
1 Dingongorego kgatlhanong le babueledi Dintlha tsa botlhokwa tsa bangongoregi .

Pego e e ikanetsweng ya mongongoregi

Lokwalo Iwa ngongorego ka motihankedi wa molao, lefapha la puso
kgotsa mmueledi .

Karabo e e kwadilweng ke mmueledi 2
Repoto ka ga patlisiso e e dirilweng le direkoto tsa palotiotio.
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Metsotso ya dipitso tsa dikomiti tsa dipatlisiso, komiti ya balebeledi,
komiti ya kgalemo le khansele.

Dintlha tsa bothokwa tsa dingongorego tsa pele le go bonwa molato

4.3 Merero ya Maloko *
Dintlha Dikhatekori tsa tshedimosetso
1 Babueledi Dintlha tsa botlhokwa mongongoregi
Lenane la palotiotio
2 Maloko a setshaba Dintlha tsa bona tsa botihokwa
Diaterese le megala
Dintlha tsa mongongoregi _
3 Go phimolwa/ babueledi ba ba emisitsweng | Dintlha tsa 1a§|o ya kgotlatshekelo _
nakwana mo tirong
Diakhaonto tsa terasete ya banka
Direkoto tsa palotiotio
o Difaele tsa modirelwa (client)
Kemo ya tshekiso ya bosenyi
Dithulaganye tsa maipato
4 Dikomiti tsa ditihatlhobo Dintlha ka ga maloko a dikomiti
Tshwetso e e tserweng le dikatlenegiso tse di dirilweng.
Repoto fe diphitiheleio
5 Direpoto tsa dithotihomiso tsa ditshelete Dintiha ka ga mmatlisise F
Ditokomane tse di dirisiwang
Diphitihelelo le dikatlenegiso
6 Ditifekeiti tsa boruni Dintlha ka ga mang
Diphitihelelo tsa boruni
44  Tihaeletsano
Dintlha Dikhatekori tsa tshedimosetso
1 | Makwalo-dikgang Dikgang tsa baagi-lekwalo-dikgang lwa semolao Iwa baagi

Lokwalo-dikgang dikhansele tsa disekele dile 3 e bong
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- Porofentshe ya Bokone
- Bokone-Bophirima

T

- Gauteng ~
2 | Websaete Dintlha tsa feme ya babueledi le aterese le mogala wa bona, maloko
ka bong, dikhanselara, dikhanselara tsa disekele, maloko a komiti le
disosaete tsa molao ga mmogo le tsholo ya madi ka boikanyego.

Diathikele tsa makwalo-dikgang

3 | Dikhatekori tsa direkoto Dibukana

Melawana e e tihagisiwang ke khmsele_

Molao wa Bobueledi , 1979 le melawana

Meﬂhodf ya dikgang _

Diathikele go tswa mo dikuranteng le mo dimékasineng
Dibukana |

Ditokomane tse di buang ka merero mengwe tse di dirisiwang mo
| dipuisanong mo diseminareng

45 Ditshelete le Tiriso ya Dithata tsa Badiri

Dintlha : Dikhatekori tsa tshedimosetso
1| Ditshelete tsa LSNP _ Ditekanyetso tsa pele le tsa jaanong
Lenane la madi a seatleng

Kabelotiotomatso ya dikhanselara le maloko & ko

Dituelo tsa dinamelwa tsa dikhanselara le maloko a komifi

Dinttha tsa akhaonto ya banka

| Dintlha tsa bathelesi ba ba neelaneng ka ditirelo tse di farologaneng

2 |Mereto ya Madi a Tihothomiso ya | Ditopotuelo tsa go duelela melato ya banka le madi boruni tse di

Boikanyego - | tiiswang ke difeme
3 Tiriso ya Dithata tsa Badii _ Dintlha ka ga badiri ka bong
Dituelo le mesola e badi ba e bonang

Lenanefthadiso ka go mongwe le mongwe wa badiri
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DIKHATEKORI SA DIREKOTO: GO ITSHENOLA GO YA KA KAROLO 15 YA MOLAO

5.
Dikhatekori tse di latelang tsa tshedimosstso di teng mo LSNP, kwa ntle ga gore motho a kope go se bona go ya ka
*Molao :
b
51 . Merero ya Seporofesenale
Tshedimosetso Dituelo
5.1.1 | Maina le diaterese le megala ya difeme tsa babueledi Ga go duslwe
sepe
51.2°| Maina le dintha tsa babueledi ka bobona le maemo a a kamego ya bona mo tirong Ga go duelwe
sepe
5.1.3 | Dithuto tsa mmueledi a dirile nnothari kgotsa mokwadisi wa dintio Ga go duslwe
sepe
5.14 | Le fa mmueledi a abetswe setefikeiti sa tsholo ya madi ka boikanyego Ga go duelwe
sepe
515 | Mainale diaterese tsa babueledi ba batihatlhobiwa le dinftha ka ga dikonteraka tsa bona Ga go duelwe
. Repa '
516 | Tshedimosetso ka ditthatihobo tse di kwadilweng ke motho le dipholo tsa tsona Ga go duelwe
sepe
51.7 | Maina a dikh maloko a komiti le di a sekele Ga go duelwe
sepe
5.2 Merero ya Maloko
Tshedimosetso Dituelo
521 | Dintha ka ga taolo ya kgotla (Ga go duelwe sepe
53 Tlhaeletsan
Tshedimosetso Dituelo
531 | Makwalo-dikgang Ga go duelwe sepe
53.2 | Dibukana Ga go duelwe sepe
533 | Molao wa Bobueledi, 1979 le melawana Tlhwatlhwa jaaka e
beilwe ka Molao
534 | Metlhodi ya dikgang le diathikele tse di phasaladitsweng Ga go duelwe sepe




STAATSKOERANT, 30 AUGUSTUS 2002 No. 23787 215

6. DIKHATEKORI DIREKOT : GO ITSHENOLA GO YA KA KAROLO 15 YA MOLAO
Dikhatekori tse di latelang tsa tshedimosetso di teng mo LSNP, kwa ntle ga gore motho a kope go se bona go ya ka
Molao

6.1 Merero ya Maloko

Tshedimosetso *| Dituelo
641 | Lenanela diakhaonto tsa badirelwa kgotsammuelediyo o eng. Gago duelwe sepe
6.1.2 | Faele kgotsa medirelwa Madi a poso
6.1.3 | Kemo yatshekiso yatshenyo Ga go duelwe sepe
6.14 | Diphitihelelo tsa boruni le mmueledi yo o rileng Ga go duelwe sepe
6.1.5 | Repoto ya dipatiisiso tsa ditshelete le mmueledi yo o rileng Ga go duelwe sepe

7. TLHALOSO YA DITIRELO DI LENG TENG TSEQO MALOKO A BAAGI A KA KGONANG GO DI
DIRISA |
Go na le ditirelo tse di latelang tseo baagi ba ka di dirisang go tswa go LSNP

7.1 Merero rofese
- Maloko a baagi a tla newa thuso fa ba botsa dipotso ka kakaretso le fa di le malebana le maitsholo a
babueledi le melawana ya LSNP,
Mokgwa o o tla dirisiwang
- Famotho a na le dipotso a ka kwala lokwalo kgotsa a dirisa mogala kgotsa a dira peelano.

7.2 Merero ya Kgalemo .

(a)  Dipatisiso le tshekiso malebana le dingongorego fse di umakiwang kgotsa maitsholo a a bodileng a
babueledi

Mokgwa o o dirisiwang

. Dingongorego di tshwanetse di tiisiwe go LSNP ka lokwalo le ka pego e e ikanetsweng mme tse di

 tiswe ga mmogo le ditokomane tse di maleba, dibukana, makwalo le diresiti. Foromo ya mofuta o e

fitthelwa mo lefapheng la kgalemo.

- Ga go na ngongorego e e tla amogelwang fa e se na pego e e ikanetsweng. 2

- Mokwaledi wa LSNP a ka dirisa thata ya gagwe go amogela ngongorego e e se nang pego e e
ikanetsweng.

(b) ~ Go thomilwe deseke ya tshedimosetso go thusa baagi e mo go yona go nang le motlhankedi wa
tshedimosetso, yo o ka nneng a romela motho kwa mmueleding go buisana nae halofo ya ura kwa ntle
ga tuelo kgotsa a eletsa motho go tsenya ngongorego.

v
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- Baagiba ka fiwa tshono ya go buisana le babueledi halofo ya urae € sa duelelweng
.Mokgwa o o dirisiwang
- Kopo e dirwe ka lokwalo

7.3  Merero ya Maloko
(a)  Thhatihobo dituediso tsa babueledi

. Lenane la akhaonto le romelwa LSNP mme komiti @ a thongwa go sekaseka fa dituediso tsa

mmueledi e le tse di utiwagalang. Se se dirwa fa pele ga mmueledile mo&ire!wa.
(b)  Ditiro tsa motthomamisi '

. LSNP e tla tihokomela gore fa tiro mmueledi e emisiwa go thophiwe motihomamisi. Badirelwa
ba tla thusiwa go bona difaele tsa bona tse di tshotsweng ke mmueledi le madi a bona a a neng
ale mo teraseteng ya mmueledi fa ba tshotse diresiti tsa bona.

{(c)  Dipatiisiso tsa ditshelete

. Dipalisisiso tsa ditshelete di fia diwa mo femeng ya babueledi fa go na le tshedimosetso e e

supang fa go na le manyobonyobo a ditshelete mo femeng ya babusledi.
Mokgwa o o dirisiwang
- Kopo ka mogala kgotsa ka lokwalo

7.4 Tlhaeletsano
- Go tla dirwa dibukana tsa tshedimosetso
- Go tla dirwa diathikele tsa tshedimosetso ka kgatiso le ka eleketheroniki
Mokgwa o o dirisiwang
- Kopo ka mogala kgotsa ka lokwalo

GO TSAYA KAROLO MO GO TLHAMENGPHOLISITIRAGATSO YA DITHATA

Khansele ke yona e thomamisang ka pholisi mme e bile ke yona e diragatsang dithata tse e di filweng go ya ka Molao
wa Bobueledi ,1979 mme e thusiwa ke dikomiti tse di farologaneng, fa ditshwetso di diragadiwa ke Botsamaisi jwa
leruri.

TLHALOSO YA SEO 8§ DIRWANG MALEB LE MOLAO KGOTSA GO PALELWA

GO DIRAGATSA MOLAO KE LSNP

Fa e le gore kopo ya tshedimosetso go ya ka molao e gannwe ke LSNP, mokKopi a ka tiatsa foromo e e kgatihanong le
go duela madi a boipiletso, a bo a tsenye boipiletso kgatihanong le tshwetso ya motihankedi wa tshedimosetso go ya
ka dintlha tsa Karolo 75 ya Molao. Fa e le gore boipiletso bo ka dirwa morago ga sebaka se se neetsweng, LSNP e tia
lefia gore boipiletso bo bo reediwe.
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