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INFORMATION REGARDING CONTACT DETAILS

1.

Contact details of the CEO of PSG Group Limited (“PSG Group”)

I Postal address:

PO Box 7403
Stellenbosch
7599 -

1.2 Street Address: °
1* Floor
Ou Kollege
35 Kerk Street
Stellenbosch
7600

1.3 Business phone: (021) 887-9602
1.4 Business fax: (021) 887-9619
1.5 Email address: atties@psq.co.za

Please contact Mr Attie Swanepoel should you have any further queries as well as
for purposes of paragraph 7.

In terms of Section 10 of the Act a guide will be prepared by the South African Human Rights
Commission (“SAHRC") contalnmg such rnfonnatlon as may be required by a person who
wishes to use the Act. .

The latest notice published in terms of Section 52 (2) on records that are voluntarily available
~ the Minister of Justice and Constituticnal Development has to date not publlshed any
regulations in terms of this section. :

The following records of PSG Group and its wholly owned subsidiaries are available in

accordance with the relevant legislation (including the Companies Act, Act No 6 of 1973,
Income Tax Act, Act No 58 of 1962, Value-Added Tax, Act No 91 of 1964 ~ this list is not

exhaustive):
41  Statutory Company Documentation:

4.1.1 Memorandum and Articles of Association of PSG Group and its wholly
owned subsidiaries;

4.12 Company resolutions and statutory company documentation;
4.1.3 Share certificates indicating shareholding in subsidiaries;
42 Financial Records:
4.2.1  Annual Financial Reports since 1995;
422 Management Reports;
4.2.3 VAT Returns;

4.2.4 Income tax returns and assessments;
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425 Invoices;

426 Receipts;

4.2.7 Brokers notes on transactions in listed shares;
4.2.8 Regional Services Council returns; . |

4.2.9 Share Incentive Trust records;

4.2.10 SETA returns;

_ 4.2.11 Cheque returns;

43  Human Resources
4.3.1 Docurnehiation rellating to'discipline and conditions of Employment;
432 Salary advice's; | o
4.3.3_ Leave, sick leave, maternity leave and_ sﬁecia{_ leave records;
- 434 Retumnsto UIF; |
4.4 Technology:
441 Computer literature;
442 Software licenses;
4.5 Marketing Material:
451 Brochure and leaflets;
452 Other advertising material.
Agreements
5.1 Agreements relevant to the PSG Group Business and the finance thereof;
52  Employment Agreements;
5.3 Acquisition and disposal agreements.
Subsidiaries
6.1 Currently PSG Group haé the following wholly owned subsidiaries which

documentation in their possession or under their control are included in the aforesaid
outline:

PSG Financial Services Limited;

PSG Corporate Services (Pty) Lid;

PSG Corporate Trading (Pty) Ltd,

PSG Channel Holdings Limited;

Business venture Investments No 366 (Pty) Ltd.

e & & & @
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6.2

The contact details for the aforesaid wholly owned subsidiaries are the same as in 1
above.

7. Request for information

71

7.2

Please note that some information may be privileged as set out in the Act and any
requests should be accompanied by the prescribed fee as per the Act.

Please also feel free to contact the SAHRC for further information on Tel: 011 — 484
8300 or Fax 011 — 484 0582 or visit their website at www. sahrc.org.za.

721 To facilitate the process please use the prescribed from at
www.sahrc.org.co.za or under regulations at www.doj.gov.za

7.2.2 Please provide sufficient details to enable PSG Group to identify:

- the records you requested;
the requestor (and if an agent is lodging the request, proof of capacity);
your personal contact details;
the right which you are seeking to exercise or protect with an explanation of
the reason the record is required to exercise or protect the right.

e o o @
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1 INTRODUCTION

1.1 The Promotion of Access to Information Act, No 2 of 2000 (“the Act”’) was enacted on-3
February 2000, 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 the Act, the body
to whom the request is made is obliged to release the information, except where the Act
exp:essly provides that the information may or must not be released. The Act sets out the
requisite procedural issues attached to such request.

1.2 PURPOSE OF THE MANUAL.:

This manual is intended to foster a culture of transparency and accountability within the
Financial Services Industry as a whole, by giving effect to the right to information that is
required for the exercise or protection of any right and to 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 their rights,

In order to promote effective governance of private bodies, it is necessary to ensure that
everyone is empowered and educated to understand their rights in terms of the Act in order
for them to exercise their rights in relation to public and private bodies.

Section 9 of the Act however recognises that such right to access to information cannot be
unlimited and should be subject to justifiable limitations, including, but not limited to:

¢ Limitations aimed at the reasonable protection of privacy;
¢ Commercial confidentiality; and
e Effective, efficient and good governance;

and in a manner which balances that right with any other rights, mcludmg such rlghts
contained in the Bill of Rights in the Constitution.

This manual sets out to provide a generic manual to the financial services industry to deal
with the requests in a conforming manner, which will enable the requestors to obtain the
records which they are entitled to in a quick, easy and accessible manner. This manual
may be adapted by the individual role players in the financial services industry to
speclﬁcally meet their needs.

Wherever reference is made to “institution” in this manual, it will refer to the private
bodies within the financial services industry, for whom this manual is drafted.

This manual has been drafted in accordance with the generic manual for the Financial
Services Industry, which has been submitted to the Human Rights Commission by the
Compliance Institute of South Africa, of which this body is 2 member
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PARTI

2 CONTACT DETAILS

2.1

22

2.2.1
222
.2.2.3
224
2.2.5
2.2.6

227

Information Officer:
Name; Jan Snyman -

Postal address:...Po Box 260595

Excom
2023
Physical Address:170 Main Street
Absa Towers
Johannesburg
Tel: 350 5857
Fax:... . 3505281
E-mail: jansn@absa.co.za
| GENERAL INFORMATION

Name of Private Body: ...Absa Group Ltd (including its subsidiaries);

Postal Address:... PO Box 260595 Excom 2023

Physical Address (or main place of busi.nésﬁ):. 170 Main Street Johannesburg 2001 |
Telephone Number: 350 4000

Facsimile number:350 4928

E-mail:jans;;@absa.co.za |

‘Website:www.absa.co.za
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PARTII

3 GUIDE OF SOUTH AFRICAN HUMAN RIGHTS COMMISSION

The South African Human Rights Commission has at the date of printing hereof not yet
compiled the guide contemplated in Section 10 of the Act. The guide will contain such
information as may reasonably be required by a person who wishes to exercise any right
contemplated in the Act. Any enquiries regarding this guide should be directed to:

The South African HUMAN RIGHTS COMMISSION,

at PAIA Unit (THE RESEARCH AND DOCUMENTATION DEPARTMENT),
Private Bag X2700, HOUGHTON, 2041;
Telephone Number: (011) 484-8300;

Facsimile Number: (011) 484-1360;

Website: www.sahrc.org.za;
" E-mail Address: PIAI@sahrc.org.za.
PART III
3.1 RECORDS OF ABSA GROUP LIMITED AND ITS SUBSIDIARIES

This clause serves as a reference to the records that Absa Group Ltd. and all its
subsidiaries (“Absa™) holds.

The information is classified and grouped according to records relating to the following
subjects and categories:

Itis recorded that the accessibility of the documents listed herein below, may be subject to
the grounds of refusal set out hereinafter.

311 PERSONNEL RECORDS
- 3111 Personal records provided by personnel;
3..1.1.2' S - Records provided-by a thirdparry rela'tingto personnel;’
3.1.1.3 Conditions of emp[oyment and other personnel—re]ated conttactual and quasi-
legal records;
3.1.14 . Internal evaluation records and other internal records;
3.1.15 Correspondence relating to personnel;

3.1.1.6 Training schedules and material;
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3.1.2
3.1.2.1
3.1.2.2

3.1.23

3.1.3.1
3.1.3.2

3.1.3.3

3.134

3.1.3.5
3.1.3.6°
3.1.3.7
3.1.3.8
3.1.3.9
3.1.3.10
3.1.3.11

3.1.3.12

3.1.4

3.1.4.1

3.14.2

“Personuel” refers to any person who works for, or provides services to or on behalf -
of Absa, and receives or is entitled to receive remuneration and any other person who
assists in carrying out or conducting the business of Absa. This includes, without
limitation, directors (executive and non-executive), all permanent, temporary and
part-time staff, as well as contract workers.

CUSTOMER RELATED RECORDS

i

Records provigjéd by a customer to a third party acting for or on behalf of Absa;
Records providgd by a third party;

Records generated by or within Absa relating to its customers, including -
transacﬁonal-records;

A “customer” refers to auy natural or juristic entity that receives services from Absa.

PRIVATE BODY RECORDS
Financial records;
Operational reoords,
DatabaSes;

Infbnnatidh Technology,;
Ma_ri:eting _recofds;

| Internal correspondence;
Product records;
Statutory records;
Internal Policies and Procedures;
Treasury-related records;
Securities and Equities; and

Records held by officials of Absa.

 These records include, but are not limited to, the records which pertain to Absa’s

' OTHER PARTY RECORDS

' Personﬁcl, customer or private body records which are held by another party,
as opposed to the records held by Absa itself;

Records held by Absa pertaining to other parties, including without fimitation,
financial records, correspondence, contractual records, records provided by the
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other party, and records third parties have provided about the
contractors/suppliers.

Absa may possess records pertaining to other parties, including without limitation
contractors, suppliers, subsidiary/holding/sister companies, joint venture companies,
and service providers. Alternatively, such other parties may possess records that can
be said to belong to Absa.

PARTIV

4 GROUNDS FOR REFUSAL OF ACCESS TO RECORDS

The main grounds for Absa to refuse a request for information relates to the -

4.1

4.2

4,2.1

4.2.2

4.2.3

4.3

44

4.5

4.6
4.6.1

4.6.2

4.6.3

464

4.7

mandatory protection of the privacy of a third party who is a natural person, which would
involve the unreasonable disclosure of personal information of that natural person;

mandatory'isrotecﬁon of the commercial information of a third party, if the record contains

trade secrets of that third party;

financial, commetcial, scientific or technical information which disclosure could
likely cause harm to the financial or commercial interests of that third party;

information disclosed in confidence by a third party to Absa, Iif the disclosure could
put that third party at a disadvantage in negotiations or commercial competition;

mandatory protection of confidential information of third parties if it is protected in terms

‘of any agreement;

mandatory protection of the safety of individuals and the protection of property;

mandatory protecuon of records which would be regarded as privileged in legal
proceedings;

the commercial activities of Absa, which may include —
trade secrets of Absa;

financial, commercial, scientific or technical information which disclosure could
likely cause harm to the financial or commercial interests of Absa;

' mfonnatlon which, if disclosed could put Absa ata dlsadvantage in negotiations or
commercial competition;

a computer program which is owned by Absa,_ and which is protected by copyright.
the research information of Absa or a third party, if its disclosure would disclose the

identity of Absa, the researcher or the subject matter of the research and would place the
research at a serious disadvantage;

Requests for information that are clearly f‘nvolous or vexatious, or which involve an unreasonable
diversion of resources shall be refused.



STAATSKOERANT, 4 OKTOBER 2002 No. 23888 13

5

REMEDIES AVAILABLE WHEN ABSA REFUSES A REQUEST FOR

- INFORMATION

5.1

5.2

6

6.1

6.2

6.3

631

6.3.2

6.3.3

6.3.4

6.4

6.5

- INTERNAL REMEDIES

Absa does not have internal appeal procedures. As such, the decision made by the
information officer is final, and requestors will have to exercise such external remedies at
their disposal if the request for information is refused, and the requestor is not satisfied with
the answer supplied by the informatjon officer,

EXTERNAL REMEDIES

A requestor that is dissatisfied with the information officer’s refusal to disclose information,
may within 30 days of notification of the decision, apply to a Court for relief.

Likewise, a third party dissatisfied with the information officer's decision to grant a request
for information, may within 30 days of notification of the decision, apply to a Court for
relief. For purposes of the Act, the Courts that have jurisdiction over these applications are
the Constitutional Court, the High Court or another court of similar status.

REQUEST PROCEDURE

. The requester must comply with all the procedural requirements contained in the Act

relating to the request for access to a record.

The requester must complete the prescribed form enclosed herewith in Appendix 1, and

~ submit same as well as payment of a request fee and a deposit, if applicable to the

Information Officer at the postal or physical address, fax number or electronic mail address
as stated in 3.1 or 3.2 above.

The prescribed form must be filled in with enough particularity to at least enable the
Information Officer to identify — ,

The récord or records requested; -

| The identity of the requester,
Which form of access is required, if the request is granted;
The postal address or fax number of the x;équester. |

The requester must state that he or she requires the information in order to exercise or
protect a right, and clearly state what the nature of the right is so to be exercised or

protected. In addition, the requester must clearly specify why the record is necessary to

exercise or protect such a right.

Absa will process the request within 30 days, unless the i'equgstor has stated special reasons
which would satisfy the Information officer that circumstances dictate that the above time
periods not be complied with.
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6.6 .

-6.7

6.8

6.9

The requester shall be informed whether access granted or denied in writing. If, in
addition, the requester requires the reasons for the decision in any other manner, he or she
must state the manner and the particulars so required.

If a request is made on behalf of another person, then the requester must submit proof of
the capacity in which the requester is makmg the request to the reasonable satisfaction of
the information officer.

If an individual is unable to complete the prescribed form because of nllteracy or disability,
such a person may make the request orally.

The requester must pay the prescribed fee, before any further processing can take place.

7  ACCESS TO RECORDS HELD BY ABSA

Records held b}zr Absa niaﬁrb'e accessed by requests only once the prerequisite require;ﬁénm

7.1
for access have been met.

7.2 A requester is any person making a request for access to a record of Absa. There are two
types of requesters:

7.2.1 PERSONAL REQUESTER

7.2.1.1 A personal requester is a requester who is seeking access to a record containing
personal information about the requester.

7212 - Absa will voluntarily provide the requested information, or give access to any
record with regard to the requester’s personal information. The prescribed fee
for reproduction of the information requested will be charged.

7.2.2 OTHER REQUESTER

7.2.2.1 This requester (other than a personal requester) is etj_ﬁtled to request access to
information on third parties. However, Absa is not obliged to voluntarily grant
access, The requester must fulfil the prerequisite requirements for access in
terms of the Act, including the payment of a request and access fee.

8 FEES

8.1 The Act provides for two types of fees, namely:

8.1.1 A request fee, which will be a standard fee; and

8.12 An access fee which must be calculated by taking into account reproducnon costs,

search and preparation time and cost, as well as postal costs.

8.2 ~When the request is received by the Information Officer, such oﬂ’iccr shall by notice require
the requester, other than a personal requester, to pay the prescribed request fee (if any),
before further processing of the request.

8.3 If the search for the record has been made and the preparation of the record for disclosure,

including arrangement to make it available in the requested form, requires more than the
hours prescribed in the regulations for this purpose, the information officer shall notify the
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requester to pay as a deposit the prescribed portion of the Access fee which would be
payable if the request is granted. i

8.4 The information officer shall withhold a record until the requester has paid the fees as
indicated in Appendix 2.
8.5 A requester whose request for access to a record has been granted, must pay an access fee

for reproduction and for search and preparation, and for any time reasonably required in
excess of the prescribed hours to search for and prepare the record for disclosure including
making arrangements to make it available in the request form.

8.6 If a deposit has been paid in respect of a request for access, which is refused, then the
information officer concerned must repay the deposit to the requester,

.9 DECISION

9.1 Absa will, within 30 days of receipt of the request, decide whether to grant or decline the
o ~ request and give notice with reasons (if required) to that effect.” =

9.2 The 30 day period within which Absa has to decide whether to grant or refuse the request,
may be extended for a further period of not more than thirty days if the request is for a large
number of information, or the request requires a search for information held at another
office of Absa and the information cannot reasonably be obtained within the original 30
day period. Absa will notify the requester in writing should an extension be sought.

10 LIST OF APPLICABLE LEGISLATION:

10.1 A table of legislation setting out a description of the records of Absa which are available in
accordance with other legislation, is annexed hereto marked “Appendix 3",

11 AVAILABILITY OF THE MANUAL

11.1 This manual is made available in terms of Regulation Number R. 187 of 15
’ February 2002. |

11.2 Absa’s manual will also be available on its website www.absa.co.za.
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APPENDIX -1

PRESCRIBED FORM TO BE COMPLETED BY A REQUESTER

FORM B
REQUEST FOR ACCESS TO RECORDS OF PRIVATE BODY

(Section 53(1) of the Promotion of Access to Information Act, No 2 of 2000)
(Regulation 4) |

A. Particulars of private body
The Head:

B. Particulars of Person requesting access to the record

(a)  The particulars of the person who requests access to the records must be recorded below.
(b) Furnish an address and/or fax number in the Republic to which information must be sent.
(©) Proofofthe capacity in which the request is made, if applicable, must be attached.

" Full Name and Sumame;

Identity Number:
Postal Address:

Telephone Number: Fax Number:
E-mail address:

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

C. Particulars of person of 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:
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(a) Provide fill 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 siga all the additional folios

1. Description of the Record or relevant part of the record:
2. Reference number, if available:

2. Any further particulars of the record:

E, Fees:

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

()  You will be notified of the amount of the request fee. .

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

() Ifyou qualify for exemption of the payment of any fee, please state the reason therefore.

Reason for exemption of payment of the fee:

F. Form of Access to the Record:

If you 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:
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Mark the appropriate box with an “X”

NOTES:

(a) Your indication as to the required form of access depends on the form in which the record is
available.

(b) Access in the form requested may be refitsed 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

2. If the record consists of visual images: _
(This includes photographs, slides, video recordings, computer-generated images, sketches, etc.)
, View the images Copy of the images * I Transcription of the images*

3. If the 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 tﬁe 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 * (stiffy or
from the record * compact disc)

* If you requested a copy or transcription of a record (above), do you wish YES NO-
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the copy or transcription to be posted to you? -
A postal fee is payable.

G. . - Particulars of right to be exercised or protected:

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

" Indicate which right is to be exercised or protected:

1. Explain why the requested record is required for the exercising 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 thereof in another manner, pledse specify the manner and provide the necesséry_ 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 200

* SIGNATURE OF REQUESTER/PERSON
ON WHOSE_ BEHALF REQUEST IS MADE

APPENDIX -2
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REPRODUCTION FEES
Where Absa has voluntarily provided the Minister with a list of categories of records that will
automatically be made available to any person requesting access thereto, the only charge that may be

levied for obtaining such records, will be a fee for reproduction of the record in question,

THE APPLICABLE FEES FOR REPRODUCTION AS REFERRED TO ABOVE ARE:

R
=  For every photocopy of an Ad-size page or part thereof 1,10
* Forevery 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
- Stiffy disc 7,50
- Compact disc 70,00
+ A n‘anscription of visual images, for an A4-size page or part thereof ' 40,00
* Fora copy of visual images ' 60,00
« A transcription of an audio record, for an A4-size page or part thereof 20,00
30,00

» For a copy of an audio record

Request fees:
Where a requester submits a request for access to information held by an institution on a person other

that the requester himself/herself, a request fee in the amount of R50, 00 is payable up-front before the

institution will further process the request received.

Access fees:
An access fee is payable in all instances where a request for access to information is granted, except in

those instances where payment of an access fee is specially excluded in terms of the Act or an exclusion
is determined by the Minister in terms of Section 54 (8).

The applicable access fees which will be payable are:

R
e For every photocopy of an Ad-size page or part thereof 1,10
e 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
R

e Fora copy in a computer-readable form on
- Stiffy disc 7,50
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- Stiffy disc 7,50

- _Compact disc 70,00

~® A transcription of visual images, for an A4-size page or part thereof 40,00

e For a copy of visual images ' 60,00

s A transcription of an audio record, for an A4-size page or part thezeof- 20,00

+ For a copy of an audio record 30,00
e To search for a record that must be disclosed 30,00 per

Hour or part of an
hour reasonably
required for such
search.

*  Where a copy of a record needs to be posted the actual postal fee is payable.

Deposits:

Where the institution receives a request for access to information held on a person other than the
requester himself/herself and the information officer upon receipt of the request is of the opinion that
the preparation of the required record of disclosure will take more than 6 (six) hours, a deposit is

payable by the requester.

The amount of the deposit is equal to '/ (one third) of the amount of the applicable access fee.

Note: In terms of Regulation 8, Value Added Tax (VAT) must be added to all fees prescribed in terms
-of _ the Regulations.
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UNITRANS

0
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Unitrans Limited is a public company listed on the Johannesburg Securities
Exchange in the transport and logistics sector. Major subsidiaries and
associates of Unitrans Limited are: ' '

INTRODUCTION TO UNTRANS LIMITED

Unitrans Freight (Proprietary) Limited

Unitrans Motors (Proprietary) Limited

Unitrans Insurance Limited

Unitrans Passenger (Proprietary) Limited

Unitrans Express Deliveries (Proprietary) Limited
Klipstone Transport (Proprietary) Limited

UPS Logistics Group South Africa (Proprietary) Limited
Roadway Logistics (Proprietary) Limited

Alisa Holdings (Proprietary) Limited

CONTACT DETAILS OF THE CHIEF EXECUTIVE 0FFICER.

Mr Karel Johan Grové

263 Oxford Road, lllovo, Johannesburg, 2196
P O Box 615, Northlands, 2116

Telephone — (011) 442 8551

Fax — {(011) 442 7802

Email - jo.grove@unitrans.co.za

CONTACT DETAILS OF THE INFORMATION OFFICER

Mrs Janet Valerie Radnay — Group Company Secretary
263 Oxford Road, lllovo, Johannesburg, 2196

P O Box 615, Northlands, 2116

Telephone — (011) 442 8551

Fax — (011) 442 7802

Email — jan.radnay@unitrans.co.za

SECTION 10 GUIDE

The guide on how to use the Act is available from the South African Human
Rights Commission. Please direct any queries to:
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The South African Human Rights Commission
PAIA Unit ,
The Research and Documentation Department
Private Bag 2700

Houghton

2041 '

Telephone - (011) 484 8300
Fax —(011) 484 0582
Website — www.sahrc.org.za
Email — PAIA@sahrc.org.za

RECORDS AVAILABLE IN TERMS OF ANY OTHER LEGISLATION

Any records that are required to be made available in terms of the Road -
Transport Act, Companies Act No. 61 of 1973 and the listing requirements as laid
down by the JSE Securities Exchange South Africa, and amended from time to
time, shall be made available for inspection by interested parties.

ACCESS TO THE RECORDS HELD BY UNITRANS LIMITED

Upon written notice or use of the prescribed forms, an appointment within
reasonable company hours can be made by interested parties to view the
records at 263 Oxford Road, lllovo, Johannesburg, 2196.

Interested parties are requested to contact the Information Officer in order to
make such an appointment.

RECORDS AVAILABLE WITHOUT A REQUEST TO ACCESS IN TERM OF
THE ACT

The Annual Report of Unitrans Limited

Marketing brochures

Policy and Procedure documentation

Insider Trading Policy

Dissemination of Price Sensitive Information

Records covered under the Companies Act and the Listings Requirement of the
JSE Securities Exchange South Africa.

Please note that an appointment to view will still have to be made with the
Information Officer although a formal application need not be submitted.
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RECORDS AVAILABLE ONLY ON REQUEST TO ACCESS IN TERMS OF
THE ACT

Employee Contracts

Supplier Contracts

Client Contracts

Share Option Schemes
Pension and Provident Details
Documentation on Taxation
Shareholders Agreements
Confidentiality Agreements
Restraint of Trade Agreements
Lease Agreements

Sale Agreements

Acquisition Agreements

Records which could be deemed confi denfial on the part of a third party will need
permission from the third party concerned before Unitrans .Limited will allow
access to view.

THE REQUEST PROCEDURES

Form of Request

To request a document not in terms of the Act the requester must address the
request to the Information Officer in writing and request an appointment to view
the documentation.

To request a document in term of the Act, the request must use the prescribed
form to make the request. This must be made to the Head of Unitrans Limited or
the Information Officer of Unitrans Limited. This request must be made to the
address, fax number or electronic mail address of the body concerned.

The requester must provide sufficient detail on the request form to enable the
body concerned 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.



26 No. 23888 GOVERNMENT GAZETTE, 4 OCTOBER 2002

Ve o n
A\~ 7 4

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.

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 body concerned.

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 as follows:

e The body concerned must notify the requester (other than a personal -
requester) by notice, requiring the requester to pay the prescrlbed fee (if any)
before further processing the request.

» The fee that the requester must pay to Unitrans Limited is R50 (Fifty Rand).
The requester may lodge an application to the court against the tender or
payment of the request fee.

» After the body concermned has made a decision on the request the requester
must be notified in the required form.

» |[f the request is granted than a further access fee must be paid for the search,
reproduction, preparation and for any time that has exceeded the prescribed
hours to search and Pprepare the recorcl for dtsclosure

AVAILABILITY OF THE MANUAL OF UNITRANS LIMITED

The manual is available for inspection at the offices of Unitrans Limited being
263 Oxford Road, ‘lllovo, 2196, free of charge. A copy is also available at the
South African Human Rights Commission and in the Government Gazette.

Interested parties can also view the manual, which includes the prescribed fees
and forms, on the website being www.unitrans.co.za.

PRESCRIBED FEES

Available on Unitrans Limited website — www.ugitrans.bo.zg
PRESCRIBED FORM |

Available on Unitrans Limited website — www.unitrans.co.za
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RAND WATER

MANUAL

| N TERMS OF SECTION 14 OF THE PROMOTION OF ACCESS TO INFORMATION ‘
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1.1

1.2

Chapter 1

FUNCTIONS AND STRUCTURE OF RAND WATER

FUNCTIONS

1.1.1 Rand Water's main purpose is the supply of water in bulk,
which was initially for the population and industries of the
Witwatersrand. It has since grown into a multi-billion Rand

organization, covering a service area in excess of 18 000

square kilometres.

- 1.1.2 lts activities have expanded from a mere bulk water supplier,

to a major role player in sanitation, community-based

interventions and other activities aimed at supporting and

strengthening the capacity of water service authorities and
institutions in providing effective, efficient sustainable and

cost effective water service to customers in Rand Water's

service area.

STRUCTURE

Rand Water is currently headed by a chief executive, a

management team of 8 (eight) divisional managers, departmental/

section managers and section heads as well as various sub-units.
There are approximately 3 500 (three thousand five hundred)
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employees stationed at its head office, major pumping stations and
secondary booster stations.

1.3 SCHEMATIC DIAGRAM

COMMITTEES OF THE BOARD COMMITTEES OF THE BOARD
5 Transformation
CHIEF g CUTIVE Executive internal
' Audit Corporate
Planning Forensic
MARKETING & HUMAN FINANCE | CORPORATE
COMMUNICATION RESOURCES SERVICES
RAND WATER —» - CUSTOMER < saesz
SERVICES CUSTOMER
(PTY)LTD SERVICES
WATER TREATMENT ENGINEERING POTABLE WATER
TECHNOLOGY SERVICES

PRODUCTION
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2.1

CONTACT DETAILS OF INFORMATION OFFICER/S

- Chapter 2

CONTACT DETAILS

- 2.1.1 Information Officer

Mr D.S.S Lushaba
slushaba@randwater.co.za

2.1.2 Deputy Information Officers

213

214

215
2.1.6

2.1.2.1

21.2.2

Mr H. B. Dikgale
hdikgale@randwater.co.za

Mr J.A. Ferreira
fferrei@randwater.co.za

Physical Address
522 Impala Road

Glenvista

JOHANNESBURG

2058

Postal Address
P O Box 1127
JOHANNESBURG

2000

Tel No:
Fax No:

+2711 682 0911
+2711 682 0444/0555
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Chapter 3

SECTION 10 GUIDE ON HOW TO USE THE ACT

This Guide will be available from the South African Human Rights Commission
not later that August 2003.

Any queries relating thereto must be directed to:

The Research and Documentation Department
South African Human Rights Commission
PAIA Unit

Private Bag 2700

HOUGHTON

2041

Tel No: +27 11 484 8300
Fax No: +27 11 484 1360

Website: www.sahrc.org.za

E-mail: PAlA@sahrc.org.za

23888—1
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Chapter 4

ACCESS TO RECORDS
41 Automatic disclosure '

information on the following subjects is available without formal request on
Rand Water's website and brochures:

4.1.1 Annual and associated reports
4.1.2 General information pertaining to Rand Water
4‘1.'3 Water quality

4.1.5 Commercial issues

4.1.4 Services

4.1.5 Environment

4,16 Retail water

4.1.7 Education

4.1.8 Community work

419 Home & garden

4.1.10 Newsworthy items

4.1.11 Site map

00279469—2 23888—2
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4.2 Information to be formally requested

4.2.1 Rand Water holds information pertaining to the following subjects
which must be formally requested in terms of clause 4.3 below:

42.1.1

4212
L]

4213

L
L]

Legislation and legal matters

Matters pertaining to legislation
Water supply conditions

Summonses

Purchase and sale of land of property

Organisation and control
Board management and meetings

External and internal committees
Strategic and corporate planning
Delegation of authority and declaration of interest

Human Resources
Organizational structure
Recruitment and appointments
Job descriptions and evaluations
Employee well-being and labour relations
Conditions of service
Organizational development and training

Finance
Budget and accounts
Funds and investments
Stock
Audit matters
Statistics, reports and returns
Tax
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4215 Risk management

. Risk compliance
° Insurance
. Protective services

4216 Services and administration
. Buildings

° Information services
° Administrative matters
s Membership of professional bodies

4217 Communication and public relations
. Publicity and information

. Campaigns
. Exhibitions and shows
. Surveys

4.2.1.8 Engineering contracts, specifications and enquiries
. Tender lists

. Commercial equity
. Consulting services
. Contracts, specifications and enquiries

4219 Water supply and reticulation
® Supply of potable and non-potable water

® Water supply schemes

. Water restrictions

° Limits of supply

® Groundwater abstraction

e Joint ventures in water supply
® Desalination
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° Pipes - research and development
5 Renovation and rehabilitation of pipelines

41.2.10 Protection of Rand Water pipelines and services
o Wayleaves
° Pipelines and servitudes
. Rezoning and subdivision of land
» Guide plans and land development objectives

4.2.1.11 Reservoirs, weirs and sludge disposal sites

° Construction and maintenance

4.2.1.12 Operations of pumping stations and depots

» Turbines and boilers
. Maintenance and operations of pumping stations

4.1.2.13 Installation and plants
o Electricity to pumping stations and sites
@ Equipment and instruments
. Maintenance
e Telecommunications and data lines

4.1.2.14 Scientific services
. Cooperation, joint projects and alliances
o Purification and treatment of water
. Potable water quality

4.1.2.15 Catchment management and pollution control
. Pollution

» Permit control
o Encroachments
. Catchment management areas
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e Environmental management

4.1.2.16 Community-based projects
s Training
s Rural water supply projects
. Water leaks projects
. Other projects

4.1.2.17 Marketing
° Forums

. Water loss management
° Water demand management
. Research and data management

4.1.2.18 Retail water operations
. Projects, broken down in legal, technical, financial

and operational sections

4.1.2.19 Bulk sanitation

. Planning
e« Projects
. Operations

4.2.2 The aforesaid information is contained in the following format:

4231 Reports submitted to governing committees and the
Board

4232 Minutes of meetings of governing committees and the
Board

4233 Correspondence (incoming and outgoing)
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43

4234

4235

4236

4237

4238

4239

Internal memoranda (between sites and head office)
Invoices, statements and requisitions
Reports, statistics (for internal and external reference)

Technical drawings and pictoriai (photographic)
material

Configuration documentation

Operating manuals for plant and machinery

Request procedures

4.3.1 Access to information listed above shall be requested by:

43.1.1

Completing the prescribed Form A (“request
form”); and

4312 Payment of the prescribed fee as stated in

Schedules 1 and 2 of this manual. However, a
requester .who seeks access to a record
containing personal information about that
requester is not required to pay the request
fee.

432 After the Information Officer has made a decision on the
request the requester must be notified of such a decision in
such manner, which the requester wanted to be notified in.
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4.3.3 The requester must indicate if the request is for a copy of the
record or if the requester wants to inspect the records at the
offices of Rand Water.

434 Access to the aforesaid information will only be granted to the
requester in a manner requested, unless such manner would
unreasonably interfere with the running and operation of Rand
Water or damage its records or infringe its cobyright.

435 If for practical reasons, access cannot be given in the requested
manner but in an alternative manner, then the fee for access will be
calculated according to the manner that the requester had
requested.

436 If the requester is unable to read or write, or has a disability, then
they can make the request for the record orally, in which event the
Information Officer will complete the form on behalf of such
requester and furnish the requester with such completed form.

4.3.7 The requester must clearly indicate on the request form:-

4391 if they wish to be informed of the success of their
request telephonically or in any other manner.

4392 the capacity in which the request is made in the event
the information is requested on behalf of somebody
else.

4.4 Appeal against refusal of access to information

4.4.1 If after complying with the procedural requirements mentioned in
4.3 above:
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442

443

4411 The Deputy Information Officer refuses to grant access to
information; and

4412 such refusal is not based on any ground of refusal
mentioned in the Act;

the requester may appeal against the decision of such Deputy
Information Officer to the Information Officer.

if the requester is not satisfied with the decision of the Information
Officer as stated in 4.4.1 above, then an appeal may be lodged with
the Chairperson of Rand Water's Board.

the requester may lodge a Court application for further relief if not
satisfied with the appeal decision of the Chairperson.
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5.1

5.2

Chapter 5
SERVICES AVAILABLE

Nature of services

Rand Water has the following services available to the members of the
public:- '

5.1.1 Bulk water services

5.1.2 Retail water services

5.1.3 Sanitation services

5.1.4 Community-based relief

5.1.5 Information on water and related quality issues
5.1.6 General information pertaining to Rand Water

How to gain access to these services

5.2.1 Bulk, retail water and sanitation services are mainly available
through Rand Water's agencies such as local authorities;

5.2.2 Community-based relief is available to rural areas and informal
settlements;

5.2.3 Information services about water and related quality issues can be
accessed through the Information Officer who can be contacted on
information provided in Chapter 2 above.
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Chapter 6

ARRANGEMENTS ALLOWING FOR PUBLIC PARTICIPATION IN THE
FORMULATION OF POLICY AND EXERCISING OF POWERS OF RAND

WATER

Rand Water has implemented various public forums in order to address certain critical

issues in its interaction with the members of the public. This includes:

6.1

6.2

6.3

6.4

Water Services Forum
Directly monthly interface with bulk customers and key stakeholders. Plays a
strong supportive and coordination role between players in the water and

sanitation services industry in Rand Water's area of supply.

Plumbing Forum

Capacitating and influencing the piumbing industry in meeting water cycle
management and demand management objectives.

Communications Forum

Assisting municipalities and other key stakeholders to facilitate a sustainable shift
in stakeholders’ attitudes and related change towards a water-wise culture
through effective communications. Foundations have also been laid for joint
regional marketing programmes on water-related matters.

Horticultural Forum

It strives to build partnerships in the horticulture and related industry to promote
the adoption of water efficient practices, products and services. It is a
consultative forum aimed at suburban households.
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6.5 Mining Forum

This forum recognizes the importance of the mining sector that Rand Water

serves.
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Chapter 7
MISCELLANEOUS

7.1  This Manual will be:
7.1.1 updated annually
7.1.2 available at the following places:

7.1.21 every place of legal deposit as defined in section 6 of the
Legal Deposits Act 1997;

7.1.2.2 The South African Human Rights Commission;
7.1.2.3 Rand Water’s offices;

7.1.2.4 Rand Water’s website at www.randwater.co.za.
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SCHEDULE 1

Prescribed fees scales

PART Il OF NOTICE 187 IN THE GOVERNMENT GAZETTE ON 15 FEBRUARY 2002

FEES IN RESPECT OF PUBLIC BODIES

1. The fee for a copy of the manual as contemplated in regulation 5(c) is R0,60 for

every photocopy of an A4-size page or part thereof.

2. The fees for reproduction referred fo in regulation 7(1) are as follows:

@

(b)

(©

(@)

(e)

For every photocopy of an A4-size page or
part thereof

For every printed copy of an A4-size page or part
thereof held on a computer or in electronic or machine-

readable form

For a copy in a computer-readable form on -

0

(ii)

@

(i)

)

(ii)

stiffy disc
compact disc
For a transcription of visual images,

for an Ad-size page or part thereof
For a copy of visual images

For a transcription of an audio record,
for an A4-size page or part thereof
For a copy of an audio record

0,60

0,40

5,00

40,00

22,00

12,00
17,00

3. The request fee payable by every requester, other than a personal requester, refemred to in
regulation 7(2) is R35,00.
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4, The access fees payable by a requester referred to in regulation 7(3) are as follows:

R
(1)(@) For every photocopy of an A4-size page or
part thereof 0,60
(b) For every printed copy of an A4-size page or part
thereof held on a computer or in electronic or machine-
readable form 0,40
© For a copy in a computer-readable form on -
(i) stiffy disc 5,00
(i) compact disc 40,00
(d) (i) For a franscription of visual images,
for an Ad-size page or part thereof 22,00
(i) For a copy of visual images 60,00
(e) (i) For a transcription of an audio record,
for an Ad-size page or part thereof 12,00
(i) For a copy of an audio record 17,00
(U] To search for and prepare the record for disclosure, R15,00 for each hour or part of an
hour, excluding the first hour, reasonably required for such search and preparation.
2 For purposes of section 22(2) of the Act, the following applies:

3

@
(b)

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 fo a requester.
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SCHEDULE 2

PRESCRIBED FORMS FOR ACCESS TO RECORDS

The Prescribed forms for access to a record is published in

ANNEXURE B OF NOTICE 187 IN THE GOVERNMENT GAZETTE ON THE 15
FEBRUARY 2002

A copy of the form is annexure hereto marked “RA1”.



48 No. 23888 GOVERNMENT GAZETTE, 4 OCTOBER 2002

ANNEXURE B OF NOTICE 187 IN THE GOVERNMENT GAZETTE ON THE 15 FEBRUARY
2002
FORM A

REQUEST FOR ACCESS TO RECORD OF PUBLIC BODY

(Section 18(1) of the Promotion of Access to information Act, 2000 (Act No. 2
of 2000))

[Regulation 2]

FOR DEPARTMENTAL USE
Reference number;

Request received by (state rank, name and sumame of information officer/deputy information
officer) on (date) at (place).

Requestfee (ifany): R .o

Deposit (if any): R ..occcoeeeeeiieennreeiaenranens
SIGNATURE OF INFORMATION OFFICER/DEPUTY INFORMATION OFFICER

A. Particulars of public body
The Information Officer/Deputy Information Officer:
B. Particulars of person requesting access to the record
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(a) The particulars of the person who requests access to the record must be recorded below.

(b) Fumnish an address and/or fax number in the Republic to which information must be sent.
(c) Proof of the capacity in which the request is made, if applicable, must be attached.

= =S

Full names and surname:_ldentity 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 sumame:
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

(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 {0 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 therefore.

——— ———— sl

Reason for exemption from payment of fees:
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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 for in 1 to 4 hereunder, state your disability and indicate in which form the record is
required.,

L

Disability'* Form in whlch record is requlred

Mark the appropnate box wrth an "X"

NOTES:

(a) Your indication as to the required form of access depends 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, wr‘f! be determined partly by the form in which
access is requested. _

2. If record cons:sts of wsual images -

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

| view the images

3 If record cons:sts of recorded words or mformatlon whlch can be
reproduced in sound -

listen to the soundtrack transcription of soundtrack®
(audio cassette)
(written or printed document)

4 lf record is hald on computer orinan electromc or machine-readable

fonn-
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printed copy of record* printed copy of information copy in computer
: B g e derived from the record* readable form*
(stiffy or compact
disc)

*If you requested a copy or transcription of a record (above), do you wish the
copy or transcription to be posted to you?

A postal fee is payable.

language in which the record is available.

In which language would you prefer the record?

G. 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 thereof 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 ON WHOSE BEHALF REQUEST 1S MADE
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INCWAJANA

YAKWA-RAND WATER

I NGOKUVUMELANA NENGXENYE 14 YOMTHETHO 2 WOKUTHUTHUKISA
I 'ZINTUBA ZOKUNGENA EZINGOSINI ZEZOKWAZISWA KA-2000 (“THE ACT") |
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A OKUQUKETHWE

1. Isahluko 1
2. Isahluko 2
3. Isahluko 3
4, Isahluko 4
5. Isahluko 5
6. Isahluko 6
7. Isahluko 7

Imisebenzi Nohlaka Lomumo Lwe-Rand Water
1.1 Imisebenzi

1.2 Uhlaka

1.3 Umdwebo Wohlaka Lomumo

imininingwane yokuxhumana yeSikhulu / yeZikhulu
Zezokwaziswa
2.1 Imininingwane yokuxhumana

Ingxenye 10: Isigondiso sendlela yokusebenzisa lo
Mthetho

Indlela yokufinyelela imibhalo egciniwe

41 Ukwaziswa okutholakala kalula

4.2 Imibhalo egciniwe (records) okumelwe icelwe
ngokulandela indlela esemthethweni

4.3 Inqubo yokuyicela

44  Ukulungisa ukungabambisani nalo Mthetho

Izinkonzo ezitholakalayo
5.1  Uhlobo Iwezinkonzo
5.2 Indlela yokufinyelela lezi zinkonzo

llungiselelo elivumela ukubamba komphakathi
ighaza ekuklanyweni kwenkambiso nobuphathi
kwe-Rand Water

Ezingxube
7.1 Ukufaka ukwaziswa kwamuva kule Ncwajana
7.2  Ukutholakala kwale Nwajana
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8. Uhlelo1 - lzimali ezigunyaziwe : .
9. Uhlelo 2 - Amafomu agunyaziwe okuthola ukwaziswa
ngemibhalo egciniwe
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ISahluko 1

IMISEBENZI NOKUMA KWE-RAND WATER

1.1 IMISEBENZI

1.1.1 Injongo eyinhloko ye-Rand Water ukuphaka amanzi
ngobuningi, ngaphambilini okwakwenzelwa umphakathi
nezimboni zaseWitwatersrand. lye yakhulu kusukela ngaleso
sikhathi yaba yinhlangano enezigidi zezigidi eziningi
zamaRandi (multi-billion Rand), enakekela indawo
engaphezu  kwamakhilomitha-skwele  angu-18 000
engaphansi kophiko ilwayo

1.1.2 Imisebenzi yayo iye yanda kusukela ekubeni umphaki nje
wamanzi amaningi, kuya ekubeni ngumfezi wendima
eyinhloko ekuhlanzekeni kwamanzi nasekukhucululweni
kokungcola, ukuxhumana nomphakathi neminye imisebenzi
ehloselwe ukusekela nokuginisa indima yezikhulu
nezinhlangano eziphethe izinkonzo zamanzi ekulungiseleleni
amanzi ahlanzekile, anele, anokwethenjelwa nashibhile
ezindaweni ezithola ukunakekelwa ngaphansi kophiko iwe-
Rand Water.

1.2 UHLAKA
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Okwamanje i-Rand Water iholwa umgondisi omkhulu (chief
executive), igembu elilawulayo elakhiwa abaphathi abangu-8
(isishiyagalombili) abaphethe abaphathi beminyango, bese kuba
abaphathi beminyangofizingxenye nabaqondisi  bezingxenye
ezithile kanye nezinye izigatshana ezihlukahlukene. Ehhovisi layo
elikhulu, eziteshini zayo eziyinhioko ezidonsa amanzi
nasekwezinye  iziteshi zayo  zokuxhasa  ezelekelelayo
kunezisebenzi ezilinganiselwa ku-3 500 (izinkulungwane ezintathu
namakhulu amahlanu).

1.3 UMDWEBO WOHLAKA LOMUMO

IBHODI (ISIGUNGU)
AMAKOMITI EBHODI AMAKOMITI EBHODI
UMQONDIS! OMKHULU (CHIEF e Trnelonon
EXECUTIVE) I-Audit Corporate
I-Planning Forensic
EZENTENGISELWANC FHUMAN EZEZIMALI IZINKONZO
NOKUXHUMANA RESOURCES ZOKUBAMBISANA
(CORPORATE SERVICES)
I-RAND WATER » CUSTOMER | uUKUTHENGISA
SERVICES (PTY) NOKUNAKEKELWA
LTD - KWAMAKHASIMENDE
EZOBUCHWEPHESHE IZINKONZO UKUKHIQIZWA
BOKUPHATHWA ZEZOBUNYINIYELA KWAMANZ!
KWAMANZ! APHUZWAYO
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2.1

[Sahluko 2

IMINININGWANE YOKUXHUMANA YESIKHULU/IZIKHULU
ZEZOKWAZISWA

IMINININGWANE YOKUXHUMA

2.1.1 lIsikhulu Sezokwaziswa

UMnu. D.S.S Lushaba
slushaba@randwater.co.za

2.1.2 Deputy Information Officers

2.1.21 UMnu. H.B. Dikgale
hdikgale@randwater.co.za

2122 UMnu. J.A. Ferreira
iferrei@randwater.co.za

2.1.3 lkheli Lendawo Atholakala Kuyo
522 Impala Road
Glenvista
JOHANNESBURG
2058

2.1.4 Ikheli Lokuposa
P O Box 1127
JOHANNESBURG
2000

2.1.5 Ucingo: +2711 682 0911
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2.1.6 I-Fax No: +2711 682 0444/0555

ISahluko 3

INGXENYE 10 ISIQONDISO SENDLELA YOKUSEBENZISA LO
MTHETHO

Lesi Sigondiso sizotholakala kuKhomishana Wamalungelo Abantu WaseMzansi
Afrika engakedluli u-August 2003.

Noma yimiphi imibuzo ehlobene nalokhu kumelwe iqondiswe kulaba:

The Research and Documentation Department
South African Human Rights Commission
PAIA Unit

Private Bag 2700

HOUGHTON

2041

Ucingo: +27 11 484 8300
I-FFax No:  +27 11 484 1360

Ingosi Ye-internet: www.sahrc.org.za

I-E-mail: PAilA@sahrc.org.za
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4.1._

ISahluko 4

INDLELA YOKUFINYELELA IMIBHALO EGCINIWE
Ukwaznswa okutholakala kalula

Ukwaziswa okuphathelene nezindaba ezilandelayo kuyatholakala

ngaphandle kokwenza isicelo asnsemthethwenl engosini ye-mtemet

nasezincwajaneni zakwa-Rand Water

4.1.1 Imibiko yaminyaka yonké qehlobgqe

412 Ukwaziswa okuvamile okuphathelene ne-Rand Water

41 3 lzinga elifanelq lamanzi

4.1.5 lzindaba e_zibha’didene' nezomnotho

4.1.4 lzinkonzo ezinikezwayo

4.1.5 Isimo sendawo ezungezile

4.1.6 Amanzi atholakala ngezilingéniso ezint_:ar_ae kuba_ntu .ngabanye |
4.1.7 Ezemfundo

418 Umseb;.-nzi wﬁm#hak.athi...

4.1.9 lkhaya nengadi

- 4.1.10 Izinto ezikufanelekelayo ukusakazwa ezindabeni
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4.1.11 Ibalazwe lesiza
4.2 Ukwaziswa okumelwe kucelwe ngokusemthethweni

4.2.1' I-Rand Water inokwaziswa okuphathelene nezindaba ezilandelayo

okumelwe

kucelwe ngokusemthethweni ngokwemibandela

yomushwana 4.3 ngezansi:

4211
®

4214

Ukushaywa kwemithetho nezindaba ezingokomthetho

Izindaba eziphathelene nokushaywa komthetho
Izimo zokuphakwa kwamanzi

Izimemo zokuvela enkantolo (amasamanisi)
Ukuthenga nokuthengisa isigephu sendawo

Ukuhielwa nokuwula
Ukuphatha kwesigungu (ibhodi)) nemihlangano
Amakomiti angaphandle nawangaphakathi
Ukuhlela okunamasu nokubumbene
Ukuphathisa abanye igunya nokuheha abanye ukuba baban
ighaza

I-Human Resources
Indlela Inhlangano ehielwe ngayo (uhlaka)
Ukugasha nokumisa ezikhundleni
Ukuchaza imisebenzi (job description) nokuhlaziya
Inhlalakahle yesisebenzi nokusebenzelana kwezisebenzi
Izimo zenkonzo enikezwayo
Intuthuko nokugeqeshwa okunikezwa yinhlangano

Ezezimali

Ukuhlelwa kwendlela yokusetshenziswa kwezimali na
akhawunti
Izimali zokuxhasa nezimali ezifakwayo ukuze zizale
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s Isitokwe (Stock)

. Izindaba zokubalwa kwezimali
. Izibalo, imibiko, nembuyiselo
. Intela

4215 Ukulawulwa kwezimo ezingaholela emathubeni anobungozi (

management ‘
® Ukuvumelana nezimo ezingaholela emathubeni ayingozi (

compliance)
® Umshuwalense
® Izinkonzo zokuvikelwa

42.1.6 lzinkonzo nobuphathi

. lzakhiwo _
° Izinkonzo zezokwaziswa
. Izindaba zokuphatha

. Ubulungu nezinhlangano ezithuthikisa imfundo (professic
bodies)

4217 Ukuxhumana nokusebenzelana nomphakathi
® Ukusakaza (publicity) nokwaziswa

. Imikhankaso
. Imibukiso
. Izinhlolo-luvo (surverys)

4.2.1.8 lIzinkontileka zonijiniyela, imininingwane engokomthetho nemibuz
® Izinhlu zama-tender

* Ukulingana ngokomnotho

® Izinkonzo zokuxhumana

® Izivumelwanof/izinkontileka, imininingwane engokomthe
nemibuzo
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4219

Ukulungiselelwa nokuthunyelwa kwamanzi

Ukulungiselelwa  (ukuphakwa) kwamanzi aphuzw:
nangaphuzwa

Izinhlangano ezilungiselela (eziphaka) amanzi

Imithetho yamanzi evimbelayo

Ukulinganiselwa kokuthunyelwa (ukuphakwa) kwamanzi
Ukudonsa amanzi angaphansi

Izinhlangano ezibambisene ekulungungiselelweni kwamanzi
Ukuhlunga usawoti emanzini

Amapayipi — ukucwariinga nentuthuko

Ukulungiswa nokuvuseleiwa kwamapayipi

4.1.2.10 Ukuvikelwa kwamapayipi akwa-Rand ~ Water nezinko
ezinikezwayo

Izimvume ezingokomthetho

Amapayipi namalungelo okusebenzisa iziqephu zama:
ezingezabanye abaniu '

Ukusika kabusha nokuhlukanisa futhi izindawo

Amapulani agondisayo nemigomo yokuthuthukiswa kwezindz

4.2.1.11 Amathange okugcina amanzi, amadamu okuchezukisa ame

nezindawo zokuchithela ukungcola okusaludaka

Ukwakha nokulungisa

4.2.1.12 Ukusebenza kweziteshi zokudonsa amanzi namadepho

Ama-turbine nawobhayela
Ukulungiswa nokusebenza kweziteshi zokudonsa amanzi

4.1.2.13 Ukufaka nemishini (izigayo)

Ugesi eziteshini zokudonsa amanzi nasezindaweni zomsebe!
Imishini nezinto zokusebenza
Ukulungisa
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. Olayini bokuxhumana nokwaziswa

4.1.2.14 lzinkonzo zezesayensi

® Ukubambisana, imikhankanso ebambisene alliances
® Ukucwengwa nokuhlanzwa kwamanzi
s Izinga elifanele lamanzi aphuzwayo

4.1.2.15 Ukunakekelwa kwemithombo 1amaﬁzi nokulawulwa_kokungcolis

kwa
e . Ukungcoliswa kwamanzi

. Ukugapha ukutholakala kwezimvume
® Ukwegqa imingcele
. Izindawo zokulawulwa kwemithombo yamanzi

. Ukulawuiwa kwendawo ezungezile

4.1.2.16 Imisebenzi eyenzelwa umphakathi
° Ukugegesha

° Imisebenzi yokuthumela amanzi ezindaweni zasemaphandie!
s Imisebenzi yokunakekela izindawo ezinamanzi avuzayo

. Neminye imisebenzi

4.1.2.17 Ezentengiselwano
® Izingosi
. Ukuqondisa ukulahleka kwamanzi
. Ukugondisa ukufunwa (demand) kwamanzi
» Ukuqgondisa ezokucwaninga nokwaziswa

4.1.2.18 _Imisebenzi ephathelene nokuthengiswa kwamanzi ngemithanyat
e Imisebenzi eyenziwayo, ihlukaniswe yaba izigaba
'z'ezomthetho, ezobuchwéphéshe, ezezimali nezenza
imisebenzi
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4.1.2.19 Ukuhlanzwa kwamanzi nokukhucululwa kwemfucumfucu eman

okwenziwa ngobuningi

Ukuhlela
Imisebenzi (imikhankaso)
Ukwenziwa kwemisebenzi

422 Ukwaziswa osekushiwo ngaphambili kutholakala ngalesi simo
(format) esilandelayo:

4231

4232

4233

4234

4235

4236

4.23.7

4238

4239

Imibiko eyethulwe emakomitini aphethe
naseMkhandlwini (iBhodi)

Amaminithi emihlangano yamakomiti aphethe
nawoMkhandlu

Izincwadi [iposi] (ezingenayo neziphumayo)

Imibiko  elotshiwe  yangaphakathi  (phakathi

kwezindawo zokusebenzela nehhovisi elikhuiu)

Ama-invoice, izitatimende namapheshana okwenza

izicelo

Imibiko, izibalo (eyizikhombo zokwenziwé
ngaphakathi nangaphandle)

Imidwebo yobuchwepheshe nokwaziswa
okuthwetshuliwe (izithombe)

Izincwadi eziwubufakazi bokumiswa

1zincwadi zokusebenzisa izigayo nemishini

23888—2
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00279469—3

43 lzinqubo Zokwenza Isicelo

4.3.4

43.1 lzintuba zokungena ezingosini zezokwaziswa ezihlelwe nger

432

4.3.3

Ukufinyelela

ziyocelwa:

4311

43.1.2

Ngokugcwalisa iFomu A (“lokwenza isicelo”)
eligunyaziwe ukuba lisetshenziswe; futhi

Nangokukhokhwa  kwemali  egunyaziwe.

njengoba kuphawulwe oHielweni 1 no-2 lwale
ncwajana. Nokho, ocela ukufinyelela
emibhalweni egciniwe enokwaziswa
okugondene naye siqu akudingekile ukuba
akhokhe imali yokwenza isicelo.

Ngemva kokuba iSikhulu Sezokwaziswa sesenze isinqumo
ngesicelo, owenze isicelo kufanele aziswe ngaleso sinqumo

maqondana nalokho owenze isicelo abefuna ukwaziswa

ngakho.

Owenze isicelo kufanele abonise ukuthi isicelo sakhe
esokunikezwa ikhophi yombhalo ogciniwe yini noma ukuthi
ufuna ukuhiola imibhalo egciniwe emahhovisini akwa-Rand

Water.

kulezi zingosi zokwaziswa eseziphawulwe

ngaphambili kuyonikezwa okucelayo ngendiela akucele ngayo,

ngaphandle uma leyo ndlela akucele ngayo izokuphazamisa
ngokungadingekile ukughubeka nokwenziwa kwemisebenzi yakwa-
Rand Water noma kulimaze imibhalo yayo egciniwe noma

kwephule amalungelo ayo okushicilela.

23888—3
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4.4

4.3.5

436

437

Uma, ngezizathu ezizwakalayo, owenza isicelo engenavunyelwa
ukufinyelela ezingosini zezokwaziswa (ukuthola ukwaziswa
akufunayo) ngendiela akucele ngayo kodwa evunyelwa ukukuthola
ngendlela ehlukile, khona-ke imali yokukutﬁola iyobalwa
ngokuvumelana nendlela umenzi wesicelo abekufuna ukukuthola
ngayo ukwaziswa.

Uma owenza isicelo engakwazi ukufunda noma ukubhala, noma
ekhubazekile, khona-ke abanjalo bangacela ngomlomo ukuthola
ukwaziswa ngemibhalo egciniwe, okuyothi esimweni esinjalo
iSikhulu Sezokwaziswa sigcwalise ifomu egameni lalowo menzi
wesicelo futhi linkkeze lowo menzi wesicelo lelo fomu
seligcwalisiwe.

Owenza isicelo kufanele abonise ngokucacile efomini lesicelo:-

4.3.9.1 ukuthi ufuna ukwaziswa ngemiphumela yesicelo
sakhe ngocingo noma nganoma iyiphi enye indlela.

4392 isikhundla esiphethwe vyilowo owenza isicelo
ngesikhathi okuceiwa ngaso ukwaziswa egameni
lothile.

Ukwenza isikhalazo lapho wengatsheiwa ukuthola ukwaziswa

441

Uma ngemva kokwenza ngokuvumelana nezimfuneko zezinqubo
eziphawulwe ngenhla ku-4.3:

4411 lIsikhulu Sezokwaziswa Esibambele sengaba
ukukuvumela ukuba uthole ukwaziswa; futhi

4412 lokho kwenqatshelwa kungasekelwe kunoma yimuphi
umbandela wokwengaba ophawulwe eMthethweni;
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owenza isicelo angase enze isikhalo ngokumelene naleso
_sinqumbo saleso Sikhulu Sezokwaziswa Esibambele eSikhulwini
Sezokwaziswa.

442 Uma owenze isicelo enganelisekile ngesinqumo esenziwe iSikhulu
Sezokwaziswa njengoba kuphawulwe ku-4.4.1 ngenhla, khona-ke
isikhalo singase sibekwe kuSihlalo WoMkhandlu (iBhodi) We-Rand
Water. '

4.4.3 owenza isicelo angase acele usizo IweNkantolo uma enganelisekile
ngesinqumo sesikhalo sikaSihlalo.
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5.1

5.2

ISahluko 5
IZINKONZO EZITHOLAKALAYO

Uhlobo Lwezinkonzo ezinikezwayo

I-Rand Water yenzela amalungu omphakathi lezi zinkonzo ézilandelayo:-
5.1.1 Amanzi atholakala ngobuningi
5.1.2 Amanzi atholakalela abantu ngabanye ngezilinganiso ezincane

5.1.3 lzinkonzo zamanzi ahlanzekile nokukhucululwa kokungcola
okukuwo

5.1.4 Usizo olunikezwa umphakathi

5.1.5 Ukwaziswa okuphathelene namanzi nokuhlobene nezinga lawo
elifanele '

5.1.6 Ukwaziswa okuvamile okuphathelene ne-Rand Water

Indlela yokuthola lezi zinkonzo

5.2.1 lzinkonzo zamanzi atholakala ngobuningi, natholakala
ngezilinganiso ezincane, ngokuyinhloko atholakala ngamanxusa e-
Rand Water njengezikhulu zendawo;

522 Usizo olunikezwa  umphakathi  lutholakala  ezindaweni
zasemaphandieni nasemikhukhwini;
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5.2.3 lzinkonzo zezokwaziswa ngezindaba eziphathelene namanzi
nezinga lamanzi elifanele  kungatholakala  ngeSikhuiu
Sezokwaziswa  okungaxhunyanwa  naso kusetshenziswa
ukwaziswa okunikezwe oHlelweni 2 ngenhla.

ISahluko 6

AMALUNGISELELO AVUMELA UKUBAMBA KOMPHAKATHI IQHAZA
EKUKLANYWENI KWENKAMBISO NOBUPHATHI KWE-RAND WATER

I-Rand Water iye yamisa izingosi ezihlukahlukene zomphakathi ukuze zisingathe
izindaba ezithile ezibucayi ekusebenzelaneni kwayo namalungu omphakathi. Lezi
zihlanganisa: s

6.1 Ingosi Yezinkonzo Zamanzi

Ukuxhumana nyanga zonke namakhasimende athunyelelwa amanzi amaningi
kanye nababhilelekile abayinhioko. Ifeza indima esekelayo nexhumanisayo
phakathi kwabasebenza ﬁgamarlzi nezimboni zezinkonzo zokuhlanzwa kwawo
endaweni ephakelwa yi-Rand Water.

6.2  Ingosi Yokuxhunywa kwamapayipi amanzi

Ukunika amandla nokuthonya imboni yokuxhunywa kwamapayipi amanzi ukuze
ikwazi ukuhlangabezana nokulawulwa kwemigomo yokujikeleziswa kwamanzi
neyokufunwa (demand) kwamanazi.

6.3 Ingosi Yezokuxhumana

Isiza omasipala nabanye abahilelekile abayinhloko ukuba bakuthole kulula
ukushintsha izimo zengqondo zabahilelekile nokwenza ushintsho olufanele
ngempucuko ephathelene namanzi ngokuxhumana. Kuye kwabekwa futhi
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6.4

6.5

nesisekelo ngokugondene nezinhlelo ezibambisene zokuhweba ngezifunda
ezindabeni eziphathelene namanzi.

[ngbsi yesayensi yokutshalwa kwezihlahlana nokusamifino
llwela ukwakha ukubambisana kwezolimo nemboni ehlobene nazo ukuze
ikhuthaze imikhuba emihle yokuphathwa kwamanzi, imikhiqizo nezinkonzo.

lyingosi yezokuxhumana ehloselwe ukusiza imizi esemaphethelweni
amadolobha.

Ingosi Yasezimayini

Le ngosi iqaphela ukubaluleka komkhakha wezimayini onakekelwa yi-Rand

Water.
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1

ISahluko 7
EZINGXUBE

Le ncwajana:
7.1.1 izothuthukiswa minyaka yonke
712 izotﬁolakala ezinda\b}eni ezilandelayo:
7.121 Kuzo zonke izindawo lapho kugcinwa khona izincwadi
zomthetho njengoba kuchazwe engxenyeni 6 ye-Legal

Deposits Act 1997,

7122 KuKhomishana Wamalungelo Abantu WaseMzansi
Afrika;

7.1.2.3 Emahhovisi e-Rand Water;

7.4.24 Engosini yedintenet ye-Rand Water's  ethi
www.randwater.co.za.
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UHLELO 1

Isilinganiso sezimali ezigunyaziwe

INGXENYE Il YESAZISO 187 KUYI-GOVERNMENT GAZETTE (IPHEPHANDABA LIKAHULUMEN)
ZINGU-15 FEBRUARY 2002 ‘
IZIMALI ZOKUKHOKHELA ABAMELEL! BOMPHAKATHI

1. Imali yokukhokhela ikhophi yencwajana njengoba icatshangelwe emthethweni
5(c) ngu-R0,60 ngekhophi ngayinye eyenziwayo yekhasi lencwadi eliyi-A4 noma
ingxenye yalo. .

2. izimali zokwenzelwa amakhophi okubhekiselwe kuzo emthethweni 7(1) zimi ngale ndlela:

R
(@  Ngekhophi ngayinye eyenziwayo yekhasi eliyi-Ad
noma ingxenye yalo 0,60
(b)  Ngekhophi ngayinye eprintiwe yekhasi eliyi-A4
noma ingxenye yalo esesimweni sokufundeka ikuyi-computer
noma isemshinini B
0,40
(c) Ngekhophi esesimweni sokufundeka isemshinini we-
computer
0 kuyi-stiffy disc 5,00
(ii) kuyi-compact disc 40,00
(d) (i) Ukuze kurekhodwe imifanekiso,
yekhasi eliyi-A4 noma ingxenye yalo 22,00
(i) Ukuze kwenziwe ikhophi yemifanekiso 60,00

e @ Ukuze kurekhodwe umbhalo ogcinwe ekhasethini,
ongaba ngangekhasi le-A4 noma ingxenye yalo 12,00
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(ii) Ukuze kwenziwe ikhophi yombhalo ogciniwe osekhasethini 17,00 -

Imali ekhokhwa yibo bonke abenzi bezicelo, ngaphandle komenzi wesicelo esigondene naye
siqu, okukhulunywe ngaye kumthetho 7(2) ingu-R35,00.

Izimali zokuthola ukwaziswa ezikhokhwa owenza isicelo okukhulunywe ngaye kumthetho 7(3)
zimi ngale ndlela: .

R
(1X@) Ngekhophi ngayinye eyenziwayo yekhasi eliyi-A4 noma _
ingxenye yalo ) 0,60
"(b) Ngekhophi ngayinye eprintiwe yakhasi eliyi-A4 noma ingxenye
yalo elisesimweni sokufundeka likuyi-computer noma emshinini 0,40
(c)  Ngekhophi esesimweni sokufundeka ikuyi-computer--
(i) kuyi-stiffy disc 5,00
(ii) kuyi-compact disc - 40,00
(d ()  Ukuze kurekhodwe imifanekiso, |
yekhasi eliyi-A4 noma ingxenye yalo 22,00
(i) Ukuze kwenziwe ikhophi yemifanekiso 60,00
(e) 0] Ukuze kurekhodwe umbhalo ogcinwe ekhasethini,
ongaba ngangekhasi le-A4 noma ingxenye yalo 12,00
(ii) Ukuze kwenziwe ikhophi yombhalo ogciniwe

osekhasethini © 17,00

) Ukufuna nokulungiselela umbhalo ogciniwe ukuze udalulwe, ngu-R15,00 thora ngalinye
noma ingxenye yehora, ngaphandle kwehora lokuqala, okuyinto ezwakalayo ukuthi
liyadingeka ngenjongo yokufuna nokulungiselela okunjalo.

(20 ' Ngezinjongo zengxenye 22(2) yaio Mthetho, lesi simiso esilandelayo siyasebenza:
(@) Kumelwe kweqe emahoreni ayisithupha ngaphambi kokuba kukhokhwe idiphozi;
(b) ingxenye eyodwa kwezintathu yemali yokuthola ukwaziswa okumelwe ikhokhwe
owenza isicelo njengediphozi
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(3) Izindleko zokuposa zikhokhwa fapho ikhophi yombhalo ogciniwe kumelwe iposelwe
owenze isicelo. '
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UHLELO 2

AMAFOMU AGUNYAZIWE OKUTHOLA UKWAZISWA
NGEMIBHALO EGCINIWE '

Amafomu agunyaziwe okuthola ukwaziswa ngombhalo ogciniwe anyatheliswe kwelithi

ISIJOBELELO B SESAZISO 187 KUYI-GOVERNMENT GAZETTE (IPHEPHANDABA
LIKAHULUMENI) ZINGU-15 FEBRUARY 2002 |

ikhophi yaleli fomu yisijobelelo esiphawulwe ngokuthi “RAT".
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ISIJOBELELO B SESAZISO 187 KUYI-GOVERNMENT GAZETTE (IPHEPHANDABA
LIKAHULUMENI) ZINGU-15 FEBRUARY 2002

IFOMU A

ISICELLO SOKUTHOLA UKWAZISWA NGEMIBHALO EGCINIWE YABAMELELI
BOMPHAKATHI

(INgxenye 18 (1) YoMthetho Wokuthuthukiswa Kwezintuba Zokungena Ezingosini
Zezokwaziswa (UMthetho No. 2 Ka-2000))

[UMthetho 2]

LE NGXENYE IGCWALISWA ABOMNYANGO

isicelo esamukelwe (isikhundia embusweni, igama nasibongo sesikhulu sezokwaziswal/sesikhulu
esibambele ngomhlaka- (usuku) e{indawo)

b Imali yokwenza isicelo (uma idingekile): R...cccceevrrieieeninemme e

Imali efaklwe {uma idingekile): R........cosererumrnsenresanssnnaranannan

Imali yokuthola ukwaziswa: R...........ccoiieniiincnevennannnns _

ISIGNISHA YESIKHULU SEZOKWAZISWA/YESIKHULU ESIBAMBELE SEZOKWAZISWA

A. Imininingwane yabameleli bomphakathi
iSikhulu SezokwaziswaliSikhulu Esibalﬁbeie Sezokwaziswa

B. Imininingwane yomuntu ofuna ukuthola ukwaziswa ngemibhalo egciniwe
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(a) imininingwane yomuntu ofuna ukuthola ukwaziswa kwemibhalo egciniwe kumelwe ilotshwe
ngezans.i

(b) Bhala ikheli kanye/noma nenombolo ye-fax kuyiRiphabhuliki ukwaziswa okuyothunyelwa kulo.

(c) Isiqinisekiso sesikhundia somsebenzi salowo owenza isicelo, uma kudingekile, kumelwe sitakwe.

Amagama aphelele nesibongo: Inombolo kamazisi: lkheli Lokuthumela:
Inombolo ye-Fax: Inombolo Yocingo: Ikheli Le-Email
Isikhundla salowo owenza .isicelo, uma leso sicelo senzelwa omunye umuntu.

C. Imininingwane yomuntu owenzelwa isicelo

Le ngxenye kumelwe igcwaliswe kuphela uma isicelo sokwaziswa senzelwa omunye umuntu

Amagama aphelele nesibongo:
inombolo kamazisi: - —

D. Imininingwane yombhalo ogciniwe

_{a) Nikeza imininingwane ephelele yombhalo ogciniwe okucelwa ukuba utholakale. Kuhlanganise nenombolo
yobufakazi (reference number) uma uyazi, ukuze umbhalo ogciniwe kube fula ukuwuthola.

(b) Uma isikhala esilungiselelwe singanele sicela ughubekele kwelinye ikhasi bese ulihlanganisa nalelf fomu.
Owenza isicelo kumelwe asayine wonke amanye amakhasi enezelwe.

1. Ukuchazwa kombhalo ogciniwe noma ingxenye efanele yombhalo ogciniwe:
2. inombolo yobufakazi (reference number), uma ikhona:

3. Noma yimiphi eminye imininingwane yombhalo ogciniwe:

(3} Isicelo sokuba uthole umbhalo othile ogciniwe, ngaphandle kombhalo ogciniwe oqukethe
ukwaziswa okuphathelene nawe siqu, siyosingathwa ngemva kokuba usukhokhe imali
yokwenza isicelo

() Uyolgvazfswa ngobungako bemali okudingeka ukuba uyikho!dae njengemali yokwenza

(c) Imali ekhokhela ukuthola ukwaziswa ngombhalo ogciniwe ixhomeke ekutheni ukwaziswa
kuyodingeka ukuba kutholwe ngayiphi indlela kanye nesikhathi esanele okulindeleke ukuba
lokho kwaziswa kube sekufuniwe futhi kwatholakala ngaso.

(d) Uma ukufanelekela ukungakhokhiswa, sicela uphawule isizathu esenza ukufanelekels.

Isizathu esenza ukuba ungakhokhiswa:
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F. Indlela elungiselelwe yokuthola ukwaziswa ngemibhalo egciniwe

Uma unokukhubazeka okuthile okukwenza ungakwazi ukufunda, ukubona noma ukulalela umbhalo
ogciniwe (record) ngendlela elungiselelwe yokufinyelela ezingosini zezokwaziswa eziboniswe lapha
ngezansi kusukela ku-1 kuya ku-4, yisho ukukhubazeka onakho bese uyabonisa ukuthi iyiphi indiela odinga
ukuba lokhu kwaziswa kunikezwe ngayo.

Uukukhubazeka: Indlela odinga ukuba ukwaziswa
kutholakale ngayo:

Phawula ibhokisi elifanele ngo-"X.

OKUPHAWULEKAYO:

(a) Oyokubonisa ngokugondene nendiela odinga ukuba ukwaziswa kutholakale ngayo kuyoxhomeka
endleleni lowo mbhalo ogciniwe otholakala ngayo.

(b) Ngaphansi kwezimo ezithile ingase yenqatshwe indlela ocele ukuba ukwasizwa kutholakale ngayo.
Esimweni esinjalo uyokwaziswa uma ukwaziswa uyokuthola ngenye indiela.

(¢) Imali yokukhokhela ukuthola umbhalo ogciniwe, uma kukhokhefwa, ngokwengxenye iyongunywa
indlela ukwaziswa okucehve ngayo.

1. Uma umbhalo ogciniwe ubhaliwe noma uprintiwe-

ikhophi yombhalo ukuhlolwa kombhalo ogciniwe
ogciniwe

2. Uma umbhalo ogciniwe unemifanekiso-
(lokhu kuhlanganisa izithombe, ama-slide, okurekhodwe kuma-video, imifanekiso eyenziwe nge-computer,
imidwebo, nokunye.)

ukubona imifanekiso ikhophi yemifanekiso ukurekhodwa
kwemifanekiso

3. Uma umbhalo ogciniwe unamagama arekhodiwe okwaziswa angase akhishwe
ngomsindo (reproduced in sound)-

ukulalela umsindo ukurekhodwa komsindo (sound) ophurna kokurekhodiwe
(sound) oph.uma

kokurekhodiwe (incwadi ebhaliwe noma eprintiwe)

(ikhasethi)

4. Uma umbhalo ogciniwe ulondolozwe usesimweni sokufundeka ukuyi-computer
noma emshinini-
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Ikhophi esesimweni
ikhophi eprintiwe lkhophi eprintiwe yokwaziswa sokufundeka esikuyi-
yombhalo ogciniwe okutholakale embhalweni ogciniwe computer

(i-stiffy disk noma i-

compact disk

Uma ucele ikhophi yombhalo ogciniwe orekhodiwe (kwengenhia), ingabe YEBO CHA
ungathanda ukuba le khophi ithunyelwe kuwe ngeposi? )

Iposi liyakhokhelwa

Phawula ukuthi uma umbhalo ogciniwe ungatholakali ngolimi iwakho, ungase uwunikezwe ngolimi lowo
mbhaio ogciniwe otholakala ngalo.

Lo mbhalo ogciniwe ungathanda ukuba uwuthole ngaluphi ulimi?

G. Isaziso sokunquma ngokuphathelene nesicelo sokuthola ukwaziswa

Uyokwaziswa ngencwadi ukuthi isicelo sakho siye savunywa/senqgatshwa. Uma uthanda ukuba waziswe
ngenye indiela ehlukile, sicela ukuba uyichaze leyo ndlela bese usinikeza imininingwane edingekile ukuze
| uyenze ivumelane nesicelo sakho.

lyiphi indlela ongathanda ukuba waziswe ngayo ngesinqumo esiphathelene nesicelo sakho
sokuthola ukwaziswa ngombhalo ogciniwe?

Isayinwe ngalolu suku lwama-20
ISIGNISHA YOMENZ! WESICELO / YOMUNTU OWENZELWA ISICELO
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RAND WATER

HANDLEIDING
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1.1

1.2

Hoofstuk 1

FUNKSIES EN STRUKTUUR VAN RAND WATER

1.1.1

1.1.2

FUNKSIES

Rand Water se hoofdoel is die verskaffing van water op
grootmaat en oorspronklik was dit vir die bevolking en
nywerhede van die Witwatersrand. Sedertdien het dit
ontwikkel in ‘n multi-biljoen Rand organisasie wat dienste
lewer aan ‘n gebied van meer as 18 000 vierkante kilometer.

Rand Water se aktiwiteite het uitgebrei van ‘n blote
grootmaat waterverskaffer, tot ‘n vername rolspeler in
sanitasie, gemeenskapsbetrokkenheid en ander aktiwiteite
wat daarop gemik is om die kapasiteit van waterdienste
owerhede en instellings te ondersteun en te verstewig vir die
verskaffing van effektiewe, doelireffende, volhoubare en
koste-effektiewe waterdienste aan kliénte in Rand Water se
diensgebied.

STRUKTUUR

Die bestuur van Rand Water bestaan tans uit ‘n uitvoerende hoof,
‘n bestuurspan van 8 (agt) afdelingsbestuurders, departementele

fseksiebestuurders en seksiehoofde, asook verskeie sub-eenhede.

Daar is ongeveer 3 500 (drieduisend vyfhonderd) werknemers by
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die hoofkantoor, belangrike pompstasies en sekondére aanja-
stasies gestasioneer.

1.3 SKEMATIESE VOORSTELLING

RAAD
RAADSKOMITEES
Transformasiehoof
UITVOERENDE HOOF interne Qudit
Korporatiewe
Beplanning Forensiese
Qudit Eenheid
BEMARKING & MENSLIKE FINANSIES .| KORPORATIEWE
KOMMUNIKASIE HULPBRONNE DIENSTE
RAND WATER »  KLIENT < VERKOPE &
DIENSTE KLIENTEDIENS
(EDMS.) BPK.
WATERBEHANDELINGS- INGENIEURSDIENSTE DRINKBARE
TEGNOLOGIE WATERPRODUKSIE




84 No. 23888

GOVERNMENT GAZETTE, 4 OCTOBER 2002

Hoofstuk 2

KONTAKBESONDERHEDE VAN INLIGTINGSBEAMPTES

21 KONTAKBESONDERHEDE

2.1.1

2.1.2

2.1.3

2.1.4

215
216

Inligtingsbeampte

Mnr. D.S.S Lushaba
slushaba@randwater.co.za

Assistent Inligtingsbeamptes

21.21 Mnr. H.B. Dikgale
hdikgale@randwater.co.za

2122 Mnr. J.A. Ferreira
fferrei@randwater.co.za

Straatadres
Impalaweg 522
Glenvista
JOHANNESBURG
2058

Posadres

Posbus 1127
JOHANNESBURG
2000

Tel.Nr.:  +2711 682 0911
Faksnr.  +2711 682 0444/0555
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Hoofstuk 3

ARTIKEL 10 RIGLYNE OOR TOEPASSING VAN DIE WET

Hierdie Gids sal nie later as Augustus 2003 by die Suid-Afrikaanse

Menseregtekommissie verkrygbaar wees nie.

Enige navrae hieroor moet gerig word aan:

Die Departement Navorsing en Dokumentasie
Suid-Afrikaanse Menseregtekommissie

PAlA-eenheid

Privaatsak 2700

HOUGHTON

2041

Tel. Nr.: +27 11 484 8300

Faksnr.: +27 11 484 1360

Webwerf: www.sahrc.org.za

E-pos: PAlA@sahrc.org.za
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Hoofstuk 4

TOEGANG TOT REKORDS
41 Outomatiese openbaarmaking

Inligting oor die volgende onderwerpe is sonder ‘n formele aanvraag op
Rand Water se webwerf en brosjures beskikbaar:

4.1.1 Jaarversiae en verwante verslae
4.1.2 Algemene inligting met betrekking tot Rand Water
4.1.3 Watergehalte

4.1.5 Handelsaangeleenthede

4.1.4 Dienste

415 Omgewing

4.1.6 Kleinmaat water

4.1.7 Opleiding

4.1.8 Gemeenskapswerk

4.1.9 Huis & tuin

4.1.10 Nuuswaardige items

4.1.11 Terreinkaart
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4.2 Inligting wat formeel aangevra moet word

4.2.1 Rand Water hou sekere inligting met betrekking tot die volgende
onderwerpe wat formeel aangevra moet word ingevolge die
voorwaardes van klousule 4.3 hieronder:

4211 Wetgewing en regsaangeleenthede
o Sake met betrekking tot wetgewing |

o Watervoorsieningsvoorwaardes
e Dagvaardings
e Koop en verkoop van grond of eiendom

4212 Organisasie en beheer

. Raadsbestuur en -vergaderings

. Eksterne en interne komitees

s Strategiese en korporatiewe beplanning

. Delegasie van magte en verklaring van belang

4213 Menslike hulpbronne

. Organisasiestruktuur

. Werwing en aanstellings

. Posbeskrywings en evaluasies

® Werknemerwelstand en arbeidsverhoudinge
. Diensvoorwaardes

U Organisasie-ontwikkeling en opleiding

4214 Finansies
o Begroting en rekeninge
° Fondse en beleggings
. Aandele
B Ouditaangeleenthede
° Statistieke, verslae en opbrengste
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. Belasting

4215 Risikobestuur

. Risikonakoming
. Versekering
. Beskermingsdienste

4216 Dienste en administrasie
. Geboue
. Inligtingsdienste
« Administratiewe aangeleenthede
% Lidmaatskap van professionele liggame

4217 Kommunikasie en openbare betrekkinge
. Publisiteit en inligting
. Veldtogte
. Uitstallings en skoue
° Opnames

4.2.1.8 __Ingenieurskontrakte, spesifikasies en navrae
) Tenderlyste

. Handelsaandele
s Konsultasiedienste
@ Kontrakte, spesifikasies en navrae

4.2.1.9 Watervoorsiening en netvorming
. Verskaffing van drinkbare en nie-drinkbare water

) Watervoorsieningskemas

® Waterbeperkings

. Beperkings op verskaffing

* Grondwaterabstraksie

. Gesamentlike ondernemings vir watervoorsiening



STAATSKOERANT, 4 OKTOBER 2002 No. 23888 89

. Ontsouting
. Pype - navorsing en oniwikkeling
o Opknapping en rehabilitasie van pyplyne

4.1.2.10 Beskerming van Rand Water pyplyne en dienste
. Gebruiksreg

s Pyplyne en serwitute _
° Hersonering en onderverdeling van grond
. Bestuursplanne en doelstellings vir grondontwikkeling

4.2.1.11 Opgaartenks, keerwalle en slykverwyderingsplekke
° Konstruksie en onderhoud

4.2.1.12 Werksaamhede van pompstasies en depots

® Turbines en stoomketels
o Onderhoud en bedryf van pompstasies

4.1.2.13 Installasie en aanlegte
® Elektrisiteit aan pompstasies en terreine

° Toerusting en instrumente
. Onderhoud
. Telekommunikasie en datalyne

4.1.2.14 Wetenskaplike dienste

. Samewerking, gesamentlike projekte en alliansies
. Suiwering en behandeling van water
° Drinkbare watergehalte

4.1.2.15 Opvangsbestuur en besoedelingsbeheer
e  Besoedeling
» Permitbeheer
o Indringing
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. Opvangsbestuursgebiede
. Omgewingsbestuur

41.2.16 Gemeenskapsprojekte
. Opleiding
. Landelike watervoorsieningsprojekte
# Waterlekkasieprojekte
® Ander projekte

4.1.2.17 _Bemarking
o Forums
N Waterverliesbeheer
® Wateraanvraagbeheer

. Navorsings- en databestuur

4.1.2.18 Kleinmaat waterondernemings
» Projekte, onderverdeel in regs-, tegniese-, finansiéle

en bedryfsseksies.

4.1.2.19 Grootmaat sanitasie

. Beplanning
. Projekte
. Werksaamhede

4.2.2 Die voorafgaande inligting is in die volgende formaat vervat:

4231 Verslae wat aan bestuurskomitees en die Raad
voorgelé is
423.2 Notules van vergaderings van bestuurskomitees en

die Raad
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4.3

4233

4234

4235

4236

4237

4238

4239

Korrespondensie (inkomend en uitgaande)

Interne memoranda (tussen terreine en hoofkantoor)
Fakture, state en rekwisisies

Verslae, statistieke (vir interne ep eksterne verwysing)
Tegniese tekeninge en prentmateriaal (fotografies)
Konfigurasiedokumentasie

Bedryfshandleidings vir aanleg en masjienerie

Aanvraagprosedures

4.3.1 Toegang tot inligting hierbo genoem sal aangevra word deur:

4311

Die voorgeskrewe Vorm A (“aanvraagvorm’) te
voltooi; en

4312  Die voorgeskrewe fooi soos vermeld in

4.3.2 Nadat

Skedules 1 en 2 van hierdie handleiding, te
betaal. Daar word egter nie van ‘n aansoeker
wat toegang verlang tot ‘n rekord wat
persoonlike inligting cor die aansoeker bevat,
verwag om die aansoekfooi te betaal nie.

die Inligtingsbeampte ‘n besluit geneem het oor die

aanvraag, moet die aansoeker oor sodanige besluit in kennis

gestel

word op die manier waarop die aansoeker in kennis

gestel wil word.
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434

4.3.5

436

437

4.3.3 Die aansoeker moet aandui of die aanvraag vir ‘n afskrif van
die rekord is en of die aansoeker die rekords by die kantore
van Rand Water wil nagaan.

Toegang tot bogenoemde inligting sal slegs aan die aansoeker
toegestaan word soos versoek, tensy sodanige wyse onredelik
inbreuk sal maak op die bestuur en bedryf van Rand Water, of die
rekords sal beskadig of die kopiereg sal oortree.

Indien dit om praktiese redes nie moontlik is om toegang te gee
soos wat versoek is nie, maar op ‘n alternatiewe manier, sal die fooi
vir toegang bereken word in ooreenstemming met die manier wat
deur die aansoeker aangevra is.

As die aansoeker nie kan lees of skryf nie, of gestrem is, kan hulle
die aanvraag vir die rekord mondelings doen, in welke geval die
Inligtingsbeampte die vorm namens sodanige aansoeker sal volitooi
en die voltooide vorm aan die aansoeker sal lewer.

Die aansoeker moet die volgende duidelik op die aanvraagvorm
aandui:-

4391 - of hulle graag telefonies ingelig wil word ocor hoe
geslaagd hulle aanvraag was, of op enige ander
manier.

4392 die kapasiteit waarin die aanvraag gedoen word, in
geval die inligting namens iemand anders aangevra
word.
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4.4 Appél teen weiering van toegang tot inligting

4.4.1 Indien, na voldoening aan die vereistes vir die prosedure wat
gevolg moet word soos vermeld in 4.3 hierbo:

4411 die Assistent Inligtingsbeampte weier om toegang tot
inligting toe te staan; en

4412 sodanige weiering nie gebaseer is op enige gronde vir
weiering wat in die Wet vermeld word nie;

mag die aansoeker appel aanteken by die Inligtingsbeampte teen
die besluit van sodanige Assistent Inligtingsbeampte.

442 As die aansoeker nie tevrede is met die besluit van die
Inligtingsbeampte soos vermeld in 4.4.1 hierbo nie, mag appel
aangeteken word by die Voorsitter van die Rand Waterraad.

4.4.3 Die aansoeker mag ‘n Hofaansoek indien vir verdere hulp as die
appélbesluit van die Voorsitter nie bevredigend is nie.
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Hoofstuk 5

BESKIKBARE DIENSTE
5.1 Aard van dienste

Rand Water stel die volgende dienste beskikbaar aan die lede van die
publiek:-

5.1.1 Grootmaat waterdienste

51.2 Kleinmaat waterdienste

5.1.3 Sanitasiedienste

5.1.4 Gemeenskapsteun

5.1.5 Inligting oor water en verwante gehalte-aangeleenthede
5.1.6 Algemene inligting met betrekking tot Rand Water

5.2 Hoe om toegang tot hierdie dienste te verkry

5.2.1 Grootmaat- en kleinmaat water en sanitasiedienste is hoofsaaklik
beskikbaar deur Rand Water se agentskappe soos plaaslike
owerhede;

5.2.2 Gemeenskapsteun is beskikbaar aan landelike gebiede en
informele nedersettings;
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5.2.3 Inligtingsdienste oor water en verwante gehalte-aangeleenthede

kan bekom word deur die Inligtingsbeampte met wie in verbinding
getree kan word volgens inligting wat in Hoofstuk 2 hierbo verskaf

is.
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Hoofstuk 6

REELINGS WAT TOELAAT VIR OPENBARE DEELNAME AAN DIE

FORMULERING VAN BELEID EN UITOEFENING VAN MAGTE VAN

RAND WATER

Rand Water het verskeie openbare forums geimplementeer ten einde sekere kritiese
aangeleenthede aan te spreek in sy interaksie met die lede van die publiek. Dit sluit in:

6.1

6.2

6.3

Waterdiensteforum

Direkte maandelikse skakeling met grootmaat kli€nte en belangrike insethouers.
Speel 'n sterk ondersteunende en kodrdineringsrol tussen spelers in die water-
en sanitasiedienstebedryf in Rand Water se voorsieningsgebied.

Loodgietersforum

Bou kapasiteit en beinvioed die loodgietersbedryf om waterkringloopbestuur toe
te pas en dwing bestuursdoelwitte af.

Kommunikasieforum

Help munisipaliteite en ander belangrike insethouers om ‘n volhoubare
verandering in die houdings van insethouers en verwante verandering in die
rigting van 'n waterwyskultuur te fasiliteer, deur effektiewe kommunikasie.
Fondasies is ook gelé vir gesamentlike streeksbemarkingsprogramme oor water-
verwante aangeleenthede.

23888—3
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6.4

Tuinbouforum

Dit streef na die bou van vennootskappe in die tuinbou en verwante bedrywe om
die toepassing van doeltreffende waterpraktyke, produkte en dienste te bevorder.
Dit is ‘n raadgewende forum gemi'k op voorstedelike huishoudings.

6.5 Mynbouforum

00279469—4

Hierdie forum herken die belangrikheid van die mynbousektor wat Rand Water
bedien.

23888—4
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Hoofstuk 7
ALLERLEI

7.1 Hierdie handleiding sal:
7.1.1 Jaarliks bygewerk word
7.1.2 Op die volgende plekke beskikbaar wees:

7.1.2.1 Elke plek van pligleweririg soos gedefinieer in artikel 6
- van die Wet op Pliglewering van 1997;

7.1.2.2 Die Suid-Afrikaanse Menseregtekommissie;
7.1.2.3 Rand Water se kantore;

7.1.24 Rand Watér se webwerf by www.randwater.co.za.
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SKEDULE 1

Skaal van voorgeskrewe fooie

DEEL 1l VAN KENNISGEWING 187 IN DIE STAATSKOERANT VAN 15 FEBRUARIE 2002

FOOIE MET BETREKKING TOT OPENBARE LIGGAME

1 Die fooi vir ‘n afskrif van die handleiding soos uiteengesit in regulasie 5(c) is
R0,60 vir elke fotokopie van ‘n A4-grootte bladsy of gedeelte daarvan.

2. Die fooie vir reproduksie waama verwys word in regulasie 7(1) is soos volg:

(@

(b)

(©)

(d)

(e)

R

Vir elke fotokopie van ‘n Ad-grooite bladsy of
gedeelte daarvan 0,60
Vir elke gedrukte afskrif van ‘n Ad-grootte bladsy dgedeelie
daarvan wat in ‘n rekenaar of in elektroniese of masjien-
ieesbare formaat gestoor word 0,40
Vir ‘n afskrif in ‘n rekenaar-leesbare formaat op -
(M starskyf ' 5,00
(i) laserskyf : 40,00
{0 Vir ‘n transkripsie van visuele beelde, .

vir ‘n Ad-grootte bladsy of gedeelte daarvan 22,00
(i) Vir ‘n afskrif van visuele beelde 60,00
(i) Vir ‘n transkripsie van ‘n oudio-rekord,

vir ‘n A4-grootte bladsy of gedeelite daarvan 12,00
(ii) Vir ‘n kopie van ‘n oudio-rekord - 17,00

3. Die aanvraagfooi wat deur elke aansoeker buiten ‘n persoonlike aansoeker betaalbaar is en
waarna verwys word in regulasie 7{2), is R35,00.
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4, Die toegangsfooie wat deur ‘n aansoeker betaalbaar is en waarna verwys word in regulasie 7(3),

is soos volg:
R
(1Xa) Vir elke fotokopie van ‘n A4-grootte bladsy of
gedeelte daarvan 0,60
(b) Vir elke gedrukte afskrif van ‘n A4-grootte bladsy of gedeelte
daarvan wat in ‘n rekenaar of in elektroniese of masjien-
leesbhare formaat gestoor word 0,40
(c) Vir ‘n afskrif ‘n ‘n rekenaar-leesbare formaat op -
) starskyf 5,00
(i)  laserskyf ' 40,00
(d) (i) Vir ‘n transkripsie van visuele beelde,
vir ‘n Ad-grootte bladsy of gedeelte daarvan 22,00
(i) Vir 'n afskrif van visuele beelde 60,00
(e) (i) Vir ‘n transkripsie van ‘n oudio-rekord,
vir ‘n A4-grootte bladsy of gedeelte daarvan 12,00
(i) Vir ‘n kopie van ‘n oudio-rekord 17,00

)

)

3

.Om te soek na, en die rekords voor te berei vir openbaarmaking, R15,00 vir elke uur of

gedeelte van ‘n uur, uitsluitende die eerste uur, wat redelikerwys nodig vir sodanige
soektog en voorbereiding.

Vir die doel van artikel 22(2) van die Wet, is die volgende van toepassing:

(@ Ses ure sal die ure wees wat corskry moet word voordat ‘n deposito betaalbaar
is; en ' . '

(b) een derde van die toegangsfooi is as ‘n deposito deur die aansoeker betaalbaar.

Die korrekte posgeld is betaalbaar wanneer ‘n afskrif van ‘nrekordaan ‘n aansoeker
gepos moet word. ' -
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'SKEDULE 2

VOORGESKREWE VORMS VIR TOEGANG TOT REKORDS

Die voorgeskrewe vorms vir toegang tot ‘n rekord is gepubliseer in

BYLAAG B VAN KENNISGEWING 187 IN DIE STAATSKOERANT VAN 15
FEBRUARIE 2002 '

‘n Afskrif van die vorm is ‘n bylaag hiertoe gemerk “RA1”.
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BYLAAG B VAN KENNISGEWING 187 IN DIE STAATSKOERANT
VAN 15 FEBRUARIE 2002

VORM A
AANSOEK OM TOEGANG TOT REKORD VAN OPENBARE LIGGAAM

(Artikel 18(1) van die Wet op die Bevordering van Toegang tot Inligting, 2000
(Wet Nr. 2 van 2000))

(Bepaling 2]

VIR DEPARTEMENTELE GEBRUIK
Verwysnomer:

Aansoek ontvang deur (vul rang, naam en van van die mhgtmgsbeamptc ! tweede
inligtingsbeampte in) op (datum) te (plek).

Aansoekfooi (indien enige): R

Deposito (indien enige): R .....cceeeereeereersrenesnsnens
Toegaugsfooi: B . uuuimmsinmnaiismsins
HANDTEKENING VAN INLIGTINGSBEAMPTE / ASSISTENT INLIGTINGSBEAMPTE |

A. Besonderhede van openbare liggaam
Die Inligtingsbeampte / Assistent Inligtingsbeampte:

B.  Besonderhede van persoon wat toegang tot die rekord verlang

(@)  Die besonderhede van die persoon wat toegang tot die rekord verlang moet onder
aangeteken word. :

()  Verstrek ‘n adres en/of faksnommer in die Republiek waarheen die inligting gestuur moet
word.

(¢)  Bewys van die hoedanigheid waarin die aansoek gemaak word, moet aangeheg word
indien van toepassing.

Volledige name en van: Identiteitsnommer: Posadres:
Faksnommer: Telefoonnommer: E-pos-adres:

Hoedanigheid waarin die aansoek gemaak word, indien namens ‘n ander persoon gemaak:
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C.

Besonderhede van persoon namens wie die versoek gemaak word

Hierdie gedeelte moet slegs ingevul word indien ‘n inligtingsnavraag namens ‘n ander persoon
gemaak word. '

Volledige name en van:

 Identiteitsnommer:

D.  Besonderhede van rekord

(a Verstrek volledige besonderhede van die rekord waartoe !aegang. -verlang word,
insluitende die verwysingsnommer indien u dit ken, sodat die rekord gevind kan word.

(b)  Indien daar te mind plek is, gaan asseﬁlief op 'n aparte folio voort en heg dit aan hierdie
vorm. Dieaansoekermoetaﬁeaddisiouelefo{io%ondeﬂeken.

i Beskrywing van rekord of relevante deel van die rekord:

2. Verwysingspommer, indien beskikbaar:

3. Enige verdere besonderhede van rekord: .

E. Fc;oie

(@)  'n Aansoek om toegang tot 'n rekord ander as 'n rekord wat persoonlike inligting oor
uself bevat, sal slegs verwerk word nadat 'n aansoekfooi betaal is.

b) U sal .in kennis gestel word van die bedrag wat as aansoe\lg‘"o{;i betaalbaar is.

(¢)  Die fooi wat betaalbaar lS vir toegang tot 'n rekord hang van die vorm af Win toegang
verlang word en die redelike tyd wat nodig is om 'n rekord te soek en voor te berei.

(d)  Indien u vir vrystelling van die fooi kmhﬁseer, dui asseblief die redes hiervoor aan.

Rede vir vrystelling van fooi:

F. Vorm van toegang tot rekord ' _ g

Indien u deur 'n liggaamsgebrek daarvan weerhou word om die rekord in die foegangsvorm soos
in 1 tot 4 hieronder aangedui te lees, daarna te kyk of daarna te luister, dui asseblief u
liggaamsgebrek aan, asook die vorm waarin die rekord verlang word.
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@
®)
©

| Liggaamsgebrek: | Vorm waarin rekord verlang word:

Merk die toepaslike kassie met 'n "X""

NOTAS:

U aanduiding van die verlangde toegangsvorm hang van die vorm af waarin die rekord
beskikbaar is.

Toegang in die verlangde vorm kan onder sekere omstandighede geweier word. In so 'n
geval sal u ingelig word indien toegang op ‘n ander manier toegelaat word.

Die fooi wat vir toegang tot die rekord betaalbaar is, indien enige, sal gedeeltelik bepaal
word deur die vorm waarin toegang verlang word.

1.

Indien die rekord in handgeskrewe of gedrukte vorm is:

| kopie vanrekord | | inspeksie van rekord

2.

Indien die rekord uit visuele beelde bestaan:
(dit shuit foto's, skyfies, video-opnames, rekenaar-gegenereerde beelde, sketse, ens. in)

kyk na die beelde kopie van die beelde* transkripsic van die
beelde*

Indien die rekord uit 'n klankopname bestaan of uit inligting wat deur middel van
klank oorgedra kan word:

luister na die transkripsie van opname*
opname | (handgeskrewe of gedrukte dokument)
(oudiokasset)

Indien 'n rekord op 'n rekenaar of in 'n elektroniese of masjien-leesbare formaat
gehou word: '

gedrukte  kopie gedrukte kopie van kopie in rekenaar-
van rekord* inligting wat uit die leesbare vorm*
rekord verkry word* ("stiffie-" of
kompakdisket

'n Posfooi is betaalbaar.

* Indien u 'n kopie of transkripsie van 'n rekord (bo) aangevra het, wil u hé | JA NEE
dat die kopie of transkripsie aan u gepos word?

Let asseblief daarop dat indien die rekord nie in u taalvoorkeur beskikbaar is nie, toegang
toegelaat kan word in die taal waarin die rekord beshkbaar is.

In watter taal sou u die rekord verkies?

G.

Kennisgewing van besluit ten opsigte van aansoek om toegang

U sal skriftelik in kennis gestel word of u aansoek goedgekeur/geweier is. Indien u op enige
ander manier hieroor in kennis gestel wil word, dui asseblief die manier aan en voorsien die
nodige besonderhede sodat daar aan u versoek voldoen kan word.

Hoe sou u verkies om oor die besluit rakende u aansoek om toegang tot die rekord in kennis
gestel te word?
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HANDTEKENING VAN AANSOEKER / PERSOON NAMENS WIE DIE AANSOEK
INGEDIEN WORD.
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TIMKEN SOUTH AFRICA PENSION & LIFE ASSURANCE FUND (“the Fund”)

MANUAL IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS TO
INFORMATION ACT 20/2000 (“the Act”)

The Timken South Africa Pension & Life Assurance Fund is a pension fund as defined in the
Pension Funds Act 24 of 1956. It is a private body as defined by the Act.

A. CONTACT DETAILS

1.  Head of the Funci: Mr Stephanus Daniel Coetser

2. The Financial Services Board PF Number of the Fund is: PF 12/8/932/2

3 The registered address of the Fund is: 61 Katherine Street, Sandown, Sandton
4.  The postal address of j:he Fund is: PO Bﬁx 787240, Sandton, 2146

5.  The contact telephone number for the Fund 1s: (011) 269 0000

6.  The contact facsimile number for- the Fund is: (011) 269 1064 /5

7.  The e-mail address of the Head of the Fund is: coetserd@timken.com

, B. SOUTH AFRICAN HUMAN RIGHTS COMMISSION GUIDE

In terms of section 10 of the Act, the Human Rights Commission is required to compile, in each
official language, a guide to the act to assist people to exercise their rights under the act. This
guide will probably become available in August 2003. The Human Rights Commission may be
contacted at:

Address:- Private Bag 2700 Houghton 2041,
Telephone: (011) 484 8300

Facsimile: (011) 484 0582

Website: http:/ /www.sahrc.org,za.

C. FUND RECORDS AVAILABLE IN TERMS OF THE PENSION FUNDS ACT 24
of 1956 ,

(a) The following records of the Fund are available on demand by a member of the Fund:

® the registered rules of the Fund (including amendments);
(i) the last revenue account and the last balance sheet prepared in terms of section

15(1) of the Pension Funds Act, 1956.

The fee for such access, as set out in the rules of the Fund, as determined by the Trustees
from time to time.
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(b)

The following records are available for mspectlon at the registered address of the Fund
(see A3 above) at no charge:

(@) the documents refetred to in C(a) above;
(i) the last report (if any) by a valuator prepared in terms of section 16 of the Pension
~ Funds Act, 1956;
(ii)  the last statement (if any) and report thereon prepared in terms of section 17 of the
Pension Funds Act, 1956;
(iv)  any scheme which is being carried out by the Fund in accordance with the
provisions of section 18 of the Pension Funds Act, 1956. .

Note — in terms of section 22 of the Pension Funds Act, any person’ (upon payment of
prescribed fees) may inspect at the office of the Registrar of Pension Funds any record
referred to in (a) and (b) above and make a copy thereof or take extracts therefrom, or
obtain from the Registrar of Pension Funds a copy thereof or extract therefrom. The
Registrar of Pension Funds may be contacted at:

Address: 446 Rigel Avenue Pretoria
Telephone:  (012) 428 8000

Facsimile: (012) 347 0221

Website: http:/ /www.fsb.co.za.

D. INFORMATION TO FACILITATE A REQUEST FOR ACCESS TO FUND
RECORDS

The request must be made to the person specified in Al above and at the contact details
specified in A above.

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

Please note that the Fund is a separate legal entity from the employer(s) that participate in
the Fund as well as from the Fund’s administrators, auditors, consultants, actuaries and other

- advisors/setvice providers.

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 head of the
Fund. ¢

The head of the Fund must notify the requester (other than a personal requestet) by notice,
requiring the requester to pay the prescribed fee (if any) before further processing the
request.

The-head of the Fund will then make a decision whether to grant the request or not and
notify the requestor in the required form.

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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E. AVAILABILITY OF THE MANUAL

J

The Fund’s manual is available for i.nspection free of charge at the registered address of the Fund
(see A3 above). Furthermore, a copy is avzulable from the Human Rights Commission (see

contact details in B above).

F. DESCRIPTION OF RECORDS HELD BY THE FUND

Claims 1\withdrm§,\ Retirements, Deaths & Disabilities)

Claim Notification Forms

Calculations (where available), or computerised statement of claim value

Tax Application (where applicable)

Tax Ditective (where applicable)

IT 88 notifications .

Tax Certificate (Duplicate - where applicable)

Client / broker payment instruction (where applicable)
Section 37D deduction instruction (where applicable)
Copy of any other court order against benefits

Payment letter

Copy of cheque (ot cheque/EFT payment reference)
Trustees’ Resolution - Disposal of benefit (deaths only)
Insurance received - statement by insurer (deaths only)
Copy of death certificate

Statement by Employer (disability only)

Statement by Employee (disability only)

Acceptance / Declination Letter (disability only)

Member Data

* & 9 & 9 & 9 @

7]
(5]

L ]

New entrant data
Contribution records

Member Investment Choice investment option forms (where applicable)

Installation & Acquisition data
Statement of member fund value

Additional benefit / sutplus / demutualisation calculations
Member Investment Choice investment switch forms (where applicable)

Flexible benefit member option forms (where applicable)

Liquidations

Calculations

Option forms (where applicable)

Tax application forms (where applicable)
Tax directives (where applicable)
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Tax certificates (duplicate - where applicable)
Payment letter (liquidations only)

L]

L ]

® Copy of S14 application lodged (transferor fund)

* Copy of S14 (1) (e) certificate (transferee 'and transferor funds)

e Application form

¢ Contribution records

Finalised / settled claims record / calculation

Partial settlement as a result of default - claim forms and approval for this payment.

I

1 Benefit Claims

e Claim form
¢ Copy of death certificate
¢ Payment letter

Pensioners:
Annuity/Traditi un

® Special tax directives, including IT 88's, garnishees, etc.
e Commutation of pensions - calculations
e Pensioner increase notification
e Certificates of existence
o Study certificates
e Death certificates
® Annuity option forms
¢ Trustee instruction regarding payments

¢ Medical Reviews - correspondence (where applicable)
* COCD ( certificate of continued chsablhty)

¢ Escalator notification

e Payment/Benefit confirmation letter

e EFT payment reference

® Recovery Documentation

¢ Letter of Suspension/Reinstatement from underwriter

Acc ing recor

e (Cashbooks and reconciliations to bank
®  General Ledgers
e Trial Balances
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Annual financial statements

-Audit files with working papers -
Bank statements of fund bank accounts
EFT files (ACB whilst still applied)
Deposit slips (where applicable)

Miscellaneous

Copies of signed rules and amendments
Minute books
Trustees tegisters

Original or copies of all policy documents relating to GLA, PHI, dread disease, stated

benefits, travel, funeral, fidelity, etc (obviously where the fund has such a benefit)

» Documentation relating to the review of insurances on an annual basis as well as the
quotations obtained from insurers to a rebroke exercise

o Agendas for all meetings to be held (if applicable sectetarial services ate performed)

e Investment manager mandates or policies of insurance depending on the nature of the
investment

¢ Copies of statements detailing the asset values for a fund

¢ Copies of communication sent to members of the funds in respect of specific events e.g.
Trustees' reports, Member level Investment Choice, changes to death benefit structure,

changes to fund structure etc

Copy of service agreement between fund and Administrator
Cottespondence to the trustees in respect of fund matters
Cotrespondence to members/pensioners, where applicable

Fund statutory valuation reports

Confirmation as to appointment of Principal Officer and Actuary of Fund
Copies of Pension Fund Adjudicator complaints lodged

Certain communication with SARS and FSB

 © & & » o @



STAATSKOERANT, 4 OKTOBER 2002 No. 23888 111

CBI LIMITED PROVIDENT FUND (“the Fund”)

MANUAL IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS
TO INFORMATION ACT 20/2000 (“the Act”)

‘The CBI Limited Provident Fund is a pension fund as defined in the Pension Funds Act
24 of 1956. It1is a private body as defined by the Act.

A. CONTACT DETAILS |

1. Head of the Fund: Mt P H Wittstock
2. The Financial Services Board PF Number of the Fund is: 12/8/25800/1

3. The registered address of the Fund is: Alexander Fotbes Place, 61 Katherine
Street, Sandown ' . . .

4.  The postal address of the Fund is: As above
5. The contact telephone number for the Fund is: (011) 928-2144
6. The contact facsimile number for the Fund is: (011) 392-2354

7. The e-mail address of the Head of the Fund is: Peterw(@cbi.co.za

B. SOUTH AFRICAN HUMAN RIGHTS COMMISSION GUIDE |

In terms of section 10 of the Act, the Human Rights Commission is required to compile,
in each official language, a guide to the act to assist people to exercise their rights under
the act. This guide will probably become available in August 2003. The Human Rights
Commission may be contacted at: ,

Address: Private Bag 2700 Houghton 2041,

Telephone: (011) 484 8300
Facsimile: (011) 484 0582
Website: http:/ /www.sahrc.org.za.

C: FUND RECORDS AVAILABLE IN TERMS OF THE PENSION FUNDS
ACT 24 of 1956

(@  The following records of the Fund are available on demand by a member of the
¢ PFund:

| @ the registered rules of the Fund (including amendments);
(i) the last revenue account and the last balance sheet prepared in terms of
section 15(1) of the Pension Funds Act, 1956.

The fee for such access, as set out in the rules of the Fund, shall be as gazetted
from time to time.
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()

The following records are available for inspection at the registered address of the
Fund (see A3 above) at no charge:

@ the documents referred to in C(a) above;

(i) the last report (if any) by a valuator prepared in terms of section 16 of the
Pension Funds Act, 1956;

(i)  the last statement (if any) and report thereon prepared in terms of section
17 of the Pension Funds Act, 1956;

(iv)  any scheme which is being catried out by the Fund in accordance with the
provisions of section 18 of the Pension Funds Act, 1956.

Note — in terms of section 22 of the Pension Funds Act, any person (upon
payment of prescribed fees) may inspect at the office of the Registrar of Pension
Funds any record referred to in (a) and (b) above and make a copy thereof or take
exttacts therefrom, or obtain from the Registrar of Pension Funds a copy thereof
or extract therefrom. The Registrar of Pension Funds may be contacted at:

Address: 446 Rigel Avenue Pretoria
Telephone:  (012) 428 8000

Facsimile: (012) 347 0221

Website: http:/ /www.fsb.co.za.

D. INFORMATION TO FACILITATE A REQUEST FOR ACCESS TO FUND

RECORDS

The request must be made to the petson specified in Al above and at the contact
details specified in A above.

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 theteto.

Please note that the Fund is a separate legal entity from the employer(s) that
participate in the Fund as well as from the Fund’s administrators, auditots,
consultants, actuaries and othet advisots/setrvice providers.

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 petson, 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 Fund.

The head of the Fund 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 head of the Fund will then make a decision whether to grant the request or not
and notify the requestor in the required form.

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 presctibed
houts to search and prepate the record for disclosure.
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E. AVAILABILITY OF THE MANUAL | |

The Fund’s manual is available for inspection free of charge at the registered address of
the Fund (see A3 above). Furthermore, a copy is available from the Human Rights
Commission (see contact details in B above).

F. DESCRIPTION OF RECORDS HELD BY THE FUND |

i wals irements, Death isabiliti

Claim Notification Forms

Calculations (where available), ot computerised statement of claim value
Tax Application (where applicable)

Tax Directive (where applicabie)

IT 88 notifications

Tax Cettificate (Duplicate - where applicable)

Client / broker payment instruction (whete applicable)
Section 37D deduction instruction (where applicable)
Copy of any other court otder against benefits

Payment letter

Copy of cheque (or cheque/EFT payment reference)
Trustees’ Resolution - Disposal of benefit (deaths only)
Insurance received - statement by insurer (deaths only)
Copy of death certificate

Statement by Employer (disability only)

Statement by Employee (disability only)

Acceptance / Declination Letter (disability only)

Member Data

New entrant data

Contribution tecords _

Membet Investment Choice investment option forms (whete applicable)
Installation & Acquisition data

Statement of member fund value

Additional benefit / surplus / demutualisation calculations

Member Investment Choice investment switch forms (where applicable)
Flexible benefit member option forms (where applicable)

e & @ o o & o 0

Section 1 ansfe iquidati

e Calculations
‘Option forms (whete applicable)
Tax application forms (where applicable)
- Tax directives (whete applicable)
Tax certificates (duplicate - whete applicable)
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Payment letter (liquidations only)
Copy of S14 application lodged (transferor fund)
Copy of S14 (1) (e) certificate (transferee and transferor funds)

Housing IL.oans; Direct (i.e. this does not apply to situations where the fund has
m stood ee for the loan

e Application form

e Contribution records

e Finalised / settled claims recotd / calculation

o Partial settlement as a result of default - claim forms and approval for this payment.

Funeral Benefit Claims

¢ (Claim form
o Copy of death certificate
e Payment letter

Pensioners:
Annuity/Traditional Funds

Special tax directives, including IT 88's, garnishees, etc.
Commutation of pensions - calculations
Pensioner inctease notification
Certificates of existence
Study certificates
Death certificates
Annuity option forms
Trustee instruction regarding payments

Disability

Medical Reviews - cotrespondence (where applicable) -
COCD ( cettificate of continued disability )

Escalator notification '

Payment/Benefit confirmation letter

EFT payment reference

Recovety Documentation

Letter of Suspension/Reinstatement from underwriter

Accounting records

e Cashbooks and reconciliations to bank
e General Ledgers

e Trial Balances

L ]

Annual financial statements
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Audit files with working papers

Bank statements of fund bank accounts

EFT files-(ACB whilst still applied)
Deposit slips (where applicable)

Miscellaneous

e o o o

Copies of signed rules and amendments

Minute books

Trustees registers

Original or copies of all policy documents relating to GLA, PHI, d:ead disease, stated
benefits, travel, funeral, fidelity, etc (obviously whete the fund has such a benefit)

Documentation relating to the teview of insurances on an annual basis as well as the
quotations obtained from insurers to a rebroke exercise )

Agendas for all meetings to be held (if applicable sectetatial setvices are petformed)
Investment manager mandates or policies of insurance depending on the nature of the
investment

e Copies of statements detailing the asset values for a fund

¢ Copies of communication sent to members of the funds in respect of specific events
~ e.g. Trustees' reports, Member level Investment Choice, changes to death benefit

structure, changes to fund structure etc

Copy of service agreement between fund and Administrator
Correspondence to the trustees in respect of fund mattets
Correspondence to members/pensioners, where applicable

Fund statutory valuation tepotts

Confirmation as to appointment of Principal Officer and Actuary of Fund
Copies of Pension Fund Adjudicator complaints lodged

Certain communication with SARS and FSB
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JH ISAACS GROUP PROVIDENT FUND (“the Fund”)

MANUAL IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS
TO INFORMATION ACT 20/2000 (“the Act”)

The JH Isaacs Group Provident Fund is a pension fund as defined in the Pension Funds
Act 24 of 1956. Itis a private body as defined by the Act.

| ~ A CONTACT DETAILS |

1. Head of the Fund: Mt G N Sproule
2. 'The Financial Services Board PF Number of the Fund is: 12/8/29651/1

3.  The registeted address of the Fund is: Alexander Forbes Place, 61 Kathetine
Street, Sandown

4. The postal address of the Fund is: As above
5.  The contact telephone number for the Fund is: (011) 441-0012
6.  The contact facsimile number for the Fund is: (011) 441-0334

7.  The e-mail address of the Head of the Fund is: Gsproule@jhi.co.za

B. SOUTH AFRICAN HUMAN RIGHTS COMMISSION GUIDE

~ In terms of section 10 of the Act, the Human Rights Commission is required to compile,
in each official language, a guide to the act to assist people to exetcise their rights under
the act. This guide will probably become available in August 2003. The Human Rights
Commission may be contacted at:

Address: Private Bag 2700 Houghton 2041,
Telephone: (011) 484 8300

Facsimile: (011) 484 0582

Website: http:/ /www.sahtc.otg.za.

C: FUND RECORDS AVAILABLE IN TERMS OF THE PENSION FUNDS
ACT 24 of 1956

(@) The following records of the Fund are available on demand by a member of the

Fund:
(@ the tegistered rules of the Fund (including amendments); .
(1) the last revenue account and the last balance sheet prepared in terms of

section 15(1) of the Pension Funds Act, 1956.

The fee for such access, as set out in the rules of the Fund, shall be as gazetted
from time to time.
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The following records ate available for inspection at the registered address of the
Fund (see A3 above) at no chargc

® the documents referred to in C(a) above;

(i) the last report (if any) by a valuator prepared in terms of sectlon 16 of the
Pension Funds Act, 1956;

(@)  the last statement (if any) and report thereon prepared in terms of section
17 of the Pension Funds Act, 1956;

(iv)  any scheme which is being carried out by the Fund in accordance with the
provisions of section 18 of the Pension Funds Act, 1956.

Note — in terms of section 22 of the Pension Funds Act, any person (upon
payment of prescribed fees) may inspect at the office of the Registrar of Pension
Funds any record refetred to in (a) and (b) above and make a copy thereof or take.
extracts therefrom, or obtain from the Registrar of Pension Funds a copy thereof
ot extract therefrom. The Registrar of Pension Funds may be contacted at:

Address: 446 Rigel Avenue Pretoria
Telephone:  (012) 428 8000

Facsimile: (012) 347 0221

Website: http:/ /www.fsb.co.za.

D.

INFORMATION TO FACILITATE A REQUEST FOR ACCESS TO FUND
- RECORDS

Y

The request must be made to the person speciﬁecl in A1l above and at the contact
details specified in A above.

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.

Please note that the Fund is a separate legal entity from the employer(s) that
participate in the Fund as well as from the Fund’s administrators, auditorts,
consultants, actuaties and other advisots/service providers.

The requestet 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 exetcise of protect
and provide an explanation of why the requested record is reqm.ted 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 xequeste:t is making the request to the satisfaction of the

head of the Fund.

The head of the Fund must notify the tequester (other than a personal requester) by
notice, requiring the requester to pay the prescribed fee (if any) before further
processing the request. ,

The head of the Fund will then make a decision whether to grant the request or not
and notify the tequestor in the required form.

If the request is granted, then a further access fee must be paid for the search,
reproduction and prepatation, and fot any time that has exceeded the presctibed
hours to search and prepare the record for disclosure.



118 No. 23888 GOVERNMENT GAZETTE, 4 OCTOBER 2002

E. AVAILABILITY OF THE MANUAL

The Fund’s manual is available for inspection free of charge at the registered address of
the Fund (see A3 above). Furthermore, a copy is available from the Human Rights

Commission (see contact details in B above).

F. DESCRIPTION OF RECORDS HELD BY THE FUND

Claims jﬂ@' drawals, Retirements, Deaths & Disabilities)

e ¢ o o o o o @

Claim Notification Forms

Calculations (where available), or computerised statement of claim value
Tax Application (where applicable)

Tax Directive (where applicable)

IT 88 notifications

Tax Certificate (Duplicate - where applicable)

Client / broker payment instruction (where applicable)
Section 37D deduction instruction (whete applicable)
Copy of any other coutt order against benefits

Payment letter

Copy of cheque (ot cheque/EFT payment reference)
Trustees’ Resolution - Disposal of benefit (deaths only)
Insurance received - statement by insurer (deaths only)
Copy of death certificate

Statement by Employer (disability only)

Statement by Employee (disability only)

Acceptance / Declination Letter (disability only)

Member Data

New entrant data

Contribution records

Member Investment Choice investment option fotms (where applicable)
Installation & Acquisition data

Statement of member fund value

Additional benefit / surplus / demutualisation calculations

Member Investment Choice investment switch forms (where applicable)
Flexible benefit member option forms (where applicable)

Section 14 Transfets / Liquidations

L ]

Calculations

Option forms (where applicable) -

Tax application forms (where applicable)
Tax directives (where applicable)

Tax certificates (duplicate - where applicable)
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e Payment letter (liquidations only)
e Copy of 514 application lodged (transferor fund)
e Copy of S14 (1) (e) certificate (transferee and transferor funds)

e Application form

e Contribution records i

o Finalised / settled claims record / calculation .
o Partial settlement as a result of default - claim forms and approval for this payment.

Funeral ﬁ ims

e Claim form
o Copy of death certificate
e Payment letter

Pensioners:
uity/ Traditi Funds

Special tax directives, including IT 88's, garnishees, etc.
Commutation of pensions - calculations

Pensioner inctease notification

Certificates of existence

Study certificates

Death certificates

Annuity option forms

Trustee instruction regarding payments

ili

[

Medical Reviews - correspondence (where applicable)
COCD ( cettificate of continued disability )

Escalator notification

Payment/Benefit confirmation letter .

EFT payment reference

Recovery Documentation

Letter of Suspension/Reinstatement from underwriter

® © &5 @& ® o o

Accounting records

Cashbooks and reconciliations to bank
General Ledgers

- Trial Balances
Annual financial statements

e # o @
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Z-....

Audit files with working papers

Bank statements of fund bank accounts
EFT files (ACB whilst still applied)
Deposit slips (where applicable)

€ous

Copies of signed rules and amendments

Minute books '

Trustees registers

Original ot copies of all policy documents relating to GLA, PHI, dread disease, stated
benefits, travel, funeral, fidelity, etc (obviously where the fund has such a benefit)

Documentation relating to the review of insurances on an annual basis as well as the
quotations obtained from insuters to a rebroke exercise

® Agendas for all meetings to be held (if applicable secretatial services are perfonned)
¢ lovestment manager mandates or policies of insurance dependmg on the nature of the

[ ]

investment

Copies of statements detailing the asset values for a fund

Copies of communication sent to members of the funds in respect of specific events
e.g. Trustees' reports, Member level Investment Choice, changes to death benefit
structure, changes to fund structure etc _

Copy of service agteement between fund and Administrator

Correspondence to the trustees in respect of fund matters

Cotrespondence to members/pensioners, where applicable

Fund statutory valuation reports

Confirmation as to appointment of Principal Officer and Actuary of Fund |,
Copies of Pension Fund Adjudicator complaints lodged -

Certain communication with SARS and FSB
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- SAMRO STAFF PENSION FUND (“the Fund”)

MANUAL IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS
TO INFORMATION ACT 20/2000 (“the Act”) .

The SAMRO Staff Pension Fund is a pension fund as defined in the Pension Funds Act
24 of 1956. It is a private body as defined by the Act.

-A. CONTACT DETAILS | |

- 1. Head of the Fund: Mt A M Johnston _ .
2.  The Financial Services Board PF Number of the Fund is: 12/8/15169/1

3.  The registered address of the Fund is: Alexander Forbes Place, 61 Katherine
Street, Sandown

4. The postal address of the Fund is: As above
5. The contact telephone number for the Fund is: (011) 489-5043.
6.  The contact facsimile number for the Fund is: (011) 403-1949

7. The e-mail address of the Head of the Fund is: Alan.]ohnsten@samro.ofg.za

B. SOUTH AFRICAN HUMAN RIGHTS COMMISSION GUIDE |

In terms of section 10 of the Act, the Human Rights Commission is tequited to compile,
in each official language, a guide to the act to assist people to exercise their rights under
the act. This guide will probably become available in August 2003. The Human Rights .
Commission may be contacted at:

Address: Private Bag 2700 Houghton 2041,
Telephone: (011) 484 8300 '
Facsimile: (011) 484 0582

Website: http://www.sahrc.org.za.

C: FUND RECORDS AVAILABLE IN TERMS OF THE PENSION FUNDS
ACT 24 of 1956

(@) The following records of the Fund are available on demand by a member of the
Fund: '

(@ the registered rules of the F und (including amendments);
(i) the last revenue account and the last balance sheet prepared in terms of
section 15(1) of the Pension Funds Act, 1956.

The fee for such access, as set out in the rules of the Fund, shall be as gazetted
from time to time.
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The following records are available for mspectton at the registered address of the
Fund (see A3 above) at no charge:

@ the documents referred to in C(a) above;

(i) the last report (if any) by a valuator prepared in  terms of section 16 of the
Pension Funds Act, 1956;

@)  the last statement (if any) and report thereon prepared in terms of section
17 of the Pension Funds Act, 1956;

(iv)  any scheme which is being carried out by the Fund in accordance w1th the
provisions of section 18 of the Pension Funds Act, 1956.

Note — in terms of section 22 of the Pension Funds Act, any person (upon
payment of prescribed fees) may inspect at the office of the Registrar of Pension
Funds any record referred to in (z) and (b) above and make a copy thereof or take
extracts therefrom, or obtain from the Registrar of Pension Funds a copy thereof
or extract therefrom. The Registrar of Pension Funds may be contacted at:

Address: 446 Rigel Avenue Pretoria
Telephone:  (012) 428 8000

Facsimile: (012) 347 0221

Website: http:/ /www.fsb.co.za.

D. INFORMATION TO FACILITATE A REQUEST FOR ACCESS TO FUND

RECORDS

The request must be made to the petson specified in Al above and at the contact
details specified in A above.

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

Please note that the Fund is a separate legal entity from the employer(s) that
participate in the Fund as well as from the Fund’s administrators, audltors
consultants, actuaties and other advisors/service providers.

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 ot protect
and provide an explanation of why the requested record is required for the exercise
ot protection of that right. _

If a request is made on behalf of a peson, the requester must then submit proof of
the capacity in which the requester is rnakm.g the request to the satisfaction of the
head of the Fund:

The head of the Fund must notify the requester (other thatl a personal requester) by
notice, requiting the requester to pay the prescribed fee (if any) before further
processing the request. '

The head of the Fund will then make 2 decision whethet to grant the request or not
and notify the requestor in the requited form.

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
houts to search and prepare the record for disclosure.
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E. AVAILABILITY OF THE MANUAL |

The Fund’s manual is available for inspection free of charge at the registered address of
the Fund (see A3 above). Furthermore, 2 copy is available from the Human Rights
Commission (see contact details in B above).

F. DESCRIPTION OF RECORDS HELD BY THE FUND |

Claims (Eithﬂmh, Retirements, Deaths & Disabilities)

Claim Notification Formns

Calculations (whete available), or computerised statement of claim value
Tax Application (where applicable)

Tax Directive (where applicable)

IT 88 notifications

Tax Certificate (Duplicate - where applicable)

Client / broker payment instruction (whete applicable)
Section 37D deduction instruction (whete applicable)
Copy of any other court order against benefits

Payment letter

Copy of cheque (ot cheque/EFT payment reference)
Trustees’ Resolution - Disposal of benefit (deaths only)
Insurance received - statement by insurer (deaths only)
Copy of death certificate '

Statement by Employer (disability only)

Statement by Employee (disability only)

Acceptance / Declination Letter (disability only)

Member Data

New entrant data

Contribution records

Member Investment Choice investment option forms (whete applicable)
Installation & Acquisition data

Statement of member fund value

Additional benefit / surplus / demutualisation calculations

Member Investment Choice investment switch forms (whete apphcable)
Flexible benefit member option forms (whete applicable)

ion 14 Transfers / Liquidations

e Calculations

e Option forms (where applicable)

e Tax application forms (where applicable)

® Tax directives (where applicable)

Tax certificates (duplicate - where applicable)
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e Payment letter (liquidations only) -
e Copy of S14 application lodged (transferot fund)
® Copy of S14 (1) (e) certificate (transferee and transferor funds)

mgrgly § tood guarantee for the loan)

e Application form

o Contribution records

e Finalised / settled claims record / calculation

e Partial settlement as a result of default - claim forms and approval for this payment.

Funeral Benefit Claims

e Claim form
¢ Copy of death certificate
® Payment letter

Peﬁsioneg: .
Annuity/Traditional Funds

Special tax directives, including IT 88's, garnishees, etc.
Commutation of pensions - calculations

Pensioner increase notification

Certificates of existence

Study certificates

Death certificates

Annuity option forms

Trustee instruction regarding payments

Disability

Medical Reviews - correspondence (where applicable)
COCD ( certificate of continued dlsabﬂ.lty)

Escalatot notification

Payment/Benefit confirmation letter

EFT payment reference

Recovery Documentation

Lettet of Suspension/Reinstatement from underwriter

A ting recor

Cashbooks and reconciliations to bank
General Ledgers ’ '
Trial Balances

Annual financial statements
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Audit files with working papers

Bank statements of fund bank accounts
EFT files (ACB whilst still applied)
Deposit slips (whete applicable)

Miscellaneous

Copies of signed rules and amendments

Minute books

Trustees registers )

Original or copies of all policy documents relating to GLA, PHI, dread disease, stated
benefits, travel, funeral, fidelity, etc (obviously whete the fund has such a benefit)

Documentation relating to the review of insurances on an annual basis as well as the
quotations obtained from insurers to a rebroke exercise

® Agendas for all meetings to be held (if applicable secretatial setvices are performed)
¢ Investment manager mandates or policies of insurance depending on the nature of the

investment

e Copies of statements detailing the asset values for a fund
® Copies of communication sent to members of the funds in respect of specific events

e.g. Trustees' reports, Member level Investment Choice, changes to death benefit
structure, changes to fund structure etc

Copy of setvice agreement between fund and Administrator
Cotrespondence to the trustees in respect of fund matters
Correspondence to members/pensioners, where applicable

Fund statutory valuation repotts

Confirmation as to appointment of Principal Officer and Actuary of Fund
Copies of Pension Fund Adjudicator complaints lodged

Certain communication with SARS and FSB
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SOUTHERN SUN GROUP RETIREMENT FUND (“the Fund®)

MANUAL IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS
TO INFORMATION ACT 20 / 2000 (“the Act”)

The Southern Sun Group Retirement Fund is a pension fund as defined in the Pension
Funds Act 24 of 1956. Itis a private body as defined by the Act.

A. CONTACT DETAILS B}

1.  Head of the Fund: MrACO Dugm.bre
2. 'The Financial Services Board PF Number of the Fund is: 12/8/1 8710/1

3. The registered address of the Fund is: 7" floor, Twin Towers West, Sandton City,
Sandhurst

4. The postal address of the Fundis: As above
5. The contact telephone number for the Fund is: (011) 780-0125
6.  The contact facsimile number for the Fund is: (011) 780-0264

7. The e-mail address of the Head of the Fund is: Aland@southernsun.com

| B. SOUTH AFRICAN HUMAN RIGHTS COMMISSION GUIDE

In terms of section 10 of the Act, the Human Rights Commission is required to compile,
in each official language, a guide to the act to assist people to exercise their rights under
the act. This guide will probably become available in August 2003. The Human Rights
Commission may be contacted at: '

Address: . Private Bag 2700 Houghton 2041,

Telephone: ~ (011) 484 8300

Facsimile: (011) 484 0582

Website: http:/ /www.sahrc.org.za.

C: FUND RECORDS AVAILABLE IN TERMS OF THE PENSION FUNDS
ACT 24 0f 1956

(a) The following records of the Fund are available on demand by a ,g_l_embef of the
Fund:
@ the registered rules of the Fund (including amendments);
(i) the last tevenue account and the last balance sheet prepared in terms of

section 15(1) of the Pension Funds Act, 1956.

The fee for such access, as set out in the tules of the Fund, shall be as gazetted
from time to time. '
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'The following records are available for inspection at the reglstered address of the
Fund (see A3 above) at no charge

® the documents referred to in C(a) above;

(i) the last report (if any) by a valuator prepared in terms of section 16 of the
Pension Funds Act, 1956;

(i)  the last statement (if any) and report thereon prepared in terms of section
17 of the Pension Funds Act, 1956; _

(iv)  any scheme which is being catried out by the Fund in accordance with the
provisions of section 18 of the Pension Funds Act, 1956.

Note — in terms of section 22 of the Pension Funds Act, any person (upon

_ payment of prescribed fees) may inspect at the office of the Registrar of Pension

Funds any record referred to in (a) and (b) above and make a copy thereof ot take

extracts therefrom, or obtain from the Registrar of Pension Funds a copy thereof

or extract therefrom. The Registrar of Pension Funds may be contacted at:

Address: 446 Rigel Avenue Pretoria
Telephone:  (012) 428 8000

Facsimile: (012) 347 0221

Website: http:/ /www.fsb.co.za.

D.

INFORMATION TO FACILITATE A REQUEST FOR ACCESS TO FUND
RECORDS

The request must be made to the person specified in Al above and at the contact.

~ details specified in A above.

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

Please note that the Fund is a separate legal entity from the employer(s) that
participate in the Fund as well as from the Fund’s administrators, auditots,
consultants, actuaties and other advisors/setvice providets.

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 ot protect
and provide an explanation of why the requested record is requited for the exetcise
or protection of that right.

If a request 1s made on behalf of a petson 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 Fund. |

The head of the Fund must notify the requester (other than a petsonal tequestet) by
notice, requij:ing the requester to pay the prescribed fee (if any) before further -
processing the request.

The head of the Fund will then make a demsxoﬂ whether to grant the request or not
and notify the requestor in the requited form.

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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E. AVAILABILITY OF THE MANUAL |

The Fund’s manual is available for inspection free of charge at the registered address of
the Fund (see A3 above). Furthetmote, a copy is available from the Human Rights
Commission (see contact details in B above).

F. DESCRIPTION OF RECORDS HELD BY THE FUND |

ims (Withdrawals, Retirem ths & Disabilitie:

Claim Notification Forms \
Calculations (where available), or computerised statement of claim value
Tax Application (where applicable)

Tax Directive (where applicable)

IT 88 notifications '

Tax Certificate (Duplicate - where applicable)

Client / broker payment instruction (whete applicable)
Section 37D deduction instruction (where applicable)

Copy of any other court order against benefits

Payment letter

Copy of cheque (o cheque/EFT payment reference)
Trustees’ Resolution - Disposal of benefit (deaths only)
Insurance received - statement by insurer (deaths only)
Copy of death certificate

Statement by Employer (disability only)

Statement by Employee (disability only)

Acceptance / Declination Lettet (disability only)

Member Data

New entrant data

Conttibution recotds

Member Investment Choice investment option forms (where applicable)
Installation & Acquisition data '

Statement of member fund value .

Additional benefit / surplus / demutualisation calculations

Member Investment Choice investment switch forms (whete applicable)
Flexible benefit member option forms (whete applicable)

ion14'T fers iquidations

Calculations

Option forms (where applicable)

Tax application forms (where applicable)
Tax directives (where applicable)

Tax certificates (duplicate - where applicable)

o

23888—4
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Payment letter (liquidations only)
Copy of §14 application lodged (transferor fund)
e Copy of 514 (1) (e) certificate (transferee and transferor funds)

Application form
Conttibution records
Finalised / settled claims record / calculation

Partial settlement as a result of default - claim forms and approval for this payment.

: Funeral Benefit Claims

Claim form
Copy of death ccrtlﬁcate
Payment letter

Annuity/Traditional Fund

‘'@ ® ® ® ® @ o @

Special tax diectives, including IT 88's, garnishees, etc.

Commutation of pensions - calculations
Pensioner inctease notification
Certificates of existence

Study certificates

Death certificates

Annuity option forms

Trustee instruction regarding payments

Disabili

Medical Reviews - correspondence (where applicable)
COCD ( certificate of continued disability )

Escalator notification

Payment/Benefit confitmation letter

EFT payment reference

Recovery Documentation

Letter of Suspension/Reinstatement from underwriter

Accounting recotds

Cashbooks and reconciliations to bank
General Ledgers

Trial Balances

Annual financial statements

23888—5
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Audit files with working papers

Bank statements of fund bank accounts
EFT files (ACB whilst still applied)
Deposit slips (where applicable)

Mis

Copies of signed rules and amendments
Minute books
Trustees registers

- Original or copies of all policy documents telating to GLA, PHI, dread disease, stated

benefits, travel, funeral, fidelity, etc (obviously whete the fund has such a benefit)

Documentation relating to the review of insurances on an annual basis as well as the
quotations obtained from insurers to a rebroke exercise

* Agendas for all meetings to be held (if applicable secretarial services are performed)
¢ Investment manager mandates ot policies of insurance depending on the nature of the

investment

e Copies of statements detailing the asset values for a fund
e Copies of communication sent to members of the funds in respect of specific events

e © & ®» o @ o

e.g. Trustees' teports, Member level Investment Choice, changes to death benefit
structure, changes to fund structure etc .

Copy of setvice agreement between fund and Administrator

Cortespondence to the trustees in respect of fund matters

Correspondence to members/pensioners, where applicable

Fund statutory valuation reports -

Confirmation as to appointment of Principal Officer and Actuary of Fund
Copies of Pension Fund Adjudicator complaints lodged '

Certain communication with SARS and FSB
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- ALLIANZ PENSION FUND (“the Fund”)

MANUAL IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS
TO INFORMATION ACT 20/2000 (“the Act”)

The Allianz Pension Fund is a pension fund as defined in the Pension Funds Act24 of
1956. Itisa pnvate body as defined by the Act.

A. CONTACT. DETAILS

1 Hgad of the Fund: Mr Ian C.. B;in

2. The Financial Services Board PF Number of the Fund is: 12/8/18995/1

3.. The registered address of the Fund: 1 Merchant Place, 1 Fredman Dtive, Sandton
4. The postal address of the Fundis: P O Box_787240, Sandton, 2146

5. The contact telephone number for the Fund is: (011) 329-1844

6.  The contact facsimile number for the Fund is: (011) 329-1887

© 7. The e-mail address of the Head of the Fund is: baini@allianz.co.za

B. SOUTH AFRICAN HUMAN RIGHTS COMMISSION GUIDE l

In terms of section 10 of the Act, the Human Rights Commission is required to compile,
in each official language, a guide to the act to assist people to exercise their rights under
the act. This guide will probably become available in August 2003. The Human Rights
Commission may be contacted at:

Add:ess: Pzivatc Bag 2700 Houghton 2041,
Telephone: (011) 484 8300

Facsimile: ~ (011) 484 0582

Website: http:/ /www.sahrc.org.za.

C FUNI) RECORDS AVAILABLE IN TERMS OF THE PENSION FUNDS
ACT 24 of 1956

(2 The following records of the Fund are available on demand by 4 member of the
Fund: ¢
un

(6] the registered rules of the Fund (including amendments);
(i) the last revenue account and the last balance sheet prepared in terms of
section 15(1) of the Pension Funds Act, 1956.

The fees for such access shall be the fees in te:ms of the rules of the fund and the
fees as gazetted from time to time.
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(b)

©

The following records are available for inspection at the registered address of the
Fund (see A3 above) at no charge:

M the documents referred to in C(a) above;

(i) - the last repott: (if any) by a- valuator prepared in terms of section. 16 of f.he
Pension Funds Act, 1956; ;

(i)  the last statement (if any) and report thereon prepared in terms of section
17 of the Pension Funds Act, 1956; .

(iv)  any scheme which is being carried out by the Fund in accordance with the
provisions of section 18 of the Pension Funds Act, 1956.

Note — in terms of section 22 of the Pension Funds Act, any person (upon
payment of prescribed fees) may inspect at the office of the Registrar. of Pension
Funds any record referred to in (2) and (b) above and make a copy thereof or take
extracts therefrom, or obtain from the Registrar. of Pension Funds a copy thereof
ot extract therefrom. The Reglsr_rar of Pen510n Funds rnay be contacted at:

Address: 446 ngel Avenue Pretorla
Telephone:  (012) 428 8000 s
Facsimile: (012) 347 0221

Website: . http://www.fsb.co.za.

D.

INFORMATION TO FACILITATE A REQUEST FOR ACCESS TO FUND
RECORDS

The request must be made to the person specrﬁed in AI above and at t.he contact
details specified in A above. ; : iR
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..

Please note that the Fund is a separate legal entity from the employer(s) that
patticipate in the Fund as well as from the Fund’s adxmmsrrators audxtors
consultants, actuaries and other advisors/service pronders

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 ot protect

and provide an explanation of why’ the requested record is required for the exercise
ot protection of that right.

If a request is made on behalf of a person, the requester must then subrmt proof of
the capacity in which the requester is making the request to the sausfacuon of the
head of the Fund.

The head of the Fund must notify the requestet (othet than a personal requester) by
notice, requmng the requester to pay the prescribed fee (1f any) before further
ptocessing the request.

The head of the Fund will then make a decision whether to grant the request or not
and notify the requestor in the required form.

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 prescnbcd
hours to search and prepare the record for disclosure.
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r E. AVAILABILITY OF THE MANUAL | |

The Fund’s manual is available for inspection free of charge at the registered address of
the Fund (see A3 above). Furthermore, a copy is available from the Human Rights
Commission (see contact details in B above).

L ~ F. DESCRIPTION OF RECORDS HELD BY THE FUND . ' |

Claim Notification Forms

Calculations (where available), or computerised statement of claim value
Tax Application (where applicable)

Tax Directive (where applicable)

IT 88 notifications B

Tax Certificate (Duplicate - where applicable)

Client / broker payment instruction (where applicable)
Section 37D deduction instruction (where applicable)
Copy of any other court order against benefits

Payment letter

Copy of cheque (or cheque/EFT payment refes:ence)
Trustees’ Resolution - Disposal of benefit (deaths only) .
Insurance received - statement by insurer (deaths only)
Copy of death certificate

Statement by Employer (disability only)

Statement by Employee (disability only)

Acceptance / Declination Letter (disability only)

e & ® & ° ¢ o

Member Data

New entrant data

Contribution records

Member Investment Choice investment option forms (where apphcable)
Installation & Acquisition data

Statement of member fund value

Additional benefit calculations _ .
Member Investment Choice investment switch forms (where applicable)
Flexible benefit member option forms (where applicable)

ction14 T fers / Li

Calculations

Option forms (where applicable) _

Tax application forms (where applicable)

Tax directives (where applicable)

Tax certificates (duplicate - where applicable) -
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e Payment letter (liquidations only)
e Copy of 514 application lodged (transferor fund)
& Copy of S14 (1) (e) certificate (transferee and transferor funds)

Funeral Benefit Claims

¢ Claim form
¢ Copy of death certificate
e Payment letter

Pensioners:

Special tax directives, including IT 88's, gatnishees, etc.
Commutation of pensions - calculations

Annuity option forms

Trustee instruction regarding payments

Disabili

Medical Reviews - correspondence (where applicable)
COCD ( certificate of continued disability )

Escalator notification '
Payment/Benefit confirmation letter

EFT payment reference

Recovery Documentation

Letter of Suspension/Reinstatement from underwritet

Accounting records

Cashbooks and reconciliations to bank
General Ledgers

Trial Balances

Annual financial statements

Audit files with working papers

Bank statements of fund bank accounts
EFT files (ACB whilst stll applied)
Deposit slips (where applicable)

Miscellaneous

Copies of signed rules and amendments

Minute books

Trustees registets

Original or copies of all policy documents relating to GLA, PHI, dread disease, stated
benefits, travel, funeral, fidelity, etc (obviously whete the fund has such a benefit)

¢ Documentation relating to the review of insurances on an annual basis as well as the
quotatons obtained from insurers to a rebroke exercise-
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® Agendas for all meetings to be held (if applicable sectetarial services ate performed)
¢ Investment manager mandates ot policies of insurance depending on the nature of the

investment

* Copies of statements detailing the asset values for a fund
* Copies of communication sent to members of the funds in respect of specific events

® & & o o & @ 0

e.g. Trustees' reports, Member level Investment Choice, changes to death benefit
structure, changes to fund structure etc

Copy of service agreement between fund and Administrator
Correspondence to the trustees in respect of fund matters
Correspondence to members/pensioners, where appllcab]e

Fund statutory valuation reports :

Confirmation as to appointment of Principal Officer and Actuary of Fund
Copies of Pension Fund Adjudicator complaints lodged

Certain communication with SARS and FSB

Copy of investment strategy
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~ ALLIANZ RETIREMENT FUND (“the Fund”)

MANUAL IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS
TO INFORMATION ACT 20/2000 (“the Act”)

The Allianz Retirement Fund is 2 pension fund as defined in the Pension Funds Act 24
of 1956. Itis a private body as defined by the Act.

| A. CONTACT DETAILS | | i

1. Head of the Fund: Mr Ian C. Bain
2. The Financial Services Board PF Number of the Fund is: 12/8/34751/1
3. The registered address of the Fund: 1 Merchant Place, 1 Fredman D'.;ive, Sandton
4.  The postal address of the Fund is: P O Box 787240, Sandton, 2146 |
5. The contact telephone number for the Fund is: (011) 329-1844
6.  The contact facsimile number for the Fund is: (011) 329-1887

7.  The e-mail address of the Head of the Fund is: baini@allianz.co.za

L B. SOUTH AFRICAN HUMAN RIGHTS COMMISSION GUIDE

In terms of section 10 of the Act, the Human Rights Commission is required to compile,
in each official language, 2 guide to the act to assist people to exercise their rights under

the act. This guide will probably become available in August 2003. The Human Rights
Commission may be contacted at:

Address: Private Bag 2700 Houghton 2041,
Telephone: (011) 484 8300

Facsimile: (011) 484 0582

Website: http:/ /www.sahrc.org.za.

C: FUND RECORDS AVAILABLE IN TERMS OF THE PENSION FUNDS
ACT 24 of 1956

(a) The following records of the Fund are available on demand by a member of the

Fund:
) the registeted rules of the Fund (including amendments);
(i) the last revenue account and the last balance sheet prepared in terms of

section 15(1) of the Pension Funds Act, 1956.

The fees for such access shall be the fees in terms of the rules of the fund and the
fees as gazetted from time to time.
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®)

The following records are available for inspection at the teg1$tetcd address of the
Fund (see A3 above) at no charge:

() the documents referred to in C(a) above; |
@)  the last report (if any) by a valuator prepared in terms of section 16 of the
: Pension Funds Act, 1956;
(@)  the last statement (if any) and report thereon prepared in terms of section
17 of the Pension Funds Act, 1956;
(iv)  any scheme which is being carried out by the Fund in accordance with the
provisions of section 18 of the Pension Funds Act, 1956.

Note — in terms of section 22 of the Pension Funds Act, any person (upon

©
payment of prescribed fees) may inspect at the office of the Registrar of Pension
Funds any record referred to in (a) and (b) above and make a copy thereof or take
extracts therefrom, or obtain from the Registrar of Pension Funds a copy, thereof
or extract therefrom. The Registrar of Pension Funds may be contacted at:
Address: 446 Rigel Avenue Pretoria
Telephone:  (012) 428 8000
Facsimile: (012) 347 0221
Website: http:/ /www.fsb.co.za.

D. INFORMATION TO FACILITATE A REQUEST FOR ACCESS TO FUND

RECORDS

The request must be made to the person specified in A1 above and at the contact
details specified in A above.

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.

Please note that the Fund is a separate legal entity from the employer(s) that
participate in the Fund as well as from the Fund’s administrators, auditors,
consultants, actuaries and other advisors/service providers.

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 ptowndc 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
head of the Fund.

The head of the Fund must notify the requester (other than a personal requester) by
notice, requiring the requestet to pay the prescribed fee (if any) before further
processing the request.

The head of the Fund will then make a dec151on whether to grant the request or not
and notify the requestor in the required form.

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.



138 No. 23888 GOVERNMENT GAZETTE, 4 OCTOBER 2002

L ' E. AVAILABILITY OF THE MANUAL

The Fund’s manual is available for inspection free of charge at the registered address of
the Fund (see A3 above). Furthermore, a copy is available from the Human Rights
Commission (see contact details in B above).

I F. DESCRIPTION OF RECORDS HELD BY THE FUND

Claims (Withdrawals, Retitements, Deaths & Disabilities)

Claim Notification Forms

Calculations (where available), or computerised statement of claim value
Tax Application (where applicable)

Tax Directive (where applicable)

IT 88 notifications

Tax Certificate (Duplicate - where applicable)

Client / broker payment instruction (where applicable)
Section 37D deduction instruction (where applicable)
Copy of any other court order against benefits

Payment letter

Copy of cheque (or cheque/EFT payment reference)
Trustees’ Resolution - Disposal of benefit (deaths only)
Insurance received - statement by insurer (deaths only)
Copy of death certificate

Statement by Employer (disability only)

Statement by Employee (disability only)

Acceptance / Dcc].matlon Letter (d:sablhty only)

Member Data

New entrant data

Contribution records

Member Investment Choice investment optlon forms (where apphcable)
Installation & Acquisition data-

Statement of member fund value

Additional benefit calculations

Member Investment Choice investment switch forms (where apphcable)
Flexible benefit member option forms (where applicable)

® @ & @ o @ o @

Section 14 Transfe iquidatio

Calculations

Option forms (where applicable)

Tax application forms (where applicable) -
Tax directives (where applicable) :
Tax certificates (duplicate - where applicable)
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@ Payment letter (hqmdanons only) _
e Copy of S14 application lodged (transferor fund)
* Copy of 514 (1) (e) certificate (transferee and transferor funds)

Funeral Benefit Claims

o Claim form |
¢ Copy of death certificate
® Payment letter

Pensioners:

Special tax directives, including IT 88's, garnishees, etc.
Commutation of pensions - calculations

Annuity option forms

Trustee instruction tegarding payments

D"' i ! l!o

Medical Reviews - cortespondence (where applicable)
COCD ( certificate of continued disability )

Escalator notification

Payment/Benefit confirmation letter

EFT payment reéference

Recovery Documentation

Letter of Suspension/Reinstatement from underwriter

Accounting records

Cashbooks and reconciliations to bank
General Ledgers

Trial Balances

Annual financial statements

Audit files with working papers

Bank statements of fund bank accounts
EFT files (ACB whilst still applied)
‘Deposit slips (where applicable)

Miscellaneous

e & & o o o

Copies of signed rules and amendments

Minute books

Trustees registers

Original or copies of all policy documents relating to GLA, PHI, dread disease, stated
benefits, travel, funeral, fidelity, etc (obviously where the fund has such a benefit)

® Documentation relating to the review of insurances on an annual basis as well as the
quotations obtained from insurers to a rebroke exercise
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e Agendas for all meetings to be held (if applicable secretarial services are performed)
® [nvestment manager mandates or pohcles of insurance depending on the nature of the

investment

e Copies of statements detailing t.he asset values for a fund _ _
¢ Copies of communication sent to members of the funds-in respect of specific events

e.g. Trustees' reports, Member level Investment Choice, changes to death beneﬁt
structure, changes to fund structure etc :

Copy of setvice agreement between fund and Administrator -

Correspondence to the trustees in respect of fund matters

Correspondence to members/pensioners, whete applicable

Fund statutory valuation reports

Confirmation as to appointment of Principal Officer and Actuary of Fund
Copies of Pension Fund Adjudicator complaints lodged

Certain communication with SARS and FSB '

Copy of investment strategy
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BENTAB GROUP PENSION PLAN
(“the Fund”)

-MANUAL IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS

TO INFORMATION ACT 20/2000 (“the Act)

The Bentab Gtoup Pension Plan is a pension fund as defined in the Pension Funds Act
24 of 1956. Itis a private body as defined by the Act. -

A. CONTACT DETAILS . |

1. Head of the Fund: Ms Avnl Fra.nkenfeld

2. The Fmancmal Scmces Board PF Number of the Fund is: 12/ 8/ 32274,’ 1

3. 'Ihe reglsﬁered address of the Fund is: c/ o Alexande.t Ferbes Financial Setvices
Alexander Forbes Place
-61 Katherine Street -
~ Sandown :
2196

4. ‘The postal addzess of the Fund is: PO Box 787240

Sandown

2146 -
5. The contact telephone number for the Fund is: (01 1) 884 7111
6. The contact facsumle aumber for the Fund is: (011) 884 7110

T | The e- mall address of the Head of the Fund is: gvnl@bag.cg.za

l :

B. SOUTH AFRICAN HUMAN RIGHTS COMMISSION GUIDE - |

In terms of section 10 of the Act, the Human Rights Comm:ssmn is- requu'ed to complle
in each official language; a guide to the act to assist people to exercise their rights under
the act. This guide will probably become available in August 2003. The Human Rights
Com:mssmn may be contacted at: g o

Address: Private Bag 2700 Houghton 2041, -
Telephone:  (011) 484 8300

Facsimile: (011) 484 0582

Website: ~ http://www. sahrc .0tg.2a.

C: FUND RECORDS AVAILABLE IN TERMS OF THE PENSION FUNDS
ACT 24 of 1956 '

(a) The follovmg records of the Fund are available on demand by a mgm,b_ of the
Fund:

) the registered rules of the Fund (including amendments);
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(b)

©

(i) the last revenue account and the last balance sheet prepared in terms of
section 15(1) of the Pension Funds Act, 1956.

The fee for such access, as set out in the rules of the Fund, wﬂl be determined by
the trustees from time to time.

-'The following tecords ate available for mspecuon at the regm;ered address of the
Fund (see A3 above) at no charge: _ ;

(@ the documents referred to in C(a) above;
(i) the last report (if any) by a valuator ptepated in terms ‘of section 16 of the
Pension Funds Act, 1956;
(i)  the last statement (if any) and report r_heteou ptepared in terms of section -
17 of the Pension Funds Act, 1956; -
(iv)  any scheme which is being carried out by the Fund in accordance with the
- provisions of section 18 of the Pension Funds Act, 1956

Note — in terms of section 22 of the Pension Funds Ac_t, any person (upon
payment of prescribed fees) may inspect at the office of the Registrar of Pension
Funds any tecord referred to in (a) and (b) above and make a copy thereof or take
 extracts therefrom, or obtain from the Registrar of Pension Funds a copy thereof
ot extract therefrom. The Registrar of Pension Funds may be contacted at: '

Address: 446 Rigel Avenue Pretoria .,
Telephone:  (012) 428 8000 ol
Facsimile: (012) 347 0221

Website: http:/ /www.fsb.co.za.

D. INFORMATION TO FACILITATE A REQUEST FOR ACCESS TO FUND

RECORDS -

The request must be made to the person specnﬁed in Al above and at the contact
details specified in A above. : =

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.

Please note that the Fund is a separate legal entity from ‘the employer(s) that
patticipate in the Fund as well as from the Fund’s administrators, auditors,
consultants, actuaries and other advisots/setvice providers.

The requester must provide sufficient detail on the request form to enable the head
of the ptivate 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 r she is seekmg to exercise ot protect

and prowde an explanation of why the requested record is requxred for the exercise
or protection of that right.

If a request is made on behalf of 2 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 Fund.
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* The head of the Fund must notify the requestet (other than a personal requestet) by
notice, requiring the requester to pay the prescribed fee (if any) before further
processing the request.

® The head of the Fund will then make a decision whether to grant the tequest ot not
and notify the requestor in the required form.

e If the request is granted, then a further access fee must be pald for the search,
reproducuon and preparation, and for any time that has exceeded the prescribed
hours to search and prepare the record for disclosute. :

[ E. AVAILABILITY OF THE MANUAL . ]

The Fund’s manual is available for i inspection free of charge at the registered address.of
the Fund (see A3 above). Furthermore, a copy is available from the Human Rights
Commission (see contact details in B above).

B F. DESCRIPTION OF RECORDS HELD BY THE FUND |

I" il WA

Claim Notification Forms

Calculations (where available), or computerised statement of clar.m value
Tax Application (whete applicable)

Tax Directive (where applicable)

I'T 88 notifications _

Tax Certificate (Duplicate - where applicable)

Client / broker payment instruction (where applicable)
Section 37D deduction instruction (where applicable)
Copy of any other court order against benefits

Payment letter

Copy of cheque (or cheque/EFT payment reference)

. . Trustees’ Resolution - Disposal of benefit (deaths only)
Insurance received - statement by insurer (deaths only)
Copy of death certificate

Statement by Employer (disability only)

Statement by Employee (disability only)

- Acceptance / Declination Letter (disability only)

’_.....__-...'.........

ata

=

New entrant data

Contribution records

Member Investment Choice investment option forms (where apphcable)
Installation & Acquisition data :

Statement of member fund value

Additional benefit / surplus / demutualisation calculations

Membert Investment Choice investment switch forms (where applicable)
Flexible benefit member option forms (whete applicable)



-
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s Calsalatione

e Option forms (where applicable)

e Tax application forms (where applicable)

® Tax directives (where applicable)

o Tax certificates (duplicate - where applicable)

o DPayment letter (liquidations only)

e Copy of S14 application lodged (transferor fund)

e Copy of S14 (1) (e) certificate (transferee and transferor funds)

e Application form

¢ Contribution recotds

e Finalised / settled claims recotd / calculation

o Partial settlement as a result of default - claim forms and approval for this payment.

Accounting records

Cashbooks and reconciliations to bank
General Ledgers

Trial Balances

Annual financial statements

Audit files with working papers
Bank statements of fund bank accounts
EFT files (ACB whilst still applied)
Deposit slips (where applicable)

Miscellaneous

Copies of signed rules and amendments
Minute books
Trustees registers

Otiginal or copies of all policy documents relaung to GLA, PHI, dread disease, stated
benefits, travel, funeral, fidelity, etc (obviously whete the fund has such 2 benefit)

e Documentation relating to the review of insurances on an annual basis as well as the
quotations obtained from insurers to a rebroke exercise

o Agendas for all meetings to be held (if applicable secretarial services are petformed)

e Investment manager mandates ot policies of insurance dependmg on the nature of the
investment :

e Copies of statements detailing the asset values for a fund
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Copies of communication sent to members of the funds in respect of specific events
e.g. Trustees' reports, Member level Investment Choice, changes to death benefit
structure, changes to fund structure etc

Copy of service agreement between fund and Administrator

Correspondence to the trustees in respect of fund matters

Cotrespondence to members/pensioners, where applicable

Fund statutory valuation reports

Confirmation as to appointment of Principal Officer and Actuaty of Fund

Copies of Pension Fund Adjudicator complaints lodged

Certain communication with SARS and FSB
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BENTAB GROUP PROVIDENT PLAN
~ (“the Fund”) '

MANUAL IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS
TO INFORMATION ACT 20/2000 (“the Act”)

The Bentab Group Provident Plan is a pension fund as defined in the Pension Funds Act
24 of 1956. It is a private body as defined by the Act. _

A. CONTACT DETAILS

1. Head of the Fund: Ms Awvzil Frankenfeld
2. The Financial Services Board PF Number of the Fund is: 12/8/32272/1
3. The registeted address of the Fund is: ¢/o Alexander Forbes Financial Services
Alexander Forbes Place
61 Katherine Street
Sandown
2196
4.  The postal address of the Fund is: PO Box 787240
Sandown
2146
5. The contact telephone number for the Fund is: (011) 884 7111
6.  The contact fa¢simile number for the Fund is: (011) 884 7110

7. The e-mail address of the Head of the Fund is: avtil@bap.co.za

B. SOUTH AFRICAN HUMAN RIGHTS COMMISSION GUIDE

In terms of section 10 of the Act, the Human Rights Commission is required to compile,
in each official language, a guide to the act to assist peopic to exercise their rights under
the act. This guide will probably become available in August 2003. The Human Rights
Commission may be contacted at:

Address: Private Bag 2700 Houghton 2041,
Telephone: (011) 484 8300 )
Facsimile: (011) 484 0582

Website: http:// www.sahrc.otg.za.

C: FUND RECORDS AVAILABLE IN TERMS OF THE PENSION FUNDS
ACT 24 of 1956

(2) The following records of the Fund are available on demand by 2 member of the
Fund: :

@ the registered rules of the Fund (including amendments);
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®)

(id) the last revenue account and the last balance sheet prepared in terms of
section 15(1) of the Pension Funds Act, 1956.

The fee for such access, as set out in the rules of the Funﬂ, will be determined by
the trustees from time to time.

The following records are available for inspection at the Irégistered address of the
Fund (see A3 above) at no charge:

@) the documents referred to in C(a) above; :
(i) the last report (if any) by a valuator prepared in terms of section 16 of the
Pension Funds Act, 1956;

(i)  the last statement (if any) and report thereon prepared in terms of section
17 of the Pension Funds Act, 1956;

(iv).  any scheme which is being carried out by the Fund in accordance with the
provisions of section 18 of the Pension Funds Act, 1956.

Note — in terms of section 22 of the Pension Funds Act, any petson (upon
payment of prescribed fees) may inspect at the office of the Registrar of Pension
Funds any record referred to in (a) and (b) above and make a copy thereof or take
extracts therefrom, or obtain from the Registrar of Pension Funds a copy thereof
or extract therefrom. The Registrar of Pension Funds may be contacted at:

Address: 446 Rigel Avenue Pretoria
Telephone: ~ (012) 428 8000

Facsimile: (012) 347 0221

Website: http:/ /www.fsb.co.za.

D. INFORMATION TO FACILITATE A REQUEST FOR ACCESS TO FUND

RECORDS

The request must be made to the person specified in A1 above and at the contact
details specified in A above. _

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

Please note that the Fund is a separate legal entity from the employer(s) that
participate in the Fund as well as from the Fund’s administratots, auditors,
consultants, actuaries and other advisors/service providers. '

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

The requester must identify the right that he ot she is seeking to exercise or protect
and prowde an explanation of why the requested record is required for the exercise
ot 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
head of the Fund.
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e The head of the Fund must notify the tequester (other than a personal requester) by
notice, requiting the requester to pay the prescribed fee (if any) before further
processing the request.

e The head of the Fund will then make a decision whether to grant the request or not
and notify the requestor in the required form.

o 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
houts to search and ptepate the record for disclosure.

E. AVAILABILITY OF THE MANUAL

The Fund’s manual is available for inspection free of charge at the registered address of
the Fund (see A3 above). Furthermore, a copy is available from the Human R.tghts
- Commission (see contact details in B above).

F. DESCRIPTION OF RECORDS HELD BY THE FUND

Claim Notification Forms

Calculations (whete available), or computerised statement of claim value
Tax Application (where applicable)

Tax Ditective (whete applicable)

IT 88 notifications

Tax Certificate (Duplicate - where applicable)

Client / broker payment instruction (where applicable)
Section 37D deduction instruction (where applicable)
Copy of any other coutt order against benefits

Payment letter -

Copy of cheque (or cheque/EFT payment reference)
Trustees’ Resolution - Disposal of benefit (deaths only)
Insurance received - statement by insurer (deaths only)
Copy of death certificate

Statement by Employer (disability only)

Statement by Employee (disability only)

Acceptance / Declination Letter (disability only)

® @& & & @& & o ° & & o o & o ¢ 9 @

Member Data

New entrant data

Contribution records

‘Member Investment Choice investment option forms (where applicable)
Installation & Acquisition data

Statement of member fund value

Additional benefit / sutplus / demutualisation calculations

Member Investment Choice investment switch forms (where applicable)
Flexible benefit member option forms (where applicable)

® ¢ ® & ¢ ¢ & @
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Section 14 Transfers / Liquidations

Calculations

Option forms (whete applicable)

Tax application forms (where applicable)

Tax directives (where applicable)

Tax certificates (duplicate - where applicable)

Payment letter (liquidations only)

Copy of S14 application lodged (transferor fund)

Copy of $14 (1) () certificate (transferee and transferor funds)

e & & & & & & »

Housing

Application form

Conttibution records

Finalised / settled claims record / calculation

Partial settlement as a result of default - claim forms and approval for this payment.

ccounting

Cashbooks and reconciliations to bank
General Ledgers '

Trial Balances i

Annual financial statements

Audit files with working papers

Bank statements of fund bank accounts
EFT files (ACB whilst still applied)
Deposit slips (where applicable)

Miscellaneous

® @ & ® °o © o o

Copies of signed rules and amendments

Minute books

Trustees registers o _

Original or copies of all policy documents relating to GLA, PHI, dread disease, stated
benefits, travel, funeral, fidelity, etc (obviously where the fund has such a benefit)

® Documentation relating to the review of insurances on an annual basis as well as the
quotations obtained from insurers to a rebroke exercise

® Agendas for all meetings to be held (if applicable secretarial services are performed)

e, Investment manager mandates or policies of insurance depending on the nature of the
investment '

e Copies of statements detailing the asset values for a fund
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® Copies of communication sent to members of the funds in respect of specific events
e.g. Trustees' reports, Member level Investment Choice, changes to death benefit
structure, changes to fund structure etc

Copy of service agreement between fund and Administrator

Correspondence to the trustees in respect of fund matters -

Cotrespondence to members/pensioners, where applicable

Fund statutory valuation reports

Confirmation as to appointment of Principal Officer and Actuary of Fund

Copies of Pension Fund Adjudicator complaints lodged

Certain communication with SARS and FSB

® e s 0o o o o
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BMW PENSION FUND (“the Fund”)

MANUAL IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS
- 'TO INFORMATION ACT 20/2000 (“the Act”)

The BMW Pension Fund is a pension fund as defined in the Pension Funds Act 24 of
1956. It is a ptivate body as defined by the Act. .

A. CONTACT DETAILS

1. Head of the Fund: Ms Sonnika Greyling

2. The Financial Setvices Board PF Number of the Fund is: 12/8/10482/1

3. The regxstered address of the Fund i is: c/o Alexander Fotbes Financial Services
Alexander Forbes Place -
61 Katherine Street
Sandown
2196

4,  'The postal address of the Fund is: PO Box 787240

Sandown
2146

5. The contact telephone number for the Fund is: (012) 522 2430
6.  The contact facsimile number for the Fund is: (012) 522 2209

7 The e-mail 'address of ﬁhc Head of the Fund is: sonnika.greyling@bmw.co.za

B. SOUTH AFRICAN HUMAN RIGHTS COMMISSION GUIDE |

In terms of section 10 of the Act, the Human Rights Commission is tequired to compile,
‘in each official language, a guide to the act to assist people to exercise their rights under
the act. This guide will probably become available in August 2003. The Human Rights

Commission may be contacted at:

Address: ~ Private Bag 2700 Houghton 2041,
Telephone: =~ - (011) 484 8300

Facsimile: (011) 484 0582

Website: hittp:/ /www. sahtc org.za.

C: FUND RECORDS AVAILABLE IN TERMS OF THE PENSION FUNDS

ACT 24 of 1956

(2) “The following records of the Fund are available on demand by 2 member of the
Fund:

) the registered rules of the Fund (including amendments);
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(®)

(ii) the last revenue account and the last balance sheet prepared in terms of
section 15(1) of the Pension Funds Act, 1956.

The fee for such access, as set out m the rules of the Fund, will be determined by

the Trustees from time to time. .

The following records are available for inspection at the registered add.tess of the
Fund (see A3 above) at no chatge:

® the documents referred to in C(a) above;

(i) the last report (if any) by a valuator prepated in terms of section 16 of the
Pension Funds Act, 1956;

(i)  the last statement (if any) and report thereon prepared in terms of section
17 of the Pension Funds Act, 1956;

(iv)  any scheme which is being cartied out by the Fund in accordance with the
provisions of section 18 of the Pension Funds Act, 1956.

Note — in terms of section 22 of the Pension Funds Act, any person (upon
payment of prescribed fees) may inspect at the office of the Registrar of Pension
Funds any record teferred to in (a) and (b) above and make a copy thereof or take
extracts therefrom, or obtain from the Registrar of Pension Funds a copy thereof
or extract therefrom. The Registrar of Pension Funds may be contacted at:

Address: 446 Rigel Avenue Pretoria
Telephone:  (012) 428 8000

Facsimile: ~ (012) 347 0221

Website: ~ http://www.fsb.co.za.

D. INFORMATION TO FACILITATE A REQUEST FOR ACCESS TO FUND

RECORDS

The request must be made to the person specified in Al above and at the contact
details specified in A above.

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

Please note that the Fund is a separate legal entity from the employer(s) that
participate in the Fund as well as from the Fund’s administrators, auditors,
consultants, actuaries and other advisots/setvice providers.

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 requ&eter should
also indicate what form of access is required.

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

If a request is made on behalf of a persor, the requester must then subtmt proof of
the capacity in which the requestet is making the request to the satisfaction of the
head of the Fund.
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e The head of the Fund must notify the requester (other than a personal requester) by
notice, requiring the requestetr to pay the prescribed fee (if any) before further
processing the request.

e The head of the Fund will then make a decision whether to grant the request or not
and notify the requestor in the required form.

o If the tequest is granted, then a further access fee must be paid for the search,
reproduction and preparation, and for any time that has exceeded the prescnbed
hours to search and prepare the record for disclosure.

E. AVAILABILITY OF THE MANUAL - |

The Fund’s manual is available for inspection free of charge at the registered address of
“the Fund (see A3 above). Furthermore, a copy is available from the Human Rights
Commission (see contact details in B above).

F. DESCRIPTION OF RECORDS HELD BY THE FUND |

im ithdr, Retirements, De Disabilities

Claim Notification Forms

Calculations (where available), or computetised statement of claim value
Tax Application (where applicable)

Tax Directive (where applicable)

IT 88 notifications

'_l"a:;: Certificate (Duplicate - where applicable)

Client / broker payment instruction (where applicable)
Section 37D deduction instruction (whete applicable)
Copy of any other court order against benefits

Payment letter

Copy of cheque (ot cheque/ EFT payment reference)
Trustees’ Resolution - Disposal of benefit (deaths only)
Insurance received - statement by insurer (deaths only) -
Copy of death certificate

Statement by Employer (disability only)

Statement by Employee (disability only)

Acceptance / Declination Letter (disability only)

Member Data

New entrant data

Contribution recotds

Member Investment Choice investment option forms (where applicable)
Installation & Acquisition data

Statement of member fund value

Additional benefit / surplus / demutualisation calculations

Member Investment Choice investment switch forms (where applicable)
Flexible benefit member option forms (where applicable)

e © & ¢ @& @ @ o
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tion 14 Transfers / Li

Calculations

Option forms (where applicable)
Tax application forms (where applicable)
Tax directives (whete applicable)

Tax certificates (duplicate - where applicable)

Payment letter (liquidations only)

Copy of S14 application lodged (transferor fund) -
Copy of S14 (1) (e) certificate (transferee and transferor funds)

Application form
Contribution records

Finalised / settled claims record / calculation
Partial settlement as a result of default - claim forms and apptoval for this payment.

Eensnoners.

Annuity/Traditi F

Special tax ditectives, including IT 88's, garnishees, etc.

Commutation of pensions - calculations
Pensioner inctease notification
Cettificates of existence

Study certificates

Death cettificates

Annuity option forms

Trustee instruction rega.rdmg payments

Accounting records

® & @ & ® o e o

Cashbooks and reconciliations to bank
General Ledgers

_Tral Balances

Annual financial statements

Audit files with working papers

Bank statements of fund bank accounts
EFT files (ACB whilst still applied)
Deposit slips (whete applicable)

Miscellaneous

GOVERNMENT GAZETTE, 4 OCTOBER 2002
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Copies of signed rules and amendments
Minute books
Trustees registers

Original or copies of all policy documents relating to GLA, PHI, dread disease, stated
benefits, travel, funeral, fidelity, etc (obviously where the fund has such a benefit)

Documentation telating to the review of insurances on an annual basis as well as the
quotations obtained from insutets to a rebroke exercise

Agendas for all meetings to be held (if applicable secretarial services are performed)

Investment manager mandates or policies of insurance depending on the nature of the
investment -

Copies of statements detailing the asset values for a fund

Copies of communication sent to members of the funds in respect of specific events

e.g. Trustees' reports, Member level Investment Choice, changes to death benefit
structure, changes to fund structure etc

Copy of setvice agreement between fund and Administrator
Cotrespondence to the trustees in respect of fund matters
Cortespondence to members/pensionets, where applicable

Fund statutory valuation reports

Confirmation as to appointment of Principal Officer and Actuary of Fund
Copies of Pension Fund Adjudicator complaints lodged

Certain communication with SARS and FSB
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BMW RETIREMENT BENEFIT PLAN (PENSION SECTION)
(“the Fund”)

MANUAL IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS
TO INFORMATION ACT 20/2000 (“the Act”)

The BMW Retirement Benefit Plan (Pension Section) is a pension fund as defined in the
Pension Funds Act 24 of 1956. Itis a private body as defined by the Act.

A. CONTACT DETAILS

1.  Head of the Fund: Ms Sonnika Greyling
2.  The Financial Services Board PF Number of the Fund is: 12/8/33898/1
3. The registered address of the Fund is: c/o Alexander Forbes Financial Services
' Alexander Forbes Place
61 Kathetine Street
Sandown
2196
4.  The postal address of the Fund is: PO Box 787240
Sandown
2146
5. The contact telephone number for the Fund is: (012) 522 2430

6.  The contact facsimile number for the Fund is: (012) 522 2209

7.  The e-mail a&dréss of the Head of the Fund is: sonnika.greyling@bmw.co.za
| B. SOUTH AFRICAN HUMAN RIGHTS COMMISSION GUIDE

In terms of section 10 of the Act, the Human Rights Commission is required to compile,
"in each official language, a guide to the act to assist people to exetcise their rights under

the act. This guide will probably become available in August 2003. The Human Rights
- Commission may be contacted at:

Address: Private Bag 2700 Houghton 2041,
Telephone: (011) 484 8300

Facsimile: (011) 484 0582

Website: http:/ /www.sahrc.org.za.

C: FUND RECORDS AVAILABLE IN TERMS OF THE PENSION FUNDS
ACT 24 of 1956

() The following records of the Fund are available on demand by a member of the
Fund: ;

@ the registered rules of the Fund (including amendments);
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(i) the last revenue account and the last balance sheet prepared in terms of
section 15(1) of the Pension Funds Act, 1956.

The fee for such access, as set out in the rules of the Fund, will be determined by
the trustees from time to time. .

The following records are available for inspection at the registered address of the
Fund (see A3 above) at no charge:

@® the documents referred to in C(a) above;
(i) the last report (if any) by a valuator prepared in terms of section 16 of the
Pension Funds Act, 1956;

(iii)  the last statement (if any) and report thereon prepared in terms of section
17 of the Pension Funds Act, 1956;

(iv)  any scheme which is being cartied out by the Fund in accordance with the
provisions of section 18 of the Pension Funds Act, 1956.

- Note — in terms of section 22 of the Pension Funds Act, any person (upon
payment of prescribed fees) may inspect at the office of the Registrar of Pension
Funds any record referred to in (2) and (b) above and make a copy thereof or take
extracts therefrom, or obtain from the Registrar of Pension Funds a copy thereof
or extract therefrom. The Registrar of Pension Funds may be contacted at:

Addtess: 446 Rigel Avenue Pretoria
Telephone::  (012) 428 8000

Facsimile: (012) 347 0221

Website: http:/ /www.fsb.co.za.

D. INFORMATION TO FACILITATE A REQUEST FOR ACCESS TO FUND

RECORDS

The request must be made to the person speclﬁed in Al above and at the contact
details specified in A above.

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.

Please note that the Fund is a separate legal entity from the employer(s) that
participate in the Fund as well as from the Fund’s administrators, auditors,
consultants, actuaries and other advisots/setvice providets.

The requester must provide sufficient detail on the request form to enable the head
of the private body to identify the tecord 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 tecotd is requ:red 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
head of the Fund. _ '
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¢  The head of the Fund 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 head of the Fund will then make a decision whether to grant the request or not
and notify the requestor in the required form.

o 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 presctibed
hours to search and prepare the record for disclosure.

E. AVAILABILITY OF THE MANUAL

The Fund’s manual is available for inspection free of charge at the registered address of
the Fund (see A3 above). Furthermore, a copy is avallable from the Human Rights
Commission (see contact details in B above).

[ F. DESCRIPTION OF RECORDS HELD BY THE FUND

- Claims (Withdrawals, Retitements, Deaths & Disabilities)

Claim Notification Forms

L ]

e Calculations (where available), or computerised statement of claim value
¢ Tax Application (where applicable)

e Tax Directive (where applicable)

e IT 88 notifications

e Tax Certificate (Duplicate - where applicable)

o Client / broker payment instruction (whete applicable)

e Section 37D deduction instruction (where applicable)

¢ Copy of any other court order against benefits

e Payment letter

e Copy of cheque (or cheque/EFT payment refereﬂce)

o Trustees’ Resolution - Disposal of benefit (deaths only)

e Insurance received - statement by insurer (deaths only)

e Copy of death certificate

e Statement by Employer (disability only)

e Statement by Employee (disability only)

e Acceptance / Declination Letter (disability only)

Member Data

e New entrant data

e Contribution records

o Member Investment Choice investment option forms (where applicable)
e Installation & Acquisition data

e Statement of member fund value

e Additional benefit / surplus / demutualisation calculations

e Member Investment Choice investment switch forms (where applicable)
e Flexible benefit member option forms (where applicable)
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Calculations _

Option forms (where applicable)

Tax application forms (where apphcable)
Tax directives (whete applicable)

Tax certificates (duplicate - where applicable)

Payment letter (liquidations only)

Copy of S14 application lodged (transferor fund)

Copy of 514 (1) (e) certificate (transferee and transferor funds)

me &J.y stood ggatantee for the loan) )

e Application form

e Contribution records

e Finalised / settled claims record / calculation

¢ Partial settlement as a result of default - claim forms and approval for this payment.

Accounting recot

Cashbooks and reconciliations to bank
General Ledgers

Trial Balances

Annual financial statements

Audit files with working papers

Bank statements of fund bank accounts
EFT files (ACB whilst still applied)
Deposit slips (where applicable)

, _

Copies of signed rules and amendmcnts
Minute books
Trustees registers

Original or copies of all policy documents relating to GLA, PHI, dread disease, stated
benefits, travel, funeral, fidelity, etc (obviously where the fund has such a benefit)

¢ Documentation relating to the review of insurances on an annual basis as well as the
quotations obtained from insurers to a rebroke exercise

e Agendas for all meetings to be held (if applicable secretarial services are performed)

¢ Investment manager mandates or policies of insurance depending on the natue of the
investment

o Copies of statements detaulmg the asset values for a fund
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e Copies of communication sent to members of the funds in respect of specific events
e.g. Trustees' repotts, Member level Investment Choice, changes to death benefit
structure, changes to fund structure etc

Copy of setvice agreement between fund and Administrator

Correspondence to the trustees in respect of fund matters

Cotrespondence to members/pensioners, where applicable

Fund statutory valuation reports

Confirmation as to appointment of Principal Officer and Actuaty of Fund

Copies of Pension Fund Adjudicator complaints lodged

Certain communication with SARS and FSB

23888—5
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BMW RETIREMENT BENEFIT PLAN (PROVIDENT SECTION)
(“the Fund”)

MANUAL IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS
TO INFORMATION ACT 20/2000 (“the Act”)

The BMW Retitement Benefit Plan (Provident Section) is a pension fund as defined in
the Pension Funds Act 24 of 1956. Itis a private body as defined by the Act.

A. CONTACT DETAILS

1. Head of the Fund: Ms Sonnika Greyling

2.  The Financial Services Board PF Number of the Fund is: 12/8/33897

3. 'The registered address of the Fund is: ¢/o Alexander Forbes Financial Services
Alexander Forbes Place
61 Katherine Street

Sandown
2196

4. The postal address of the Fund is: PO Box 787240
Sandown
2146
5.  ‘The contact telephone number for the Fund is: (012) 522 2430
6.  The contact facsimile number for the Fund is: (012) 522 2209
7. 'The e-mail address of the Head of the Fund is: sonnika.greyling@bmw.co.za |

| B. SOUTH AFRICAN HUMAN RIGHTS COMMISSION GUIDE |

In terms of section 10 of the Act, the Human Rights Commission is required to compile,
in each official language, a guide to the act to assist people to exercise their rights under
the act. This guide will probably become available in August 2003. The Human Rights
Commission may be contacted at:

Address: Private Bag 2700 Houghton 2041,
Telephone: (011) 484 8300
Facsimile: (011) 484 0582
- Website; http:/ /www.sahrc.org.za.
C: FUND RECORDS AVAILABLE IN TERMS OF THE PENSION FUNDS
ACT 24 of 1956
(a) The followmg recotds of the Fund are available on demand by a member of the
Fund:
(i). the registered rules of the Fund (including amendments);

00279469—6 ., _ _ 238886
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(i)  the last revenue account and the last balance sheet prepared in tetms of
section 15(1) of the Pension Funds Act, 1956.

The fee for such access, as set out in the rules of the Fund, will be determined by
the Trustees from time to time.

The following records ate available for inspection at the registered address of the
Fund (see A3 above) at no charge:

@ the documents referred to in C(a) above;

(if) the last report (if any) by a valuator prepared in terms of section 16 of the
Pension Funds Act, 1956;

(i)  the last statement (if any) and report thereon prepared in terms of section
17 of the Pension Funds Act, 1956;

(v)  any scheme which is being carried out by the Fund in accordance with the
provisions of section 18 of the Pension Funds Act, 1956.

Note — in terms of section 22 of the Pension Funds Act, any person (upon
payment of prescribed fees) may inspect at the office of the Registrar of Pension
Funds any record referred to in (a) and (b) above and make a copy thereof ot take
extracts therefrom, or obtain from the Registrar of Pension Funds a copy thereof
or extract therefrom. The Registrar of Pension Funds may be contacted at:

Address: 446 Rigel Avenue Pretoria
Telephone:  (012) 428 8000

Facsimile: (012) 347 0221

Website: http:/ /www.fsb.co.za.

'D. INFORMATION TO FACILITATE A REQUEST FOR ACCESS TO FUND

RECORDS

The request must be made to the person specified in Al abovc and at the contact
details specified in A above.

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.

Please note that the Fund is a separate legal entity from the employer(s) that
participate in the Fund as well as from the Fund’s administrators, aud1tors,
consultants, actuaries and other advisors/service providers.

The requester must provide sufficient detail on the tequest 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 ot she is seeking to exetcise or protect
and provlde an explanation of why the requested record is required for the exercise
ot protection of that right.

If a request is made on behalf of a petson, 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 Fund.
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o The head of the Fund must notify the requester (other than a personal requester) by
notice, requmng the requester to pay the prescribed fee (if any) before further
processing the request.

e The head of the Fund will then make a decision whether to grant the request ot not
and notify the requestor in the required form.

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

" treproduction and preparation, and for any time that has exceeded the prescribed
hours to search and prepate the record for disclosute.

E. AVAILABILITY OF THE MANUAL - |

The Fund’s manual is available for inspection free of charge at the registered address of
the Fund (see A3 above). Furthermore, a copy . is avmlable from the Human Rights
Commission (see contact details in B above).

F. DESCRIPTION OF RECORDS HELD BY THEFUND |

@]

i Retirements, Dea Di

Claim Notification Forms

Calculations (whete available), or computerised statement of claim value ‘
Tax Application (where applicable)

Tax Directive (where applicable)

IT 88 notifications

Tax Certificate (Duplicate - where applicable)

Client / broker payment instruction (where applicable)
Section 37D deduction instruction (whete applicable)
Copy of any other court order against bencﬁts

Payment letter

Copy of cheque (or cheque/EFT payment reference}
Trustees’ Resolution - Disposal of benefit (deaths only)
Insurance received - statement by insurer (deaths on]y)
Copy of death certificate :
Statement by Employer (disability only)

Statement by Employee (disability only)

Acceptance / Declination Letter (disability only)

Member Data

New entrant data

Contribution records

Member Investment Choice investment option fo::ms (Where apphcable)
Installation & Acquisition data

Statement of member fund value

Additional benefit / surplus / demutualisation calculations

Member Investment Choice investment switch forms (where applicable)
Flexible benefit member option forms (where applicable)
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Section 14 Transfers / Liquidations

Calculations

Option forms (where applicable)

Tax application forms (where applicable)

Tax directives (where applicable)

Tax certificates (duplicate - whete applicable)

Payment letter (liquidations only) -

Copy of S14 application lodged (transferor fund)

Copy of S14 (1) (e) cettificate (transferee and transferor funds)

ituations where the

Application form

Contribution recotds

Finalised / settled claims record / calculation

Partia] settlement as a result of default - claim forms and apptroval for this payment.

As.cmﬁngt_egm@

Cashbooks and reconciliations to bank
General Ledgers

T'tial Balances

Annual financial statements

Audit files with working papers

Bank statements of fund bank accounts
EFT files (ACB whilst still applied) _
Deposit slips (whete applicable)

Miscellaneous

Copies of signed rules and amendments
Minute books

 Trustees registets :
Original or copies of all policy documents relating to GLA, PHI, dread disease, stated

benefits, travel, funeral, fidelity, etc (obviously where the fund has such a benefit)
Documentation relating to the review of insurances on an annual basis as well as the
quotations obtained from insurers to a rebroke exetcise

* Agendas for all meetings to be held (if applicable sectetarial setvices ate performed)
¢ Investment manager mandates or policies of insurance depending on the nature of the

investment
Copies of statements detailing the asset values for a fund
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Copies of communication sent to members of the funds in respect of specific events
e.g. Trustees' reports, Member level Investment Choice, changes to death benefit
structure, changes to fund structure etc

Copy of service agreement between fund and Administrator
Cotrespondence to the trustees in respect of fund matters
Cortespondence to members/pensioners, whete applicable

Fund statutory valuation reports

Confirmation as to appointment of Principal Officer and Actuary of Fund
Copies of Pension Fund Adjudicator complaints lodged

Certain communication with SARS and FSB
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PFIZER PROVIDENT FUND
(“the Fund”)

MANUAL IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS
TO INFORMATION ACT 20/2000 (“the Act”)

The Pfizer Provident Fund is a pension fund as deﬁhed in the Pension Funds Act 24 of
1956. Itis a private body as defined by the Act.

A. CONTACT DETAILS

1. Head of the Fund: Mr Ken Randell
2. The Financial Services Board PF Number of the Fund is: 12/8/22697/1
3. The registered address of the Fund is: ¢/o Alexander Forbes Financial Services
Alexandet Forbes Place
61 Katherine Street
Sandown
2196
4, The postal address of the Fund is: PO Box 787240
Sandown
2146
5. The contact telephone number for the Fund is: (011) 320 6000
6.  The contact facsimile numbet for the Fund 1s: (011) 883 9663

7. The e-mail address of the Head of the Fund is: Ken.Rhndell@Pﬁ.zer.com

B. SOUTH AFRICAN HUMAN RIGHTS COMMISSION GUIDE

In terms of section 10 of the Act, the Human Rights Commission is required to compile,
in each official language, a guide to the act to assist people to exercise their rights under
the act. This guide will probably become available in August 2003. The Human Rights
Commission may be contacted at:

Address: Private Bag 2700 Houghton 2041,
Telephone: (011) 484 8300

Facsimile: (011) 484 0582

Website: http:/ /www.sahrc.otg.za.

C: FUND RECORDS AVAILABLE IN TERMS OF THE PENSION FUNDS
ACT 24 of 1956

(a) The following records of the Fund are available on demand by a member of the
Fund:

6 the registered rules of the Fund (including amendments);
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(b)

©

(1) the last revenue account and the last balance sheet prepared in terms of
section 15(1) of the Pension Funds Act, 1956. :

The fee for such access, as set out in the rules of the Fund, will be determined by
the trustees from time to time. .

The following recotds are available for mspecttou at the reg13tered address of the
Fund (see A3 above) at no charge: ;

- @® the documents referred to in C(a) above;
()  the last report (if any) by a valuator prepared in terms of section 16 of the
~ Pension Funds Act, 1956;
@)  the last statement (if any) and report thereon prepated in terms of section
17 of the Pension Funds Act, 1956;
(iv) = any scheme which is being carried out by the Fund in accordance with the
provisions of section 18 of the Pension Funds Act, 1956.

Note — in terms of section 22 of the Pension Funds Act, any person (upon
payment of prescribed fees) may inspect at the office of the Registrar of Pension
Funds any record referred to in (a) and (b) above and make a copy thereof or take
extracts therefrom, or obtain from the Registrar of Pension Funds a copy thereof
or extract therefrom. The Registrar of Pension Funds may be contacted at:

Address: 4406 Rigel Avenue Pretoria
Telephone:  (012) 428 8000

Facsimile: (012) 347 0221  _
Website: http:/ /www.fsb.co.za.

D.

INFORMATION TO FACILITATE A REQUEST FOR ACCESS TO FUND
RECORDS

The request must be made to the person specified in A1 above and at the contact
details specified in A above.

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 theteto.

Please note that the Fund is a separate legal entity -from the employer(s) that
participate in the Fund as well as from the Fund’s administrators, auditors,

consultants, actuaries and other advisors/setvice providers.

The requester must provide sufficient detail on the request form to enable the head
of the ptivate 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 exetcise or protect
and provide an explanation of why the requested record is required for the exercise
ot protection of that right.

If a request is made on behalf of a person, the requester must then sublmt proof of
the capacity in which the requester is making the tequest to the satisfaction of the
head of the Fund.
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¢ The head of the Fund must notify the requester (other than a personal requester) by
notice, requiring the requester to pay the ptescribed fee (if any) before further
processing the request.

e The head of the Fund will then make a decision whether to grant the request of not
and notify the requestor in the required form.

o 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 prepate the record for disclosure.

| E. AVAILABILITY OF THE MANUAL

The Fund’s manual is available for inspection free of charge at the registered address of
the Fund (see A3 above). Furthermore, a copy is available from the Human Rights
Commission (see contact details in B above). .

F. DESCRIPTION OF RECORDS HELD BY THE FUND

is .__l_l‘f

Claim Notification Forms

Calculations (where available), or computenscd statement of claim value
Tax Application (where applicable)

Tax Directive (where applicable)

IT 88 notifications

Tax Certificate (Duplicate - where applicable)

Client / broket payment instruction (whete applicable)
Section 37D deduction instruction (where applicable)
Copy of any other court order against benefits

Payment letter

Copy of cheque (or cheque/EFT payment reference)
Trustees’ Resolution - Disposal of benefit (deaths only)
Insurance received - statement by insurer (deaths only)
Copy of death certificate

Statement by Employer (disability only)

Statement by Employee (disability only)

Acceptance / Declination Letter (disability only)

e ® o 0 0 o @

>

m _tD

New entrant data

Contribution records

Member Investment Choice investment option forms (where applicable)
Installation & Acquisition data

Statement of member fund value

Additional benefit / surplus / demutualisation calculations

Member Investment Choice investment switch forms (where appllcable)
Flexible benefit member option forms (where applicable)

*® & @& & © & o @
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Calculations

Option forms (where applicable)

Tax application forms (where applicable)

Tax directives (where applicable)

Tax certificates (duplicate - where applicable)

Payment letter (liquidations only)

Copy of 814 application lodged (transferor fund)

Copy of S14 (1) (e) certificate (transferee and transferor funds)

apply to si

Application form

Contribution records

Finalised / settled claims record / calculation

Partial settlement as a result of default - claim forms and approval for this payment.

Funeral Benefit Claims

e Claim form
e Copy of death certificate
e DPayment letter ~

ensi
Annuity/Traditional Funds _

Special tax directives, including I'T 88's, garnishees, etc.
Commutation of pensions - calculations

Pensioner increase notification

Cettificates of existence

Study cettificates

Death cettificates

Annuity option forms

Trustee instruction regarding payments

Disabili

Medical Reviews - cotrespondence (where applicable)
COCD ( cettificate of continued disability )
- Escalator notification
Payment/Benefit confirmation letter
EFT payment reference
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Y

Recovery Documentation
Letter of Suspension/Reinstatement from underwnter

Accounting records

Cashbooks and reconciliations to bank
General Ledgers

Trial Balances

Annual financial statements

Audit files with working papets

Bank statements of fund bank accounts
EFT files (ACB whilst still applied)
Deposit slips (where applicable)

iscellaneous

Copies of signed rules and amendments

Minute books

Trustees registers

Original ot copies of all pohcy documcnts relating to GL.A, PHI, dread disease, stated
benefits, travel, funeral, fidelity, etc (obviously where the fund has such a benefit)
Documentation relating to the review of insurances on an annual basis as well as the
quotations obtained from insurers to a rebroke exetcise

e Agendas for all meeﬁngs to be held (if applicable secretarial services ate petformed)
¢ Investment manager mandates or policies of insurance depending on the nature of the

investment

e Copies of statements detailing the asset values for a fund

Copies of communication sent to members of the funds in respect of specific events
e.g- Trustees' reports, Member level Investment Choice, changes to death benefit
structure, changes to fund structure etc ;

Copy of setvice agreement between fund and Administrator

Cottespondence to the trustees in respect of fund matters

Correspondence to members/pensionets, where applicable

Fund statutory valuation reports

Confirmation as to appointment of Principal Officer and Actuary of Fund

Copies of Pension Fund Adjudicator complaints lodged

Certain communication with SARS and FSB
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PFIZER PENSION FUND -
(“the Fund”)

MANUAL IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS
' TO INFORMATION ACT 20/2000 (“the Act”) .

The Pfizer Pensxon Fund is a pension fund as defined in the Pension Funds Act 24 of
1956. Itis a private boc:lyr as defined by the Act.

A. CONTACT DETAILS

1. Head of the Fund: Mrs AR Russell
2. The Financial Services Board PF Number of the Fund is: 1‘2/8/9981 /1
3. The registered address of the Fund is: c/o Alexander Forbes Financial Services
Alexander Forbes Place
61 Katherine Street -
- Sandown
2196
4.  The postal address of the Fund is: PO Box 787240
Sandown
2146
5.  The contact telephone number for the Fund is: (044) 533 5361
6. The contact facsimile number for the Fund is: (044) 533 5361

7. | The e-mail address of the Heé;d of the Fund is: dﬂgggll@glgbal.co.za

B. SOUTH AFRICAN HUMAN RIGHTS COMMISSION GUIDE |

In terms of section 10 of the Act, the Human Rights Commission is requi.réd to compile,
in each official language, a guide to the act to assist people to exercise their rights under
the act. This guide will probably become available in August 2003. The Human Rights
Commlssnon may be contacted at:

Address: Private Bag 2700 Houghton 2041
Telephone: (011) 484 8300

Facsimile: (011) 484 0582

Webszte - http:/ /www. sahrc otg za.

C: FUND RECORDS AVAILABLE IN TERMS OF THE PENSION FUNDS
ACT 24 0f 1956

(a) The following records of the Fund are available on demand by a member of the
Fund:

@ the registered rules of the Fund (including amendments);
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(i) the last revenue account and the last balance sheet prepared in terms of
section 15(1) of the Pension Funds Act, 1956.

The fee for such access, as set out in the rules of the Fund, will be determined by
the trustees from time to time.

The following records ate avallable for inspection at the registered address of the
Fund (see A3 above) at no chatge:

® the documents referred to in C(a) above;
()  the last report (if any) by a valuator prepared in terms of section 16 of the
Pension Funds Act, 1956;
(i)  the last statement (if any) and report thereon prepared in terms of section
_ 17 of the Pension Funds Act, 1956;
(v)  any scheme which is being carried out by the Fund in accordance with the
provisions of section 18 of the Pension Funds Act, 1956.

Note — in terms of section 22 of the Pension Funds Act, any person (upon
payment of prescribed fees) may inspect at the office of the Registrar of Pension
Funds any record referred to in (2) and (b) above and make a copy thereof or take
extracts therefrom, or obtain from the Registrar of Pension Funds a copy thereof
or extract therefrom. The Registrar of Pension Funds may be contacted at:

Address: 446 Rigel Avenue Pretoria
Telephone: ~ (012) 428 8000

Facsimile: (012) 347 0221

Website: http:/ /www.fsb.co.za.

D. INFORMATION TO FACILITATE A REQUEST FOR ACCESS TO FUND

RECORDS

The request must be made to the person specified in Al above and at the contact
details specified in A above.

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.

Please note that the Fund is a separate legal entity from the employer(s) that
patticipate in the Fund as well as from the Fund’s administrators, auditors,
consultants, actuaries and other advisors/service providets.

‘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 secking 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 makmg the request to the satisfaction of the
head of the Fund.
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® The head of the Fund must notify the requester (other than a personal fequester) by
notice, tequltmg the requester to pay the prcscnbed fee (if any) before further
processing the request.

¢ The head of the Fund will then make a decision whether to grant the request or not
and notify the requestor in the requited form.

o If the request is granted, then a further access fee must be paid for the search,
teproduction and preparation, and for any time that has exceeded the prescribed
houts to search and prepate the record for disclosure. _

E. AVAILABILITY OF THE MANUAL

The Fund’s manual is available for inspection free of charge at the registered address of
the Fund (see A3 above). Furthermore, a copy is available from the Human Rights
Commission (see contact details in B above).

F. DESCRIPTION OF RECORDS HELD BY THE FUND |

Claim Notification Forms

Calculations (whete available), or computetised statement of claim value
Tax Application (where applicable)

Tax Directive (whete applicable)

IT 88 notifications

Tax Certificate (Duplicate - where applicable)

Client / broker payment instruction (where applicable)
Section 37D deduction instruction (whete applicable)
Copy of any other court order against benefits
Payment letter

Copy of cheque (or cheque/EFT payment reference)
‘Trustees’” Resolution - Disposal of benefit (deaths only)
Insurance received - statement By insurer (deaths only)
Copy of death certificate '

Statement by Employer (disability only)

Statement by Employee (disability only)

Acceptance / Declination Letter (disability only)

Member Data

® @ & & @& @ & & © & & & ° ° 9 * »

New entrant data

Contribution records

Member Investment Choice investment option forms (where applicable)
Installation & Acquisition data

Statement of member fund value

Additional benefit / surplus / demutualisation calculations

Membet Investment Choice investment switch forms (whete applicable)
Flexible benefit member option forms (where applicable)

e & & & & o ° @
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Section 14 Transfers / Liquidations

Calculations

Option forms (where applicable)

Tax application forms (where applicable)

Tax directives (where applicable)-

Tax certificates (duplicate - where applicable)

Payment letter (liquidations only) :

Copy of S14 application lodged (transferor fund)

Copy of S14 (1) (e) certificate (transferee and transferor fuuds)

‘Housi ans; Direct (i.e. this does not a to situations where nd has *
merely stood guarantee for the lo

e Application form

‘e Contribution records

e Finalised / settled claims record / calculation

o Partial settlement as a result of default - claim fotms and approval for this payment.

Funeral Benefit Claims

¢ Claim form
o Copy of death certificate
e Payment letter

- Pensioners:

>

Traditional Fu

Special tax directives, including IT 88's, garnishees, etc.
Commutation of pensions - calculations

Pensioner increase notification

Certificates of existence '

Study certificates

Death certificates

Annuity option forms

Trustee instruction regarding payments

bili

:

Medical Reviews - correspondence (whete applicable)
COCD ( certificate of continued disability )

Escalator notification

Payment/Benefit confirmation letter

EFT payment reference

e * & & @
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Recovery Documentation
Letter of Suspension/ Remstatemeut from underwriter

Accounting records

Cashbooks and reconciliations to bank
General Ledgers

"Trial Balances

Annual financial statements

Audit files with working papers

Bank statements of fund bank accounts
EFT files (ACB whilst still applied)
Deposit slips (where applicable)

Mjggel.lé.neoyg

- Copies of signed rules and amendrﬁents

Minute books
Trustees registers

Original or copies of all pohcy documents relating to GLA, PHI, dtead disease, stated
benefits, travel, funeral, fidelity, etc (obviously where the fund has such a benefit)

Documentation relating to the review of insurances on an annual basis as well as the
quotations obtained from insurers to a rebroke exercise

Agendas for all meetings to be held (if applicable secretarial services are pesformed)

* Investment manager mandates or policies of insurance depending on the nature of the

investment .
Copies of statements detailing the asset values for a fund

Copies of communication sent to members of the funds in respect of specific events
e.g. Trustees' reports, Member level Investment Choice, changes to death benefit

' structure, changes to fund structute etc

Copy of setvice agreement between fund and Administrator
Correspondence to the trustees in respect of fund matters
Cotrespondence to members/pensioners, where applicable -

Fund statutory valuation reports

Confitmation as to appointment of Principal Officer and Actuary oE Fund
Copies of Pension Fund Adjudicator complaints lodged -

Certain communication with SARS and FSB
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EMI PROVIDENT FUND (“the Fund”)

MANUAL IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS TO
INFORMATION ACT 20/2000 (“the Act”)

The EMI Provident Fund is a provident fund as defined in the Pension Funds Act 24 of 1956.
It is a ptivate body as defined by the Act.

b A. CONTACT DETAILS R |

1.  Head of the Fund: Mr Chtis Brown

2. 'The Financial Services Board PF Number of the Fund is: PF 12/8/34550/1

3.  The registered address of the Fund is: 61 Katherine Street, Sandown, Sandton
4. The postal address of the Fund is: PO Box 787240, Sandton, 2146

5. The contact telephone number for the Fund is: (011) 269 00060

6.  The contact facsimile number for the Fund is: (011) 263 0726

7. The e-mail address of the Head of the Fund is: ch.tisb@emil.nusic..co.za

I B. SOUTH AFRICAN HUMAN RIGHTS COMMISSION GUIDE

In terms of section 10 of the Act, the Human Rights Commission is required to compile, in each
official language, a guide to the act to assist people to exercise their rights under the act. This
guide will ptobably become available in August 2003. The Human Rights Commission may be

contacted at:

Address: Private Bag 2700 Houghton 2041,
Telephone: (011) 484 8300

Facsimile: (011) 484 0582

Website: http://www.sahrc.org.za.

C. FUND RECORDS AVAILABLE IN TERMS OF THE PENSION FUNDS ACT 24
= of 1956

a) 'The following recotds of the Fund are available on demand by a member of the Fund:
g _ y
) the registered rules of the Fund (including amendments);
(i) the last revenue account and the last balance sheet prepated in terms of section

15(1) of the Pension Funds Act, 1956.

The fee for such access, as set out in the rules of the Fund, as determined by the Trustees
from time to time. '

23888—6
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(b) The following records are available for inspection at the registeted address of the Fund

(see A3 above) at no charge:

@ the documents referred to in C(a) above;

(i) the last report (if any) by a valuator prepared in tettms of section 16 of the Pension
Funds Act, 1956;

(i)  the last statement (if any) and report thereon prepared in terms of section 17 of the
Pension Funds Act, 1956;

()  any scheme which is being carried out by the Fund in accordance with the
provisions of section 18 of the Pension Funds Act, 1956.

(9 Note — in terms of section 22 of the Pension Funds Act, any person (upon payment of
prescribed fees) may inspect at the office of the Registrat of Pension Funds any record
referred to in (2) and (b) above and make a copy thereof ot take extracts therefrom, or
obtain from the Registrar of Pension Funds a copy theteof or extract therefrom. The
Registrar of Pension Funds may be contacted at:

Address: 446 Rigel Avenue Pretoria
Telephone: * (012) 428 8000

Facsimile: (012) 347 0221

Website: http:/ /www.fsb.co.za.

D. INFORMATION TO FACILITATE A REQUEST FOR ACCESS TO FUND
RECORDS

 The request must be made to the person specified in A1 above and at the contact details
specified in A above.

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

® Please note that the Fund is a separate legal entity from the employet(s) that participate in
the Fund as well as from the Fund’s administrators, auditots, consultants, actuaties and other
advisors/service providets.

® The requester must provide sufficient detail on the request form to enable the head of the
ptivate body to idenlify 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 ot protect and
provide an explanation of why the requested record is required for the exercise ot protection
of that nght.

o Ifa request is made on behalf of a petson, the requester must then submit proof of the
capacity in which the requestet is makmg the request to the satisfaction of the head of the
Fund.

® The head of the Fund must notify the requester (other than a personal requester) by notice,
requiting the requester to pay the prescribed fee (if any) before further processing the
request.

e The head of the Fund will then make a decision whether to grant the request ot not and
notify the requestor in the required form.

e Ifthe request is granted, then a further access fee must be paid for the searcb, reproduction
and preparation, and for any time that has exceeded the presctibed hours to search and
prepare the record for disclosure.

00279469—7 . 23888—7
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] E. AVAILABILITY OF THE MANUAL |

The Fund’s manual is available for inspection free of charge at the registered address of the Fund
(see A3 above). Furthermore, a copy is available from the Human Rights Commission (see
contact details in B above).

j F. DESCRIPTION OF RECORDS HELD BY THE FUND ]
laims (Withdraw irements, Deaths & Disabilitie
® Claim Notification Forms
e Calculations (where available), or computerised statement of claim value
e Tax Application (where applicable)
e Tax Directive (where applicable)
e IT 88 notifications
e Tax Certificate (Duplicate - where applicable)
e Client / broker payment instruction (where applicable)
e Section 37D deduction instruction (where applicable)
e Copy of any other coutt order against benefits
e Payment letter
» Copy of cheque (ot cheque/EFT payment reference)
e Trustees’ Resolution - Disposal of benefit (deaths only)
e Insurance received - statement by insurer (deaths only)
e Copy of death certificate .
e Statement by Employer (disability only)
e Statement by Employee (disability only)
® Acceptance / Declination Letter (disability only)
Member Data
e New entrant data
e Contribution records
e Member Investment Choice investment option forms (where applicable)
¢ Installation & Acquisition data -
e Statement of member fund value
o Additional benefit / surplus / demutualisation calculations
e Member Investment Choice investment switch forms (where applicable)
e Flexible benefit member option forms (where applicable)
Section 14 Transfers / Liquidations
¢ Calculations

e Option forms (where applicable) _
e Tax application forms (where applicable)
e Tax directives (whete applicable)
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Tax certificates (duplicate - where applicable)
Payment letter (liquidations only)
Copy of 514 application lodged (transferor: fund)

Copy of 514 (1) (e) certificate (transfetee and transferor funds)

sto tee for th

Application form
Contribution records _
Finalised / settled claims record / calculation

Partial settlement as a result of default - claim forms and apptoval fot this payment.

Funeral Benefit Claims

Claim form
Copy of death certificate
Payment letter

Pensionets:

' Annuity/Traditional Funds

Special tax directives, including I'T 88's, garnishees, etc.

Commutation of pensions - calculations
Pensioner increase notification
Certificates of existence

Study cettificates

Death certificates

Annuity option forms

Trustee instruction regarding payments

Disability

e @ & & @ o

Medical Reviews - correspondence (where applicable)
COCD ( certificate of continued disability )

Escalator notification

Payment/Benefit confirmation letter

EFT payment reference

Recovery Documentation

Letter of Suspension/Reinstatement from underwriter

Accounting records

Ci:shbooks and reconciliations to bank
General Ledgets
T'rial Balances
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Annual financial statements

Audit files with working papers

Bank statements of fund bank accounts
EFT files (ACB whilst still applied)
Deposit slips (whete applicable)

Misc eous

e o o o

Copies of signed rules and amendments

Minute books

Trustees registers

Onginal or copies of all policy documents relating to GLA, PHI, dread disease, stated
benefits, travel, funeral, fidelity, etc (obviously whete the fund has such a benefit)
Documentation relating to the review of insurances on an annual basis as well as the
quotations obtained from insurers to a rebroke exercise

® Agendas for all meetings to be held (if applicable secretarial services ate performed)

Investment manager mandates or policies of insurance depending on the nature of the
investment ,

e Copies of statements detailing the asset values for a fund

e @ o @

Copies of communication sent to members of the funds in respect of specific events e.g.
Trustees' reports, Member level Investment Choice, changes to death benefit structute,
changes to fund structure etc '

Copy of service agreement between fund and Administrator

Correspondence to the trustees in respect of fund mattets

Cortrespondence to membets/pensioners, where applicable

Fund statutory valuation reports

Confirmation as to appointment of Principal Officet and Actuary of Fund

Copies of Pension Fund Adjudicator complaints lodged

Certain communication with SARS and FSB
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R.E.D. GRANITI PROVIDENT FUND (“the Fuﬁd”)

MANUAL IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS TO
INFORMATION ACT 20/2000 (“the Act™)

The R.E.D. Graniti Provident Fund is a provident fund as deﬁned in the Pension Funds Act 24
of 1956. Itis a private body as defined by the Act.

| —— A. CONTACT DETAILS
1. " Head of the Fund: Ms Elza van Wyk | |
2. The Financial Services Board PF Number of the Fund is: PF 12/8/30076/1
3. The registered address of the Fund is: 61 Kathetine Stteet, Sandown, Sandton
4. The postal address of the Fund is: PO Box 787240, Sandton, 2146
5.  The contact telephone nuhber for the Fund is: (011) 269 0000
6.  The contact facsimile number for the Fund is: (011) 263 0726

7. The e-mail address of the Head of the Fund is: redgraniti@global.co.za

| B. SOUTH AFRICAN HUMAN RIGHTS COMMISSION GUIDE |

In terms of section 10 of the Act, the Human Rights Commission is required to compile, in each
official language, a guide to the act to assist people to exercise their rights under the act. This
guide will probably become available in August 2003. The Human Rights Commission may be
contacted at:

Address: Private Bag 2700 Houghton 2041,
Telephone: (011) 484 8300
Facsimile: (011) 484 0582

Website: http:/ /www.sahrc.org.za.

C. FU'ND RECORDS AVAILABLE IN TERMS OF THE PENSION FU NDS ACT 24
of 1956

(a) The following records of the Fund are available on demand by 2 member of the Fund:

@  the registered rules of the Fund (including amendments);
(i) the last revenue account and the last balance sheet prepared in terms of section
15(1) of the Pension Funds Act, 1956.

The fee for such access, as set out in the rules of the Fund, as determined by the Trustees
&om time to time. .
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The following records are ava.l]able for mspecuon at the registered address of the Fund
(see A3 above) at no charge:

@ the documents refetred to in C(a) above;

(iD) the last report (if any) by a valuator prepared in terms of section 16 of the Pension
Funds Act, 1956;

(i)  the last statement (if any) and report thereon prepared in terms of section 17 of the
Pension Funds Act, 1956;

(ivy  any scheme which is being carried out by the Fund in accordance with the
ptovisions of section 18 of the Pension Funds Act, 1956. '

Note — in terms of section 22 of the Pension Funds Act, any person (upon payment of
prescribed fees) may inspect at the office of the Registrar of Pension Funds any record
referred to in (a) and (b) above and make a copy thereof or take extracts therefrom, ot
obtain from the Registrar of Pension Funds a copy thereof or extract therefrom. The
Registrar of Pension Funds may be contacted at: ‘

- Address: 446 Rigel Avenue Pretotia
Telephone:  (012) 428 8000
Facsimile: (012) 347 0221
Website: http://www.fsb.co.za.

D. INFORMATION TO FACILITATE A REQUEST FOR ACCESS TO FUND
RECORDS

The request must be made to the person specified in A1 above and at the contact details
specified in A above.

Any request for access to recotds in terms of the Act must be completed on the prescnbed
form in terms of the Act and the Regulations thereto. -

Please note that the Fund is a separate legal entity from the employet(s) that participate in
the Fund as well as from the Fund’s administrators, auditors, consu.ltants actuaries and other
advisors/setvice providers.

The requester must provide sufficient detail on the request form to enable the head of the
ptivate 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 exetcise ot protect and
provide an explanation of why the requested tecord 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 sausfactlou of the head of the
Fund.

The head of the Fund must notify the requester (other than a personal requester) by notice,
requiting the requester to pay the prescribed fee (if any) before further processing the
request.

The head of the Fund will then make a decision whether to grant the request or not and
notify the requestor in the required form.

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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E. AVAILABILITY OF THE MANUAL |

The Fund’s manual is available for inspecﬁon free of chaige at the registered address of the Fund
(see A3 above). Furthermore, a copy is available from the Human Rj.ghts Commission (see
contact details in B above).

F. DESCRIPTION OF RECORDS HELD BY THEFUND ___ |

o Claim Notification Forms

¢ Calculations (where available), or computerised statement of claim value
o Tax Application (where applicable)

e Tax Directive (where applicable)

e IT 88 notifications

o Tax Cettificate (Duplicate - where appllcable)

o Client / broker payment instruction (where applicable)

e Section 37D deduction instruction (whete applicable)

¢ Copy of any other court order against benefits

e Payment letter

¢ Copy of cheque (or cheque/EFT payment reference)

e Trustees’ Resolution - Disposal of benefit {deaths only)
o Insurance received - statement by insurer (deaths only)
‘e Copy of death cettificate

¢ Statement by Employer (disability only)

e Statement by Employee (disability only) ' 3

o Acceptance / Declination Letter (disability only)

M/ ember Data

New entrant data

Conttibution records

Member Investment Choice investment option forms (where apphcable)
Installation & Acquisition data

Statement of member fund value

Additional benefit / surplus / demutualisation calcu]auons

Member Investment Choice investment switch forms (where applicable)
Flexible benefit membet option forms (where applicable)

Section 14 Transfers / Liquidations

Calculations

Option forms (where applicable)

Tax application forms (where applicable)
Tax directives (where applicable)
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e Tax certificates (duplicate - where applicable)

e Payment letter (liquidations only)

¢ Copy of S14 application lodged (transferor fund)

e Copy of S14 (1) (e) certificate (transferee and transferor funds)

Application form

e Contribution recotds

Finalised / settled claims record / calculation

® Partial settlement as a result of default - claim forms and approval for this payment.

E anfi i

® Claim form
¢ Copy of death certificate
¢ Payment letter

Pensioners:
Asinuier/ Tasditional Funds

Special tax directives, including IT 88's, garnishees, etc.
Commutation of pensions - calculations

Pensioner increase notification

Certificates of existence

Study certificates

Death certificates

Annuity option forms

Trustee instruction regarding payments

Disability

Medical Reviews - cortespondence (where applicable)
COCD ( cettificate of continued disability )

Escalator notification

Payment/Benefit confitmation letter

EFT payment reference

Recovery Documentation

Letter of Suspension/ Reinstatement from underwriter

ounting recor

e (Cashbooks and reconciliations to bank
e General Ledgers
e Trial Balances
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Annual financial statements

Audit files with working papers

Bank statements of fund bank accounts
EFT files (ACB whilst still applied)
Deposit slips (whete applicable)

Miscellaneous -

Copies of signed rules and amendments

Minute books

Trustees registets

Original or copies of all policy documents relating to GLA, PHI, dread disease, stated
benefits, travel, funeral, fidelity, etc (obviously where the fund has such a benefit)
Documentation relating to the review of insurances on an annual basis as well as the
quotations obtained from insurers to a rebroke exercise

e Agendas for all meetings to be held (if applicable secretarial services are performed)
e Investment manager mandates ot policies of insurance depending on the nature of the

investment

e Copies of statements detailing the asset values for a fund

Copies of communication sent to members of the funds in respect of specific events e.g.
Trustees' reports, Member level Investment Choice, changes to death benefit structure,
changes to fund structure etc ' )

Copy of service agreement between fund and Administrator
Cortespondence to the trustees in respect of fund matters
Cotrespondence to membets/pensioners, where applicable

Fund statutory valuation reports

Confirmation as to appointment of Principal Officer and Actuary of Fund
Copies of Pension Fund Adjudicator complaints lodged

Certain communication with SARS and FSB
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TIGER WHEELS PENSION FUND (“the Fund”)

MANUAL IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS TO
INFORMATION ACT 20/2000 (“the Act”)

The Tiger Wheels Pension Fund is a pension fund as defined in the Pension Funds Act 24 of
1956. Itis a private body as defined by the Act. '

A. CONTACT DETAILS

1.  Head of the Fund: Mr :Io'sh Loots |

2.  The Financial Serviceg Board PF Numbet of the Fund is: PF 12/8/18248

3. The registered address of the Fund is: 61 Katherine Street, Sandown, Sandton
4.  The postal address of the Fund is: PO Box 787240, Sandton, 2146

5.  The contact telephone number for the Fund is: (011) 269 0000

6.  The contact facsimile number for the Fund is: (011) 269 1064/5

7.  The e-mail address of the Head of the Fund is: joshl@tsw.co.za

| B. SOUTH AFRICAN HUMAN RIGHTS COMMISSION GUIDE |

In terms of section 10 of the Act, the Human Rights Commission is required to compile, in each
official language, a guide to the act to assist people to exercise their rights under the act. This
guide will probably become available in August 2003. The Human Rights Commission may be

contacted at:

Address: Private Bag 2700 Houghton 2041,
Telephone: (011) 484 8300

Facsimile: (011) 484 0582

Website: http:/ /www.sahrc.otg.za.

C. FUND RECORDS AVAILABLE IN TERMS OF THE PENSION FUNDS ACT 24
of 1956

() The following records of the Fund are available on demand byl a member of the Fund:

® the registered rules of the Fund (including amendments);
(if) the last revenue account and the last balance sheet prepared in terms of section
15(1) of the Pension Funds Act, 1956.

The fee for such access, as set out in the rules of the Fund, as determined by the Trustees
from time to time. )



STAATSKOERANT, 4 OKTOBER 2002 . No. 23888

187

(®)

©

The following records are available for inspeclibn at the registered address of the Fund
(see A3 above) at no charge:

@ the documents referred to in C(a) above;

()  the last report (if any) by a valuator prepared in terms of section 16 of the Pension
Funds Act, 1956; N

(i)  the last statement (if any) and repott thereon prepared in terms of section 17 of the
Pension Funds Act, 1956;

(iv)  any scheme which is being carred out by the Fund in accordance with the
provisions of section 18 of the Pension Funds Act, 1956.

Note — in terms of secton 22 of the Pension Funds Act, any person (upon payment of

prescribed fees) may inspect at the office of the Registrar of Pension Funds any record

refetred to in (a) and (b) above and make a copy thereof or take extracts therefrom, ot

obtain from the Registrar of Pension Funds a copy theteof or extract therefrom. The
" Registrar of Pension Funds may be contacted at:

Address: 446 Rigel Avenue Pretoria
‘Telephone:  (012) 428 8000

Facsimile: (012) 347 0221

Website: http:/ /www.fsb.co.za.

D. INFORMATION TO FACILITATE A REQUEST FOR ACCESS TO FUND
RECORDS .

The request must be made to the person specified in A1l above and at the contact details
specified in A above.

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 Regu.lauogs thereto.

Please note that the Fund is a separate legal entity from the employer(s) that partlclpate in
the Fund as well as from the Fund’s. administrators, auditors, consultants, actuaties and othet
advisors/setvice providets.

* The requester must provide sufficient detail on the request form to enable the head of the

private body to 1dent|fy the record and the requester. The requester should also indicate
what form of access is required.

The requester must identify the right that he ot she is seeking to exetcise 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 tequest to the satisfaction of the head of the

Fund.

The head of the Fund must noufy the requester (other than a personal requester) by notice,

requiring the requester to pay the prescribed fee (lf any) before further processing the
request.

The head of the Fund will then make a decision whether to grant the request or not and
notify the requestor in the required form.
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o 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. -

| E. AVAILABILITY OF THE MANUAL

The Fund’s manual is available for inspection free of charge at the registetéd address of the Fund
(see A3 above). Furthermore, a copy is available from the Human Rights Commission (see
contact details in B above).

| - F. DESCRIPTION OF RECORDS HELD BY THE FUND

—

i Retirements, Deaths & Disabiliti

Claim Notification Forms

Calculations (where available), or computerised statement of claim value
Tax Application (where applicable)

Tax Directive (where applicable)

IT 88 notifications

Tax Cettificate (Duplicate - where app].lcable)

Client / broker payment instruction (where applicable)
Section 37D deduction instruction (where applicable)
Copy of any other court order against benefits

Payment letter

Copy of cheque (ot cheque/EFT payment reference)
Ttustees’ Resolution - Disposal of benefit (deaths only)
Insurance teceived - statement by insurer (deaths only)
Copy of death certificate

Statement by Employer (disability only)

Statement by Employee (disability only)

Acceptance / Declination Letter (disability only)

Member Data

New entrant data

Contribution records

Member Investment Choice investment option forms (where apphcable)

Installation & Acquisition data ’ ~
Statement of member fund value ~

Additional benefit / sutplus / demutualisation calculatlons

Member Investment Choice investment switch forms (where applicable)

Flexible benefit member option forms (where applicable) '
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Section 14 Transfers / Liquidations

Calculations

Option forms (whete applicable)

Tax application forms (where applicable)

Tax ditectives (where applicable)

Tax certificates (duplicate - where applicable)
Payment letter (liquidations only)

Copy of S14 application lodged (transferor fund)

Copy of §14 (1) (e) certificate (transferee and transferor funds)

Application form
Contribution records
Finalised / settled claims record / calculation

Partial settlement as a result of default - claim forms and approval for this payment.

ral Benefit Clai

L ]

Claim form
Copy of death certificate
Payment letter

Pensioners:

e & @& o e ¢ & o

Annuity/Traditional Funds

Special tax directives, including IT 88's, garnishees, etc.
Commutation of pensions - calculations
Pensionet increase notification
Certificates of existence
Study certificates
Death certificates
Annuity option forms
Trustee instruction regarding payments

Disability

e & & o 9 o @

Medical Reviews - cotrespondence (where applicable)
COCD ( certificate of continued disability )

Escalator notification

Payment/Benefit confirmation letter

EFT payment reference

Recovery Documentation

Letter of Suspension/Reinstatement from underwtiter
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Accounting records

Cashbooks and reconciliations to bank
General Ledgers

Trial Balances

Annual financial statements

Audit files with working papers

Bank statements of fund bank accounts
EFT files (ACB whilst still applied)
Deposit slips (whete applicable)

Miscellaneous

Copies of signed rules and amendments
Minute books
Trustees registets

Original -or copies of all pohcy documents relatmg to GLA, PHI, dread disease, stated
benefits, travel, funeral, fidelity, etc (obviously where the fund has such a benefit)

e Documentation relating to the review of insurances on an annual basis as well as the
quotations obtained from insurers to a rebroke exercise

e Agendas for all meeungs to be held (if applicable secretarial services ate perfomled)

e Investment manager mandates or policies of insutance depending on the nature of the
investment

o Copies of statements detailing the asset values for afund -

e Copies of communication sent to members of the funds in respect of specific events e.g.

Trustees' reports, Member level Investment Choice, changes to death benefit structure,

changes to fund structure etc

Copy of service agreement between fund and Administrator

Cotrespondence to the trustees in respect of fund matters

Cotrespondence to members/pensionets, where applicable

Fund statutoty valuation treports

Confirmation as to appointment of Principal Officer and Actuary of Fund

Copies of Pension Fund Adjudicator complaints lodged

Certain communication with SARS and FSB
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UCS PENSION FUND (“the Fund”)

MANUAL IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS TO
INFORMATION ACT 20/2000 (“the Act”)

The UCS Pension Fund is a pension fund as defined in the Pension Funds Act 24 of 1956. Itis
a ptivate body as defined by the Act.

A. CONTACT DETAILS | | |

1. Head of the Fund: Mr Theo Kukatd

2. The Financial Setvices Board PF Number of the Fund is: PF 12/8/29150

.. 3 The registered address of the Fund ls 61 Katherine Street, Sandown, Sandton
4.  The postal address of the Fund is: PO Box 787240, Sandton, 2146 |

5. The contact telephone number for the Fund is: (011) 269 0000

6.  The contact facsimile number for the Fund is: (011) 269 1064 /5

7. The e-mail address of the Head of the Fund is: tek@ucs.co.za

S

B. SOUTH AFRICAN HUMAN RIGHTS COMMISSION GUIDE

In terms of section 10 of the Act, the Human Rights Commission is required to compile, in each
official language, 2 guide to the act to assist people to exercise their rights under the act. This
guide will probably become available in August 2003. The Human Rights Commission may be
contacted at: '

Address: Private Bag 2700 Houghton 2041,
Telephone: (011) 484 8300 :
Facsimile: (011) 484 0582

Website: http:/ /www.sahtc.org.za.

C. FUND RECORDS AVAILABLE IN TERMS OF THE PENSION FU NDS ACT 24
; of 1956

(a) The following records of the Fund are available on demand by a2 member of the Fund:

® the registered rules of the Fund (including amendments);
(i) the last revenue account and the last balance sheet prepared in terms of section
15(1) of the Pension Funds Act, 1956.

The fee for such access, as set out in the rules of the Fund, as determined by the Trustees
from time to time. o
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(®)

The following records are available for inspection at the registered address of the Fund
(see A3 above) at no charge:

@ the documents referred to in C(a) above;
(i)  the last report (if any) by a valuator prepared in terms of section 16 of the Pension
Funds Act, 1956;
(iii)  the last statement (if any) and report thereon prepared in terms of section 17 of the
Pension Funds Act, 1956;
(iv)  any scheme which is being catried out by the Fund in accordance with the
provisions of section 18 of the Pension Funds Act, 1956.

Note - in terms of section 22 of the Pension Funds Act, any person (upon payment of
prescribed fees) may inspect at the office of the Registrar of Pension Funds any tecord
referred to in (a) and (b) above and make a copy thereof or take extracts therefrom, or
obtain from the Registrar of Pension Funds a copy thereof or extract therefrom. The
Registrar of Pension Funds may be contacted at: .

Address: 446 Rigel Avenue Pretoria
Telephone:  (012) 428 8000
Facsimile:  (012) 347 0221

 Website: http:/ /www.fsb.co.za.

D. INFORMATION TO FACILITATE A REQUEST FOR ACCESS TO FUND
RECORDS

The request must be made to the person specified in Al above and at the contact details
specified in A above.

Any trequest 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.

Please note that the Fund is a separate legal entity from the employer(s) that participate in
the Fund as well as from the Fund’s administrators, auditors, consultants, actuaries and othet
advisors/setvice providets.

The requester must provide sufficient detail on the request form to enable the head of the
ptivate body to identify the record and the tequester. 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 exetcise 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 head of the
Fund.

The head of the Fund must notify the requester (other than a personal requester) by notice,
requiting the requester to pay the prescribed fee (if any) before further processing the
request.

The head of the Fund will then make a decision whether to gr.ant the request ot not and
notify the requestor in the required form.

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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E. AVAILABILITY OF THE MANUAL

The Fund’s manual is available for inspection free of charge at the registered address of the Fund
(see A3 above). Furthermore, a copy is available from the Human Rights Commission (see
contact details in B above).

F. DESCRIPTION OF RECORDS HELD BY THE FUND

Claims (Withdrawals, Retirements, D ! isabilities

e & & & & & & © & & ° & o 9 o 0 @

Claim Notification Forms

Calculations (where available), or computetised statement of claim value
Tax Application (whete applicable) g

Tax Directive (where applicable)

IT 88 notifications

Tax Certificate (Duplicate - where applicable)

Client / broker payment instruction (whete applicable)

Section 37D deduction instruction (where applicable)

Copy of any other court order against benefits

Payment letter

Copy of cheque (or cheque/EFT payment reference)
Trustees’” Resolution - Disposal of benefit (deaths only)
Insurance received - statement by insurer (deaths only)
Copy of death certificate

Statement by Employer (d13abi]ity only)

Statement by Employee (disability only)

Acceptance / Declination Letter (disability only)

Member Data

New entrant data

Contribution records

Member Investment Choice investment option forms (where applicable)
Installation & Acquisition data

Statement of member fund value -

Additional benefit / surplus / demutualisation calculations

Member Investment Choice investment switch forms (where applicable)
Flexible benefit member option forms (where apphcable)

Section 14 Transfers / Liquidations

¢ & @ @

Calculations
Option fotms (where applicable)
Tax application forms (whete applicable)

‘Tax directives (where applicable)
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o Tax certificates (duplicate - where applicable)

e Payment- letter (liquidations only)

¢ Copy of 514 application lodged (transferor fund)

e Copy of 514 (1) (e) certificate (transfetee and transferor funds)

stood guarantee for the loan)

Funeral Benefit Claims

Application form

Contribution records

Finalised / settled claims record / calculation

Partial settlement as a result of default - claim forms and approval for this payment.

e Claim form
¢ Copy of death certificate
e Payment letter

Pensioners:

Annui idonal Funds

Special tax directives, including I'T 88's, garnishees, etc.
Commutation of pensions - calculations

Pensioner increase notification

Certificates of existence

Study cettificates

Death certificates

Annuity option forms

Trustee instruction regarding payments

Disability

® & ® 9 ° @ o o

L]

Medical Reviews - cottespondence (whete applicable)
COCD ( cettificate of continued disability )

Escalator notification

Payment/Benefit confirmation letter

EFT payment reference ’

Recovery Documentation

e Letter of Suspension/Reinstatement from underwriter

Accounting records

e (Cashbooks and reconciliations to b\ank
* Genetal Ledgers '
e 'Trial Balances
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Annual financial statements

Audit files with working papers

Bank statements of fund bank accounts
EFT files (ACB whilst still applied)
Deposit slips (where applicable)

Miscellaneous

Copies of signed rules and amendments
Minute books
Trustees registers

Original ot copies of all policy documents relating to GLA, PHI, dread disease, stated
benefits, travel, funeral, fidelity, etc (obviously where the fund has such a benefit)

Documentation relating to the review of insurances on an annual basis as well as the
quotations obtained from insurets to a rebroke exercise

Agendas for all meetings to be held (if applicable secretarial setvices are perforrned)
Investment manager mandates of pohcles of insurance depending on the nature of the
investment

e Copies of statements detailing the asset values for a fund
e Copies of communication sent to members of the funds in respect of specific events e.g.

Trustees' reports, Member level Investment Choice, changes to death benefit structure,
changes to fund structure etc

Copy qf service agreement between fund and Administrator
Cotrespondence to the trustees in respect of fund matters
Correspondence to members/pensioners, where applicable

Fund statutory valuation reports -

Confirmation as to appointment of Ptincipal Officer and Actuary of Fund
Copies of Pension Fund Adjudicator complaints lodged - '
Certain communication with SARS and FSB
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LUMEX CLIPSAL PROVIDENT FUND (“the Fund”)

MANUAL IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS TO
INFORMATION ACT 20/2000 (“the Act”)

The Lumex Clipsal Provident Fund is a provident fund as defined in the Pension Funds Act 24
of 1956. It is a private body as defined by the Act.

| A. CONTACT DETAILS |

1. Head of the Fund: Mt Thomas Kenneth Overton
2. The Financial Setvices Board PF Number of the Fund is: PF 12/8/28002/1

3. The registered address of the Fund is: Fedlife House, 1 De Villiers Street,
Johannesburg, 2001 - :

4.  The postal address of the Fund is: PO Box 666, Johannesburg, 2000
5.  The contact telephone number for the Fund is: (011) 332 6000
6.  The contact facsimile number for the Fund is: (011) 332 6620

7. The e-mail address of the Head of the Fund is: tomo@gclipsal.co.za

B. SOUTH AFRICAN HUMAN RIGHTS COMMISSION GUIDE

In terms of section 10 of the Act, the Human Rights Commission is requited to compile, in each
official language, 2 guide to the act to assist people to exercise their rights under the act. This
guide will probably become available in August 2003. The Human Rights Commission may be

contacted at:

Addtess: Private Bag 2700 Houghton 2041,
Telephone: (011) 484 8300 '
Facsimile: (011) 484 0582

Website: http:/ /www.sahrc.otg.za.

C. FUND RECORDS AVAILABLE IN TERMS OF THE PENSION FUNDS ACT 24
of 1956

(a) The following tecords of the Fund ate available on demand by a member of the Fund:

0] the reg:istéred rules of the Fund (including amendments);
(i) the last revenue account and the last balance sheet ptepated in terms of section
15(1) of the Pension Funds Act, 1956.

The fee for such access, as set out in the rules of the Fund, as determined by the Trustees
from time to time.
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The following records are available for inspection at the registered address of the Fund
(see A3 above) at no chatge:

@® the documents referred to in C(a) above;

(i1) the last report (if any) by a valuator prepared in terms of section 16 of the Pension
Funds Act, 1956;

(i)  the last statement (if any) and report thereon prepared in terms of section 17 of the
Pension Funds Act, 1956;

(tv) - any scheme which is being carried out by the Fund in accordance with the
provisions of section 18 of the Pension Funds Act, 1956.

Note — in terms of section 22 of the Pension Funds Act, any person (upon payment of
ptesctibed fees) may inspect at the office of the Registrar of Pension Funds any record
referred to in (a) and (b) above and make a copy thereof or take extracts therefrom, or

obtain from the Registrar of Pension Funds a copy thereof or extract therefrom. The

“Registrat of Pension Funds may be contacted at

Address: 446 Rigel Avenue Pretotia
Telephone:  (012) 428 8000

Facsimile:  (012) 347 0221

Website: http:/ /www.fsb.co.za.

D. INFORMATION TO FACILITATE A REQUEST FOR ACCESS TO FUND
RECORDS '

The request must be made to the person specified in Al above and at the contact details
specified in A above.

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.

Please note that the Fund is a separate legal entity from the employer(s) that participate in

the Fund as well as from the Fund’s admmlsttators auditors, consultants, actuaties and other
advisors/service providers.
The requester must provide sufficient detail on the request form to enable the head of the

- ptivate 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 secking to exercise or protect and
provide an explanation of why the requested record is reqw.ted for the exercise or protection
of that right.

- If a request is made on behalf of a petson, 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
Fund. :
The head of the Fund must notify the requester (other than a petsonal requester) by notice,

requiring the requester to pay the prescribed fee (if any) before further processing the

request.
The head of the Fund will then make a decision whether to grant the request or not and
notify the requestor in the requ.u:ed form.
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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 houts to search and
prepare the record for disclosure,

I E. AVAILABILITY OF THE MANUAL

The Fund’s manual is available for inspection free of chatge at the registered address of the Fund
(see A3 above). Furthermore, a copy is available from the Human Rights Commission (see
contact details in B above).

| F. DESCRIPTION OF RECORDS HELD BY THE FUND

Claims (Withdrawals, Retirements, Deaths & Disabilitiésl

Claim Notification Forms

Calculations (where available), or computerised statement of claim value
Tax Application (where applicable)

Tax Directive (where applicable) -

IT 88 notifications

Tax Cettificate (Duplicate - where apphcable)

Client / broker payment instruction (whete applicable)
Section 37D deduction instruction (where applicable)
Copy of any other court order against benefits

Payment letter

Copy of cheque (or cheque/EFT payment reference)
Trustees” Resolution - Disposal of benefit (deaths only)
Insutance teceived - statement by insurer (deaths only)
Copy of death certificate

Statement by Employer (disability only)

Statement by Employee (disability only)

Acceptance / Declination Letter (disability only)

e & & & & & & & o & O o & & ° o 0

Member Data ' “

New entrant \data _

Conttibution records ' C
Member Investment Choice investment option forms (where applicable)
Installation & Acquisition data

Statement of member fund value

Additional benefit / sutplus / demutualisation calculations

Member Investment Choice investment switch forms (where applicable)
Flexible benefit member option forms (whete applicable)

Section 14 T f Liquidatio

e (Calculations
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Option forms (where applicable)

Tax application forms (where applicable)

Tax ditectives (where applicable)

Tax cettificates (duplicate - where applicable)

Payment letter (liquidations only)

Copy of S14 application lodged (transferor fund)

Copy of S14 (1) (e) certificate (transferee and transferor funds)

Application form

Contribution records

Finalised / settled claims tecord / calculation

Partial settlement as 2 result of default - claim forms and approval for this payment.

Funeral fit

e Claim form
e Copy of death certificate
o Payment letter

Annuity/Traditional Funds

® Special tax directives, including IT 88's, garnishees, etc.
e Commutation of pensions - calculations
e Pensioner increase notification

e Certificates of existence

e Study certificates

® Death certificates

e Annuity option forms

o Trustee instruction regarding payments

Disabili

Medical Reviews - correspondence (where applicabie)
COCD ( certificate of continued disability )

Escalator notification

Payment/Benefit confirmation letter

EFT payment reference

Recovery Documentation

Letter of Suspension/Reinstatement from underwriter

Accounti
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Cashbooks and reconciliations to bank
General Ledgers )
Trial Balances

Annual financial statements

Audit files with working papers

Bank statements of fund bank accounts
EFT files (ACB whilst still applied)
Deposit slips (whete applicable)

Miscellaneous

Copies of signed rules and amendments

Minute books

Trustees registers

Original or copies of all policy documents telating to GLA, PHI, dread disease, stated
benefits, travel, funeral, fidelity, etc (obviously where the fund has such a benefit)
Documentation relating to the review of insurances on an annual basis as well as the
quotations obtained from insurets to a tebroke exetcise

Agendas for all meetings to be held (if applicable secretarial services ate petformed)
Investment manager mandates or policies of insurance depending on the nature of the
mnvestment

¢ Copies of statements detailing the asset values for a fund

Copies of communication sent to members of the funds in respect of specific events e.g.

Trustees' repotts, Member level Investment Choice, changes to death benefit structure,

changes to fund structure etc

Copy of service agreement between fund and Administrator
Cotrespondence to the trustees in respect of fund matters
Correspondence to members/pensioners, where applicable

Fund statutory valuation reports

Confirmation as to appointment of Principal Officer and Actuaty of Fund
Copies of Pension Fund Adjudicator complaints lodged -

Certain communication with SARS and FSB
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PREMIER FREIGHT PROVIDENT FUND (“the Fund”)

MANUAL IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS TO
INFORMATION ACT 20/2000 (“the Act”)

The Premier Freight Provident Fund is a provident fund as defined in the Pension Funds Act 24
0f 1956. It is a private body as defined by the Act.

A. CONTACT DETAILS

1. Head of the Fund: Ms Jennifer Grefen

2.  The Financial Services Board PF Number of the Fund is: PF 12/8/28002/1
3. The registered address of the Fund is: 61 Kathetine Street, Sandown, Sandton
4. The postal address of the Fund is: PO Box 787240, Sandton, 2146

5. The contact telephone number for the Fund is: (011) 269 0000

6.  The contact facsimile number for the Fund is: (011) 269 1064/5

7. The e-mail address of the Head of the Fund is: grefenj@aforbes.co.za

B. SOUTH AFRICAN HUMAN RIGHTS COMMISSION GUIDE

In terms of section 10 of the Act, the Human Rights Commission is requited to compile, in each
official language, a guide to the act to assist people to exetcise theit tights under the act. This
guide will probably become available in August 2003. The Human Rights Commission may be
contacted at:

Address: Private Bag 2700 Houghton 2041,
Telephone: (011) 484 8300
Facsimile: (011) 484 0582

Website: http:/ /Www.sah.rc.org.za.

C. FUND RECORDS AVAILABLE IN TERMS OF THE PENSION FUNDS ACT 24
of 1956

(a)  The following recotds of the Fund ate available on demand by 2 member of the Fund:

@ the registered rules of the Fund (including amendments);
(1) the last revenue account and the last balance sheet prepared in terms of section
15(1) of the Pension Funds Act, 1956.

The fee for such access, as set out in the rules of the Fund, as determmed by the Trustees
from time to time.
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(b) The following records are available for inspection at the registered address of the Fund

(see A3 above) at no charge:
@® the documents referred to in C(a) above;
(i) the last teport (if any) by a valuator prepared in terms of section 16 of the Pension
, Funds Act, 1956;
() ' the last statement (if any) and repott thereon prepared in tetms of sectlon 17 of the
Pension Funds Act, 1956;

(iv)  any scheme which is being carried out by the Fund in accordance with the
provisions of section 18 of the Pension Funds Act, 1956.

Note — in tetms of section 22 of the Pension Funds Act, any petson (upon payment of
prescribed fees) may inspect at the office of the Registrar of Pension Funds any record
referred to in (a) and (b) above and make a copy theteof ot take exttacts thetefrom, or
obtain from the Registrar of Pension Funds a copy thereof or extract therefrom. The
Registrar of Pension Funds may be contacted at:

Address: 446 Rigel Avenue Pretoria
Telephone:  (012) 428 8000

Facsimile:  (012) 3470221
Website: bttp://www.fsb.co.za. ~

D. INFORMATION TO FACILITATE A REQUEST FOR ACCESS TO FUND
' RECORDS

The request must be made to the person specified in Al above and at the contact details
specified in A above.

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.

Please note that the Fund is a separate legal entity from the employex(s) that participate in
the Fund as well as from the Fund’s administrators, auditots, consultants, actuaties and other
advisors/setvice providets.

The requester must provide sufficient detaJ.l on the request form to enable the head of the
ptivate 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 exetcise ot 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 head of the
Fund.

The head of the Fund must notify the requester (other than a personal requester) by notice,
requiring the requester to pay the prescnbed fee (if any) before further processing the
request.

The head of the Fund will then make a decision whether to grant the request or not and
notify the requestor in the required form.

If the request is granted, then a further access fee must be paid for the seatch, reproduction
and preparation, and for any time that has exceeded the prescribed hours to search and
prepare the record for disclosute. : 5




STAATSKOERANT, 4 OKTOBER 2002

No. 23888 203

E. AVAILABILITY OF THE MANUAL

The Fund’s manual is available for inspection free of charge at the registered address of the Fund
- (see A3 above). Futthermote, a copy is available from the Human Rights Commission (see
contact details in B above).

F. DESCRIPTION OF RECORDS HELD BY THE FUND ,

Claims (Withdrawals, Retirem D Disabiliti

e Claim Notification Forms

e Calculations (where available), or computerised statement of claim value
e Tax Application (where applicable)

e Tax Directive (where apphcable)

o IT 88 notifications

o Tax Certificate (Duplicate - Where apphcable)

e Client / broker payment instruction (where applicable)

o Section 37D deduction instruction (where applicable)

e Copy of any other coutt order against benefits

¢ Payment letter

¢ Copy of cheque (ot cheque/EFT payment reference)

e Trustees’ Resolution - Disposal of benefit (deaths only)

o Insurance received - statement by insurer (deaths only)

o Copy of death certificate

e Statement by Employer (disability only)

¢ Statement by Employee (disability only)

e Acceptance / Declination Letter (disability only)

Member Data

e New entrant data

e Contribution records

e Member Investment Choice investment option forms (where applicable)
e Installation & Acquisition data |

e Statement of member fund value

e Additional benefit / surplus / demutualisation calculations

e Member Investment Choice investment switch forms (where applicable)
* Flexible benefit member option forms (where applicable)

Section 14 Transfers / Liquidations

Calculations

Option forms (where applicable)

Tax application fofms (where applicable)
Tax directives (where applicable)
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Tax certificates (duplicate - whete applicable)

Payment letter (liquidations only)

Copy of S14 application lodged (transferor fund)

Copy of S14 (1) (e) certificate (transferee and transferor funds)

e @ o 9

gtoog guarantee for the loan)

e Application form

e Contribution records

¢ Finalised / settled claims record / calculauan -
o Partial settlement as a result of default - claim forms and approval for this payment.

Funeral Benefit Claims

e Claim form
¢ Copy of death certificate
e Payment letter

Pensioners:

Annvuity/Traditional Funds

Special tax directives, including IT 88's, gatmshees etc.
Commutation of pensions - calculations

Pensionet increase notification

Certificates of existence

Study certificates

Death cettificates

Annuity option forms

Trustee instruction regarding payments

Disability

Medical Reviews - cotrespondence (where applicable)
COCD ( certificate of continued disability )

Escalator notification

Payment/Benefit confirmation letter

EFT payment reference

Recovety Documentation

Letter of Suspension/Reinstatement from underwriter

Accounting recotds

. Cashbooks and reconciliations to bank
e  General Ledgers
e 'Trial Balances
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Annual financial statements

Audit files with working papers

Bank statements of fund bank accounts
EFT files (ACB whilst still applied)
Deposit slips (where applicable)

Miscellaneous

Copies of signed rules and amendments

Minute books

Trustees registers _
Original or copies of all policy documents relating to GLA, PHI, dread disease, stated
benefits, travel, funeral, fidelity, etc (obviously whete the fund has such a benefit)

Documentation relating to the review of insurances on an annual basis as well as the
quotations obtained from insurers to a rebroke exercise

e Agendas for all meetings to be held (if applicable secretarial services are petfonned) _
e Investment manager mandates or policies of insurance depending on the nature of the

investment

e Copies of statements detailing the asset values for a fund

® @ & & o @ o

Copies of communication sent to members of the funds in respect of specific events e.g.
Trustees' reports, Member level Investment Choice, changes to death benefit structure,
changes to fund structure etc

Copy of setvice agreement between fund and Administrator =~ -
Correspondence to the trustees in respect of fund matters
Cotrespondence to members/pensioners, where applicable

Fund statutory valuation reports  ~

Confirmation as to appointment of Principal Officer and Actuary of Fund
Copies of Pension Fund Adjudicator complaints lodged

Cettain communication with SARS and FSB
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Dog ate your Gazette?
read it online

bazeltes.co.za

ERERNENTEEAERNEERENEREANRER

A new information Portal keeping you up to date with news, legislation,
- the Parliamentary programme and which is the largest pool of SA Gazette
information available on the Web.

Easily accessible through the www!

- Government Gazettes - from January 1994

- Compilations of all Indexes pertaining to the past week's Government Gazettes

- All Provincial Gazettes - from September 1995

- Parliamentary Bills - as of January 1999

Available in full-fext, with keyword searching

Sabinet Online scans, formats, edits and organize information for you. Diagrams and forms
included as images.

No stacks of printed gazettes - all on computer Think of the storage space you save.
Offers Bill Tracker - complementing the SA Gazettes products.

For easy electronic access to full-text gazette info, subscribe to the SA Gazettes from
Sabinet Online. Please visit us at www.sagazettes.co.za

Tel: (012) 643-9500, Fax: (012) 663-3543, Toll free: 0800 11 8595, e-mail; corporate@sabinet.co.za, www: hitp:/fcorporate. sabinet.co.za
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- The National Library of SA has them!

Let us make your day with the information you need ...

National Library of SA, Pretoria Division

PO Box 397

0001 PRETORIA

Tel.:(012) 321-8931, Fax: (012) 325-5984
E-mail: infodesk@nlsa.ac.za

PR R/
%P 0%* %

gae/aaméawww&a/zudgzummc&e
Staatiboerant en Provindiale Koerante?

Die Nasionale Biblioteek van SA het hulle!

Met ons hoef u nie te sukkel om inligting te bekom nie ...

Nasionale Biblioteek van SA, Pretoria Divisie
Posbus 397

0001 PRETORIA

Tel.:(012) 321-8931, Faks: (012) 325-5984
E-pos: infodesk@nlsa.ac.za
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