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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 and&aer person and that is required for the exe.rci;e 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 expressly provides
that the infﬁrmation may or must not be released. The Act sets out the requisite procedural

" issues attached to such request.
1.2 PURPOSE OF THE MANUAL:

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:
e Limitations aimed at the reasonable protection of privacy;
e Commercial confidentiality; and

s  Effective, efficient and good governance;

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

Wherever reference is made to. “Private Body” in this manual, it will refer to PVC PIPEFIT
ENGINEERING CC a private body within the manufacturing industry, for whom this manual is
drafted. | p
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2

2.1

2.2

221
2.2.2
2.2.3

224

225
2.2.6
227

2.2.8

PART I

CONTACT DETAILS
Information Officer: Moira Anne Conradie
Postal address: PO ﬁox 465, Brackenfell, 7561
Physical Address: 13 Wessel Geldenhuys Street, Brackenfell, 7560
~ Tel: (021) 981 0503 / 4 (W) or (021) 853 4676 (H) |

Fax: (021) 981 4899

GENERAL INFORMATION
Namie of Private Body: PVC PIPEFIT ENGINEERING CC
Registration No: CK891I35923:’23
Postal Address: P O Box 465, Brackenfell, 7561

Physical Address (or main place of business): 13 Wessel Geldenhuys Street, Brackenfell,
7560

Telephone Number: (021) 981 0503 /4
Facsimile number: (021) 981 4899
E-mail address: N/A

Website: N/A

- PARTII

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;
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3.1

3.2

3.2.1

3.2.1.1
3.2.2
3221
3222
3.2.2.3
1114
3.2.2.5
3.22.6
3227
3228
3.2.29
3.2.2.10

3.2.2.11

Facsimile Number: (011) 484-1360;
Website: www.sahre.org.za;
E-mail Address: PIAI@sahre.org.za.

PART III

RECORDS OF THE PRIVATE BODY

This clause serves as a reference to the records that the Private Body holds in order to facilitate a
~ request in terms of the Act.

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

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

PRIVATE BODY DOCUMENTS AND RECORDS

INCORPORATION DOCUMENTS AND RECORDS

Copies of documents of incorporation
FINANCIAL DOCUMENTS AND RECORDS

Regional Services Council recorﬂs

Vat records

Tax records

. PAYE records

“UIF records

Stock records

Asset iﬁvantory

Asset register

Order .ﬁlnrms

Ipvoices '

Statements
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3.2.2.12 - Delivery notes

32213 . Goods received vouchers

3.2.2.14 Goods w@ed vouchers

322.15 Credit notes

3.2.2.16 Cheque account

32207 . Cash records

3.2.3 OPERATIONAL DOCUMENTS AND RECORDS
3.23.1 ‘Database of customers

3232 Credit Appﬁcation formus and records

3.233 Comspoﬁdence with customers

3234 ' Proof of delivery forms

3.23.5 Proqf of delivery notes

3.2.3.6 - Invoices

3237 Price lists

3.23.8 Records pertaining to customer complaints / asséssments
3.23.9 | Records pertammg to quotes

3.23.10 Internal policies and procedures

These records include, but are not limited to, the records which pertain to the
Private Body's own affairs. :

3.24 PERSONNEL DOCUMENTS AND RECORDS

- Personal records prov1ded by personncl (mcludmg permanent and temporazy) mcludmg
but not limited to:

3.24.1 Employment contracts

3.24.2 Application forms
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3.2.4.3 " Qualifications

3244 Salary records

3.245 Leave records

3.24.6 .. Conditions of employment

3.24.7 Records relating to increases

3.24.8 ‘ Disciplinary records

3.249 Employment Equity Plan

3.24.10 ' SETA records

3.24.11 Attendance register
32412 Pension Fund records

3.24.13 Unemployment Insurance

3.24.14 Workman's Compensation records

3.24.15 Records of deductions

“Personnel” refers to any person who works for, or provides services to or on behalf of
the Private Body, and receives or is entitled to receive remuneration and any other person
who assists in carrying out or conducting the business of the Private Body. This includes,
without limitation, members, all permanent, temporary and part-time staff, as well as

contract workers,
3.25 SAFETY RECORDS
3251 Records of corrective action
3.25.2 Records relating to the Occupational Health & Safety Act
3.2.6 INFORMATION TECHNOLOGY RECORDS
3.26.1 _ Software programs
3.2.6.2 Software applications
3'.2‘7 RECORDS REQUIRED IN TERMS OF _LEGISLATION
3.2.7.1 _ A table of legislation setting out a description of the records of the Private Body

which are available in accordance with certain legislation, is as follows:-

32,511 Short term Insurance Act 53 of 1998 - -
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32.7.12 | " Labour Relations Act 66 of 1995

327 1.3- ' Basic Conditions of Employment Act 75 of 1997

32.7.14 Compensation for Occupgtional Injuries and Diseases Act 130 of 1993
32.7.1.5 Value Added Tax Act 89 of 1991

3.2.7.1.6 | . | Skills Development Act 9 of 1999

32717 Unemployment Insurance Act 63 of 2001

3.2.7.1.8 Pension Funds Act 24 of 1956

3.2.7.1.9 Income Tax Act 58 of 1962

3.2.7.1.10 | Close Corporation Act

Reference to the above-mentioned legislation shall include subsequent amendments
to such legislation. '
3.2.8 OTHER PARTY RECORDS

3.28.1 Personnel, customer or Private Body records which are held by another party.(e.g.
marketing agent), as opposed to the records held by the Private Body itself:

3.2.82 Records held by the Private Body pertaining to other parties, including without
limitation, financial records, correspondence, contractual and transactional records,
records provided by the other party, and records third parties have provided about
contractors/suppliers; '

3283 Records relating to the Private Body’s marketers / agents.

PART IV

4  GROUNDS FOR REFUSAL OF ACCESS TO RECORDS

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

4.1 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;

42 mandatory protection of the commercial information of a third party, ifthe record contains ~

4.2.1 trade sccréts of that third party; |

422 financial, commercial, scientific or technical information which disclosurc could likely

cause harm to the financial or commercial interests of that third party;
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6.2

6.3

6.3.1

6.3.2

633

6.3.4

6.4

6.5

6.6

6.7

6.8

6.9

The requester must complete the prescﬁbed 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 2.1 or 2.2
above. !

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

The record or records requested;

The identity of the requester,

Which fﬁnn of access is required, if the request is granted;
The postal address or fax number of the requester.

The requester must state that he/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.

The Private Body will process the re'quest within 30 days, unless the requester has stated special
reasons which would satisfy the Information officer that circumstances dictate that the above
time periods not be complied with. i B : g T

The requester shall be informed whether access granted or denied. If, in addition, the requester
requires the reasons for the decision in any other manner, he/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 making the request to the reasonable satisfaction of the
information officer. )

If an individual is unable to complete the prescribed form because of illiteracy 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 THE PRIVATE BODY

7.1

7.2

7.2.1

7.2.1.1

7.2.1.2

Records held by the Private Body may be accessed by requests only once the prerequisite
requirements for access have been met. :

A requester is any person making a request for access to a record of the Private Body. There are
two types of requesters: ' '

PERSONAL REQUESTER

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

The Private Body 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.
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722  OTBERREQUESTER

y 7 1 M ~ This requester (other than a personal requester) is entitled to request access to
: information on third parties. However, the Private Body 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

8.1.2 . An access fee, which must be calculated by taking into account reproduction costs, search
and preparation time and cost, as well as postal costs.

82 ~ When the request is received by the Information Officer, such officer shall by notice require the

requester, other than a personal requester, to pay the prescribed request fee (if any), before any
further processing of the request. g

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 requester to
pay as a deposit the prescribed portion of the Access fee which would be payable if the request

is granted.

84 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 fespect of a request fof access, which is refused, then the
information officer concerned must repay the deposit to the requester.

9 DECISION

9.1 The Private Body will, within 30 days of receipt of the request, decide whether to grant or
decline the request and give notice with reasons (if required) to that effect.

9.2 The 30 day period with which the Private Body 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 amount of information, or the request requires a search for information held at another
office of the Private Body and the information cannot reasonably be obtained within the original
30 day period. The Private Body will notify the requester in writing should an extension be
sought. : '

10 AVAILABILITY OF THE MANUAL
10.1 .Thjs manual is made available in terms of Regulaﬁon Number R. 187 of 15 February 2002.

10.2 The manual of the Private Body may also be available on the website of the Private Body (if
applicable).
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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.
(¢)  Proof of the capacity in which the request is made, if applicable, must be attached.

Full Name and Surname;

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:
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D. " Particulars of Record:

(@)  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 the Record or relevant part of the record:
2. : Réference 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 after a request fee has been paid. '

(b) You will be nonﬁedl of the amount of the request fee. 2

(c) The fee payable for acce:ss 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.

(d)  If you 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.
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Disability: _ Form in which record is required:

Mark the appropriate box with an “X”

NOTES: _

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

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

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

requested.

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

Copy of record * _ Inspection of record

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 * 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 the record is held on computer or in an electronic or machine-readable form:

Printed copy of record Printed copy of ' Copy in computer readable
information derived from form * (stiffy or compact
the record * disc)
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* If you requested a copy or transcription of a record (above), do you wish the YES NO
copy or transcription to be posted to you? '
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 foﬁos

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, 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 _ : 200

SIGNATURE OF REQUESTER/PERSON
B ON WHOSE BEHALF REQUEST IS MADE
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APPENDIX -2
REPRODUCTION FEES

Where requested document appear in the appendix 1 i.e. the Private Body 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

s Forevery phdtocopy of an A4-size page or part thereof 1,10
*  For every printed copy of an A4-size page or part thereof held on a

computer or in electronic or machine readable form : 0,75
* For a copy in a computer-readable form on

- Stiffy disc 7,50

- Compact disc 70,00
* A transcription of visual images, for an A4-size page or part thereof 40,00
¢ For a copy of visual images ' 60,00
* A transcription of an audio record, for an A4-size page or part thereof 20,00
¢ For a copy of an audio record 30,00

Request fees:
Where a requester submits a request for access to information held by an Private Body on a berscn other that

the requester himself/herself, a request fee in the amount of R50,00 is payable up-front before the Private
Body 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:
*  For every photocopy of an A4-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
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e For a copy in a computer-readable form on
- Stiffy disc
- Compact disc -
¢ A transcription of visual images, for an A4-size page or part thereof
e For a copy of visual images _
¢ A transcription of an audio record, for an Ad-size page or part thereof
¢ For a copy of an audio record |
e To search for a record ﬁt must be disclosed
(per hour or part of an hour reasonably required for such search)

o Wherea copy of a record needs to be posted the actual postal fee is payable.

Deposits:

7,50
70,00
40,00
60,00
20,00
30,00
30,00

Where the Private Body 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 /5 (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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. MANUAL
of

Z A SAUNDERS T/A
ANIMAL TRAVEL
- AGENCY .

Prepared in accordance with Section 51 of the Promotion of

Access to Information Act, No 2 of 2000.

(Private Body)
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1 INTRODUCTION

1.1 The Promotion of Access to Information Act, No 2 of 2000 (“the Acf’) 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 reqﬁired for the exercise or
 protection of any rights. Where a reeiuest 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 expresslf 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: -

In order to promote effective governance of private bodies, i'x_ 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:

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

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

Wherever reference is made to “Private Body” in this manual, it will refer to Z A SAUNDERS
T/A ANIMAL TRAVEL AGENCY a private body, for whom this manual is drafted.

Wherever reference is made to a “document” or “record”, it shall include such documents or

records that are stored on a computer or in any form of electronic format (precedent included).
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PART I
2 CONTACT DETAILS
21 Information Officer: ZOE ALEXANDRA SAUNDERS
Postal address: P O Box 733, Chempet, 7442
. Physical Address: Rietvlei Farm, Blouberg Road, Table View

Tel: (021) 557 6700

Fax: (021) 557 6661

2.2 GENERAL INFORMATION
221 Name of Private Body: Z A SAUNDERS T/A ANIMAL TRAVEL AGENCY
2.2.2 Registration No: NOT APPLICABLE |
223 . Postal Address: P O Box 733, Chempet, 7442
224 Physical Address (or main place of business): Rietvlei Farm, Blouberg Road, Table View
225 Telephone Number: (021) 557 6700
226 | Facsimile number: (021) 557 6661
2.2.7 | - E-mail address: zoeanimaltravel@mweb.;o.m

228 Website: NJA
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PART II

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 ﬁHE RESEARCH AND DOCUMENTATION DEPARTMENT),
~ Private Bag X2700, HOUGHTON, 2041;

Telephone Number: (011) 484-8300;

Facsimile .Number: (011) 484-1360;

Website: www.sahre.org.za;

E-mail Address: P, ahrc.org.za.
PART III

3.1 ~ RECORDS OF THE PRIVATE BODY

This clause serves as a reference to the records that the Private Body holds in order to facilitate a
request in terms of the Act. '

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

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

Th head of the private body may, in addition and on a voluntary basis, also publish notices in
terms of Section 52(2) of the Act regarding categories of record which are available without a
person having to request access in terms of the Act.

32 PRIVATE BODY DOCUMENTS AND RECORDS

3.2.1 INCORPORATION DOCUMENTS AND RECORDS
N/A

3.2.2 FINANCIAL DOCUMENTS AND RECORDS

34.2.1 Tax records

3.222 PAYE records
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3.2.:”:.3 : UTF records

3224 _ Invoices

32235 Cheque Account

3226 Cash records

3227 © Financial documents

3.23 ‘ OPERATIONAL DOCUI\&ENTS AND RECORDS
3231 Database of customers

3_.2.3.2 Records relating to transport and safekeeping of animals
3233 Application forms of customers

3234 Correspondence with customers

3.2.3.5 . Customer account records

3236 Records relating to sales and productiog

3:2.3.7 Price lists

3.23.8 Cﬁstomer complaints / assessments

3239 Records pertaining to costing / quoting

These records include, but are not limited to, records which pertain to the Private
Body’s own affairs. '

3.24 PERSONNEL DOCUMENTS AND RECORDS

Personal records provided by personnel (including permanent and limited duration

employees) including but not limited to:
3.2.4.1 Employment contract
3.24.2 Disciplinary records
3243 - Unemployment Insurance

3244 Identification records
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“Personnel” refers to any person who works for, or provides services to or on behalf of
the Private Body, and receives or is entitled to receive remuneration and any other person
who assists in carrying out or conducting the business of the Private Body. This includes,
without limitation, members, all permanent and limited duration staff, as well as contract

workers.
3.2.5 SAFETY RECORDS
NOT APPLICABLE
3.2.6 ~ INFORMATION TECHNOLOG? RECORDS
NOT APPLICABLE |
3.2.7 RECORDS REQUIRED IN TERMS OF LEGISLATION
3.2.7.1 A table of legislation setting out a description of the records of the Private Body

-

which are available in accordance with certain legislation, is as follows:-

327.1.1 Unemployment Insurance Act 63 of 2001
32712 Basic Conditions of Employment Act 75 of 1997
32713 Compensation for Occupational Injuries and Diseases Act 130 of 1993

Reference to the above-mentioned legislation shall include subsequent amendments

to such legislation.
3.2.8 OTHER PARTY RECORDS
3.2.8.1 Personnel, customer or Private Body records which are held by another party (e.é.

marketing agent), as opposed to the records held by the Private Body itself;

3282 Records held by the Private Body pertaining to other parties, including without
limitation, financial records, correspondence, contractual and transactional records,
records provided by the other party, and records third parties have provided about
contractors/suppliers.

 PARTIV

4  GROUNDS FOR REFUSAL OF ACCESS TO RECORﬂS
The main grounds for the Private Body to refuse a request for information relates to the -

4.1 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;

4.2 mandatory protection of the commercial information of a third party, if the record contains —

42.1 trade secrets of that third party;
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422

423

43

4.4

4.5

4.6

4.6.1

4.6.2

463

4.64

47

4.8

5.1

financial, commercial, 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 the Private Body, if the disclosure
could put that third party at a disadvantage in negotiations or commercial competition;

mandatory protection of conﬁdentlal information of third parties 1f it is protected in terms of any
agreement;

mandatory protection of the safety of individuals and the protection of property;
mandatory protection of records which would be regarded as privileged in legal proceedings;
the commercial activiﬁes of the Private Body, which may include — .

trade secrets of the Private Body;

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

information which, if disclosed could put the Private Body at a disadvantage in
negotiations or commercial competition;

a computer program which is owned by the Private Body, and which is protected by
copyright.

the research information of the Private Body or a third party, if its disclosure would disclose the
identity of the Private Body, the researcher or the subject matter of the research and would place
the research at a serious disadvantage;

Requests for information that are clearly frivolous or vexatious, or wh:ch involve an
unreasonable diversion of resources shall be refused,

REMEDIES AVAILABLE WHEN A PRIVATE BODY REFUSES A REQUEST FOR
INFORMATION i

INTERNAL REMEDIES

The Private Body does not have an internal appeal procedure. As such, the decision made by
the information officer is final, and requesters will have to exercise such external remedies at
their disposal if the request for information is refused, and the requester is not sansﬁed with the
answer supplied by the information officer.

EXTERNAL REMEDIES

A requester that i§ dissatisfied with an information officer’s refusal to disclose information, may
within 30 days of notification of the decision, apply to a relevant Court for relief.

Likewise, a third party dissatisfied with an 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.
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6 REQUEST PROCEDURE

6.1 The requester must compiy with all the procedural raqu:rements contained in the Act relating to
the request for access to a record. :

6.2 The requester must complete the prescribed form enclosed herewith in Appendix 1, and Subﬁﬁt .'
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 2.1 or 2.2

above.

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

6.3.1 The record or records requested;

6.3.2 ‘ The identity of the requester,

6.3.3 Which form of access is required, if the request is granted;

6.3.4 - The postal address or fax number of the requester.

6.4 The requester must state that he/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.

6.5 The Private Body will process the request within 30 days, unless the requester has stated special -
reasons which would satisfy the Information officer that circumstances dictate that the above
time penods not be complied with. :

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

6.7 Ifa reques:t is made on behalf of another person, then the requester must submit proof of the
" capacity in which the requester is making the request to the reasonable satisfaction of the
information officer.

6.8 If an individual is unable to complete the prescribed form because of 1111tcracy or disability, such
a person may make the request ora]ly

6.9 The requester must pay the prescribed fee, before any further i:roéessi:ng can take place.

7  ACCESS TO RECORDS HELD BY THE PRIVATE BODY

7.1 Records held by the Private Body may be accessed by requests only once the prerequisite
requirements for access have been met.

7.2 Arequester is any person making a request for access to a record of the Private Body There are
two types of requesters:

7.2.1 PERSONAL REQUESTER

eS| A personal requester is a requester who is seeking access to a record containing

personal information about the requester. -
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7.2.1.2

7.2.2

7.2.2.1

8

8.1

8.1.1

8.12

8.2

8.3

84

85

8.6

9.1

9.2

The Private Body 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.

OTHER REQUESTER

This requester (other than a personal requester) is entitled to request access to
information on third parties. However, the Private Body 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,

FEES

The Act provides for two types of fees, namely:
A request fee, which will be a standard fee; and

An access fee, which must be calculated by taking into account reproduction costs, search
and preparation time and cost, as well as postal costs.

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

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 requester to
pay as a deposit the prescribed portion of the Access fee which would be payable if the request
is granted.

The information officer shall withhold a record until the requester has paid the fees as indicated
in Appendix 2.

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.

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.

DECISION

The Private Body wﬂl, within 30 days of receipt of the request, decide whether to grant or
decline the request and give notice with reasons (if required) to that effect.

The 30 day period with which the Private Body 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 amount of information, or the request requires a search for information held at another
office of the Private Body and the information cannot reasonably be obtained within the original
30 day period. The Private Body will notify the requester in writing should an extension be

sought.
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10 AVAILABILITY OF THE MANUAL

10.1 This manual is made available in terms of Regulation Number R. 187 of 15 February 2002,
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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

(3)  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.
(c)  Proof of the capacity in which the request is made, if applicable, must be attached.

Full Name and Surname:
Identity Number:
Postal Address:
Telephone Number: ___ Fax Number:
E-mail address:
Capacity in which request is made, when made on behalf of another person:

G 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:
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D. Particulars of Re.eord_:

(8)  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 aﬂacﬁ. itto _:h:'.r Jform. The

requester must sign all the additional folios

1. Description of the Record or relevant part of the record:
2. Reference numbser, 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 yourse{f
will be processed only after a request fee has been paid. -

(b} You will be notified of tke amount of the request fee.

()  The fee payable for access to a record depends on the form in which the access is requﬂ'ed 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 rherq"ore,

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.
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Disability: ' Form in which record is required:

Mark the appropriate box with an “X”

NOTES:

(2) 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 ﬁaﬂ! 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 * I.nspectit-m 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 * 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 the record is held on computer or in an electronic or machine-readable form:

Printed copy of record Printed copy of Co;:y.in computer readable
' information derived from form * (stiffy or compact
the record * disc)
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* If you requested a copy or transcription of a record (above), do you wish the YES NO
copy or transcription to be posted to you?
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, 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 ' 200

SIGNATURE OF REQUESTER/PERSON
ON WHOSE BEHALF REQUEST ISMADE
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APPENDIX -2
REPRODUCTION FEES

Where requested document appear in the appendix 1 i.e. the Private Body 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'

repreduction of the record in question.

THE APPLICABLE FEES FOR REPRODUCTION AS REFERRED TO ABOVE ARE:

R F

s  For every photocopy of an A4-size page or part thereof 1,10
¢ For every printed copy of an A4-size page or part thereof held on a '

computer or in electronic or machine readable form - 0,75
s Foracopy in a computer-readable form on

- Stiffy disc 7,50

- Compact disc 70,00
s 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 parf thereof 20,00
. Fc‘:r a copy of an audio record _ 30,00

Request fees:
Where a requester submits a request for access to information held by an Private Body on a person other that
the requester himself/herself, a request fee in the amount of R50,00 is payable up-front before the Private

Body 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
»  For every photocopy of an A4-size page or part thereof 1,10
+  For every printed copy of an A4-size page or part thereof held on '_
a computer or in electronic or machine readable form 0,75

24332—10
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. Fﬁrl a co;iy ina computer-readable form on
- Stiffy disc
- Compact disc '
e A u'ansét'iption of visual images, for an Ad-size page or part thereof
e For a copy of visual images _
e A transcription of an audio record, for an A4-size page or part thereof
» Fora cop-y of an audio record
e To search for a record that must be disclosed
(per hour or part of an hour reasonably required for such search)
e Wherea copy of a record needs to be posted the actual postal fee is payable.

Deposits:

7,50
70,00
40,00

60,00

20,00
30,00
30,00

Where the Private Body 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.

- 00328755—11

24332—11
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'MANUAL
of

TILETORIA CAPE CC

-Prepared in accordance with Section 51 of the Promotion of

- Access to Information Act; No 2 of 2000.

(Private Body)
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1  INTRODUCTION

1.1 The Promotion of Access to Information Act, No 2 of 2000 (“the Acf’) 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
protectlon 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 expressly provides _
that the information may or must not be released. The Act sets out the requisite procedural

issues attached to such request.
12 'PURPOSE OF THE MANUAL:

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 justlﬁable limitations, including, but not limited to:

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

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

. Wherever reference is made to “Private Body” in this manual, it will refer to TILETORIA
"CAPE CC, a close corporation which opefates as a wholesaler and retailer of ccrami_c tile and
sanitaryware, for whom this manual is drafted. '

Wﬁereircr_refcrcnce is made to a “document” or “record”, it shall include such documents or

records that are stored on a computer or in any form of electronic format (precedent included).
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- PARTI

2 CONTACT DETAILS
21 Informaﬁon Officer: FREDERICK ALLAN DUCKWOkTH
Postal address: P O Box 580, Paarden Eiland, 7420
Registered address: 8_.6 Bree Street, Cape Town
_ Physical Address: 43 Paarden Eiland Road, Paarden Eiland
Tel: (051) 5113125 |
- Fax: (021) 511 3119

Email address: aduckworth@tiletoria.co.za

2.2 GENERAL INFORMATION

221 Name of Private Body: TILETORIA CAPE CC .

222 Head of Private Body: Patrick Michael Francis Thonissen

223 Registration No: CK NO 19951’064096)‘23

224 ' Vat Registration No, 4790148078

225 Postal Address: P O Box 580, Paarden Eiland .

2.2.6 - Physical Address (or main place of business): 43 Paarden Eiland Road, Paarden Eiland
227 Telephone Number: (021) 511 3125

228 Facsimile number: (021) 511 3119

229 E-mail address: pthonissen@tiletoria.co.za

2.2.10 Website: www.tiletoria.co.za
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PART II

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 conternplated in the Act. Any
enquiries regarding this guide should be directed to:

3.1

3.2

321

32.1.1

3212

3.2.2

3221

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@sahre.org.za.

PART 11
RECORDS OF THE PRIVATE BODY

This clause serves as a reference to the records that the Private Body holds in order to facilitate a
request in terms of the Act.

The information is classified and grbuped according to records relating to the following subjects

and categories:

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

The head of the private body may, in addition and on a voluntary basis, also publish notices in
terms of Section 52(2) of the Act regarding categories of records which are available without a
person having to request access in terms of the Act.

PRIVATE BODY DOCUMENTS AND RECORDS

INCORPORATION DOCUMENTS AND RECORDS

Copies of documents of incorporation
Copies of Members Association A'greementé
FINANCIAL DOCUMENTS AND RECORDS

Regional Services Council records
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3222 Vat records

3223 PAYE records

3224 UTF records

3.2:2:3 Stock records

3.2.2.6 Asset inventory

3227 Order forms

32238 Invoices

3229 Statements

32210 Proof of delivery forms
3.2.2.11 Goods received vouchers |
32.2.12 Debit notes

3.2.2.13 _ "~ Credit notes

3.2.2.14 Savings Account

3.2.2.15 Cheque Account

3.2.2.16 Current Account

3.2.2.17 Call Account

3.2.2.18 Cash records |

3.2.2.19 Monthly management accounts
3.2.2.20 Financial documents

3.2.3 | OPERATIONAL DOCUMENTS AND RECORDS

3231 Database of customers

3232 Credit Application forms
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3233

3234

3235

3.2.3.6 |
3237
32338
3.239

3.23.10

3.24

3.24.1
3242
3.243
3.244

3.245
3.24.6
3.24.7
3.24.8
3.249
3.24.10
| 3.2!.1.1.1

3.2.4.12

STAATSKOERANT, 7 FEBRUARIE 2003

Correspondence with customers
Customer account records

Records with regards to sales

Records with fegards to production

Price lists

Records pertaining to costing and quoting
Supply Agreements

Distribution Agreements

These records include, but are not limited to records which pertain to the Private

Body’s own affairs.

PERSONNEL DOCUMENTS AND RECORDS

Employment contracts
Application forms

Qualifications

‘Salary records

Leave records
Records relating to increases
Disciplinary records

Company policies

‘Employment Equity Plan

Workplace Skills Plan
SETA records

Attendance register

Personal records provided by personﬁel (inciuding permanent and limited duration
employees) including but not limited to:
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3.24.13 Providgnt Fund

3.24.14 Unemployment Insurance
3.24.15 Medical Aid

3.24.16 Records rélating to déductioﬁ;«l

“Personnel” refers to any person who works for, or provides services to.or on behalf of
the Private Body, and receives or is entitled to receive remuneration and any other person
who assists in carrying out or conducting the business of the Private Body. This includes,
without limitation, members, all permanent, limited duration staff, as well as contract

“workers.

325 SAFETY RECORDS
NOT APPLICABLE

3.2.6 INFORMATION TECHNOLOGY RECORDS
3.2.6.1 Licexlmes_
3.2.6.2 Software programs
3.2.63 Software applications
3.2.64 ; Computer generated databases
3.26.5 | . Inter-companf e:qails
3.2.7 RECORDS REQUIRED IN TERMS OF LEGISLATION
3271 " A list of certain legislation setting out a description of the récords of the Private

Body which are available in accordance with such legislation, is as follows:-

3.27.1.1 Labour Relations Act 66 of 1995

3.27.12 ‘Employment Equity Act 55 of 1998

32713 ) _ Basic Conditions of Employment Act 75 of 1997
327.14 " Unemployment Insurance Act 63 of 2001
32715 ‘ Value Added Tax Act 89 of 199i

3.2.?.1.6 N | Skills Development Act 9 of 1999

327179 Usury Act 79 of 1968
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32718 Income Tax Act 58 of 1962
32.7.19 Close Corporation Act

Reference to the above-mentioned legislation shall include subsequent amendments

to such legislation and all relevant sections within such legislation in terms of

 which the private body holds records. . .

3.2.8 OTHER PARTY RECORDS
32.8.1 Personnel, customer or Private Body records which are held by another party, as

opposed to the records held by the Private Body itself; ;
3.2.8.2 Records held by the Private Body pertaining to other parties, including without

limitation, financial records, correspondence, contractual and transactional records,
records provided by the other party, and records third parties have provided.

PART IV

4 GROUNDS FOR REFUSAL OF ACCESS TO RECORDS

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

4.1

4.2
4.2.1

422
- 423
4.3

4.4
45
4.6
4.6.1

4.6.2

4.6.3

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 protection of the commercial information of.a third party, if the record contains —
trade secrets of that third party;

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

information disclosed in confidence by a third party to the Private Body, if 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; : ' AR

mandatory protection of the safety of individuals and the protection of property;
mandatory protection of records which would be regm;ded as privileged in legal proceedmgs,
the commercial activities of the Private Body, which may include -

trade secrets of the Private Body; ” |

financial, commercial, scientific or technical information which .dis'cltjsure of could likely
cause harm to the financial or commercial interests of the Private Body;

information which, if disclosed could put the Private Body at a disadvantage in
negotiations or commercial competition; o
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a co:fxi:uter program which is owned by the Private Body, and which is protected by
copyright. ' =

the research information of the Private Body or a third party, if its disclosure woul(j{ disclose the
identity of the Private Body, the researcher or the subject matter of the research and would place
the research at a serious disadvantage; £ =

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

5  REMEDIES AVAILABLE WHEN A PRIVATE BODY REFUSES A REQUEST FOR
INFORMATION |

5.2

INTERNAL REMEDIES

The Private Body does not have an internal appeal procedure. As such, the decision made by
the information officer is final, and requesters will have to exercise such external remedies at
their disposal if the request for information is refused, and the requester is not satisfied with the
answer supplied by the information officer. Z

EXTERNAL REMEDIES

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

Likewise, a third party dissatisfied with an 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.

6 REQUEST PROCEDURE

6.1

6.2

6.3

6.3.1

632

6.3.3

6.3.4

6.4

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 2.1 or 2.2
above, : '

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

The record or records requested;

The identity of the requester,

Whic;h form of access is required, if the request is gfanted;
The postal address or fax number of the requester.

The requester must state that he/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.
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6.5 _ The Private Body will process the request within 30 days, unless the requester has stated special
reasons which would satisfy the Information officer that circumstances dictate that the above
time periods not be complied with.

6.6 ‘The requester shall be informed whether access granted or denied, If, in_:;x:&ﬁitign, the requester
" requires the reasons for the decision in any other manner, he/she must state the manner and the

. particulars so required. :
6.7 If a request is made on behalf of another person, then the reqﬁester mJust submit proof of the

capacity in which the requester is making the request to the reasonable satisfaction of the
information officer. . jo

6.8 . 'If;'m individual is unable to complete the prescribed form because of ﬂﬁteracy or disabiliry, such
' a person may make the request orally. :

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

7~ ACCESS TO RECORDS HELD BY THE PRIVATE BODY

7.1 Records held by the Private Body may be accessed by fequests only once the prerequisite
me requirements for access have been met. . =
7.2 A requester is any person making a request for access to a record of the Private Body. There are
- two types of requesters: ' ' g
7.21 PERSONAL REQUESTER
7.21.1 A personal requester is a'requester who is seeking access to a record éontai.ujng

personal information about the requester.

72.12 The Private Body 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.

722  OTHER REQUESTER

7.2.2.1 This requester (other than a persomal requester) is entitled to request access to
: information on third parties. However, the Private Body 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:

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

8.1.2 An access fee, which must be calculated by taking into account reproduction costs, search
' and preparation time and cost, as well as postal costs.

82 When the request is received by the Mo@ﬁm Offficer, such officer shall by notice reqﬁire the

requester, other than a personal requester, to pay the prescribed request fee (if any), before any -
 further processing of the request. w ' : o
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8.3

8.4

8.5

8.6

9

9.1

92

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 requester to
pay as a deposit the prescribed portion of the Access fee which would be payable if the request
is granted.

The information officer shall withhold a record until the requester has paid the fees as indicated
in Appendix 2,

A requester whose request for access to a record’has been jgranted, 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. .

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, '

DECISION

The Private Body will, within 30 days of receipt of the request, decide whether to grant or
decline the request and give notice with reasons (if required) to that effect.

The 30 day period with which the Private Body 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 amount of information, or the request requires a search for information held at another
office of the Private Body and the information cannot reasonably be obtained within the original
30 day period. The Private Body will notify the requester in writing should an extension be

sought.

10 AVAILABILITY OF THE MANUAL

10.1

-

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



STAATSKOERANT, 7 FEBRUARIE 2003

No. 24332

333

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

Full Name and Surname:

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:




334 No. 24332 GOVERNMENT GAZETTE, 7 FEBRUARY 2003

D. . Particulars of Record:

(2)  Provide full particulars of the record to which access is requested, including the reference number if
that is known to you, to enable Ilhe' record to be located. '

() Ifthe provided space is inadequate please continue on a separate folio and attach it to this Jorm. The
requester must sign all the additional folios '

L. 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 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 of the request fee. ) :

(c)  The fee payable 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. '

(d)  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.
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Disability: - | Form in which record is required:

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 refused in certain circumstances. In such a case you will be
informed if access will be granted in another form.

(c) The fee payable for access to the record, if any, will be determined partly by the form in which access i 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 * _ Tra.nséription 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 the record is held on computer or in an electronic or machine-readable form:

Printed copy of record Printed copy of Copy in computer readable
- information derived from form * (stiffy or compact
the record * disc)
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* If you requested a copy or transcription of a record (above), do you wish the YES NO
copy or transcription to be posted to you? £

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, 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 - 200____'

- SIGNATURE OF REQUESTER/PERSON
ON WHOSE BEHALF REQUEST IS MADE
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APPENDIX -2
REPRODUCTION FEES
Where requested document appear in the appendix 1 i.e. the Private Body has voluntarily provided the
Minister with a list of categories of records that wi]l-automaﬁcally’ﬁe 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

e For every photocopy of an A4-size page or part thereof o L10
e For every printed copy of an A4-size page or part thereof held on a

computer or in electronic or machine readable form ' ' 075
e For a copy in a computer-readable formon ~ )

- Stiffy disc 7,50

- Compact disc - 7000
.« A transcription of visual i:ﬁagw, for an A4~size page or part thereof 40,00
. For a copy of visual images | 60,00
e A transcription of an audio record, for an A4-size page or part thereof i "2_0',00 -
e  For a copy of an audio record 30,00

Request fees:

Where a requester submits a request for access to mfonnauon held by an Private Body on 2 person other that
the requester himself/herself, a request fee in the amount of R50,00 is payable up-front before the Private
Body will further process the request received.

Access fees:

An access feé is payable in all instances where a request for access to information is gmnted except in those -
instances where payment of an access fee is specially excluded in terms of the Act or an exclusmn is -

' determined by the Minister in terms of Sectioni 54 (8).

The applicable access fees which will be payable are:
e  For every photocopy of an A4-size pagé or part thereof .,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
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¢ Fora copy in a computer-readable form on :

- Stiffy disc 7,50

- Compact disc ' 70,00
* A transcription 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
* For a copy of an audio record 30,00
+  To search for a record that must be disclosed 30,00

(per hour or part of an hour reasonably reql.ured fur such search)

‘e Wherea copy of a record needs to be posted the actual postal fee is payab]e

Deposits:

Where the Private Body receives a request for access to infonnatim:! 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, 2 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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MANUAL
of

SYNCHRON MARKINGS
(PTY) LTD

Prepared in accordahce with Section 51 of the Promotion of

~ Access to Information Act, No 2 of 2000.

(Private Body)
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1

1.1

1.2

INTRODUCTION

The Promotion of Access to Information Act, No 2 of 2000 (“the Acf”) 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 expressly provides
that the information may or must not be released. The Act sets out the requisite procedural
issues attached to such request. '

»

PURPOSE OF THE MANUAL:

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;
e Commercial confidentiality; and
e  Effective, efficient and good governance; y

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

Wherever reference is made to “Private Body” in this manual, it will refer to SYNCHRON
MARKINGS (PTY) LTD a private body within the retail industry including its branches, for
which this manual is drafted.

Wherever reference is made to a “document” or “record”, it shall include such documents or
records that are stored on a computer or in any form of electronic format (precedent included).
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2

2.1

22

23

23.1
23.2
233
234
2.3.5

2.3.6

237
238
239

2.3.10

PART I

CONTACT DETAILS

Information Officer: PETRiNA WAREHAM

Postal address: P O Box 36921, Chempet, 7442

Registered address: 14 Railway Road, Montague Gardens, 7441
Physical Address: 14 Railway Road, Montague Gardens, 744 1.

Tel: (021) 5511790 / Fax: (021) 5525291

E-mail address: petrina@synchron.co.za

Deputy Information Officer: DORIS GARROW

Postal address: P O Box 36921, Chempet, 7442

Registered address: 14 Railway Road, Montague Gardens, 7441

Physical Address: 14 Railway Road, Montague Gardens, 7441
Tel: (021) 5511790 / Fax: (021) 5525291 -
E-mail address: doris@synchron.co.za
GENERAL INFORMATION
~ Name of Private Body: SYNCHRON MARKINGS (PTY) LTD
Head of Private Body: Alan Chetwynd Gillett
Registration No: 1992/03295/07
Vat Registration No. 4030108916

Postal Address: P O Box 36921, Chempet, 7442

Physical Address (or main place of busjness)é ' 14 Rallway Road, Montague Gardens,

7441

Telephone Number: (021) 5511790
Facsimile number: (021) 5525291
E-mail address: alan@synchron.co.za

Website: www.synchron.co.za
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PART II

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:

3.1

32

321

32.1.1
3212

3213

The South African HUMAN RIGHTS COMMISSION,

at PAIA Unit (THE RESEARCH AND DOCUMENTA ;I‘I ON 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

RECORDS OF THE PRIVATE BODY

This clause serves as a reference to the records that the Private Body holds in order to facilitate a -
request in terms of the Act.

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

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

The head of the private body may, in addition and on a voluntary basis, also publish notices in
terms of Section 52(2) of the Act regarding categories of records which are available without a
person having to request access in terms of the Act.

PRIVATE BODY DOCUMENTS AND RECORDS

INCORPORATION DOCUMENTS AND RECORDS

Copies of documents of incorporation
Copies of the Memorandum and Articles of Association

Minutes of Board of Directors meetings
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3214

3.2.2

3.2.2.1

3222

3223

3224

3.2.25

3226

3227

3228

3229

3.2.2.10

3.2.2.11

32212

32213

3.2.2.14

3.2.2.15

3.2.2.16

3.22.17

32218

3.2.2.19

3.22.20

Minutes of Management meetings

FINANCIAL DOCUMENTS AND RECORDS

Regional Services Council records
Vat records

Tax records including tax clearance certificates
PAYE records

UIF records

Stock records

Asset inventory

Asset register

Order forms

Invoices

Monthly Statements .

Proof of delivery forms

Goods received vouchers

Goods returnéd vouchers

Credit notes

Current Account records

Call Account records

Cash records

Financial reports records including annual financial statement

Financial documents in accordance with accounting practice
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3.2.3 | OPERATIONAL DOCUMENTS AND RECORDS
3231 Minutes of staff meetings

3232 Promotional material

3.233 Marketing call reports

3234 Registered designs, patents / trademarks

3235 Written product / service specifications

3.23.6 Product / service manuals

3.23.7 Work instruction manuals

3.23.8 Database of customers

3239 Credit Application forms

3.2.3.10 Correspondence with customers

3.23.11 Customer account records

323,12 Records and reports with regards to sales

3.23.13 Records with regards to production and records of conversion
3.2.3.14 Records with réga.rds to scheduling and supply of goods / services
3.23.15 Business plans

3.2.3.16 Exchange control records

3.2.3.17 Strategy document

3.23.18 Vision statement

3.2.3.19 Mission statement

3.23.20 Action plans

32321 Price lists
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3.23.22 Records pertaining to customer complaints / assessments
3.23.23 Records pertaining to costing and quotations

32.3.24 Records with regards to research and development of products
3.2.3.25 ) Records with regards to research and development of. services

3.23.26 Records with regards to market research

These records include, but are not limited to records which pertain to the Private
Body’s own affairs.

3.24 PERSONNEL DOCUMENTS AND RECORDS

Personal records provided by personnel (including pcrmancnt and limited duration
employees) including but not limited to:

324.1 Employment contracts

3242 Applicatioﬁ forms

3.243 Qualifications

3.244 Salary records

3.245 Leave records

3246 Records relating to increases

3.24.7 Disciplinary codes and procedures and records
‘32438 Performance management records

3249  Medical his:or}}

3.2.4.10 Long service awards

3.24.11 Training records

3.24.12 Training manuals

3.24.13 Written company policies

3.24.14 Employment Equity Plan

324.15 Workplage Skills Plan |

3.24.16 SETA records
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3.24.17
3.2.4.18
3.2.4.19
3.2.4.20

3.24.21

3.25

3.2.5.1
3.2.5.2
3.2.5.3
3.2.54
3.2.5.5
3.2.5.6
3.2.6
3.2.6.1
3262

13263
3.2.64
3.2.6.5
3266

3.2.7

Attendance register records

Provident Fund

Unemployment Insurance

Medical Aid

Records relating to deductions, statutory or otherwise

“Personnel” refers to any person who works for, or provides services to or on behalf of
the Private Body, and receives or is entitled to receive remuneration and any other person
who assists in carrying out or conducting the business of the Private Body. This includes,
without limitation, directors, all permanent, limited duration staff, as well as any contract
workers from time to time.

SAFETY RECORDS

Safety manual
Records relating to incidents
Records relating to corrective action
Records in terms of the Occupational Health and Safety Act
Records in terms of the Compensation for Occupational Injuries and Diseases
Quality control test results
INFORMATION TECENOLOGY RECORDS
Licenﬁes
- Software programs
Software applications
Computer generated databases
Inter-company e-mails
Internet connectivity reports

RECORDS REQUIRED IN TERMS OF LEGISLATION
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3271 A list of certain legislation setting out a description of the records of the Private
Body which are available in accordance with such legislation, is as follows:-

3.2.7.1.1 Labour Relations Act 66 of 1995

32712 : Employment Equity Act 55 of 1998

3.27.1 ..3 Basic Condition.l*:. éf ﬁn;ploymént Act 7.5 of 1997

32714 0 Coﬁxpensaﬁan for Ot;cupétiélllal Injuries and Diseases Act 130 of 1993
3.2.7.15 - | Companies Act 61 of 1973 |

3.2.7.1.6 Unemployment Insurance Act 63 of: 2001

3.2.7.1.7 Value Added Tax 89 of 1991

32.7.1.8 ' Skills Development Act 9 of 1999

32719 : Income Tax Act 58 of 1962

Reference to the above-mentioned legislation shall include subsequent amendments
to such legislation and all relevant sections within such legislation in terms of
which the private body holds records.

3.2.8 : OTHER PARTY RECORDS

3.2.8.1 Personnel, customer or Private Body records which are held by another party, as
opposed to the records held by the Private Body itself;

3.2.82 Records held by the Private Body pertaining to other parties, including without
' limitation, financial records, correspondence, contractual and transactional records,
records provided by the other party, and records third parties have provided.

PART IV

4 GROUNDS FOR REFUSAL OF ACCESS TO RECORDS
The main grounds for the Private Body to refuse a request for information relates to the -

4.1 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;

42 mandatory protection of the commercial information of a third party, if the record contains —

4.2.1 trade secrets of that third party;
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422
423
43

4.4
4.5
4.6
4.6.1

4.6.2
463
4.6.4

47

4.8

5

5.1

5.2

financial, commercial, scientific or technical information which disclosure 6ou1d likely
cause harm to the financial or commercial interests of that third party;

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

mandatory protection of conﬁdentlal mfermatwn of third parties if it is protected in terms of any
agreement;

mandatory protection of the safety of individuals and the protection of property;
maﬁdatory protection of records which would be regarded as privileged in legal procce_dings;
the commercial activities of the Private Body, which may include —

trade secrets of the Private Body;

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

information which, if disclosed could put the Private Body at a disadvantage in
negotiations or commercial competition;

a computer program which is owned by the Private Body, and which is protected by
copyright.

the research information of the Private Body or a third party, if its disclosure would disclose the
identity of the Private Body, the researcher or the subject matter of the research and would place

* the research at a serious disadvantage;

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

REMEDIES AVAILABLE WHEN A PRIVATE BODY REFUSES A REQUEST FOR
INFORMATION '

INTERNAL REMEDIES

The Private Body does not have an internal appeal procedure. As such, the decision made by
the information officer.is final, and requesters will have to exercise such external remedies at
their disposal if the request for information is refused, and the requester is not satisfied with the
answer supplied by the information officer.

EXTERNAL REMEDIES

A requester that is dissatisfied with an information officer’s réfusal to disclose information, may
within 30 days of notification of the decision, apply to a relevant Court for relief. ;

Likewise, a third party dissatisfied with an 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.
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6 REQUEST PROCEDURE

6.1 The requester must comply with all the procedural requirements contained in the Act relating to
the request for access to a record.

6.2 The requester must complete the prescribed form enclosed herewith in Apﬁendix 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 2.1 or 2.2

above.

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

6.3.1 The record or records requested;

6.3.2 The identity of the requester,

6.3.3 Which form of access is required, if the request is granted;

6.34 The postal address or fax number of the requegter.

6.4 The requester must state that he/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.

6.5 The Private Body will process the request within 30 days, unless the requester has stated special
reasons which would satisfy the Information officer that circumstances dictate that the above
time periods not be complied with.

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

6.7 Ifa request is made on behalf of another person, then the requester must submit proof of the
' capacity in which the requester is making the request to the reasonable sat:sfactmn of the
information officer. ;

6.8 If an individual is unable to complete the prescribed form because of illiteracy or disability, such
a person may make the request orally.
6.9 . The requester must pay the prescribed fee, before any further processing can take place. .

7  ACCESS TO RECORDS HELD BY THE PRIVATE BODY |

7.1 Records held by the Private Body may be accessed by requests only once the prerequisite
requirements for access have been met.

7.2 A requester is any person making a request for access to a record of the Private Body. 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.
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Ti2: 12 The Private Body 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 entitled to request access to
information on third parties. However, the Private Body 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

8.1.2 An access fee, which must be calculated by taking into account reproduction costs, search

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

8.2 When the request is received by the Information Officer, such officer shall by notice require the
requester, other than a personal requester, to pay the prescribed request fee (if any), before any
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 requester to
pay asa deposit the prescnbed portion of the Access fee-which would be payable if the request
is granted.

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 mcludmg 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 The Private Body will, within 30 days of receipt of the request, decide whether to grant or
decline the request and give notice with reasons (if required) to that effect.

9.2 The 30 day period with which the Private Body 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 amount of information, or the request requires a search for information held at another
office of the Private Body and the information cannot reasonably be obtained within the original
30 day period. The Private Body will notify the requester in wnung should an extension be

sought.
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10 AVAILABILITY OF THE MANUAL

10.1 This manual is made available in terms of Regulation Number R. 187 of 15 February 2002. .
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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.
(c)  Proof of the capacity in which the request is made, if applicable, must be attached.

Full Name and Surname:
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:

24332—11
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D. Particulars of Record:

(a) %vide 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 thls fbm The

requester must sign all the additional folios

" 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 after a request fee has been paid.

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

(c)  The fee payable 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.

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

Reason for exemption of payment of the fee:

F. _For_m of Access to the Recbrd:

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. '

00328755—12 24332—12
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Disability: Form in which record is required:

Mark the appropriate box with an “X”
NOTES: '

informed if access will be granted in another form.

requested.

(@) 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

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

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 *

Transcription of the images*

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

Listen to the soundtrack

{audio cassette)

Transcription of soundtrack *
(written or printed document)

4. If the record is held on computer or in an electronic or machine-readable form:

Printed copy of record | Printed copy of _ Copy in computer readable
information derived from form * (stiffy or compact
the record * disc)
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* If you requested a co;ﬁy or transcription of a record (above), do you wish the "YES NO
copy or transcription to be posted to you? : '
A postal fee is payable. '
G. Particulars of right to be exercised or protecteti:

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 not_iﬁed in writing whether your regucst'hﬁs 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 _n:g'ai-ding your request for access to the record?

Signedat this day of - 200

' SIGNATURE OF REQUESTER/PERSON -
ON WHOSE BEHALF REQUEST IS MADE
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| APPENDIX — 2
REPRODUCTION FEES |

Where requested document appear in the appendix 1 i.e. the Private Body has voluntarily prowded 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 A4-size page or part thereof 1,10
®  For every printed copy of an A4-size page or part thereof held on a |

computer or in electronic or machine readable form ' 075
¢ For a copy in a computer-readable form on _

- Stiffy disc 7,50

- Compact disc - - 70,00
* A transcription of visual images, for an A4-size page or part thereof 40,00
* For a copy of visual images _ 60,00
* A transcription of an audio record, for an A4-size page or part thereof 20,00
¢ For a copy of an audio record 30,00

Request fees: _

Where a requester submits a request for access to information held by an Private Body on a person other that
the requester himself/herself, a request fee in the amount of R50,00 is payable up-front before the Private
Body 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:
¢  For every photocopy of an A4-size page or part thereof - 1,10

e For every printed copy of an Ad-size page or part thereof held on
a computer or in electronic or machine readable form 0,75
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e For a copy in a computer-readable form on
- Stiffy disc
- Compact disc
e A u'anscnpnon of visual images, for an A4-51ze - page or part thereof
e Fora copy of wsual images
e A transcnpnon of an audio record, for an A4-size page or part thereof
e Fora copy of an audio record
e  To search for a record that must be disclosed
(per hour or part of an hour reasonably required for such search)

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

' Deposns

7,50
70,00
40,00
60,00
20,00
30,00
30,00

Where the Private Body receives a request for access to mformatmn 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 '/3 (one third) of the amount of the applicable access fee.

Note: In terms of Regulétion 8, Value Added Tax (VAT) must be added to all fees prescribed in terms of the

Regulations.
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MANUAL
of

DIAL-A-PC CC

Prepared in accordance with Section 51 of the Promotion of

Access to Infoi'mat_ion Act, No 2 of 2000.

(Private Body)
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1 INTRODUCTION

1.1 The Promotion of Access to Information Act, No 2 of 2000 (“the Acf”) 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
pfotection 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 expressly provides
that the information may or must not be released. The Act sets out the requisite pmcedu}al

issues attached to such request.

1.2 PURPOSE OF THE MANUAL:
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:

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

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

Wherever reference is made to “Private Body” in this manual, it will refer to DIAL-A-PCCCa
private body within the computer industry, for whom this manual is drafted.
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2

2.1

2.2

221
222
2.I2.3
224

2.2.5

2.2.6

227

2.2.8

PART 1

CONTACT DETAILS
Inf#rmaﬁou Officer: JANICE MARY SARA VAN DER MERWE
Postal address: P O Box 1130, Oakdale, 7534 |
Physical Address: 206 Durban Road, Bellville, 7530
Tel: (021) 949 5600 (W)

Fax: (021) 949 5602

GENERAL INFORMATION
Name of -Pn'vate Body: DIAL-A-PC CC
Registration No: 1990/1894 1;}23 s
Postal Address: P O Box 1130, Oakdale, 7534
Physical Address (or main place of business): 206 Durban Road, Bellville, 7530
Telephone Numbér: (021) 949 5600 |
Facsimile number: (021) 949 5602
E-mail address: janice@dialapc.com
Website: www.dialapc.com |

PART II

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 Numser: (011) 484-8300;

Facsimile Number: (011) 484-1360;
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3.1

32

3.2.1

32.1.1
3212
32.13
32.14
322 |
322:1
3223
3223
32é4
3225
3226
3227

3228

Website: www,sahrc.org.za;
E-mail Address: PIAI@sahrc.org.za.

PART III
RECORDS OF THE PRIVATE BODY

This clause serves as a reference to the records that the Private Body holds in order to facilitate 2
request in terms of the Act. o

The information is classified and grouped according to records relating to the follow:'ﬁg subjects
and categories:

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

PRIVATE BODY DOCUMENTS AND RECORDS

INCORPORATION DOCUMENTS AND RECORDS

Copic; of documents of incorporation
~ Copies of the Memorandum and Articles of Association

Minutes of Members meetings

Minutes of Management meetings
FINANCIAL DOCUMENTS AND RECORDS

Regional Services Council records

Vat records

Tax records

PAYE records

UTF records

Stock records

Asset register

Invoices
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3229 Monthly statements

3.2.2.10 Delivery notes

3.2.2.11 : Goods retumcd vouchers
3.2.2.12 : Debit notes

3.2.2.13 Credit notes

3.2.2.14 Savings Account

3.22.15 Cheque Account

3.2.2.16 Mt Account

32217 Cash records

3.2.2.18 ~ Annual Fmancml Statements
32219 ~ Rental Agreements

3.2.3 OPERATIONAL DOCUMENTS AND RECORDS
3.2.3.1 Promotional material

3.232 Written policies re business plan / activities
3233 Software licences

3234 Product manuals

3235 Database of customers

3.23.6 Credit Application forms
3237 Correspondence with customers
3.23.8 Delivery notes

3239 Proof of delivery forms

3.2.3.10 ' Proof of delivery notes



STAATSKOERANT, 7 FEBFH_II(AFIIE.EOOS No. 24332 363
3.23.11 ~ Invoices
3.2.3.12 ~ Monthly rental and saies reports
3.23.13  Records with regards to scheduling and supply of goodsfsmices
32314 Price lists (currei;t)
3.23.15 Control sheets
- 3.23.16 ' Records pertaining to customer complaints / assessments
3.2.3I.1? : Internal policies and procedures

These records include, but are not limited to, the records which pertain to the
Private Body’s own affairs.

32.4 PERSONNEL DOCUMENTS AND RECORDS

Personal records provided by personnel (including permanent and temporary) including

but not limited to:

3.24.1 * Employment contracts

3242 Application forms

3.2.43 Qualifications

3.24.4 Salary records

3245 Leave records

3246 Conditions of employment

3.24.7 Records relating to increases

32438 Disciplinary records
.3.24.9 Company policies

3.24.10 " SETA records

3.24.11 Unemployment Insurance

3.24.12 Medical Aid

3.24.13 Workman’s Compensation records
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3.24.14

3.25
3.2.5.1

3.2.6

3.2.6.1
3.26.2
3.2.6.3
3.2.6.4

3.2.7

3.2.7.1

3.2.7.1.1
- 32712
3.2.7.13
3.2.7.14
3.2.7.1.5
3.2.7.1.6

3.2.7.1.7

3.2.8

3281

Records of deductions

“Personnel” refers to any person who works for, or provides services to or on behalf of
the Private Body, and receives or is entitled to receive remuneration and any other person
who assists in carrying out or conducting the business of the Private Body. This includes,
without limitation, members, all pelmanent, temporary and part-time staff, as well as
contract workers.

SAFETY RECORDS
Records relating to the Occupational Health & Safety Act
INFORMATION TECHNOLOGY RECORDS
Licences
Software programs
Software applications
Customer database

RECORDS REQUIRED IN TERMS OF LEGISLATION

A table of legislation setting out a description of the records of the Private Body
which are available in accordance with certain legislation, is as follows:-

Labour Relations Act 66 of 1995

-P;asic Conditions of Em.ploymcnt Act75 of 19§?
Unemployment Insurance Act 63 of 2001

Value Added Tax Act 89 of 1991

Skills Development Act 9 of 1999

Income Tax Act 58 of 1962

Close Corporation Act

Reference to the above-mentioned legislation shall include subsequent amendments

to such legislation.

OTHER PARTY RECORDS

Personnel, customer or Private Body records which are held by another party, as
opposed to the records held by the Private Body itself:
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3282

Records held by the Private Body pertaining to other parnes, including mﬂmut

limitation, financial records, correspondence, contractual and transactional records,

.+ records provided by the other party, and records third parties have prowded about
+  contractors/suppliers.

PART IV

4 GROUNDS FOR REFUSAL OF ACCESS TO RECORDS

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

4.1

4.2
42.1

422
423
4.3

44

- 45

4.6
4.6.1

4.6.2
4.6.3
4.6.4

4.7

4.3

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

mandatory protection of the commercial information of a third party, if the record contains —
trade secrets of that third party;

financial, commercial, 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 the Private Body, if 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 prop@;
mandatory protection of records which would be regarde_d ag privileged in legal proceédings;
the commercial acti\;-iﬁcs of the Private Body, which may include —

trade secrets of the Private Body; |

financial, commercial, scientific or technical information ﬁhich disclosure of could likely
cause harm to the financial or commercial interests of the Private Body;

mformatlon wh.lch if dmclosed could put the Pmratc Body at a dlsa.dvantage in
ncgonauons or commercial competition;

' a computer program which is owned by the Private Body, and which is protected by
copyright.

the research information of the Private Body or a third party, if its disclosure would disclose the
identity of the Private Body, the researcher or the subject matter of the research and would place
the research at a serious disadvantage;

Reqnests for information that are clearly frivolous or vexatious, or wh.lch involve an .

unreasonable dwcrsmn of resources shall be refused.

5 REMEDIES AVAILABLE WHEN A PRIVATE BODY REFUSES A REQUEST FOR
INFORMATION
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5.1

52

6

6.1

6.2

6.3

6.3.1
6.3.2
6.3.3
6.3.4

6.4

6.5

6.6

6.7

6.8

INTERNAL REMEDIES

The Private Body does not have an internal appeal procedure. As such, the decision made by
the information officer is final, and requesters will have to exercise such external remedies at
their disposal if the request for information is refused, and the requester is not satisfied with the
answer supplied by the information officer.

EXTERNAL REMEDIES

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

Likewise, a third party dissatisfied with an 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 arecord. A p e

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 2.1 or 2.2
above. ; 2 .

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

The record or records requested;

The identity o.f the requester,

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

The requester must state that he/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.

The Private Body will process the féquest within 30 days,‘ unless the requcstqr has stated_spe'cial
reasons which would satisfy the Information officer that circumstances dictate that the above
time periods not be complied with, ' ' T

The requester shall be informed whether access granted or denied. If, in addition, the requester
requires the reasons for the decision in any other manner, he/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 making the request to the reasonable satisfaction of the
information officer. _ o '

If an individual is unable to complete the préscribed form because of illiteracy or disability, such
a person may make the request orally. ' o N =
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6.9 The requester must pay the prescribed fee, before any further processing can take place.

7  ACCESS TO RECORDS HELD BY THE PRIVATE BODY

7.1 Records held by the Private Body may be ac_ccséed by requests only once the prerequisite
requirements for access have been met. o e '

7.2 A requester is any person making a request for accé,és to a record of the Private Body. There are
two types of requesters: ; ' : '

7.2.1 - PERSONAL REQUESTER

7211 v K personal requester is a requester who is seeking access to a record containing

personal information about the requester.

7.21.2 The Private Body 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 @ ;s This requester (other than a personal requester) is entitled to request access to
' information on third parties. However, the Private Body 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

8.1.2 An access fee, which must be calculated by taking into account reproduction costs, search

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

8.2 When the request is received by the Infpfma_ﬁon_ Officer, such officer shall by notice require the
requester, other than a personal requester, to pay the prescribed request fee (if any), before any
further processing of the request, ; g

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 requester to
pay as a deposit the prescribed portion of the Access fee which would be payable if the request

is granted.

84 The information officer shall withhold a record until the requester has paid the fees as indicated
in Appendix 2.

85 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 dep;c'osit has been paid in respect of a request for ﬁcccss, which is refused, then the
information officer concerned must repay the deposit to the requester.
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9 DECISION

91 The Private Body will, within 30 days of receipt of the request, decide Whether to' grant or
decline the request and give notice with reasons (if required) to that effect.

9.2 - The 30 day period with which the Private Body 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 amount of information, or the request requires a search for information held at another
office of the Private Body and the information cannot reasonably be obtained within the original
30 day period. The Private Body will notify the requester in writing should an extension be
sought. ?

10 AVAILABILITY OF THE MANUAL
10.1 This manual is made available in terms of Regulation Number R. 187 of 15 February 2002.

10.2 The manual of the Private Body may also be available on the website of the Private Body (if
" applicable). _ : -
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APPENDIX - 1
PRESCRIBED FORM TO BE COMPLETED BY A REQUESTER

; FORMB
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 particylars 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.

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

Full ﬂame and Surname:
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:
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D. Particulars of Record:

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

" thatis known to you, to enable the record to be located. '

()  If the provided space is inadequate please continue on a separate folio and attach it to this Jorm. The
requester must sign 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 t; 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 of the request fee. ;

(¢)  The fee payable for access to a record depends on the form in which the access is requiréd and the
reasonable time required t;': 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 forin 1

to 4 hereunder, state your disability and indicate in which form the record is required.
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Disability:

" Form in which record is required:

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 refused in certain circumstances. In such a case you will be

informed if access will be granted in another form.

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

requested.

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

Copy of record *

Inspection of record

2. If the record consists of visual images

(This includes photographs, slides, video recordings, computer—generated mages sketches, etc.)

I View the images

Copy of the images *

Transcription of the unagcs*

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

Listen to the soundtrack
(audio cassette)

Transcription of soundtrack *
(written or printed document)

4. If the record is held on computer or in an electronic or machine-readable form:

Printed copy of record - |

Printed copy of : o COpy in computer readable
information derived from form ¥ (suffy or compact
the record * | : dmc).
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* If you requested a copy or transcription of a record (above), do you wish the YES . NO
copy or transcription to be posted to you?

‘A postal fee is payahle.

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 profected:

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, 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 - 200

SIGNATURE OF REQUESTER/PERSON
ON WHOSE BEHALF REQUEST IS MADE
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APPENDIX -2
REPRODUCTION FEES

Where requested document appear in the appendix 1 i.e. the Private Body 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:

e For every photocopy of an A4-size pagé or paﬁ thereof 71,10
s For every printed copy of an A#-size page or part thereof held on a

computer or in electronic or machine readable form | o 0,75
o Foracopy m a computer—readaﬁle form on | |

- Stiffy disc _ , : : 7,50

- Compact disc ' 70,00
e A transcription of visual images, for an A4-size page or part thereof 40,00
«  For a copy of visual images g 60,00
s A transét:iption of an audio record, for an A4-size page or parlt thereof 20,00
» For a copy of an audio record 30,00

Request fees: _

Where a requester submits a request for access to information held by an .Private Bodyona pcrsoﬁ other that

the requester himself/herself, a request fee in the amount of R50,00 is payable up-front before the Private
“Body 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:
e For every photocopy of an Ad4-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
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R
¢ Fora copy in a computer-readable form on
- Stiffy disc 7,50
- Compact disc 70,00
® A transcription of visual images, for an A4-size page or part thereof 40,00
o Fora copy of visual images . « BF 60,00
e A transcription of an audio record, for an A4-size page or part thereof - 20,00
- » Fora copjr 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)
e  Where a copy of a record needs to be posted the actual postal fee is payable.

Deposits: .

Where the Private Body receives a request for access to information held o_né person other than the requester
himself/herself and the information officer upon receipt of the request is of the opinion that the preﬁération
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 '/5 (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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. MANUAL
of

RENNIE COOPER-KING
" TRAVEL CC t/a HARVEY
WORLD TRAVEL FISH HOEK

- Prepared in accordance with Section 51 of the Promotion of
Access to Information Aét’,’ No 2 of 2000.

(Private Body) |
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1

1.1

1.2

INTRODUCTION

The Promotion of Access to Information Act, No 2 of 2000 (“the Acf”) was enacted on 3
February 2000, giving effect to the constitutional right of access to any mformahon 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, ekoept where the Act expressly provides
that the information may or must not be released. The Act sets out the requisite procedural

issues attached to such request.
PURPOSE OF THE MANUAL:

In order to promote effective governance of private bodies, it is n;:cessary 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;

.o Commercial confidentiality; and

e Effective, efficient and good governance;

and in 2 manner which balances that right with any other rights, including such rights contained -

in the Bill of Rights in the Constitution.

Wherever reference is made to “Private Body” in this manual, it will refer to RENNIE
COOPER-KING TRAVEL CC T/A HARVEY WORLD TRAVEL FISH HOEK a close
gorporation which operates in the retail travel industry, for which this manual is drafted.

Wherever reference is made to a “document” or “record”, it shall include such documents or
records that are stored on a computer or in any form of electronic format (precedent mcluded)
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PART I
2 CONTACT DETAILS
5 ) lnl;;rmaﬁon Officer: ; SEAN'i’ATRICK RENNIE
" Postal address: P O Box 22396, Fish Hoek, 7974
: Phy;ic;l Addmss: G 70 Longbeach Mall, Buller Louw Dﬁve, Noordhoek
Registered Address: G 70 Longbeach Mall, Buller Louw Drive, Noordhoek
Tel: (021) 785 7555
Fax: (021) 785 7575

" Email address: michael rl:nme@haweywoﬂd co.za,

54 GENERAL INFORMATION
22.1 Nam of Private Body: RENNIE COOPER-KING TRAVEL CC T/A HARVEY
, . WORLD TRAVEL FISH HOEK
Bas, Head of Private Body: William Michacl Maheir Rennie
223 chistration; No: CK NO 2000/016822/23
224 Vat chisnﬁon No. 4390188615
225 | Postal Address: P O Box 22396, Fish Hoek, 7974
226 * - Physical Address (or main place of busmess) G 70 Longbeach Mall, Buller Louw Dnve,
. - Noordl:lock .
227 | Telephone Number: (021)785 7555
228 . Facsimile number: (021) 7857575 .
229 - Porail address: michael.rennie@hdrveyworld.co.za

2210 Website: www.harveyworld.co.za
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PART II

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 gu:de 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:

3.1

32

3.21

3.2.2

3.2.2.1

3229

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@sahre.org.za.

PART III

- RECORDS OF THE PRIVATE BODY

This clause serves as a reference to the records that the Private Body holds in order to facilitate a
request in terms of the Act.

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

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

The head of the private body may, in addition and on a voluntary basis, also publish notices in
terms of Section 52(2) of the Act regarding categories of records which are available without a
person having to request access in terms of the Act.

PRIVATE BODY DOCUMENTS AND RECORDS

INCORPORATION DOCUMENTS AND RECORDS

Close Corporation records and secretarial documentation
FINANCIAL DOCUMENTS AND RECORDS
Vat records

Tax records
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3223 ' PAYE records

3224 I - UIF records

3225 Assetinventory

3226 - Assct register

3227 Order forms

3228 | Invoices

3229 Monthly statements

32210 Cre_dit notes

32211 Cheque Account records |

3.2.2.12 Call Account records

3.2.2.13 Cash records

3.2.2.14 .. Bank statements .

32215 Financial reports

3.2.2.16 Financial documents and statements
3.2.2.17 Foreign Exchange details and records
323 OPERATIONAL DOCUMENTS AND RECORDS
3231 Promotional material

3232 Registered designs, patents / trademarks
3.23.3 Licences including IAIA documcnts and accreditation records
3234 Written product / service specifications
3235 Product / service rﬁanuals

3.2.3.6 Customer account records
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3.237

3.2.3.8

3239
3.2.3.10

3.23.11

3.24

1241
3242
1243
3244
3245

3.24.6
3.2.4.7
3.24.8
3.249
3.24.10
3.24.11
3.24.12
| 3.24.13
3.24.14

3.24.15

Customer and other records relating to passport and visa épplicatians

Customer and other records relating to foreign exchange controls, regulations and
applications

Records with regards to sales and service
Records pertaining to costing/quotations
Franchise agreements and documentation

These records include, but are not limited to records which pertain to the Private
Body’s own affairs.

HR DOCUMENTS AND RECORDS

Personal records provided by personnel (including permanent and limited duration
employees) and other records including but not limited to:

Employment contracts
Salary advice slips
Remuneration records

Leave records

Records relating to increases

Disciplinary codes, procedures and records

'Performance management records

Long service awards

Training records

Training manuals

Workplace Skills Plan

Attendance register for training purposes
Uncmpioyment Insurance

Medical Aid

Records relating to deductions, statutory or otherwise
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“Personnel” refers to any person who works for, or provides services to or on behalf of
the Private Body, and receives or is entitled to receive remuneration and any other person
who assists in carrying out or conducting the business of the Private Body. This includes,
without limitation, members, all permanent and limited duration staff from time to time.

325 SAFETY RECORDS
NOT APPLICABLE
3.2.6 INFORMATION TECHNOLOGY RECORDS
3.2.6.1 Licences -
3.26.2 Soﬁw#re programmes
3.2.63 Software applications
32.64 Computer generated databases
3.2.7 RECORDS REQUIRED IN TERMS OF LEGISLATION
327.1 ; A list of certain legislation setting oi;t a description of the-records of the Private

Body which afe available in accordance with-such legislation, is as follows:-

32.7.1.1 Labour Relations Act 66 of 1995 '

32712 © ' Employment Equity Act 55 of 1998

32713 ' .B;asic Conditions of Employment Act 75 of 1997

3.2.7.1.4: : - Unemployment Insumnce'A.ct' 63 of 2001
32715 o Value Added Tax Act 89 of_19§1 |

327.1.6 ' Incomne Tax Act 58 of 1962

3.2.7; 1.7 Close Corporation Aét

327.1.8 ' Banks Act 94 of 1990

3.27.1.9 ' South African Reserve Bank Act 90 of 1959

Reference to the above-mientioﬁed legisiation shall include subsequent amendments
to such legislation and all relevant sections within such legislation in terms of
which the private body holds records. '
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3238 OTHER PARTY RECORDS -

3.2.8.1 Personnel, customer or Private Body records which are held by another party, as
opposed to the records held by the Private Body itself;

3.2.82 Records held by the Private Body pertaining to other parties, including without
limitation, financial records, correspondence, contractual and transactional records,
records provided by the other party, and records third parties have provided.

PART IV
4 GROUNDS FOR REFUSAL OF ACCESS TO RECORDS

4.1

4.2
4.2.1

422
423
43

44
4.5
4.6
4.6.1

4.6.2
4.6.3
4.64

4.7

4.8

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

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 protection of the commercial information of a third party, if the record contains -
trade secrets of that third party;

financial,- commercial, 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 the Private Body, if 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
agreernent; >

mandatory protection of the safety of individuals and the protection of property;
mandatory protectioﬁ of records which would be regarded as privileged in legal proceedings;
the commercial activities of the Private Body, which may include —

trade secrets of the Private Body;

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

information which, if disclosed could put the Private Body at a disadvantage in
negotiations or commercial competition; '

a computer program which is owned by the Private Body, and which is protected by
- copyright. .

the research information of the Private Body or a third party, if its disclosure would disclose the
identity of the Private Body, the researcher or the subject matter of the research and would place
the research at a serious disadvantage;

‘Requests for information that are clearly frivolous or vexatious, or which involve an
unreasonable diversion of resources shall be refused.
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5 REMEDIES AVAILABLE WHEN A PRIVATE BODY REFUSES A REQUEST FOR
INFORMATION

5.1 INTERNAL REMEDIES

The Private Body does not have an internal appeal procedure. As such, the decision made by
the information officer is final, and requesters will have to exercise such external remedies at
their disposal if the request for information is refused, and the requester is not satisfied with the
answer supplied by the information officer.

5.2 EXTERNAL REMEDIES

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

Likewise, a third party dissatisfied with an 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. .

6 = REQUEST PROCEDURE

6.1 The requester must comply with all the procedural requn‘ements contained in the Act rclatmg to
the request for access to a record.

6.2 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 2.1 or 2.2

above.

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

6.3.1 The record or records requested;

6.3.2 The identity of the requester, ;

633 ‘Which form of access is required, if thg request is granted;

6.3.4 The postal address or fax number of the requester.

6.4 The requester must state that he/she requlres the mformanonmorder’toexmse 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.

6.5 The Private Body will i)mcess the request within 30 days, unless the requester has stated special
reasons which would satisfy the Information officer that circumstances dictate that the above
time periods not be complied with.

6.6 The requester shall be informed whether access granted or denied. If, in addition, the requester

requires the reasons for the decision in any other manner, he/she must state the manner and the
particulars so required.
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6.7 If a request is made on behalf of another persdn, then the requester must submit proof of the
capacity in which the requester is making the request to the reasonable satisfaction of the
information officer.

6.8 If an individual is unable to complete the prescribed form because of illiteracy or disability, such

a person may make the request orally.

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

7  ACCESS TO RECORDS HELD BY THE PRIVATE BODY

7.1 Records held by the Private Body may be accessed by reqﬁc'sts only once the prerequisite
requirements for access have been met. '
7.2 A requester is any person making a request for access to a record of the Private Body. 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 ' The Private Body will voluntarily provide the requested information, or give access
to any record with regard to the requester’s personal information. The prescn'bed
fee for reproducnOn of the information requested will be charged.

1232 OTHER REQUESTER '

7.2.2.1 This requester (other than a personal requester) is entitled to request access to
information on third parties. However, the Private Body is mot 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 TFEES

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

B.I.i . A request fee, Whi(;h will be a standard fee; and

8.12 An access fee, which must be calculated by taking into account reproducﬁﬁn.obsts, search
and preparation time and cost, as well as postal costs,

8.2 When the request 1s. received by ﬁe Information Officer, such officer shall by ;mtice Irequi:re the

requester, other than a personal requester to pay the prescribed request fee (if any), before any
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 requester to
pay as a deposit the prescribed portion of the Access fee which would be payable if the request

is granted.

8.4 The information officer shall withhold a record until the requester has paid the fees as indicated
in Appendix 2.

24332—12
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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 The Private Body will, ‘within 30 days of receipt of the request, decide whether to grant or
decline the request and give notice with reasons (if required) to that effect.

92 . The 30 day period with which the Private Body 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 amount of information, or the request requires a search for information held at another
office of the Private Body and the information cannot rcasonably be obtained within the original
30 day period. The Private Body will notify the requester in wrmng should an extension be
sought.

10 AVAILABILITY OF THE MANUAL

10.1 “This manual is made available in terms of Regulation Number R. 187 of 15 Fébruary 2002.

00328755—13 24332—13



386 No. 24332 ' GOVERNMENT GAZETTE, 7 FEBRUARY 2003

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

(@)  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.

(c)  Proof of the capacity in which the request is made, if appt‘z‘cdbfe, must be attached.

Full Name and Surname:
Identity Number:
Postal Address: _
Telephone Number: Fax Number:

E-mail address: . _
Capacity in.which request is made, when made on beﬁalf 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:
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D. Particulars of Record:

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

- that is known to you, to 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 the Record or relevant part of the record:
2. Reference number, if available:

2 Any further particulars of the record: .

E. Fees:

(8) 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 of the request fee.

(c)  The fee payable 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.

(d)  If you 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.
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Disability:

Form in which record is required:

NOTES:

requested.

Mark the appropriate box with an “X” .

(@) Your indication as to the required form of aceess 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, will be determined partly by the form in which access is

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 * l L"I‘ran,scripﬁon of the images*

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

Listen to the soundtrack
(audio cassette)

Transcription of soundtrack *

(written or printed document)

4. If the record is held on computer or in an electronic or machine-readable form:

Printed copy of record

Printed copy of Copy in computer readable
information derived from form * (stiffy or compact

the record * ' disc)
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* If you requested a copy or transcription of a record (above), do you wish the YES- NO
copy or transcription to be posted to you?

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 mtr.ng 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 . 200

SIGNATURE OF REQUESTER/PERSON"
" ON WHOSE BEHALF REQUEST IS MADE
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| APPENDIX — 2
REPRODUCTION FEES

Where requested document appear in the appendix 1 i.e. the Private Body 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, wx].l 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 A4-size page or part thereof 1,10
e For évery printed copy of an A4-size page or part thereof held on a

computer or in electronic or machine readable form . 0,75
e For a copy in a computer-readable form on

. - Stiffy disc | 7,50

- Compact disc 70,00
* A transcription of visual images, for an A4-size page or part thereof 40,00
» Fora copy of visual imagelq T _ 60,00.
e A transcription of an audio record, for an A4-size page or pa.rt. thereof 20,00
» For a copy of an audio record J 30,00

Request fees:

Where a requester submits a request for access to information held by an Private Body on a person other that
the requester himself/herself, a request fee in the amount of R50,00 is payable up-front before the Private
Body 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:
¢  For every photocopy of an Ad-size page or part thereof a 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
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e Fora copy in a computer-readable form on
. ostffydise
- Compact disc
e A transcription of visual images, for an A4-size page or part thereof
e For a copy of visual images
e A transcription of an audio record, for an A4-size page or part thereof
e Fora comf of an audio record
s To search for a record that must be disclosed
(per hour or part of an hour reasonably required for such search)
e  Where a copy of a record needs to be posted the actual postal fee is payable.

Deposits:

7,50

70,00

40,00
60,00

20,00

30,00

130,00

Where the Prixlrate Body 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 !5 (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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Prepared in accordance with Section 51 of the Promotion of

Access to Information Act, No 2 of 2000.

(Private Body)
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1.1

1.2

INTRODUCTION

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 expressly provides
that the information may or must not be released. The Act sets out the requisite procedural

issues attached to such request.
PURPOSE OF THE MANUAL:

In order to promote effective governance of pnvatc bodms, 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;
e Commercial confidentiality; and
e  Effective, efficient and good governance;

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

Wherever reference is made to “Private Body” in this manual, it will refer to BEMLAB (PTY)
LTD a private body in the agricultural service industry for which this manual is drafted.

Wherever reference is made to a “document” or “record”, it shall include such documents or

records that are stored on a computer or in any form of electronic format (precedent included).
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 PARTI

2 CONTACT DETAILS

2.1 Information Officer: WILLEM ADRIAAN GYSBERT KOTZE
Postal address: P O Box 12457, Die Boord, Stellenbosch, 7613
Physical Address: AECI Building W21, De Beers Street, Somerset West
Tel: (021) 851 6401
Fax: (021) 851 4379

E-mail address: akotze@adept.co.za

2.2 GENERAL INFORMATION

22.1 Name of Private Body: BEMLAB (PTY) LTD

222 Head of Private Body: Willem Adriaan Gysbert Kotze

223 Registration No: 2002/017933/07 ‘

224 Vat Registration No. 4160185577

2.2.5 Postal Address: P O Box 12457, Die Boord, Stenenbosch, 7613

226 Physical Address (or main place of business): AECI Building W21, De Beers Street,
Somerset West '

227 Registered address: 170 Dorp Street, Stel.lenbo.sch, 7600

228 Telephone Number:  (021) 851 6401

229 Facsimile number:  (021) 8514379

2.2.10 E-mail address: akotze@adept.co.za
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PART II

GUIDE OF SOUTH AFRICAN HUMAN RIGfITS 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 mformation as may
reasonably be required by a person who wishes to exercise any right contemplated in the Act. Any
enquiriés regarding this guide should be directed to: )

3.1

32

3.2.1

3.2.1.1

3.2.1.2

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
RECORDS OF; THE PRIVATE BODY

This clause serves as a reference to the records that the Private Body holds in order to facilitate a
request in terms of the Act. '

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

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

The head of the private body mﬁy, in addition and on a voluntary basis, also publish notices in
terms of Section 52(2) of the Act regarding categories of records which are available without a-
person having to request access in terms of the Act.

PRIVATE BODY DOCUMENTS AND RECORDS

INCORPORATION DOCUMENTS AND RECORDS

Incorporation and company secretarial documentation
~ Copies of Shareholders’ agreements

Please note — may be available at auditor’s offices
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3.22 FINANCIAL DOCUMENTS AND RECORDS

3221 - Regional Services Council records

3222 _ Vat records
3223 Tax records
3224 ; PAYE records
3225 UTF records )

3226 _ Asset inventory
3.22.7 Asset register

3228 ' Imfoices

3.229 Statements

3.2.2.10 Credit notes
3.2.2.11 Cheque Account records
32212 Bank statements

32213 . Cash records

32214 Financial reports records including annual financial statement

3.2.2.15 Financial documents

323 OPERATIONAL DOCUMENTS AND RECORDS
3.23.1 Written policies regarding business plan activities
3232 Written product / service specifications

3233 Work instruction manuals

3234 ' Database of customers

3235 ; Correspondence with cust‘qmcré

3.2.3.6 Customer / client account records
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3.23.7 Records and reports with regards to sales and provision of consulting services
3.2.3.8 Records with .rcgards._ to scheduling and supply of services

3239 ' Price lists

3.2.3.10 Records relating to customer complaints / assessments

3.2.3.11 . Records pertaining to costing and quotations

These records include, but are not limited to records which pertain to the Private
Body’s own affairs. '

3.24 PERSONNEL DOCUMENTS AND RECORDS

Personal .records provided by, personnel (including permanent and limited duration
employees) including but not limited to:

3241 Employment contracts / Letters of appointment
3.24.2 Application forms

3.24.3 Qualifications

3244 Remuneration records / salary advice slips
3.24.5 Leave records

3.24.6 Records relating to increases

3.24.7 Records relating to staff meetings

3248 Disciplinary codes, procedures and records
3249 Written Workplace Skills Plan

32410 SETA records

3.2.4.11 Pension Fund records

32412 Medical Aid records

32413 Records relating to deductions, statutory or otherwise

“Personnel” refers to any person who works for, or provides services to or on behalf of
the Private Body, and receives or is entitled to receive remuneration and any other person
who assists in carrying out or conducting the business of the Private Body. This includes,
without limitation, directors, all permanent, limited duration staff, as well as any contract
workers from time to time. '
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3.25

3251
3.2.6

3.2.6.1

3.2.7

3.2.7.1

3.27.11
3.2.7:1.2
3.2.7.1.3
327.14
3.279.15
3.2.7.1.6
327917
3.2.7.1.8
3.27.1.9
3.2.7.1.10

3.27.1.11

3.2.8

3.2.8.1

SAFETY RECORDS

Quality control test results
INFORMATION TECHNOLOGY RECORDS

Computer generated databases including supply of services and financial

information.
RECORDS REQUIRED IN TERMS OF LEGISLATION

A list of certain legislation setting out a description of the records of the Private
Body which are available in accordance with such legislation, is as follows:-

Labour Relations Act 66 of 1995

Basic Conditions of Employment Act 75 of 1997

Compensation for Occupational Injuries and Diseaé&s Act 130 of 1993
. Insolvency Act, 24 of 1936

Constitution of SA Act 108 of 1996

Companies Act 61 of 1973

Unemployment MMe Act 63 of 2001

Value Added Tax 89 of : 1991

Skills Development Act 9 of 1999

Income Tax Act 58 of 1962

National Environmental Managemgnt Act 107 of .1995

Reference to the above-mentioned legislation shall include subsequent amendments
to such legislation and all relevant sections within such legislation in terms of
which the private body holds records.

OTHER PARTY RECORDS

Personnel, customer or Private Body records which are held by another pérty, as
opposed to the records held by the Private Body itself;
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3282 Records held by the Private Body pertaining to other parties, mclud.mg without

4.1

42

4.2.1

422

423

4.3

44
4.5
" 4.6
4;6.1

4.6.2
4.6.3
4.6.4

4.7

4.8

5

limitation, financial records, correspondence, contractual and transactional records,
records provided by the other party, and records third parties have provided.

PART IV

GROUNDS FOR REFUSAL OF ACCESS TO RECORDS
The main grounds for the Private Body to refuse a request for information felates to the -

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 protection of the commercial information of a third party, if the record contains —
trade secrets of that third party;

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

information dlsclosed in conﬁdcnce by a third party to the Private Body, if the disclosure
‘could put that third party at a disadvantage in negotiations or comuercml competition;

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

mandatnry protection of the safety of individuals and the protection of prbpcn‘.y;
. mandatory protectmn of records which would be regarded as privileged in legal proceedings;

the commercial activities of th: Private Body, which may mclude -
trade secrets of the Private Body;

financial, commercial, scientific or technical mfozmanon which disclosure of could likely
cause harm to the financial or commercial interests of the Private Body; :

information which, if disclosed could put the Private Body at a d1sadvantage in
negotiations or commercial competmon,

a computer program which is owned by the Private Body, and which. is protected by
copyright.

the research information of the Private Body or a third party, if its disclosure would disclose the
identity of the Private Body, the researcher or the subject matter of the research and would place
the research at a serious disadvantage;

Requests for infohnation that are clearly frivolous or vexatious, or which involve an
unreasonable diversion of resources shall be refused.

REMEDIES AVAILABLE WHEN A PRIVATE BODY REFUSES A REQUEST FOR |
INFORMATION
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5.1

5.2

6

6.1

6.2

6.3

_ 6.3.1
6.3.2
6.3.3
6.3.4

6.4

6.5

6.6

6.7

6.8

6.9

INTERNAL REMEDIES

The Private Body does not have an internal appeal procedure. As such, the decision made by
the information officer is final, and requesters will have to exercise such external remedies at -
their disposal if the request for information is refused, and the requester is not satisfied with the
answer supplied by the information officer.

EXTERNAL REMEDIES

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

Likewise, a third party dissatisfied with an 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 apphcanons are the
Constitutional Court, the High Court or another court of sum]ar status.

REQUEST PROCEDURE

The requester must comply with all the procedural requlrements 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 2.1 or 2.2
above. :

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

The record or records requested;

The identity of the requester,

Which form. o'f access is required, if the request is granted;
The postal address or fax number of the requester.

The requester must state that he/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.

The Private Body will process the request within 30 days, unless the requester has stated special
reasons which would satisfy the Information officer that clrcumstances dictate that the above
time penods not be complied with.

The requester shall be informed whether access granted or denied. If, in addition, the requester-
requires the reasons for the decision in any other manner, he/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 making the request to the reasonable satisfaction of the
information officer.

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

The requester must pay the prescribed fee, before any further processing can take place.
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7  ACCESS TO RECORDS HELD BY THE PRIVATE BODY

7.1 Records held by the Private Body may be accessed by requests only once the prerequisite
requirements for access have been met. .

7.2 A requester is any person making a request for access to a record of the Private Body. 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.

7.2.1.2 The Private Body will voluntarily provide the requested infornﬁaﬁon, 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

7221 : This requester (other than a personal requester) is entitled to request access to
' information on third parties. However, the Private Body 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 -

8.1.2 An access fee, which must be calculated by taking into account reproduction costs, search |

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

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

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

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

- is granted. .
84 The information officer shall withhold a record ﬁntil the requester has paid the fees as indicate
in Appendix 2. ' i
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.
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9 DECISION .

9.1 The Private Body will, within 30 days of receipt of the request, decide whether to grant or
decline the request and give notice with reasons (if required) to that effect.

9.2 The 30 day period with which the Private Body 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 amount of information, or the request requires a search for information held at another
office of the Private Body and the information cannot reasonably be obtained within the original
30 day period. The Private Body will notify the requester in writing should an extension be
sought.

10 AVAILABILITY OF THE MANUAL

1.1 This manual is made available in terms of Regulation Number R. 187 of 15 February 2002.
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APPENDIX - 1
PRESCRIBED FORM TO BE COMPLETED BY AREQUESTE_R

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

Full Name and Surname:
Identity Number:
Postal Address:  srg o
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 behall' request is made

This section must be completed only if a request, ﬁ.wr mﬁrmanon fs made an behab' of another person

Full names and Surname:

Identity Number:
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D. Particulars of Record:

(2)  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)  Ifthe 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 the Record or relevant part of the record:

2.  Reference number, if available:
2. Any further particulars of the record: .
E. Fees:

(@) 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 of the request fee.

()  The fee payable for access to a record depends on the form in which the access is required and the
reasonable time required t;') search for and prepare a record. ' )

(d)  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.
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Disability: _ Form in which record is required:. -

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 refused in certain circumstances. In such a case you will be
informed if access will be granted I:'n 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.) -

t View the images : Copy of the images * ; [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 the record is held on computer or in an electronic or machine-readable form:

Printed copy of record Printed copy of ' : Copy in computer readable
information derived from form * (stiffy or compact
the record * disc)
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* If you requested a copy or transcription of a record (above), do you wish the YES NO
copy or transcription to be posted to you?
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 aceess:

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 200

SIGNATURE OF REQUESTER/PERSON
ON WHOSE BEHALF REQUEST IS MADE
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APPENDIX -2
REPRODUCTION FEES
Where requested document appear in the appendix 1 i.e. the Private Body 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:

w
e For every photocopy of an A4-size page or part thereof 1,10
¢ For every printed copy of an A4-size page or part thereof held on 2
computer or in electronic or machine readable form - ' 0,75
s Fora copy in a computer-readable form on
. - Stiffy disc ' ' 7,50
. Compact disc o ' 70,00
e A trapscription of visual images, for an A4-size page or part thereof 40,00
¢ For a copy of visual imagés ' - 60,00
e A transcription of an audio record, for an A4-size page or part thereof 20,00
e Foracopy of an audio record | 30,00

Request fees:

Where a requester submits a request for access to information held by an Private Body on a person other that
~ the requester himself/herself, a request fee in the amount of R50,00 is payable up-front before the Private
Body will further process the réquest recewed '

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 specialiy"exclnded 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:
e  For every photocopy of an A4-size page or part thereof - 1,10

e  For every printed copy of an Ad-size pagc or part thereof held on

a computer or in electronic or machine readable form : 0,75
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e For a copy in a computer-readable form on B
- Stiffy disc ; : 0 7,50
- Corﬁpact disc 70,00

e 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 thereof 20,00

e 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 Private Body 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 /3 (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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'MANUAL
: . % of

PROMPT DEALS THIRTY TWO CC
"T/A A.L. ALUMINIUM

Prepared in accordance with Section 51 of the Promotion of

- Access td Information Act, No 2 of 2000.

(Private Body)
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1.1

1.2

INTRODUCTION

The Promotion of Access to Information Act, No 2 of 2000 (“the Aer”) 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
pfotcction of any rights. Where a request is made in terms of the Act, the body to whom the
request is made is obliged to rclcasc. the information, except where the Act expressly provides
that the information may or must not be released. The Act sets out the requisite procedural

issues attached to such request.
PURPOSE OF THE MANUAL:

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:

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

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

Wherever reference is made to “Private Body” in this manual, it will refer to PROMPT DEALS
THIRTY TWO CC, a close corporation which operates in the manufacturing and retail industry,
for which this manual is drafted. |

Wherever reference is made to a “document” or “record”, it shall include such documents or

records that are stored on 2 computer or in any form of electronic format (precedent included).
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2

2.1

22

221
222
2:2.3
224
2.25
2.2.6
2.2.7
228

2.2.9

PART I

CONTACT DETAILS
Information Officer: WALLACE BOTHA AND/OR FELECIA VAN TONDER
Postal address:  Suite 152',. Private Bag X3018, Strand, 7139 |
Registered address: 23 Smit Avenue, George Park, Strand |
Physical Address: 23 Smit Avenue, George Park, Strand
Tel: (021) 854 3158
Fax: (021) 854 8990
Email address: N/A
GENERAL INFORMATION
Name of Private Body: PROMPT DEALS THIRTY TWO CC
Head of Private Body: Wallace Botha
Registration No: CK NO 2000/016765/23
Vat Registration No. 4610193890
Postal Address: Suite 152, Private Bag X3018, Strand, 7139
Physical Addr.ess (or main place of business): 23 ISmit Avenue, George Park, Strand
Telephone Number: (021) 854 3158
Facsimile number: (021) 854 8990

E-mail address: N/A
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PART II

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:

3.1

32

3.21

3.2.11
3.2.2
3221

3222

The South African HUMAN RIGHTS COMMISSION,
at PAIA Unit (THE RESEARCH AND DOCUMENTATION DEPAR TMENT),:
Private Bag X2700, HOUGHTON, 2041;
Telephone Number: (011) 484-8300;
Facsimile Number: (011) 484-1360;
Website: www.sahrc.org.za;
E-mail Address: PIAl@sahrec.org.za.
PART III
RECORDS OF- THE PRIVATE BODY

This clause serves as a reference to the records that the Private Body holds in order to facilitate a
request in terms of the Act.

The information is classified and grouped according to records relating to the foﬂr_w'ving subjects
and categories:

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

The head of the private body may, in addition and on a voluntary basis, also publish notices in
terms of Section 52(2) of the Act regarding categories of records which are available without a
person having to request access in terms of the Act.

PRIVATE BODY DOCUMENTS AND RECORDS

INCORPORATION DOCUMENTS AND RECORDS

- Close Corporation documents and records
FINANCIAL DOCUMENTS AND RECORDS
Order forms

Invoices
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3223
3224
32.2.5
3226
3227
32238
3229
32.2.10
32.2.11
32212
323
323.1
3232
3233
3234
32.3.5
3.23.6
3237
3238
3239
3.2.3.10

3.23.11

Statements

Goods received vouchers

Goods returned vouchers

Debit notes

Credit notes

Cheque Accouqt records and statements
Cash records

Financial statements

Financial documeﬁ.ts

Financial records

OPERATIONAL DOCUMENTS AND RECORDS

Management meetings

Supply Agreements

Waste disposal manuals / policies
Internal telephone directory
Promotional material

Database of customers
Correspondence with customers

Customer account récords

Records with regards to scheduling and supply of goods / services

Price lists

Records relating to customer complaints / assessments
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323.12 Records pertaining to costing and quoting

These records include, but are not limited to records which pertain to the Private
Body’s own affairs.

3.24 PERSONNEL DOCUMENTS AND RECORDS

Personal records provided by personnel and other records (including permanent and
limited duration employees) including but not limited to:

3241 Employment contracts

3.24.2 Application forms

3.24.3 Qualifications

3244 Salary advice slips

3245 Remuneration records

3.24.6 Leave records

3.24.7 Medical history

3248 Disciplinary codes and records
3249 Attendance register

3.24.10 - Provident Fund

3.24.11 Unemployment Insurance
3.24.12 Records relating to deductions statutory and otherwise

“Personnel " refers to any person who works for, or provides services to or on behalf of
the Private Body, and receives or is entitled to receive remuneration and any other person
who assists in carrying out or conducting the business of the Private Body. This includes,
without limitation, members, all permanent, limited duration staff, as well as contract

workers.
3.2.5 SAFETY RECORDS
3.2.5.1 Records relating to incidents
3,252 _ Records in terms of the Compensation for Occupational Injuries anci Diseases
3.2.6 INFORMATION TECENOLOGY RECORDS

3.2.6.1 Internet connectivity reports
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3.2.7

3.2.7.1

3.2.7.1.1
327.12
32.7.13
3.2.7.1.4
32715
32.7.1.6
32717
3.2.7.18
32.7.19
3.2.7.1.10
32.7.111
32.7.1.12

3.2.7.1.13

3.28

3.2.8.1

3282

RECORDS REQUIRED IN TERMS OF LEGISLATION

A list of certain legislation setting out a description of the records of the Private
Body which are available in accordance with such legislation, is as follows:-

Debt Collector’s Act 114 of 1998
Labour Relations Act 66 of 1995
Employment Equi_ty Act 55 of 1998
Basic Conditions of Employment Act 75 of 1997 |
Home Loan and Mortgage Disclosure Act 63 of 2000
Inspection of Financial Institutions Act 18 of 1998
Compensation for Occupational Injmic.s ;n:;d'Discascs Act 1_30 of 1993 &
Insolvency Act 24 of 1936

| Unemployment Insurance Act 63 of 2001
Value Acllded Tax Act 89 of 1991
Pension Funds Act 24 of 195&
Income Tax Act 58 of 1962
Close Corporation Act

Reference to the abov&mentidned legislation shall include subsequent amendments
- to such leglslauan and all relevant sectmns Mthm such legzslatlon in terms ot‘
which the private body holds récords: -~ . __ '

OTHER PARTY RECORDS

Personnel, customer or Private Body records wluch are held by another party.
example accountants, as opposed to the records held by the anate Body itself;

Records held by the Private' Body pertaining to other parties, including without
limitation, financial records, correspondence, contractual and transactional records,
records provided by the other party, and records third parties have provided.
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PART IV

4 GROUNDS FOR REFUSAL OF ACCESS TO RECORDS

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

4.1

42

4.2.1

4.22

423

43

44

4.5

4.6

4.6.1

4.6.2

4.63

464

4.7

4.8

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 protection of the commercial information of a third party, if the record contains -
trade secrets of that third party;

financial, commercial, 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 the Private Body, if the disclosure
could put that third party at a disadvantage in negotiations or commercial competition;

mandatory protection of confidential mfomiatmn of third parties if it is protected in terms of any
agreement;

mandatory protection of the safety of mdwxduals and the protection of property;
mandatorjr protection of records which would be regarded as privileged in legal proceedings;
the commercial activities of the Private Body, which may include —

trade semﬁ of the Private Body;

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

information which, if disclosed could put the Private Body at a dlsadvantage in
negotiations or commercial competition;

a computer program which is owned by the Private Body, and which is protected by
copyright.

the research information of the Private Body or a third party, if its disclosure would disclose the
identity of the Private Body, the researcher or the subject matter of the research and would place
the research at a serious disadvantage;

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

5 @ REMEDIES AVAEABLE WHEN A PRIVATE BODY REFUSES A REQUEST FOR
INFORMATION

5.1

INTERNAL REMEDIES

The Private Body does not have an internal appeal procedure. As such, the decision made by
the information officer is final, and requesters will have to exercise such external remedies at
their disposal if the request for information is refused, and the requester is not sausﬁed with the
answer supplied by the information officer.

24332—13



STMTSKOEﬁANT, 7 FEBRUARIE 2003 No. 24332 417

52 EXTERNAL REMEDIES

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

Likewise, a third party dissatisfied with an 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. .

6 REQUEST PROCEDURE

6.1 The requester must comply with all the procedural requlremcnts contained in the Act relating to
the request for access to a record. ;

6.2 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 phys:cal address, fax number or elech‘omc mail address as stated in 2.1 or 2.2

above.

6.3 The prescribed form must be filled in with enough pMcuIanty to at Ieast enable the
Infommuon Officer to identify —

6.5.1 The record or records requested;

6.3.2 The identity of the requester,

6.3.3 Which form of access is required, if the request is granted;

6.3.4 The postal address or fax number of the requester.

6.4 | The requester must state that he/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.

6.5 The Private Body will process the request within 30 days, unless the requester has stated special
reasons which would satisfy the Information officer that circumstances dictate that the above
time periods not be complied with. :

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

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

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

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

~ 00328755—14 24332—14
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7  ACCESS TO RECORDS HELD BY THE PRIVATE BODY

Records held by the Private Body may be accessed by requests only once the prerequisite

7.1
requirements for access have been met.

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

721 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.

7.2.1.2 The Private Body 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

7.22.1 This requester (other than a personal requester) is entitled to request access to

* information on third parties. However, the Private Body is not obliged to
voluntarily grant access. The requester must fulfil the prerequisite requirements for
access in terms of the Act, inclu(_iing 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

8.1.2 An access fee, which must be calculated by taking into account reproduction costs, search

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

8.2 When the request is received by the Information Officer, such officer shall by notice require the
requester, other than a personal requester, to pay the prescribed request fee (if any), before any
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 requester to
pay as a deposit the prescribed portion of the Access fee which would be payable if the request
is granted. :

84 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. -
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9 DECISION

9.1 The Private Body will, within 30 days of receipt of the request, decide whether to grant or
decline the request and give notice with reasons (if required) to that effect.

9.2 The 30 day period with which the Private Body 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 2
large amount of information, or the request requires a search for information held at another
office of the Private Body and the information cannot reasonably be obtained within the original
30 day period. The Private Body will notify the requester in writing should an extension be
sought. ' '

10 AVAILABILITY OF THE MANUAL

10.1 This manual is made available in terms of Regulation Number R. 187 of 15 February 2002.
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APPENDIX - 1
PRESCRIBED FORM TO BE COMPLETED BY A REQt_JESTER ,

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

(@)  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.
(c)  Proofof the capacity in which the request is made, if applicable, must be attached.

Full Name and Surname;_
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:
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D. Particulars of Record:

(@)  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) Ifthe provided space is inadequate please continue on a separate folio and attach it to this Jorm. The
" requester must sign all the additional folios

1. Description of the Rccor& 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 request fee has been paid. .
(b)  You will be notified of the amount of the request fee. .
(c)  The fee payable for access to a record depends on the form in which the access is requ:red and the
' reasonable time required to search Jfor and prepare a record.

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

Reason for exémption of payment of the fee:

F. Form of Access to the Record:

If yoﬁ 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.
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Disability: Form in which record is required:

Mark the appropriate box with an “X”

NOTES: (N

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

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

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

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

Copy of record * - | Inspection of record

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 * Transcription of the images*

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

Listen to the soundirack Transcription of soundtrack *
(audio cassette) (written or printed document)

4. If the record is held on computer or in an electronic or machine-readable form:

Printed copy of record Printed copy of Copy in computer readable
information derived from form * (stiffy or compact
the record * disc)
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* If you requested a copy or transcription of a record (above), do you wish the YES NO
copy or transcription to be posted to you? '
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 afomenﬁmed
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, 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 ' 200

SIGNATURE OF REQUESTER/PERSON
ON WHOSE BEHALF REQUEST IS MADE
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APPENDIX -2
REPRODUCTION FEES

Where requested document appear in the appendix 1 i.e. the Private Body 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
e  For every photocopy of an A4-size page or part thereof 1,10
o  For every printed copy of an Ad-size page or part thereof held on a |
computer or in electronic or machine readable form . 0,75
e For a copy in a computer-readable form on
. - Stiffy disc 7,50
- Compact disc - 70,00
e - A transcription of visual images, for an A4-size page or part thereof 40,00
e  For a copy of visual images 60,00
e A transcription of an audio record, for an A4-size page or part thereof 20,00

e For a copy of an audio record : 30,00

Request fees: _

Where a requester submits a request for access to information held by an Private Body on a person other that
the requester himself/herself, a request fee in the amount of R50,00 is payable up-front before the Private
Body will further process th_e request r_eceived.

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 ext,;luded 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:

. For every photoéopy of an A4-size page or part thereof l 1,10
o  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
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R
e For a copy in a computer-readable form on ; % ke e .
- Stiffy disc 7,50
- Compact disc - , 70,00
e A transcription of visual images, for an A4-size page or part thereo 40,00
o  For a copy of visual images : 60,00
e A traﬁscﬁpﬁon of an audio record, for an A4-size page or part thereof 2_0,00
e 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)
e  Where a copy of a record needs to be posted the actual postal fee is payable.

Deposits: : :

Where the Private Body 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 '/3 (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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MANUAL
of

CAWMAT ENGINEERING CC

Prepared in accordance with Section 51 of the Promotion of

Access to Information Act, No 2 of 2000.

| (Private Body)
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1.1

INTRODUCTION

The Promotion of Access to Information Aet, No 2 of 2000 (“the Acf”) 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
pfotection 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 infom.:ation,. except where the Act expressly provides
that the information may or must not be released. The Act sets out the requisite procedural
issues attached to such requéSi.

PURPOSE OF THE MANUAL:

“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 recogxﬁscé 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

o Effective, efficient and good governance;

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

th_rever reference is made to “Private Body” in this manual, it will refer to CAWMAT
ENGINEERING CC, a close corporation which operates in the manufacturing and engineering
industry, for which this manual is drafted.

Wherever reference is made to a “document” or “record”, it shall %cludc such docﬁments or
records that are stored on a computer or in any form of electronic format (precedent included).
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PART1I

2 CONTACT DETAILS
2.1 Information Qfﬂcer: MR JOHN EDWARD MULLON
Postal Address: P O Box 3019, George Industria 653‘6
Physical Address: Comer Fabriek & Laing Street, George Industria
Tel: (04) 8744794 | |
Fax: (044) 8747919

Email address: N/A

22 GENERAL INFORMATION

22.1 Name of Private Body: CAWMAT ENGINEERING CC

222 Head of Private Body: MR JOHN EDWARD MULLON
| 223 Registration No: CK NO 1989/14911/23

224 Vat Registration No. 4400101 616

225 Postal Aclldress: P O Box 3019, George Industria, 6536

226 Physical Address (or main place of business): Comer Fabriek & Laing Street, George

Industria

22.7 Telephone Number: (044) 8744794

2.2.8 " Facsimile number: (044) 8747919

229 E-mail address: N/A

22.10  Website: N/A
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PART II

'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:

3.1

32

3.2.1

3.2.1.1

3.2.2

3221

3222

The South African HUMAN RIGH TS 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: m{@;g_h_gg,mg,
PART III |
RECORDS 0]5; THE PRIVATE BODY

This clause serves as a reference to the records that the Private Body holds in order to facilitate a
request in terms of the Act. '

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

1t is recorded that the accessibility of the documeﬁts listed herein below, may be subject to the
grounds of refusal set out hereinafter.

The head of the private body may, in addition and on a voluntary basis, also publish notices in
terms of Section 52(2) of the Act regarding categories of records which are available without 2
person having to request access in terms of the Act.

PRIVATE BODY DOCUMENTS AND RECORDS

INCORPORATION DOCUMENTS AND RECORDS

Close Corporation records
FINANCIAL DOCUMENTS AND RECORDS
Regional Services Council records

Vat records
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3223 Tax records

3224 i PAYE records

3225 UTF records

3226 - Invoices

32279 Monthly statements

3228 Proof of delivery forms

3.2.29 Credit notes

3.2.2.10 Current Account records and bank statements

32211 Cash records

3.2.2.12 Financial reporting records including monthly income / expense reports and anmual
financial statements

3.2.2.13 FMCM dmm

3.23 OPERATIONAL DOCUMENTS AND RECORDS

3.23.1 Supply Agreements

3232 Distribution Aéreements

3233 - Database of customers

3.2.34 Credit application forms

3.235 | Correspondence with customers

3.23.6 ' Customer account records

3.23.7 _ Records with regards to sales |

3238 Price lists

; 3.2.3 9 Records pertaining to customer complaints / assessments

3.2.3.10 Records pertaining to costing and quotations
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3.24

3241

3.24.2

3243

3.244 -

3245
3246
324.7
3248
3249
32.4.10
3.24.11
3.2.4.12
3.2.4.13
32.4.14
3.24.15
324.16
32.4.17
3.2.4.18

3.24.19

These records include, but are not limited to records which pertain to the Private

Body’s own affairs.
HUMAN RESOURCES DOCUMENTS AND RECORDS

Personal records provided by employees and other records includjng:-'

Employment contracts / Lc&ers of appointment
Application forms

Qualifications

Remuneration records

Leave records

Records relating to increases

Disciplinary codes, procedures and records

Training records |

Training manuals

Workplace Skills Plan

SETA records

Bargaining Council MCO) records

Provident Fund records

Pension Fund records

Unemployment Insurance records

Records relating to deductions, statutory or otherwise
Records relating to Independent Contractors

Tax deduction records in respect of_Indepcndent Contractors
Identification records | | |

“Personnel” refers to any person who works for, or provides services to or on behalf of
the Private Body, and receives or is entitled to receive remuneration and any other person
who assists in carrying out or conducting the business of the Private Body. This includes,
without limitation all members, permanent and limited duration employees as well as
contract and/or seasonal workers. '
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3.2.5

3251

| 3252
3253
3.2.6
3.2.6.1
3.2.7

32.7.1

$37.1.4
327.1.2
327.1.3
32.7.14
3.2.7.15
32.7.16
32717
32.7.18

32.7.19

3.2.8

3.2.8.1

SAFETY RECORDS

Records relating to incidents in the w;:rkplace |

Records in terms of the Occupational Health and Safety Act

Records in ten:ns of the Compensation for Occupation'a; l'.njuries; and Diseases
INFORMATION TECHNOLOGY RECORDS

Licences

RECORDS REQUIRED IN TERMS OF LEGISLATION

A list of certain legislation setting out a description of the records of the Private
Body which are available in accordance with such legislation, is as follows:-

Labour Relations Act 66 of 1995
Basic Conditions of Employment Act 75 of 1997
| Compensation for Occupational Injuries and Diseases Act 130 of 1993
Unemploymcﬁt Insurance Act 63 of 2001
Value Added Tax 89 of 1991
Skills Develop:pent Act 9 of 1999
Pension Funds Act 24 of 1956
Income Tax Act 58 of 1962
Close Corporation Act .

Reference to the above-mentioned legislation shall include subsequent amendments
to such legislation and all relevant sections within such legislation in terms of
which the private body holds records. '

OTHER PARTY RECORDS

Personnel, customer or Private Body records which are held by another party as
opposed to the records held by the Private Body itself;
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Records held by the Private Body pertaining to other parties, including without
limitation, financial records, correspondence, contractual and transactional records,
records provided by the other party, and records third parties have provided.

PART IV

4 GROUNDS FOR REFUSAL OF ACCESS TO RECORDS

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

4.1

4.2

421

422

423

43

44

4.5

4.6

4.6.1

4.6.2

4.6.3

464

4.7

4.8

s REMEDIES AVAILABLE WHEN A PRIVATE BODY REFUSES A REQUEST FOR

mandatory protection of the privacy of a third party who is 2 natural persoﬁ, which would
involve the unreasonable disclosure of personal information of that natural person;

" mandatory protection of the commercial information of a third party, if the record contains —

trade secrets of that third party;

ﬁnancial,_oomtnercial, 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 the Private Body, if 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 protection of records which would be regarded as privileged in legal proceedingé;
the commercial activities of the Private Body, which may include —

trade secrets of the Private Body;

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

information which, if disclosed could put the Private Body at a disadvantage in

negotiations or commercial competition;

a computer program which is owned by the Private Body, and which is protected by
copyright. '

the research information of the Private Body or a third party, if its disclosure would disclose the
identity of the Private Body, the researcher or the subject matter of the research and would place
the research at a serious disadvantage;

Requests for information that are clearly frivolous or vexatious, or which involve an.

m_:.reasonable diversion of resources shall be refused.

INFORMATION : .

433
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5.1

5.2

INTERNAL REMEDIES

The Private Body does not have an internal appeal procedure. As such, the decision made by
the information officer is final, and requesters will have to exercise such external remedies at
their disposal if the request for information is refused, and the requester is not satisfied with the
answer supplied by the information officer. '

EXTERNAL REMEDIES

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

Likewise, a third party dissatisfied with an 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. -

6 REQUEST PROCEDURE

6.1

6.2

63

6.1
6.3.2
1 6.3.3
634

6.4

6.5

6.6

6.7

6.8

6.9

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 2.1 or 2.2
above. :

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

The record or records requested;

The identity of the requester,

Which form o;f‘ access is required, if the request is granted;
The postal address or fax number of the requester. |

The requester must state that he/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.

The Private Body will process the request within 30 days, unless the requester has stated special
reasons which would satisfy the Information officer that circumstances dictate that the above
time periods not be complied with.

The requester shall be informed whether access granted or denied. If, in addition, the requester

* requires the reasons for the decision in any other manner, he/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 making the request to the reasonable satisfaction of the
information officer. : '

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

The requester must pay the prescribed fee, before any further i:rocessing can take place.
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7  ACCESS TO RECORDS HELD BY THE PRIVATE BODY

7.1 Records held by the Private Body may be accessed by requests only once the prerequisite
requirements for access have been met. ' ; : ;

72 A requester is any person making a request for access to a record of the Private Body. There are
two types of requesters: . _ : 5

7.2.1 ' PERSONAL REQUESTER

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

. 2 : The Private Body 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 entitled to request access to
information on third parties. However, the Private Body 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

81  The Actprovides for two types of fees, namely:

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

8.1.2 An access fee, which must be calculated by taking into account reproduction costs, search

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

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

8.3 If the search for the record has been made and the jareparation 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 requester to
pay as a deposit the prescribed portion of the Access fee which would be payable if the request

is granted. . ;
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 gréntcd, ‘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. '
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9 DECISION

91  The Private Body will, within 30 days of receipt of the request, deci&e whether to grant or
decline the request and give notice with reasons (if required) to that effect.

9.2 The 30 day period with which the Private Body 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 amount of information, or the request requires a search for information held at another
office of the Private Body and the information cannot reasonably be obtained within the original
30 day period. The Private Body will notify the requester in writing should an extension be
sought. ' ;

10 AVAILABILITY OF THE MANUAL

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

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

Full Name and Surname:
Identity Number:
Postal Address:
Telephone Number: Fax Number:
E-mail address: '

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

cC. 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:
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D. Particulars of Record:

(8)  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 the Record or relevant part of the record:

2 Reference number, if available:
3 Any further particulars of the record:
E. Fees:

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

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

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

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

Reason for exemnption 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.
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Disability: Form in which record is required:

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 refused in certain circémstances. 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, efc.)

View the images . Copy of the images * - | 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 the record is held on computer or in an electronic or machine-readable form:

Printed copy of record Printed copy of Copy in computer readable
' .information derived from form * (stiffy or compact
‘the record * disc) '
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* If you requested a copy or transcription of a record (above), do you wish the YES NO
copy or transcription to be posted to you?

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, 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 200

SIGNATURE OF REQUESTER/PERSON
ON WHOSE BEHALF REQUEST IS MADE




STAATSKOERANT, 7 FEBRUARIE 2003 No, 24332 441

APPENDIX -2
REPRODUCTION FEES

Where requested document appear in the appendix 1 i.e. the Private Body 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 A4-size page or part thereof s 1,10
» . For every printed copy of an A4-size page or part thereof held on a
computer or in electronic or machine readable form - 0,75
e For a copy in a computer-readable form on
. - Stiffy disc _ 7,50
- Compact disc 70,00
s A transcription of visual images, for an A4-size page or part thereof 40,00
e For a copy of visual images ' - 60,00
e A transcnpt:on of an audio record, for an A4-size page or part thereof 20,00
. For a copy of an audio record 30,00

Request fees: ;

Where a requester submits a request for access to information held by an Private Body on a person other that
the requester himself/herself, a request fee in the amount of R50,00 is payable up-front before the Private
Body 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 spcciaﬂy 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:

= For every photocopy of an A4-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
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R

» Fora copy in a computer-readable form on

- Stiffy disc 3 | 7,50

- Compact disc 70,00
* A transcription of visual images, for an A4-size page or part thereof 40,00
¢ For a copy of visual images ; * 60,00
® A transcription of an audio record, for an A4-size page or part thereof - 20,00
e Fora cop& of an audio record : ' 30,00
¢ 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 Private Body 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 récord of disclosure will take more than 6 (six) hours, a deposit is payable by the requester.

The amount of the depoéit is equal to '/3 (one third) of the amount of the applicable access fee.

Note: In terms of Regulatién 8, Value Added Tax (VAT) must be added to all fees prescribed in terms of the
Regulations. '
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MANUAL
.
VENTANA CC T/A HIRE
‘ CITY '

Prepared in accordance with Section 51 of the Promotion of

Access to Informatioh Act, No 2 of 2000. -

(Private Body)
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1

1.1

1.2

INTRODUCTION

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 persdn and that is required for the exercise or
p}otection 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 expressly provides
that the information may or must not be released. The Act sets out the requisite procedural
issues attached to such request.

PURPOSE OF THE MANUAL:

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, including such rights contained
in the Bill of Rights in the Constitution.

Wherever reference is made to “Private Body” in this manual, it will refer to VENTANA CC
T/A HIRE CITY, a private body within the hiring of construction equipment industry, for whom
this manual is drafted.
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2

21

22
22.1

222

2.2.3

224

225

226

229

228 .

229

- PARTI

CONTACT DETAILS
Infﬁmﬁon Officer: JJ STREICHER AND E G STREICHER
Postal address: P O Box 2718, Bellville
Registered address: 155 Durban Road, Bellville 7530
_ Physical Address: 155 Du:rban Road, Bellville, 7530
Tel: (021) 949 0208
Fax: (021) 9491 1270
' GENERAL INFORMATION
Name of Private Body: VENTANA CC T/A HIRE CITY
© Registration No: CK 1986/0834/23
Vat Registration No. 4390107300
Postal Address: P O Box 2718, Bellville, 7530
Physical Address (or main place of business): 155 Durban Road, Bellville, 7530
Telephone Number (021) 949 0208
Baseliie manrber: (021) 949 1270
E-mail addz;esé: reicher@iafrica.com
Website: N/A

PART II

G_UIbE OF SOUTH AFRICAN HUMAN RIGHTS COMMISSION

Thé 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; S B
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3.1

3.'2
3.2.i
3.2.1.1
. 3212
3.2.13
3.2.1.4
3.2.2
3.22.1
3228
3.2.23
3224
3225
3.226

3227

Telephone Number: (011) 484-8300;
Facsimile Number: (011) 484-1360;
Website: www.sahre.org.za;
E-mail Address: PIAl@sahrc.org.za.
PART III

RECORDS OF THE PRIVATE BODY

This clause serves as a reference to the records that the Private Body holds i in order to facilitate a
request in terms of the Act.

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

It is recorded that the accessibility of the documents listed hercm below, may be subject to the
grounds of refusal set out hereinafter.-

PRIVATE BODY DOCUMENTS AND RECORDS

INCORPORATION DOCUMENTS AND RECORDS

Copies of docu.ments; of the incorporation

Copies of the Constitution of the business

Minutés of Management meetings

Minutes of staff meetings
FINANCIAL DOCUMENTS AND RECORDS

Regional Services Council records

Vat records

Tax records

"PAYE records

UIF recordsl

Stock records

Asset Inventory
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3228

03229

322.10

3.2.2.11

3.22.12

3.2.2.13

32214

3.22.15

3.2.2.16

32217

3.2.2.18
3.2.2.19
323
3.23.1
3.2.3.#
3233
3234
3.235
3.2.3.6
3237
3.23.8

3239

Asset register

Order form;

Invoices

Financial statements
Proof of delivery forms
Goods received vouchers
Goods returned vouchers
Debit notes |
Credit notes

Chcqu;a & Current Account
Call Accoﬁnt

Financial statements

OPERATIONAL DOCUMENTS AND RECORDS

Motor vehicle licenses

Work instruction manuals
A?plication forms
Correspondence with customers
Customer account records
Records with regards to sales
Strategy

Vision

" Action plans
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3.23.10 Price lists

These records include, but are not limited to, the records which pertain to the
Private Body’s own affairs.

3.24 PERSONNEL DOCUMENTS AND RECORDS

Personal records provided by personnel (including permanent and temporary) mclud:ng

but not limited to:
3241 Employment contracts
3242 Application forms
3243 Qualifications
3244  Salary records
3245 Leave records
3.24.6 Records relating to increases
3247 Medical history
3.24.8 Disciplinary records
3.249 SETA records
324.10 Attendance register
3.24.11 Medical Aid
3.24.12 - Records relating to dcductions

“Personnel” refers to any person who works for, or provides services to or on behalf of
the Private Body, and receives or is entitled to receive remuneration and any other person
who assists in carrying out or conducting the business of the Private Body. This includes,
without limitation, members, all permanent, temporary and part—t:lme staff, a3 well as

contract workers.
3.25 SAFETY RECORDS “
3.25.1 Safety manual
3252 ' Records of .incidents
3.2.6 INFORMATION TECHNOLOGY RECORDS
3.2.6.1 Software programs

24332—14



STAATSKOERANT, 7 FEBRUARIE 2003 No. 24332 449

3.2.7 RECORDS REQUIRED IN TERMS OF LEGISLATION

X7y A table of legislation setting out a description of the records of the Private Body
which are available in accordance with certain legislation, is as follows:-

32711 Debt Collector’s Act 114 of 1998

32.7.12 | Labour Relations Act 66 of 1995
3.2.7.1.3 Employment Equity Act 55 of 1998
13.2.7.14 ' Basic Conditions (;'ff Employment Act 75 of 1997
3.2.7.1.5 _ @mmaﬁon for Occupafional Injuries and Diseases Act 130 of 1993
3.27.1.6 Constitution of SA Act 108 of 1996
| _ 3_.2.7.1.7 . Close Corporation Act 69-of 1984
327.18 Unemploymm Insurance Act 63 of 2001
327198 . . _ | Sl&lls Development .Act 9 of 1999

Reference to the above-mentioned legislation shall include subsequent amendments

to such legislation.
328 OTHER PARTY RECORDS
3.2.8.1 Personnel, customer or Private Body records which are héld.by another party, as

opposed to the records held by the Private Body itself;

3282 Records held by the Private Body pertaining to other parties, including without
limitation, financial records, correspondence, contractual and transactional records,
records provided by the other party, and records third parties have prov1ded about
contractors/suppliers.

PART IV

4 GROUNDS FOR REFUSAL OF ACCESS TO RECORDS
The main grounds for the Private Body to refuse a request for information relates to the iy

4.1 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; '

42 mandatory protection of the commercial information of a third party, if the record contains —

00328755—15 ! 24332—15
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4.2.1

422
423
43

4.4
45
4.6
4.6.1

4.6.2
4.6.3
4.6.4

4.7

48

trade secrets of that third party;

financial, commercial, 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 the Private Body, if 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 W&W;
mandatory protection of records which would be regarded as privileged in legal proceedings;
the commercial activities of the Private Body, which may inchude —

trade secrets of the Private Body;

ﬁnanclal commercial, scientific or technical information which disclosure of could hkcly
cause harm to the financial or commercial interests of the Private Body;

information which, if diséloséd could put the Private Body at a disadvantage in
negotiations or commercial competition;

a computer program which is owned by the Pﬁvate Body, and which is protected by
copyright.

the research information of the Private Body or a third party, if its disclosure would disclose the
identity of the Private Body, the researcher or the subject matter of the research and would place
the research at a serious disadvantage; -

Requests for mformatmn that are clearly frivolous or vexatious, or which involve an
unreasonable diversion of resources shall be refused. :

5 REMEDIES AVAILABLE WHEN A PRIVATE BODY REFUSES A REQUEST FOR
INFORMATION

5.1

5.2

INTERNAL REMEDIES

The Private Body does not have an internal appeal procedure. As such, the decision made by
the information officer is final, and requesters will have to exercise such external remedies at
their disposal if the request for information is refused, and the requester is not satisfied w1th the
answer supplied by the information officer.

EXTERNAL REMEDIES

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

Likewise, a third party dissatisfied with an 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.
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6 REQUEST PROCEDURE

6.1 The requester must comply with all the procedural requirements contained in the Act relating to
the request for access to a record.

6.2 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 2.1 or 2.2

above.

6.3 The prescﬁbed form must bé filled in with enough parnculanty to at least enable the
Information Officer to identify —

6.3.1 The record or records rcqngted;

632 . The ideifity of tae Tequicstes; ~

6.3.3 _ Which form of access is required, if the request is granted;

6.3.4 | '. The postal address or fax number of the requester.

64  The requester must state that he/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.

6.5 ~ The Private Body will process the request within 30 days, unless the requester has stated special
reasons which would satisfy the Information officer that clrcumstances dictate that the above
time periods not be complied with.

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

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

6.8 If an individual is unable to complete the pmscribed form because of illiteracy or d!sabﬂxty, such
a person may make the request orally.

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

7  ACCESS TO RECORDS HELD BY THE PRIVATE BODY

7.1 _ Records held by the Private Body majr-be accessed by requesté only once the prerequisite
- requirements for access have been met.
7.2 * A requester is any person making a request for access to a record of the Private Body 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 Tequester.
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7.2.1.2 " The Private Body will voluntarily provide the requested information, or give access
to any record with regard to the requester’s personal information. The prcscribed_
 fee for reproduction of the information requested will be charged.

722 OTHER REQUESTER

7221 This requester (other than a personal requester) is entitled to request access to

information on third parties. However, the Private Body 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 sta.ndard fee; and

8.1.2 An access fee, which must be calculated by taking into account reproducuon costs, smch_

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

8.2 When the request is received by the Information Officer, such officer shall by notice require the
requester, other than a personal requester, to pay the prucn'bed request fee (if any), before any
further processmg of the request.

83 If the search for the record has been made and the preparation of the récord 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 requester to
pay asa deposit the prescribed portion of the Access fee which would be payable if the request
is granted.

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 rcquest for access to a record has been granted, must pay an access fee for
reproduction and for search and preparation, and for any timie 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 The Private Body will, within 30 days of receipt of the request, decide whether to grant or
decline the request and give notice with reasons (if required) to that effect.

9.2 The 30 day period with which the Private Body 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 amount of information, or the request requires a search for information held at another
office of the Private Body and the information cannot reasonably be obtained within the original
30 day period.- The Private Body will notify the requester in writing should an extension be
sought.
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10 AVAILABILITY OF THE MANUAL

10.1 This manual is made available in terms of Regulation Number R. 187 of 15 February 2002.
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APPENDIX - 1
PRESCRI'BED 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

(8)  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.

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

Full Name and Surname:
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:
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D. Particulars of Record:

(a)  Provide full particulars of the record to which access is requested, including the reference number if
that is known to you, to enable the record to be located.

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

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:

(8) A request for access to a record, other than a record containing personal information about yourself,
will be processed only afier a request fee has been paid.
(b) You will be notified of the amount of the request fee.
(c) The fee payable for access rb a record depends on the form in which the access is required and the
" reasonable time required éo 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.
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Disability: o ' Form in which record is required:

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 refused in certain circumstances. In such a case you will be

informed if access will be granted in another form.
(c) The fee payable for access to the record, if any, will be determined partly by the form in which access is
requested. '

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

Copy of record * Inspection of rec'ord

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 * 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 the record is held on computer or in an electronic or machine-readable form: '

Printed copy of record Printed copy of Copy in computer readable
' information derived from form * (stiffy or compact
the record * disc)
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* If you requested a copy or transcription of a record (above), do you wish the YES NO
copy or transcription to be posted to you?

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, 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 200

SIGNATURE OF REQUESTER/PERSON
ON WHOSE BEHALF REQUEST IS MADE
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APPENDIX -2
REPRODUCTION FEES

Where requested document appear in the appendix 1 i.e. the Private Body 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
e For every photocopy of an A4-size page or part thereof l,Iﬁ
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
e Foracopyina compum-ru&bh form on _
- Stiffy disc _ 7,50
- Compact disc ' 70,00
* A transcription of visual images, for an A4-size page or part thereof | 40,00
- o Fora copy of visual images - 60,00
s A transcription of an audio record, for an A4-size page or part thereof 120,00
e For a copy of an audio record . 30,00

Request fees: .

Where a requester submits a request for access to information held by an Private Body on a person other that
the requester himself/herself, a request fee in the amount of R50,00 is payable up-front before the Private
Body 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:
e  For every photocopy of an A4-size page or part thereof _ 1,10

. Eor every printed copy of an A4-size page or part thereof held on
a computer or in electronic or machine readable form 0,75
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e ~ For a copy in a computer-readable form on
- - Stiffy disc

- Compact disc
e A transcription of visual images, for an A4-size page or part thereof
e For a copy of visual images '
o A transcription of an audio record, for an A4-size page or part thereof
e For a copy of an audio record
e To search for a record that must be disclosed

(per hour or part of an hour reasonably required for such search)
e  Where a copy of a record needs to be posted the actual postal fee is payable.

Deposits:

7,50
70,00
40,00
60,00

20,00

30,00
30,00

Where the Private Body 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 '/5 (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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MANUAL
| of |

TOLLA’S DAIRY CC

Prepared in accordance with Section 51 of the Promotion of
Access to Informaﬁon Act, No 2 of 2000.

(Private Bbdy)
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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
.I 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
pfotection_of ﬁny 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 expressly provides '
that the information may or must not be released. The Act sets out the requisite procedural
issues attached to such request. |

12 PURPOSE OF THE MANUAL:

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 sﬁch right to access to information cannot be
unlimited and should be subject to justifiable limitations, including, but not limited to:

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

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

Wherever reference is made to “Private Body” in this manual, it will refer to TOLLA’S DAIRY
CC a private body within the dairy and agricultural industry, for whom this manual is drafted.
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PART I

2 CONTACT DETAILS

.2.1 : Information Officer: JOHANNES CHRISTIAAN JAKO#US TOLKEN
Postal address: P O Box 1677, Brackenfell, 7561 3
Physical Address: Saamstaan, Joostenbergvlakte
Tel: (021) 982 0495

Fax: (021) 982 0493

2.2 GENERAL INFORMATION

2.2.1 Name of Private Body: TOLLA’S DAIRY CC

222 .~ Registration No: 1999/068978/23

2I.2.3 Vat Registraﬁoﬁ No. 4820187294

224 Postal Address: P O Box 1677, Brackenfell, 7561

225 Physical Address (or main place of business): Saamstaan, Joostenbergvlakte
2.2.6 Telephone Number: (021) 982 0495

227 Facsimile number: (021) 982 0493

2238 E-mail address: N/A

2.2.9 Website: N/A

PART II

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
rcasonably 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 DEPARTMEN?),
Private Bag X2700, HOUGHTON, 2041;

Telephone Number: (011) 484-8300;
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3.1

3.2

3.2.1

3.2.2

3221

3.222

3223

3.224

3225

3226

3.22.7

3228

3.2.2.9

3.2.2.10

3.22.11

Facsimile Number: (011) 484-1360;
Website: www.sahre.org.za;
E-mail Address: PIAI@sahre.org.za.
PART III

RECORDS OF THE PRIVATE BODY

This clause serves as a reference to the records that the Private Body holds in order to facilitate a -

request in terms of the Act. '

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

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

PRIVATE BODY DOCUMENTS AND RECORDS

INCORPORATION DOCUMENTS AND RECORDS
N/A

FINANCIAL DOCUMENTS AND RECORDS
Vat records
Tax records
PAYE records
UIF records
Stock récords
Asset inventory
Invoices
Statements
ﬁelivery notes
Debit notes

Credit notes
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32212
-3.2.2.13
3.2.2.14
32215
3.2.2.1§
3.23
3231
3.2.3.2

3233

3 l2t4

3.24.1
3.24.2
3.243

3244

3.24.5

325

32541

Cheque Account
Trust Account
Cash records

Annual Financial Statements

Financial documents
OPERATIONAL DOCUMENTS AND RECORDS
Written product / service specifications
Database of customers
Customer account recordis

~ These records include, but are not limited to, the records which pertain to the
Private Body’s own affairs. '

PERSONNEL DOCUMENTS AND RECORDS

Personal records provided by personnel (including permanent and temporary) including
but not limited to:

Employment contracts
Application forms
. Qualifications
Leave records
Disciplinary records

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

SAFETY RECORDS

Quality control test results
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32.6 INFORMATION TECENOLOGY RECORDS
3.26.1 Softwarel programs
3262 Bookkeeping and accounting package
327 'RECORDS REQUIRED IN TERMS OF LEGISLATION
3271 A table of legislation setting out a description of the records of the Private Body

which are available in accordance with certain legislation, is as follows:-

3..2.7.1.1 Labour Relations Act 66 of 1995

3.2.7.12 , Basic Conditions claf Employment Act 75 of 1997

32.7.13 : - Compensation for Occupational Injuries and Diseases Act 130 of 1993
327.14 | . Insolvency Act 24 of 1936

3.2.7.15 Unemployment Ine;urance Act 63 of 2001

32716 | Value Addod Tax Act 89 of 1991

3.2.7.1.7 - Skills Development Act 9 of 1999

327.18 | Income Tax Act 58 of 1962

3.2.7.1.9 _ Clqse Corporation Act

Reference to the above-mentioned legislation shall include subsequent amendments

to such legislation.
3.2.8 OTHER PARTY RECORDS
3.2.8.1 ' Personnel, customer or Private Body records which are held by another party (e.g."

marketing agent), as opposed to the records held by the Private Body itself;

3282 g Records held by the Private Body pertaining to other parties, including without
limitation, financial records, correspondence, contractual and transactional records,
records provided by the other party, and records third parties have provided about
contractors/suppliers. '

PARTIV

4 GROUNDS FOR REFUSAL OF ACCESS TO RECORDS

The main grounds for the Private Body to refuse a request for information relates to the -
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4.1 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;

42 mandatory protection of the commercial information of a third party, if the record contains —

4.2.1 trade secrets of that third party;

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

423 information disclosed in confidence by a third party to the Private Body, if the disclosure
could put that third party at a disadvantage in negotiations or commercial competition,;

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

agreement; -

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

4.5 , mandatory protection of records which would be regarded as privileged in legal proceedings;

4.6 the commercial activities of the Private Body, which may include —

4.6.1 trade secrets of the Private Body;

46.2 . financial, commercial, scientific or technical information which disclosure of could likely

- cause harm to the financial or commercial interests of the Private Body;

4.6.3 information which, if disclosed could put the Private Body at a disadvantage in
negotiations or commercial competition;

4.6.4 a computer program which is owned by the Private Body, and which is protected by
copyright. .

4.7 the research information of the Private Body or a third party, if its disclosure would disclose the

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

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

5 REMEDIES AVAILABLE WHEN A PRIVATE BODY REFUSES A REQUEST FOR
INFORMATION - |

5.1 INTERNAL REMEDIES

The Private Body does not have an internal appeal procedure. As such, the decision made by
the information officer is final, and requesters will have to exercise such external remedies at
their disposal if the request for information is refused, and the requester is not satisfied with the
answer supplied by the information officer.

5.2 EXTERNAL REMEDIES

A requester that is dissatisfied with an information officer’s refusal to disclose information, may
within 30 days of notification of the decision, apply to a relevant Court for relief, ;
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Likewise, a third party dissatisfied with an 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.

6 REQUEST PROCEDURE

6.1 The requester must comply with all the procedural requirements contained in the Act relating to
the request for access to a record. :

6.2 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 2.1 or 2.2

above.

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

6.3.1 The record or records requested;

6.3.2 The identity of the requester, |

6.3.3 ; Which form of access is required, if the rcquésf is granted;

6.3.4 The postal address or fax number of the requester.

6.4 The requester :ﬁﬁst state that he/she requires the information in order to exercise or protect 2

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.

6.5 The Private Body will process the request within 30 days, unless the requester has stated special
reasons which would satisfy the Information officer that circumstances dictate that the above
time periods not be complied with. :

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

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

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

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

7  ACCESS TO RECORDS HELD BY THE PRIVATE BODY

7.1 Records held by the Private Body may be accessed by requests only once the prerequisite
requirements for access have been met, .

7.2 A requester is any person making a request for access to a record of the Private Body. There are
two types of requesters: ) :
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7.2.1
7244 A personal requester is a requester who is seeking access to a record containing
personal information about the requester. ' '
7.2.1.2 The Private Body 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 entitled to Tequest access to
information on third parties. However, the Private Body 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
8.1.2 An access fee, which must be calculated by taking into account reprdducﬁon costs, search
' and preparation time and cost, as well as postal costs.
8.2 When the request is received by the Information Officer, such officer shall by notice require the
requester, other than a personal requester, to pay the prescribed request fee (if any), before any
. further processing of the request. .
8.3 If the search for the record has been made and the preparation of the record for disclosure,
o 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 requester to
pay as a deposit the prescribed portion of the Access fee which would be payable if the request .
is granted. . ;
84 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 The Private Body will, within 30 days of receipt of the request, decide whether to grant or
decline the request and give notice with reasons (if required) to that effect.
9.2 The 30 day period with which the Private Body has to decide whether to grant or refuse the

PERSONAL REQUESTER

request, may be extended for a further period of not more than thirty days if the request is for a
large amount of information, or the request requires a search for information held at another
office of the Private Body and the information cannot reasonably be obtained within the original
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30 day period. The Private Body will notify the requester in writing should an extension be
sought. -

10 AVAILABILITY OF THE MANUAL

10.1 " This manual is made available in terms of Regulation Number R. 187 of 15 February 2002.
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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

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

Full Name and Surname:
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;
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D. Particulars of Record:

(@) 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 the Record or relevant part of the record:

% Reference number, if available:
2, Any further particulars of the record:
E. Fees:

(8) 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 of the request fee.

(c) The fee payable for access to a rjgco_?d depends on the form in which the access is required and the
reasonable time required 0 .s'ear::h 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.
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Disability: . Form in which record is required:

Mark the appropriate box with an “X”

NOTES: :

(2) 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. _ .

() 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 * .| 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 the record is held on computer or in an electronic or machine-readable form:

Printed copy of record: | Printed copy of Copy in computer readable
information derived from | form * (stiffy or compact
the record * . - disc)
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* If you requested a copy or transcription of a record (above), do you wish the YES NO
copy or transcription to be posted to you?

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, 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 200

SIGNATURE OF REQUESTER/PERSON
ON WHOSE BEHALF REQUEST IS MADE
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APPENDIX -2
REPRODUCTION FEES

Where requested document appear in the appendix 1 i.e. the Private Body 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 A4-size page or part thereof 1,10
* For every printed copy of an A4-size page or part thereof held on a .

computer or in electronic or machine readable form i 0,75
e For a copy in a computer-readable form on _

- Stiffy disc - 7,50

- Compact disc ' 70,00
* A transcription of visual images, for an A4-size page or part thereof ' 40,00
* Fora copy of visual im_aées _ _ | 60,00
* A trauscrif:tion of an audio record, for an A4-size page or part thereof 2000
e For a copy of an audio record 30,00

Request fees:

Where a requester submits a request for access to information held by an Private Body on a person other that
the requester himself/herself, a request fee in the amount of R50,00 is payable up-front before the Private
Body 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:
*  For every photocopy of an A4-size page or part thereof 1,10

* For every printed copy of an A4-size page or part thereof held on
a computer or in electronic or machine readable form ) 5 0,75
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e Fora copy in a computer-readable form on
- Stiffy disc
- Compact disc
e A transcription of visual images, for an A4-size page or part thereof
e For a copy of visual images
e A transcription of an audio record, for an A4-size page or part thereof
e Fora coﬁy of an audio record o
e - To search for a record that must be disclosed
(pcr hour or part of an hour reasonably required for such search)
o Wherea copy of a record needs to be posted the actual postal fee is payable.

Deposits:

7,50
70,00
40,00

60,00
20,00

30,00
30,00

Where the Private Body 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 '/3 (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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MANUAL
of

J H VAN DER MERWE

Prepared in accordance with Section 51 of ‘the Promotion of

Access to Information Act, No 2 of 2000.

(Private Body)
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1

1.1

L 12

INTRODUCTION

- 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 expressly provides

that the information may or must not be released. The Act sets out the requisite procedural

issues attached to such request.

PURPOSE OF THE MANUAL:
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:

e Limitations aimed at the reasonable protection of privacy;
s Commercial conﬁdeﬁtiality; and

o  Effective, efficient and good governance;

and in a manner which balances that right with any other rights, inéluding such rights contained

in the Bill of Rights in the Constitution. -

. ‘Wherever reference is made to “Private Body” in this manual, it will refer to J H VAN DER

MERWE 2 private body within the agricultural industry, for whom this manual is drafted.
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2

21

23
22.1
222
223
224
2.2.5
2.2.6
227
228

229

PART 1

CONTACT DETAILS
infurmation Officer: JH VAN DER MERWE
Postal address: P O Box 47, Koue Bokkeveld, 6836
Physical Address: Kalifornie, Koue Bbkkevcld
Tel: 023-317 0250
Fax: N/A
GENERAL INFORMATION
Name éf Private Body: J H VAN DER MERWE
Registration No: N/A
Vat Registration No. 4720113218
' Postal Address: P O Box 47, Koue Bokkeveld, 6836
Physical Address (or main place of business): Kalifornie, Koue E;okkeveld
Telephone Number: 023-3170250
Facsimile number: N/A
E-mail add:es.s: N/A
Website: N/A

- PART I

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 XZ:_"GO, HOUGHTON, 204i ; | |
Telephone Number: (011) 484-8300;

Facsimile Number: (011) 484-1360;
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3.1

3.2

3.2.1

322
3221
3222
3223
3224
3225
3226
3.2.2.7
3228
323

323.1

3.23.2

Website: www.sahre.org.2a;
E-mail Address: PIAI@sakre.0rg.za.

| PART III
RECORDS OF THE PRIVATE BODY

This clause serves as a reference to the records that the Private Body holds in order to facilitate a
request in terms of the Act. : -

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

It is recorded that the accessibility of the documents listed herein below, may be subject to the-

grounds of refusal set out hereinafter.

PRIVATE BODY DOCUMENTS AND RECORDS

INCORPORATION DOCUMENTS AND RECORDS

NOT APPLICABLE
FINAN: CI_[AL DOCUMENTS AND RECORDS
Vat records |
Tax records
PAYE records
UTF records
Order forms
Staté:pent_s
Cheque account
Annual anancial Statements and budgets
OPERATIONAL DOCUMENTS AND RECORDS
Europ Gap Compliance documentation

Work instruction manuals
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3233 Customer account records
© 3234 Records relating to sales
3.2.35 I Records relating to production

These records include, but are not limited to, the records which pertain to the
Private Body’s own affairs.

3.24 PERSONNEL DOCUMENTS AND RECORDS

Personal records provided by personnel (including permanent and temporary) including

but not limited to:
3.24.1 Employment contracts
3242 Application forms
3243 Qualifications
3244 Salary records
3245 Leavle records
3.2.4.6 | Disciplinary records
3247 Medical hiémry records
3.24.8 Training records
© 3249 Written Workplace Skills Plan
3.24.10 SETA records
3.24.11 Attcndancé register
- 3.24.12 Attendance register for training purposes
3.2.4.13 Records relating to dcducﬁor;s

“Personnel refers to any person who works for, or provides services to or on behalf of
the Private Body, and receives or is entitled to receive remuneration and any other person
who assists in carrying out or conducting the business of the Private Body. This includes,
without limitation, all permanent, temporary and part-time staff, as well as contract and/or

seasonal workers, .
325 - SAFETY RECORDS
3.25.1 Records relating to incidents in the work place

24332—15
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3.25.2 Records relating to the Occupational Health & Safety Act

326 ' INFORMATION TECHNOLOGY RECORDS

3.2.6.1 Licences

3.26.2 Software programs

3.27 RECORDS REQUIRED IN TERMS OF LEGISLATION

3271 A table of legislation setting out a description of the records of the Private Body

which are available in accordance with certain legislation, is as follows:-

3.2.7.1.1 Labour Relations Act 66 of 1995

3.27.1.2 _ Bgsic Conditions of Employment Act 75 of 1997

32713 | Flrearms Control A;:t 60 of 2000

3.'2.7..1 4 'CompensatiOn for Occupational Injuries and Diseases Act 130 of 1993
33315 ., Unemployment Insurance Act 63 of 2001

32.7.1.6 value Added Tax 89 of 1991

32714 Skills Development Act 9 of 1999

Reference to the above-mentioned legislation shall include subsequent amendments

to such legislation.
3.2.8 OTHER PARTY RECORDS
3.2.8.1 Personnel, customer or Private Body records which are held by another party (e.g.

marketing agent), as opposed to the records held by the Private Body itself;

- 3.28.2 Records held by the Private Body pertaining to other parties, including without
limitation, financial records, correspondence, contractual and transactional records,
records provided by the other party, and records third parties may have provided.

PART IV

4 GROUNDS FOR REFUSAL OF ACCESS TO RECORDS
The main grounds for the Private Body to refuse a request for information relates to the -

4.1 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;

00328755—16 ' 24332—16
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42
42.1

422

423

4.3

44
4.5
4.6
4.6.1

4.6.2

4.6.3

4.6.4

4.7

4.8

mandatory protection of the commercial information of a third party, if the record contains —
trade secrets of that third party;

financial, commercial, scientific or technical information which disclosure could hke.!y
cause harm to the financial or commercial interests of that third pa.rty,

information disclosed in confidence by a third party to the Private Body, if 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 protection of records which would be regarded as privileged in legal proceedings;
the commercial activities of the Private Body, which may include — |

trade secrets of the Private Body;

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

information which, if disclosed could put the Private Body at a disadvantage in
negotiations or commercial competition;

a computer program which is owned by the Private Body, and which is protected by
copyright.

the research information of the Private Body or a third party, if its disclosure would disclose the
identity of the Private Body, the researcher or the subject matter of the research and would place
the research at a serious disadvantage; .

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

5 REMEDIES AVAILABLE WHEN A PRIVATE BODY REFUSES A REQUEST FOR
INFORMATION '

5.1

5.2

INTERNAL REMEDIES

The Private Body does not have an internal appeal procedure. As such, the decision made by
the information officer is final, and requesters will have to exercise such external remedies at
their disposal if the request for information is refused, and the requester is not sausﬁed with the
answer supplied by the information officer.

EXTERNAL REMEDIES

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

Likewise, a third party dissatisfied with an 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



STAATSKOERANT, 7 FEBRUARIE 2003 No. 24332 483

purposes of the Act, the Courts that have jurisdiction over these applications are the
Constitutional Court, the ngh_ Court or another court of similar status.

6 REQUEST PROCEDURE

6.1 The requester must comply with all the procedma.l requirements contained in the Act relatmg to
the request for access to a record.

6.2 ' 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 2.1 or 2.2

above.

6.3 The prescribed form must be Iﬁlled in with enough particularity to at least emable thc.
Information Officer to identify —

6.3.1 The record or records requested;

6.3.2 The identity of the requester,

6.3.3 ‘Which form of access is requn:ed, if the request is granted;

634" The postal address or fax number of the requester.

6.4 The requester must state that he/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,

6.5 The Private Body will process the request within 30 days, unless the requester has stated special
reasons which would satisfy the Information ofﬁcer that circumstances dictate that the above
time periods not be complied with.

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

6.7 If a request is made on behalf of another person, then the requester must submit proof of the

capacity in which the requester is making the request to the reasonable satisfaction of the
information officer.

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

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

7  ACCESS TO RECORDS HELD BY THE PRIVATE BODY

7.1 Records held by the Private Body may be accessed by requests only once the prerequisite
requirements for access have been met

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

7.2.1.2 The Private Body 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

72.2.1 This requester (other than a personal requester) is entitled to request access to

information on third parties. However, the Private Body 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

8.1.2 An access fee, which must be calculated by taking into account reproducuon costs, search

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

8.2 When the request is received by the Information Officer, such officer shall by notice require the
requester, other than a personal requester, to pay the prescribed request fee (if any), before any
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 requester to
pay as a deposit the prescn"bed portion of the Access fee which would be payable if the request
is granted. . _

8.4 The information officer shall withhold a record until the requester has paid the fees as indicated
in Appendix 2. j

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 The Private Body will, within 30 days of receipt of the request, decide whether to grant or
decline the request and give notice with reasons (if required) to that effect.

9.2 The 30 day period with which the Private Body 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 amount of information, or the request requires a search for information held at another
office of the Private Body and the information cannot rcasonab}y be obtained within the original
30 day period. The Private Body will notify the requester in writing should an extension be

sought
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10 AVAILABILITY OF THE MANUAL

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

(@)  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.

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

Full Name and Surname:
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 Suméme:

Identity Number:
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D. Particulars of Record:

(@)  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 connnue ona sepamre Jfolio and attach it to this form. The
requester must sign all the additional folios

1. Description of the Record or relevant part of the record:

2. Reference number, if available:
3 Any further particulars of the record:,
E. Fees:

(a) 4 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 of the request fee.
(c) - The fee payable for access to a record depends on the form in which the access is required and the
| reasonable time requireff to search for and prepare a record.

(d) 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
to4 hereunder, state your disability and indicate in which form ﬂ_xe record is required. '
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Disability: + | Form in which record is required:

Mark the appropﬁate 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 refused in certain circumstances. In such a case you will be
informed if access will be granted in another form. ' '

(¢) 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 _ I Copy of the images * . 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 the record is held on computer or in an electronic or machine-readable form:

Printed copy of record Printed copy of Copy in computer readable
information derived from | form * (stiffy or compact
the record * ' disc)
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* If you requested a copy or transcription of a record (above), do you wish the YES NO
copy or transcription to be posted to you? '
| 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 Expiam 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, 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 200

SIGNATURE OF REQUESTER/PERSON
ON WHOSE BEHALF REQUEST IS MADE
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APPENDIX -2
REPRODUCTION FEES

Where requested document appear in the appendix 1 i.e. the Private Body has voluntarily provided the
Minijster 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:

L

R

e For every photocopy of an A4-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
¢ Fora copy in a2 computer-readable form on ' .

- Stiffy disc : - 7,50

- Compact disc 70,00
* A transcription of visual images, for an A4-size page or part thereof 40,00
e Fora copy of visual images ' ' 60,00
s A transcription of an audio record, for an A4-size page or part thereof 20,00

» For a copy of an audio record 30,00

Request fees:

Where a requester submits a request for access to information held by an Private Body on a person other that
the requester himself/herself, a request fee in the amount of R50,00 is payable up-front before the Private
Body 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:
* For every photocopy of an A4-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
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e For a copy in a computer-readable form on
- Stiffy disc
- Compact disc
e A transcription of visual images, for an Ad-size page or part thereof
o  For a copy of visual images o
e A transcription of an audio record, for an A4-size page or part thereof
e For a copy of an audio record
o To search for a record that must be disclosed
(per hour or part of an hour reasonably required for such search)
e  Where a copy of a record needs to be posted the actual postal fee is payable.

Deposits:

7,50
70,00
40,00

60,00

20,00
30,00

30,00

Where the Private Body 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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MANUAL
of

DAVID NAUDE FAMILIE
TRUST

Prepared in accordance with Section 51 of the Promotion of
“Access to Information Act, No 2 of 2000.

(Private Body)
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1

1.1

1.2

INTRODUCTION

The Promotion of Access to Information Act, No 2 of 2000 (“the Adcr”) was enacted on 3
February 2000, giving effect to the constitutional ﬁght 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
protecﬁonofanyrights..Where a request is made in terms oftheAct, the body to whom the
request is made is obliged to release the information, except where the Act expressly provides
that the information may or ﬁmst not be released. The Act sets out the requisite procedural
issues attached to such request.

PURPOSE OF THE MANUAL:
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:

e Limitations aimed at the reasonable protection of privacy;

e Commercial confidentiality; and
o  Effective, efficient and good governance;

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

Wheréver reference is made to “Private Body” in this manual, it will refer to DAVID NAUDE
FAMILIE TRUST a private body within the farming industry, for whom this manual is drafted.
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2

2.1

2.2

221
222
223
224
225
2.2.6
227
2238

2.2.9

PART I

CONTACT DETAILS

Information Officer: DAVID J NAUDE

Postal address: P O Box 365, Worcester, 6849

Physical Address: Excelsior Overhex, Worcester, 6350

Tel: (023) 342 1260

Fax: (023) 347 1434

GENERAL INFORMATION
Name of Private Body: DAVID NAUDE FAMILIE TRUST
Registration No: IT332/97
Vat Registration No. 4480163924
Postal Address: P O Box 365, .Worcester, 6849
Physical Address (or main place of business): Excelsior, Overhek, Worcester, 6850
Telephone Number: (023) 342 1260 |
Facsimile number: (023) 347 1434
E-mail addres.s: djnaude@mweb.co.za |
Website: N/A

PART II

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 RIGHT S COMMISSION,

at PAIA Unit (THE RESEARCH AND DOCUMENTATION DEPARTMENT),
Private Bag X2700, HOUGHTON, 2041;

Telephone Number: (011) 484-8300;

Facsimile Number: (011) 484-1360;
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Website: www.sahre.org.za;
E-mail Address: PLAI@sahrc.org.za.
PART I

3.1 RECORDS OF THE PRIVATE BODY

This clause serves as a reference to the records that the Pmrate Body holds in order to facilitate a
request in terms of the Act.

The information is classified and grouped accordmg to records relatmg to the following sub;ecm
and categories:

It is recorded that the accessibility of the documents listed herein below, may be subject to the

grounds of refusal set out hereinafter.
32 PRIVATE BODY DOCUMENTS AND RECORDS -
321 INCORPORATION DOCMNTS AND RECORDS
NOT APPLICABLE
322 "FINANCIIAL DOCUMENTS AND RECORDS
3221 Regional Services Council records
3222 VAT records
3223 Tax records
3224 PAYE records
3225 UIF records
- 3.2.26 Asset inventory
3 .2.2,.7 Asset register
3.2.2.8 Invoices
3229 Statements

3.2.2.10 Savings Account

3.2.2.11 ~ Cheque Account
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32212 Current Account
-3.2.2.13 Annual Financial Statements

Please note — above-mentioned records available from Accounts Officer

3.23 ~ OPERATIONAL DOCUMENTS AND RECORDS
3.2.3.1 License in respect of water irrigation

3.23.2 Europ Gap Compliance documentation

3233 Records relating to production

The above records include, but are not limited to, the records which pertain to the
Private Body's own affairs.

324 PERSONNEL DOCUMENTS AND RECORDS

Personal records provided by personnel (including permanent and temporary) mcludmg

but not limited to:

3241 Employment contracts
3242 Application forms
3243 Qualiﬁ;:ations
3.244 Saigry records
3245 Leave records
3.24.6 Records relating to increases
3.2.4.? Disciplinary records
32438 Medical history records
3249 - SETA records

- 3.24.10 Attendance register
3.24.11 vai@t fund records
3.24.12 Trade Union records

3.24.13 Collective Agreement



_STAATSKOE.FIANT, 7 FEBRUARIE 2003 No. 24332

497

3.24.14

325
3.25.1
3252

3.2.6

3.2.7

3.27.1

3.27.1.1
3.27.1.2
3.2.7.13
327.14

3.2.7.15

3.2.8

3.28.1

3.28.2

Records relating to deductions

“Personnel” refers to any person who works for, or provides services to or on behalf of
the Private Body, and receives or is entitled to receive remuneration and any other person
who assists in carrying out or conducting the business of the Private Body. This includes,
without limitation, trustee, all permanent, temporary and part-time staff, as well as
contract and/or seasonal workers.

SAFETY RECORDS

Recording relating to incidents

Records relating to the Occupational Health and Safety Act
INFORMATION TECHENOLOGY RECORDS
NOT APPLICABLE

RECORDS REQUIRED IN TERMS OF LEGISLATION

A table of legislation setting out a d.cscription of the records of the Private Body
which are available in accordance with certain legislation, is as follows:-

- Deeds Registries Act 47 of 1937
Basic Conditions of Employment Act 75 of 1997
Compensation for (__}c_cupational Injuries and Dis;-gses Act 130 of 1993
Unemployment Insurance Act 63 of 2001
Value Added Tax Act 89 of 1991

Reference to the above-mentioned legislation shall include subsequent amendments
to such legislation. '
OTHER PARTY RECORDS

Personnel, customer or Private Body records which are held by another party (e.g.
accountant, marketing agent), as opposed to the records held by the Private Body
itself;

Records held by the Private Body pertaining to other pérties, including without

limitation, financial records, correspondence, contractual and transactional records,

records provided by the other party, and records third parties have provided.
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PART IV

4 GROUNDS FOR REFUSAL OF ACCESS TO RECORDS
The main grounds for the Private Body tb refuse a request for information relates to the -

4.1 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;

4.2 mandatory protection of the commercial information of a third party, if the record contains —

4.2.1 trade secrets of that third party;

422 financial, commercial, scientific or technical information which disclosure could likely

: cause harm to the financial or commercial interests of that third party;

423 information disclosed in confidence by a third party to the Private Body, if the disclosure
could put that third party at a disadvantage in negotiations or commercial competition;

4.3 mandatory protection of confidential information of third parties if it is proteéted in terms of any

agreement,;

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

4.5 " mandatory protection of records which would be regarded as privileged in legal proceedings;

4.6 the commercial activities of the Private Body, which may include —

4.6.1 trade secrets of the Private Body; |

4.6.2 financial, commercial, scientific or technical information which disclosure of could likely
cause harm to the financial or commercial interests of the Private Body; -

4.63 information which, if disclosed could put the Private Body at a disad_vaptag;: in

' negotiations or commercial competition; '

4.6.4 a computer program which is owned by the Private Body, and which is protected by
copyright.

4.7 the research information of the Private Body or a third party, if its disclosure would disclose the

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

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

5 REMEDIES AVAILABLE WHEN A PRIVATE BODY REFUSES A REQUEST FOR
INFORMATION - o

51 INTERNAL REMEDIES

The Private Body does not have an internal appeal procedure. As such, the decision made by
the information officer is final, and requesters will have to exercise such external remedies at
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their disposal if the request for information is refused, and the requester is not satisfied with the -
answer supplied by the information officer. '

52  EXTERNAL REMEDIES

A requester that is dissatisfied with an inforrﬁation officer’s refusal to disclose inforhaaﬁon, may
within 30 days of notification of the decision, apply to a relevant Court for relief.

Likewise, a third party dissatisfied with an 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. :

6 REQUEST PROCEDURE

6.1 The requester must comply with all the procedural requirements contained in the Act relating to
the request for access to a record. ; : ;

6.2 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 2.1 or 2.2

above.

6:3 The prescribed form must be filled in with enough particularity to at least enable the
Information Officer to identify %

6.3.1 The record or records requested;

6.3.2 | The identity of the requester,

6.3.3 _ Which form of access is required, if the request is granted;

6.3.4 The postal address or fax number of the requester.

6.4 The requester must state that he/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.

6.5 The Private Body will process the request within 30 days, unless the requester has stated special
: reasons which would satisfy the Information officer that circumstances dictate that the above
time periods not be complied with. - :

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

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

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

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



500 No. 24332

GOVERNMENT GAZETTE, 7 FEBRUARY 2003

7  ACCESS TO RECORDS HELD BY THE PRIVATE BODY

. il Records held by the Private Body may be accessed by requests only once the prerequisite
requirements for access have been met. '

7.2 A requester is any person making a request for access to a record of the Private Body. There are
two types of requesters: - ' . -

7.2.1 PERSONAL REQUESTER

7211 A personal requester is a requester who is seeking access to a record containing
personal information about the requester.

7212 The Private Body will voluntarily provide the requésted 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.

1.2.2 OTHER REQUESTER

7.2.2.1 This requester (other than a personal requester) is entitled to request access to
information on third parties. However, the Private Body 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

8.1.2 An access fee, which must be calculated by taking into account reproduction costs, search

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

8.2 When the request is received by the Information Officer, such officer shall by notice require the
requester, other than a personal requester, to pay the prescribed request fee (if any), before any
further processing of the request. - 5 :

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 requester to
pay as a deposit the prescribed portion of the Access fee which would be payable if the request
is granted.

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.
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9 DECISION

9.1 The Private Body will, within 30 days of receipt of the request, decide whether to grant or
decline the request and give notice with reasons (if required) to that effect.

92 The 30 day period with whmh the Private Body 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 amount of information, or the request requires a search for information held at another
office of the Private Body and the information cannot reasonably be obtained within the original
30 day period. The Private Body will notify the requester in writing should an extension be
sought.

10 AVAILABILITY OF THE MANUAL

10.1 - This manual is made available in terms of Regulation Number R. 187 of 15 February 2002.



502 No. 24332 GOVERNMENT GAZETTE, 7 FEBRUARY 2003

AANHANGSEL -1
VOORGESKREWE VORM TER VOLTOOIING DEUR DIE AANVRAER

VORM B
- VERSOEK VIR TOEGANG TOT REKORDS VAN PRIVATE INSTANSIE

(Artikel 53(1) van die Wet op die Bevordering van Toegang tot Inligting , 2 of 2000)

(Regulasie 4)
A, Besonderhede van die private instansie
Die Hoof:
B. Besonderhede van die peréoon wat die versoek rig tot insae in die rekord

(a) Die besonderhede van die persoon wat toegang tot die rekords versoek moet hieronder aangeteken
word. : .

(b)  Verskaf ‘n adres en/of ‘n faks nommer in die Republiek waarna die inligting gestuur moet word,

(c)  Bewys van die kapasiteit waarin die versoek gerig word, indien van toepassing, moet aangeheg word.

Volle Name en Van:
Identiteits Nommer:
Posadres:
Telefoonnommer: ' Faks nommer:
E-pos adres:
Kapasiteit waarin die versoek gerig word, wanneer versoek word namens ‘n ander persoon:

C. Besonderhede van die persoon namens wie die versoek gerig word:

Hierdie gedeelte moet slegs voltooi word indien inligting versoek word namens ‘n ander persoon

Volle Name en Van:

Identiteits Nomumer:
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D. Besonderhede van die rekord:

(8) Verskaf volle besonderhede van die rekord waartoe toegang versoek word, insluitend die
Pverwysingsnommer indien bekend aan u, ten einde in staat te wees om die rekord te allokeer.

(b)  Sou die spasie voorsien nie voldoende wees nie, gaan voort op ‘n aparte folio en heg aan tot hierdie
vorm. Die aanvraer moet al die addisionele folios onderteken. ' '

1. Beskrywing van die rekord of relevante gedoélte daarvan:
2. Verwysings nommer, indien beskikbaar:

2. Enige verdere besonderhede van die rekord:

E. - Fooie:

(a) ‘m Versoek tot toegang tot ‘n rekord, anders as ‘n rekord wat persoonlike inligting bevat aangaande
uself sal slegs verwerk word nadat ‘n versoekfooi betaal is.

(b) U sal in kennis gestel word aangaande die bedrag van die versoekfooi.

(¢) Diefooi betaalbaar vir toegang tot ‘n rekord sal afhang van die vorm'waarin_ die roegang tot die
inligting versoek word sowel as die redelike tyd vereis in die soektog en voorbereiding van die rekord.

(d) Sou u kwytskelding geniet ten aansien van die betaling van enige fooi, dui die rede daarvoor aan
hieronder. | -

Rede vir die kwytskelding van die betaling van ‘n fooi:

F. Vorm van die toegang tot die rekord:

Indien u verhoed word deur gebrek om die rekord te lees, te sien of te luister na in die vorm waarin toegang
verleen is soos voorsien in | tot 4 hieronder, dui u gebrek aan sowel as die vorm waarin die rekord vereis

word.
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Gebrek: Vorm waarin die rekord vereis word:

Merk die toepaslike blok met ‘n “X” -

NOTAS: _ _

(2) Uwﬁuiding van die vereiste vorm van toegang tot die rekord is afhanklik van die vorm waarin die
rekord beskikbaar is. '

(b) Toegang in die vorm soos vereis mag in sekere gevalle geweier word. In diesulke géva.’le sal u in kennis
gestel word indien toegang toegestaan sal word in ‘n ander vorm. ' _

(c) Die Jfooi betaalbaar vir toegang tot die rekord, indien enige, sal gedeeltelik afhanklik wees van die vorm

waarin toegang tot die rekord vereis word.

1. Indien die rekord in geskrewe of gedrukte vorm is:

Kopie# van die rekord * Inspeksie van die rekord

2. Indien die rekord saamgeste] is uit visuele beeldmateriaal:
(Hierdie sluit in foto’s, skyfies, video opnames, rekenaar voorgebronge beelde, sketse, ens.)

Besigtiging van die Kopieg van die Transkripsie van die
beeldmateriaal beeldmateriaal* beeldmateriaal*

3.Indien die rekord saamgestel is uit aangetekende woorde of inligting wat gereproduseer kan word in

klank:

Luister na die klankbaan ' . Transkripsie van die klankbaan *.

(audio kassette) ' (geskrewe of gedrukte dokument)

4.Indien die rekord gehou word op “n rekenaar of in ‘n elektroniese of masjien leesbare vorm:

" Gedrukte kopie van die Gedrukte kopie van Kopie in ‘n rekenaar
rekord : . | dieinligting verky vanuit leesbare vorm *
' die rekord* (kompakskyf of “stiffy")
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* Indien u ‘n kopie of ‘n transkripsie van ‘n rekord (hierbo) verkies het, wil u
.| sodanige kopie of transkripsie aan u gepos hé?
‘n Versendingsfooi is betaalbaar

Ja

Nee

G. Besonderhede van die reg wat uitgeoefen of beskerm word :

Die aanvraer moet al die addisionele folios onderteken.

Sou die spasie voorsien nie voldoende wees nie, gaan voort op ‘n aparte folio en heg aan tot hierdie vorm.

Dui aan watter reg uitgeoefen en/of beskerm word:

1.  Beskryf waarom die aangevraagde rekord vereis word om bogenoemde reg uit te oefen en/of te

beskerm:

H. Kennis van besluit aangaande die versoek tot toegang:

besonderhede ter uitvoering hiervan,

U sal per skrif in kennis gestel word hetsy u versoek toegestaan of geweier is. Indien u verkies om op enige
ander wyse van hierdie besluit in kennis gestel te word, spesifiseer die verkose wyse en verskaf die mdigé

Hoe sal u verkies om ingelig te word aangaande die besluit of u toegang tot die inligting verkry hetof -

toegang geweier is?

Geteken te: _- o op hierdie - dagvaﬁ :

200

HANDTEKENING VAN DIE AANVRAER /

PERSOON NAMENS AANVRAER
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AANHANGSEL -2
REPRODUKSIE FOOIE

Waar die aangevraagde dokumente in Aanhangsel 1 verskyn i.e waar die instansie vrywilliglik die Minister
verskaf het met ‘n lys van die kategorieé rekords, wat automaties beskikbaar sal wees aan enige persoon wat
toegang daartoe versoek, sal die enigste fooie wat gehef sal kan word daarop, die koste vir die reproduksie
daarvan wees. - ' '

DIE TOEPASLIKE FOOIE VIR REPRODUKSIE SO HIERBO GENOEM :

R

¢ Vir elke kopie van ‘n A4-grootte bladsy of gcdéeltc daarvan ' 1,10
¢  Vir elke kopie van ‘n A4-grootte bladsy of gedeelte daarvan soos gehou op ‘n rekenaér of elektroniese-,

masjien leesbare vorm ' : _ | 0,75
e Vir ‘n kopie op rekenaar leesbare vorm op ‘ |

= “Sﬁffy” sk.yf 3 . 7,50

- Kompakskyf _ 70,00

* ‘nTranskripsie van visuele beeldmateriaal, vir ‘n A4-grootte bladsy of gedeelte daarvan
B ' . o 40,00
e Vir ‘n kopie van visuele beeldmateriaal E 60,00
*  ‘nTranskripsie vanaf ‘n klankbaan, vir ‘n A4-grootte bladsy of gedeelte daarvan 20,00

e Vir ‘nkopie van ‘n klankbaan . 30,00

Versoek fooie:
Waar die aanvraer toegang tot insae in inligting aanvra soos gehou deur ‘n instansie of ‘n persoon anders As
die aanvraer hom-/haarself, sal ‘n versoekfooi gehef word in die bedrag van R 50.00 wat voor-af betaalbaar

sal wees en waarsonder chc instansie nie die versoek verder sal verwerk nie.

Toegangsfooie: .
Hierdie fooi is betaalbaar in alle gevalle waar die versoek tot insae in die inligting toegestaan word, behalwe
waar die betaling van ‘n toegangsfooi spesifiek uitgeluit word in terme van die Wet of soos bepaal deur die _
Minister in terme van artikel 54(8). '

Die toepaslike fooie soos hierbo gencem:
_ R
e Vir elke kopie van ‘n A4-grootte bladsy of gedeelte daarvan | 1,10
» Virelke kopie van ‘n A4-grootte bladsy of gedeelte. daarvan soos gehou op ‘n rekenaar of elektroniese- ,
masjien leesbare vorm 0,75

e  Vir ‘n kopie op rekenaar leesbare vorm op
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- “Stiffy” skyf ' . 1,50
- Kompakskyf ’ 70,00
‘n Transkripsie van visuele beeldmateriaal, vir ‘n A4-grootte bladsy of gedeelte daarvan

_ ' 40,00
Vir ‘a kopie van visuele beeldmateriaal : _ 60,00
‘n Trausknpsm vanaf n klankbaan, vir ‘n A4-grootte bladsy of gedcclﬁc daarvan 20,00
Vir ‘n kopie van ‘n klankbaan ; 30,00
Vir die soektog na ‘n rekord wat openbaar moet word 30,00 per

uur of gedeelte daarvan soos rcde]jkerwys' vereis kan word vir so ‘n soektog
Waar ‘n kopie van die rekord per pos gestuur moet word, die werklike
versendingskoste.

Deposito’s:

‘Waar die instansie ‘n versoek ontvang vir toegang tot inligting van inligting anders as die aanvraer hom-
/haarself en die data beampte is by ontvangs van die versoek van oordeel dat die voorbereiding van die
vereiste rekord vir openbaarmaking langer as ses (6) ure sal neem, sal hy ‘n deposito vanaf die aanvraer

versoek.
Die bedrag van die deposito is gelykstaande aan 1/3 (een derde) van die bedrag van die toepaslike

- toegangsfooi.

Neem kennis: In terme van Regulasie 8, moet Belasting op Toegevoegde Waarde (BTW) bygevoeg word vir alle fooie -
voorgeskryf in terme van die Regulasies.
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MANUAL
of

DJ BOSMAN TRANSPORT
(PTY) LTD

Prepared in accordance with Section 51 of the Promotion of
Access to Information Act, No 2 of 2000.

(Private Body)
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1

1.1

1.2

INTRODUCTION

The Promotion of Access to Information Act, No 2 of 2000 (“the Acf”) 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 expressly provides
that the information may or must not be released. The Act sets out the requisite procedural
issues attached to such request.

PURPOSE OF THE MANUAL:

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:

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

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

Wherever reference is made to “Private Body” in this manual, it will refer to DJ BOSMAN
TRANSPORT (PTY) LTD a private body within the transport industry for which this manual is
drafted.

Wherever reference is made to a “document” or “record”, it shall include such documents or

records that are stored on a computer or in any form of electronic format (precedent included).
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PART I

2 CONTACT DETAILS
2.1 Information Officer: MR COENRAAD LODEWYK BESTER
Postal address: P O Box 90, Grabouw, 7160
Registered address: Industrial Road, Grabouw
Physical Address: Industrial Road, Grabouw
Tej: (021) 859 2608
Fax: (021) 859 4785

Email address: djbosmal@mweb.co.za

- 2.2 GENERAL INFORATION
221 ' Name of Private Body: DI BOSMAN TRANSPORT (PTY) LTD
222 Head of Private Body: Mr Hermanus Abram Bosman
223 Registration No: 1980/009748/07
224 Vat Registration No. 4260108073
.225 Postal Address: P O Box 90, Grabouw, 7160
22.6 * Physical Address (or main place of business): Industrial Road, Grabouw
227 Telephone Number: (021) 859 2608
2.2.8 Facsimile nmﬁber: (021) 859 4785

229 E-mail address: djbosmal @mweb.co.za
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PART I

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 nght 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 B;g X2700, HOUGHTON, 2041;

Telephone Number: (011) 484-8300;

Facsimile Number: (011) 484-1360;

Website: www.sahrc.org.za;

E-mail Address: re.or.

PART III

3.1 RECORDS OF THE PRIVATE BODY

This clause serves as a reference to the records that the Private Body holds in order to facilitate a
request in terms of the Act.

The information is classified and grouped accordmg to records relating to the fo]lowmg subjects
and categories:

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

The head of the private body may, in addition and on a voluntary basis, also publish notices in
terms of Section 52(2) of the Act regarding categories of records which are available without a
person having to request access in terms of the Act.

3.2 PRIVATE BODY DOCUMENTS AND RECORDS

321 INCORPORATION DOCUMENTS AND RECORDS
3.2.1.1 Copies of documents of Incorporation

3.2.1.2 Copies of l:he Constitution of the business

3.2.13 ' COp{es of the Memorandum and Articles ofAs.éociaﬁon

32.14 Minutes of Board of Directors meetings



512 No. 24332

GOVERNMENT GAZETTE, 7 FEBRUARY 2003

3215
332
3221
3222
3343
3224
3225
3226
4537
3228
3229
3.2.2.10
32211
322.12
322.13
32214
322.15
3.2.2.16
3.22.17
392,18
32219

3.22.20

Minutes of Shareholders’ meetings

FINANCIAL DOCUMENTS AND RECORDS

Regional Services Council records

Vat records

Tax records

'PAYE records

UTF records

Stock records

Asset inventory

Asset register

Order forms

Invoices (debtors and creditors)
Statements (debtors and creditors)
Proof of delivery forms

Proof of payment records including cheques
Goods returned vouchers agreements
Debit notes

Credit notes

Cheque Acc.oux.lt / Current Account
Call Account

Investment account

Cheque vouchers

24332—16
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32221 Loan accounts
3.22.22 Cash records
3.2.2.23 Instalment sale agreements
32224 Bank statements
3.2.2.25 Financial statements including budgets and management accounts.
3.2.3 OPERATIONAL DOCUMENTS AND RECORDS
3.23.1 Promotional material
3232 Licences including vehicles and transport
3233 Internal telephone directory
3234 Database of customers
3:2:3.5 Correspondence with customers
3.23.6 Customer account records
3237 Records with regards to sales including analysis
3238 Records with regards to scheduling and supply of goods / services
3.239 Price lists
3.23.10 Records relating to customer complaints / assessments
3.2.3.11 Records pertaining to costing / quoting
These records include, but are not limited to records which pertain to the Private
Body’s own aﬁ‘airé.
324 PERSONNEL DOCUMENTS AND RECORDS
Personal records provided by personnel (including éermanent and limited duration
employees) including but not limited to:
3241 Employment contracts
3.24.2 Application form;;
003 28755—1 7 24332—17
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3243

3244
3245
3.2.4.6
3.24.7
32438
3249
3.2.4.10
3.2.4.11
3.24.12
3.2.4.13
3.2.4.14
3.24.15
3.2.4.16

3.24.17

3.2.5

3.25.1
3252
3253
3.#.5.4
3.255
3.2.6

3.2.6.1

Qualifications

Salary records

Leave records

Disciplinary codes and records
Medical histbry

Emplo_yment Equity Plan
Work Skills Plan

SETA records

Attendance register
Bargaining Council records including exemption
Trade Union records
Provident Fund
Unemployment Insurance
Medical Aid

Records relating to deductions

“Personnel” refers to any person who works for, or provides services to or on behalf of
the Private Body, and receives or is entitled to receive remuneration and any other person
who assists in carrying out or conducting the business of the Private Body. This includes,
without limitation, directors, all permanent, limited duration staff, as well as any contract
workers from time to time. '

SAFETY RECORDS

Safety manual

Records relating to incidents

Records relating to inspection

Records in terms of the Occupational Health and Safety Act

Records in terms of the Commission for Occupational Injuries and Diseases

INFORMATION TECHNOLOGY RECORDS

Licences
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3262 _ . Software programs
3.2.63 Software applicatio;ls
3264 Computer generated databases
3.26.5 ' Outlook Express
3.2.6.6 Internet connectivity reports |
3.2.7 TR RECORDS REQUIRED IN TERMS OF LEGISLATION
© 3271 A list of certain legislation setting out a description of the records of the Private

Body which are available in accordance with such legislation, is as.follows:-

327.1.1 Labour Relations Act 66 of 1995
i 3.2.7.1.2. Employment Equity Act 55 of 1998
32713 | Basic Conditions of Smplommt Act 75 of 1997
32714 Compensation for Occupational Injuries and Diseases Act 130 of 1993
32715  Insolvency Act 24 of 1936
32716 Constitution of SA Act 108 of 1996
SLRLT Companies Act 61 of 1973
.3.2.7. LS | Unemployment Insurance Aclt 63.0f 2001
32.7.19 © Value Added Tax 89 of 1991
327.1.10 Skills Development Act 9 of 1999
3.2.7.1.11 Income Tax Act 58 of 1962

Reference to the above-mentioned legislation shall include subsequent amendments
to such legislation and all relevant sections within such legislation in terms of
which the pri\?ate body holds records.

3.28 OTHER PARTY RECORDS

3281 Personnel, customer or Private Body records which are held by another party, as
opposed to the records held by the Private Body itself;
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3282

Records held by the Private Body pertaining to other parties, including without
limitation, financial records, correspondence, contractual and transactional records,
records provided by the other party, and records third parties have provided.

PART IV

4  GROUNDS FOR REFUSAL OF ACCESS TO RECORDS

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

4.1

4.2

42.1

422

423

43

4.4

4.5

4.6

4.6.1

4.6.2

4.6.3

4.64

4.7

4.8

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 protection of the commercial information of a third party, if the record contains ~

ﬁadc secrets of that third party;

financial, commercial, 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 the Private Body, if the disclosure
could put that third party at a dlsadvantage 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 proteétion of property;
mandatory protection of records which would be regarded as privileged in legal proceedings;

the commercial activities of the Private Body, which may include —

trade secrets of the Private Bbdy;

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

information which, if disclosed could put the Private. Body at a disadvantage in
negotiations or commercial competition;

a computer program which is owned by the Private Body, and which is protected by
copyright.

the research information of the Private Body or a third party, if its disclosure would disclose the
identity of the Private Body, the researcher or the subject matter of the research and would place
the research at a serious disadvantage; .

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

5 REMEDIES AVAILABLE WHEN A PRIVATE BODY REFUSES A REQUEST FOR
INFORMATION
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51  INTERNAL REMEDIES
The Private Body does not have an internal appeal procedure. As such, the decision made by
the information officer is final, and requesters will have to exercise such external remedies at
their disposal if the request for information is refused, and the requester is not sahsﬁcd with the
answer supplied by the information ciﬁcer '

5.2 EXTERNAL REMEDIES

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

Likewise, a third party dissatisfied with an 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.

6 REQUEST PROCEDURE

6.1 The requester must comply with all the procedural requirements contained in the Act relatmg to
the request for access to a record.
6.2 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 2.1 or 2.2

above.

6.3 The prescribed form must be filled in with enough pMCulanty to at least enable the
Information Officer to identify — .

6.3.1 The record or records requested;

6.3.2 The identity of the requester,

6.3.3 . Which form of access is required, if the request is granted;

6.3.4 : The postal address or fax number of the requester.

64 The requester must state that he/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.

6.5 The Private Body will process the request within 30 days, unless the requester has stated special
reasons which would satisfy the Information officer that circumstances dictate that the above
time periods not be complied with.

6.6 The requester shall be mfonned whether access granted or denied. If, in addition, the requester
requires the reasons for the decision in any other manner, he/she must state the manner and the
partlculars s0 requm:d

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

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

6.9 The requester must pay the prescribed fee, before any further processing can take place,
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7 ACCESS TO RECORDS HELD BY THE PRIVATE BODY

7.1 Records held by the Private Body may be accessed by requests only once the prerequisite
requirements for access have been met.

7.2 A requester is any person makmg a request for access to a record of the Prwate Body. 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.

7.2.12  The Private Body 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

72241 .This requester (other than a personal requester) is entitled to request access to
information on third parties. However, the Private Body 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 réquest fee, which will be a standard fee; and

8.1.2 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 officer shall by notice require the
requester, other than a personal requester, to pay the prescribed request fee (1f any), before any
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 requester to
pay as a deposit the prescribed portion of the Access fee which would be payable if the request
is granted. .

84 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.
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9 DECISION

9.1 The Private Body will, within 30 days of receipt of the request, decide whether to grant or
decline the request and give notice with reasons (if required) to that effect.

9.2 The 30 day period with which the Private Body 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 amount of information, or the request requires a search for information held at another
office of the Private Body and the information cannot reasonably be obtained within the original
30 day period. The Private Body will notify the requester in writing should an extension be .
sought. =

10 AVAILABILITY OF THE MANUAL

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

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

Full Name and Surname:
Identity Number:;
Postal Address:
Telephone Number: | Fax Number:
E-mail address:
Capacity in which request is made, when made on behalf of anoﬂ:ef person:

C. Particulars of person of whose behalf request is mhde:

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

Full names and Surname:

Identity Number:
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D. ' Particulars of Record:

(a)  Provide full particulars of the record to which access is requested mc:'udmg 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 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 after a request fee has been paid. :

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

(c)  The fee payable 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.

(d)  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 forin 1
to 4 hereunder, state your disability and indicate in which form the record is required.
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Disability: Form in which record is required:

Mark the appropriate box with an “X”

NOTES:

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

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

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

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 * 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 the record is held on computer or in an electronic or machine-readable form:

Printed copy of record Printed copy of Copy in computer readable
information derived from form * (stiffy or compact
the record * disc)
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* If you requested a copy or transcription of a record (above), do you wish the YES - - |NO
copy or transcription to be posted to you?

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, 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 dayof 200

SIGNATURE OF REQUESTER/PERSON
ON WHOSE BEHALF REQUEST IS MADE
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APPENDIX -2
REPRODUCTION FEES

Where requested document appear in the appendix 1 i.e. the Private Body has voluntarily provided the
Minister with a list of categories of records that will a!iton:latically 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 A4-size page or part thereof 1,10
e For every printed copy of an A4-size page or part thereof held on a I
computer or in electronic or machine readable form _ ; 0,75
¢ For a copy in a computer-readable form on '
- Stiffy disc 7,50
- Compacf disc - 70,00
e A transﬁription of visual images, for an A4-size page or part thereof 40,00
* For a copy of visual images 60,00
e A transcription of an audio record, for an A4-size page or part thereof 20,00
s Fora copy of an audio record 30,00

Request fees:

Where a requester submits a request for access to information held by an Private Body on a person other that
the requester himself/herself, a request fee in the amount of R50,00 is payable up-front before the Private
Body 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:
e  For every photocopy of an A4-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
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e For a copy in a computer-readable form on
- Stiffy disc
- Compact disc _
e A transcription of visual images, for an A4-size page or part thereof
»  For a copy of visual images
¢ A transcription of an audio record, for an A4-size page or part thereof
e For a copy of an audio record
o To search for a record that must be disclosed
(per hour or part of an hour reasonably required for such search)

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

Deposits:

7,50

70,00
- 40,00

60,00
20,00
30,00
30,00

Where the Private Body 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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'MANUAL

of

DURO SKRYNWERKERS CC t/a
~ HENRY’S POOLTABLE

Prepared in accordance with Section 51 of the Promotion of
Access to Information Act, No 2 of 2000.

(Private Body)
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1

1.1

1.2

INTRODUCTION

The Promotion of Access to Information Act, No 2 of 2000 (“the Acf”) 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 andther'person and that is required for the exercise or
protection of any rights. Wh&e 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 expressly provides
that the information may or must not be released. The Act sets out the requisite procedural

issues attached to such request.
PURPOSE OF THE MANUAL:

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;
e Commercial confidentiality; and

e Effective, efficient and good governance;

and in a manner which balances that right with any other rights, including such rights contained

in the Bill of Rights in the Constitution.

Wherever reference is made to “Private Body” in this manual, it will refer to DURO
SKRYNWERKERS CC T/A HENRY’S POOLTABLE a close corporation which operates as a
manufacturer and for whom this manual is drafted.

Wherever reference is made to a “document” or “record”, it shall include such documents or

records that are stored on a computer or in any form of electronic format (precedent included).
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PART I

2 CONTACT DETAILS
2.1 Information Officer: CORNELIUS DURING
. Postal address: P O Box 292, Parow

Registered address: 9 Jones Street, Parow East, Parow
Physical Address: 9 Jones Street, Parow East, Parow
Tel: (021) 939 2147
Fax: (021) 939 2147
Email address: henrypool@mweb.co.za

2.2 Deputy Information Officer: ANN-MARIE DURING
Postal address: -~ P O Box 292, Parow
Registered address: 9 Jones Street, Parow East, Parow
Physical Address: 9 Jones Street, Parow East, Parow
Tel: (021) 939 2147
Fax: (021) 939 2147

Email address: henrypool@mweb.co.za

23 GENERAL INFORMATION

231 Name of Private Body: DURO SKRYNWERKERS CC T/A HENRY’S POOLTABLE
232 .Head of Private Body: Cornelius During |

233 Registration No: CK NO 1997/09494/23

234 Vat Registration No. 4030132239

235 Postal Address: P O Box 292, Parow

2.3.6 Physical Address (or main place of business): 9 Jones Street, Parow East, Parow

237 Telephone Number: (021) 939 2147

238 Facsimile number: (021) 939 2147

239 E-mail address: henrypool@mweb.co.za

23.10 Website: NOT APPLICABLE
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PART II

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:

3.1

32

3.2.1

322

3221

The South African HUMAN RIGHTS COMMISSION,
at PAIA Unit (THE RESEARCH ANDIDOCIMEIIVITATION 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.7a.
PART III
RECORDS OF THE PRIVATE BODY

This clause serves as a reference to the records that the Private Body holds in order to facilitate a
request in terms of the Act.

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

It is recorded that the accessibility of the documents listed herein below, may be subject to the
grounds of refusal set out hereinafier.

The head of the private body may, in addition and on a voluntary basis, also publish notices in
terms of Section 52(2) of the Act regarding categories of records which are available without a
person having to request access in terms of the Act.

PRIVATE BODY DOCUMENTS AND RECORDS

INCORPORATION DOCUMENTS AND RECORDS

Copies of Members Association Agreements
FINANCIAL DOCUMENTS AND RECORDS

Regional Services Council records
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3222 Vat records
3223 Tax records
3224 PAYE records

8228 UTF records
3226 Stock records
3227 Asset inventory
3228 ' Asset register
3.2;2.9 Order forms
3.2.2.10 _ _ Invoices
32211 Proof of delivery forms
3.22.12 Goods received vouchers
3.2.2.13 Goods returned vouchers
3.2.2.14 Debit notes
3.2.2.15 Credit notes
3.2.2.16 Cheque Account -
3.2.2.17 Cash records
3.2.2.18 ' Financial reporting
3.22.19 Financial documents
3.2.3 OPERATIONAL DOCUMENTS AND RECORDS
3231 Customer account records
3.23.2 Records with regards to sales

3.233 Price lists
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3234 Records pertaining to costing and quoting

These records include, but are not limited to, records which pertain to the Private
Body’s own affairs.

3.24 PERSONNEL DOCUMENTS AND RECORDS

Personal records provided by personnel (including permanent and limited duration
employees) including but not limited to:

3.24.1 - Employment contracts

3.24.2 Application forms

3.243 Qualifications

3244 Salary records

3.24.5 Leave records

3.24.6 Records relating to increases
3.24.7 ‘Disciplinary records

3248 Attendance register

3249 Bargaining Council records
3.24.10 Provident Fund

3.24.11 Unemployment Insurance
3.24.12 Medical Aid

3.24.13 . Trade Union details and records
32414 Records relating to deductions

“Personnel” refers to any person who works for, or provides services to or on behalf of
the Private Body, and receives or is entitled to receive remuneration and any other person
who assists in carrying out or conducting the business of the Private Body. This includes,
without limitation, members, all permanent and limited duration staff, as well as contract
workers. ' ,

3.25 SAFETY RECORDS

'NOT APPLICABLE
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3.2.6

3.2.6.1

3262 .

3.26.3

3.2.7

3.2.7.1

3.27.1.1

3.2.7.1.2

32713

32.7.14

32,15

32716

3.28 .

3.2.8.1

3282

INFORMATION TECHNOLOGY RECORDS
Software programs
Inter-company emails
Internet connectivity reports

RECORDS REQUIRED IN TERMS OF LEGISLATION

A list of certain legislation setting out a description of the records of the Private
Body which are available in accordance with such legislation, is as follows:-

Short Term Insurance Act 53 of 1998

Labour Relations Act 66 of 1995

Bmploywpent Equity Act 55 of 1998

Baéic .Condiﬁons of Employment Act 75 of 1997

Formalities in respect of Leases of Land Act 18 of 1969
Compensation for Occupational Injl:ﬁe& and Diseases Act le of 1993

Reference to the above-mentioned legislation shall include subsequent amendments
to such legislation and all relevant sections within such legislation in terms of
which the private body holds records. '

OTHER PARTY RECORDS

Personnel, customer or Private Body records which are held by another party, as
opposed to the records held by the Private Body itself;

Records held by the Private Body pertaining to other parties, including without
limitation, financial records, correspondence, contractual and transactional records,
records provided by the other party, and records third parties have provided.

PART IV

4 GROUNDS FOR REFUSAL OF ACCESS TO RECORDS

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

4.1

4.2

42.1

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 protection of the commercial information of a third party, if the record contains —

trade secrets of that third party;
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6 REQUEST PROCEDURE

6.1

6.2

6.3

6.3.1
6.3.2
6.3.3
634

6.4

6.5

6.6

6.7

6.8

6.9

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 physwal address, fax number or electronic mail address as stated in 2.1 or 2.2
above

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

The rer..:ord 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 requester.

The requester must state that he/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.

The Private Body will process the request within 30 days, unless the requester has stated special
reasons which would satisfy the Information officer that circumstances dictate that the above
time penods not be complied with.

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

particulars so r_equired.

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

If an individual is unable to complete the prescribed form because of illiteracy 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 THE PRIVATE BODY

7.1

7.2

7.2.1

7.2.1.1

Records held by the Private Body may be accessed by requests only once the prerequisite
requirements for access have been met.

A requester is any person mak.mg a request for access to a record of the Private Body. There are
two types of requesters:

PERSONAL REQUESTER

A personal requester is a requester who is seeking access to a record containing
personal information about the requester,
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7.2.1.2 The Private Body 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

7221 This requester (other than a personal requester) is entitled to request access to
information on third parties. However, the Private Body 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

8.1.2 An access fee, which must be calculated by taking into account reproduction costs, search

and preparatlon time and cost, as well as postal costs.

8.2 When the request is received by the Information Officer, such officer shall by notice require the
requester, other than a personal requester, to pay the prescribed request fee (if any), before any
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 requester to
pay as a deposit the prescribed portion of the Access fee which would be payable if the request

is granted.

84 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 The Private Body will, within 30 days of receipt of the request, decide whether to grant or
decline the request and give notice with reasons (if required) to that effect.

9.2 The 30 day period with which the Private Body 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 amount of information, or the request requires a search for information held at another
office of the Private Body and the information cannot reasonably be obtained within the original
30 day period. The Private Body will notify the requester in writing should an extension be

sought.
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10 AVAILABILITY OF THE MANUAL

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



STAATSKOERANT, 7 FEBRUARIE 2003 No. 24332

537

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.

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

Full Name and Surname:

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:
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D. Particulars of Record:

(@)  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 fom The
requester must sign all the additional folios

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

2. Any further pa.fﬁculars of the recoﬂ

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 of the request fee.

(c) The fe_e payable 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.

(d)  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.
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Disability: Form in which record is required:

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 reﬁzsed’- 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 imdges, sketches, etc.)

| View the images Copy of the images * 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 the record is held on computer or in an electronic or machine-readable form:

Printed copy of record Printed copy of : Copy in computer readable
information derived from form * (stiffy or compact
the record * disc)
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* If you requested a copy or transcription of a record (above), do you wish the YES NO
copy or transcription to be posted to you? :

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, 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 dayof . 200

SIGNATURE OF REQUESTER/PERSON
ON WHOSE BEHALF REQUEST IS MADE
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APPENDIX -2
REPRODUCTION FEES

Where requested document appear in the appendix 1 i.e. the Private Body 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 A4-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
e For a copy in a computer-readable form on

- Stiffy disc 7,50

- Compact disc 70,00
e A transcription of visual images, for an A4-size page or part thereof 40,00
¢  For a copy of visual images - 60,00
e A transcription of an audio record, for an A4-size page or part thereof 20,00

¢  For a copy of an audio record 30,00

Request fees:

Where a requester submits a request for access to information held by an Private Body on a person other that
the requester himself/herself, a request fee in the amount of R50,00 is payable up-front before the Private
Body 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:
e  For every photocopy of an A4-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
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R

e Fora copy in a computer-readable form on

- Stiffy disc : 7,50

- Compact disc | | 70,00
] A transcription of visual images, for an A4-size page or part thereof 40,00
¢ Fora copy of visual images 60,00
e A transcription of an audio record, for an A4-size page or part thereof 20,00
e For a copy of an audio record 30,00
e To search for a record that must be disclosed 30,00

(per hour or partlof 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 Private Body 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 /5 (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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MANUAL
- of

NAUDE BROERS

Prepared in accordance with Section 51 of the Promotion of
Access to Information Act, No 2 of 2000.

(Private Body)
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1 INTRODUCTION

1.1 The Promotion of Access to Information Act, No 2 of 2000 (“the Acf”) 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 expressly 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:

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:

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

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

Wherever reference is made to “Private Body” in this manual, it will refer to NAUDE BROERS
a partnership and private body in the agricultural industry for whom this manual is drafted.

24332—17
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PART'1

.2 CONTACT DETAILS

2.1 Information Officer: PAUL JACQUES NAUDE
Poalidie: POBix 127, Worcester, 6849
Physical Address: Esperance, Overhex
Tel: (023) 342 1417
Fax: (023) 3472523
E-mail: esperance@lando.co.za

2.2 GENERAL INFORMATION

221 | _ Name of Private Body: NAUDE BROERS

2.2.2 " Postal Address: P O Box 127, Worcester, 6849

223 Registered address: P O Box.aog Worcester, 6849

224 Physical Address (or main place of busiﬁess): Esperance, Overhéx
225 Telephone Number:(023) 342 1417

226 © Facsimile mumber: (023)347 2523

227, E-mail address: esperance@lando.co.za

2.2.8 Vat registration No. 4790102372

PART II

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;

00328755—18 ' 24332—18
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3.1

32

3.2.1

3.22
3.2.2.1
3222
3223
3.2.2.4
3.2.2.5
3.2.2.6
3.2.2.7
3228
3229
3.2.2.10

32211

Website: www.sahrc.org.za;
E-mail Address: PIAI@sahrc.org.za.
- PART III

RECORDS OF THE PRIVATE BODY

This clause serves as a reference to the records that the Private Body holds in order to facilitate a
request in terms of the Act.

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

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

PRIVATE BODY DOCUMENTS AND RECORDS

INCORPORATION DOCUMENTS AND RECORDS

NOT APPLICABLE
FINANCIAL DOCUMENTS AND RECORDS
Vat records
Tax records
UTIF records
Asset inveﬁtbry
Asset register
Invoices
Statements
Proof of delivery forms
Goods received vouchers
Goods returned vouchers

Debit notes
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32212 Credit notes
3.22.13 Cheque account
32214 Current account
| 3.2.2.15 Cash records
3.2.2.16 Financial statements
32217 Financial documents
323 OPERATIONAL DOCUMENTS AND RECORDS
3.23.1 Licences in respect of grape crushing, ;xpon of ﬁwt, selling of milk
3.23.2 Records with regards to production
3.233 Records wit.h regards to scheduling and supply of goods / services
3234 Europ Gap Compliance documentation
3.23.5 Price lists
These records include, but are not limited to, the records which pemm to the
Private Body’s own affairs. |
3.24 PERSONNEL DOCUMENTS AND RECORDS
Personal réoords provided by personnel (including permanent and temporary) including
but not limited to:
3.24.1 Minutes of staff meéﬁngs
3.24.2 Employment contracts
3.243 Personal cietaiis
3.24.4 Application forms and Curriculum Vitae
3245 Qualifications
3246 Salary records
3247 Leave records
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3.24.8

3249

3.24.10

3.24.11

3.24.12

3.24.13

3.24.14

3.24.15

3.24.16

32417

3.24.18

3.24.19

3.24.20

3.2.5

3.25.1

3.25.2

3253

3.2‘6

3.2.6.1

3262

3.2.7

3.2.7.1

Conditions of employment and other personnel-rélated reconis

Records relating to increases
 Disciplinary records

Medical history records

Training records

Policies and procedures

Employment Equity Plan

SETA records

Attendance register

Provident Fund

Pension Fund

Unemployment Insurance

Records relating to deductions

“Personnel " refers to any person who works for, or provides services to or on behalf of
the Private Body, and receives or is entitled to receive remuneration and any other person
who assists in carrying out or conducting the business of the Private Body. This includes,
without limitation, all permanent, temporary and part-time staff, as well as contract or
seasonal workers.

SAFETY RECORDS
Records relating to incidents
Records relating to the Occupational Health and Safety Act
Records relating to quality control test results |

INFORMATION TECHNOLOGY RECORDS
Licences
Software programs
RECORDS REQUIRED IN TERMS OF LEGISIATIQN

A table of legislation setting out a description of the records of the Private Body
which are available in accordance with certain legislation, is as follows:-
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32.7.1.1

3.27.1.2

3.2.8

3.28.1

3.282

3283

Basic Conditions of Employment Act 75 of 1997
Unemployment Insurance Act 63 of 2001

Reference to the above-mentioned legislation shall include subscc.[uent amendments
to such legislation.
OTHER PARTY RECORDS

Personnel, customer or Private Body records which are held by another party (e.g.
marketing agent), as opposed to the records held by the Private Body itself;

Records held by the Private Body pertaining to other parties, including without
limitation, financial records, correspondence, contractual and transactional records,
records provided by the other party, and records third parties have provided about
contractors/suppliers;

Records relating to the Private Body’s marketers / agents.

PART IV

4 GROUNDS FOR REFUSAL OF ACCESS TO RECORDS

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

41

42
4.2.1

422
423
4.3

44
45
4.6
4.6.1

462

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 protection of the commercial information of a third party, if the record contains —
trade secrets bf that third party,;

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

information disclosed in confidence by a third party to the Private Body, if 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 protection of records which would be regarded as privileged in legal proceedings;
the commercial activities of the Private Body, which may include —

trade secrets of the Private Body;

financial, commercial, scientific or technical information which disclosure of could likely
cause harm to the financial or commercial interests of the Private Body;
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4.6.3

4.64

4.7

4.8

information which, if disclosed could put the Private Body at a disadvantagc in
negotiations or commercial competition;

a computer program which is owned by the Private Body, and which is protected by
copyright.

the research information of the Private Body or a third party, if its disclosure would disclose the
identity of the Private Body, the researcher or the subject matter of the research and would place
the research at a serious disadvantage; ' '

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

5 REMEDIES AVAILABLE WHEN A PRIVATE BODY REFUSES A REQUEST FOR
INFORMATION -

5.1

5'2

INTERNAL REMEDIES

The Private Body does not have an internal appeal procedure. As such, the decision made by
the information officer is final, and requesters will have to exercise such external remedies at
their disposal if the request for information is refused, and the requester is not satisfied with the
answer supplied by the information officer. '

EXTERNAL REMEDIES

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

Likewise, a third party dissatisfied with an 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. -

6 REQUEST PROCEDURE

6.1

6.2

6.3

63.1
632
633

634

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 2.1 or 22
above. ; "

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

The record or records requested; =
The identity of the requester,
Which form of accéss is required, if the request is granted;

‘The postal address or fax number of the requester.
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6.4 The requester must state that he/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.

6.5 The Private Body will process the request within 30 days, unless the requester has stated speclal
' reasons which would satisfy the Information officer that circumstances dictate that the above
time penods not be complied with.

6.6 The rcqucster shall be informed whether access granted or denied. If, in add:.uon, the requester
requires the reasons for the decision in any other manner, he/she must state the manner and the
particulars so required.

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

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

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

7  ACCESS TO RECORDS HELD BY THE PRIVATE BODY

7.1 Records held by the Private Body may be accessed by requests only once the prefequisite

requirements for access have been met.

7.2 A requester is any person makmg a request for access to a record of the Pmrabe Body. There are
two types of requesters: _'

79y  PERSONAL REQUESTER

1211 | A personal requester is a requester who is seeking access to a record containing

personal information about the requester.

- T.21.2 The Private Body 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.

122 OTHER REQUESTER

7.2.2.1 This requester (other than a personal requester) is entitled to request access to
' information on third parties. However, the Private Body 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

812 An access fee, which must be cal.culated by taking into account reproducﬁ'on costs, search

and preparation time and cost, as well as postal costs.
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8.2

8.3

84

85

8.6

When the request is received by the Information Officer, such officer shall by notice require the

‘requester, other than a personal requester, to pay the prescribed request fee (if any), before any

further processing of the request.

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 requester to
pay as a deposit the prescribed portion of the Access fee which would be payable if the request

is granted.

The information officer shall withhold a record until the requester has paid the fees as indicated _
in Appendix 2.

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 mcludmg making
arrangements to make it available in the request form

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

9.2

_ The Private Body will, within 30 days of receipt of the requeét, decide whether to grant or

decline the request and give notice with reasons (if required) to that effect.

The 30 day period with which the Private Body 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 amount of information, or the request requires a search for information held at another
office of the Private Body and the information cannot reasonably be obtained within the original
30 day period. The Private Body will notify the requester in writing should an extension be

sought.

10 AVAILABILITY OF THE MANUAL

10.1

10.2

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

The manual of the Private Body may also be available on the website of the Private Body (if

applicable).
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APPENDIX - 1

PRESCRIBED FORM TO BE COMPLETED BY A REQUESTER |

FORMB
REQUEST FOR ACCESS TO RECORDS OF PRIVATE BODY

(Sccﬁon 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

(8)  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.

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

Full Name and Smname:

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:
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D. Particulars of Record:

(a)  Provide full particulars of the record to which access is requested, including the reference number if
that is known to you, to enable the record to be located.

(b) Ifthe provided space is inadequate please continue on a separate folio and attach it to this form. The }
requester must sigh all the addf:ion‘a! 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 request fee has been paid.

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

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

(d) 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.
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Disability: Form in which record is required:

Mark the appropriate box with an “X”
NOTES:

(@) Your indication as to the required form of access deﬁends on the form in which the record is available.
(b) Access in the form requested may be refused in certain circumstances. In such a case you will be

informed if access will be granted in another form.

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

requested.

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

Copy of record *

Inspection of record

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 *

Transcription of the images™

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

Listen to the soundtrack
(audio cassette)

Transcription of soundtrack *
(written or printed document)

4. If the record is held on computer or in an electronic or machine-readable form:
Printed copy of record Printed copy of ' Copy in computer readable
information derived from form * (stiffy or compact
the record * ' disc)
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* If you requested a copy or transcription of a record (above), do you wish the YES NO
copy or transcription to be posted to you?
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 exerciéing 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, 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 _ 200___

SIGNATURE OF REQUESTER/PERSON
ON WHOSE BEHALF REQUEST IS MADE
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g APPENDIX -2
REPRODUCTION FEES

~ Where requested document appear in the appendix 1 i.e. thé Private Body has voluntarily provided the
Minister with a list of categories of recbrds that will automatically be made available to any pcrsoh
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

e For every photocopy of an A4-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
¢ For a copy in a computer-readable form on _ B

- Stiffy disc 7,50

- Compact disc 70,00
e . A transcription of visual images, for an A4-size page or part thereof ' 40,00
e For a copy of visual images ! 60,00
e A transcription of an audio record, for an A4-size page or part thereof 20,00
e Fora copy of an audio record 30,00

Request fees: o
Where a requester submits a request for access to information held by an Private Body on a person other that
the requester himself/herself, a request fee in the amount of R50,00 is payable up-front before the Private

" Body 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:
»  For every photocopy of an A4-size page or part thereof 1,10

o 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
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R

¢ Fora copy in a computer-readable form on

- Stiffy disc © 7,50

- Compact disc 70,00
e A transcription of visual imagés, for an Ad4-size page or part thereof 40,00
e ' Fora copy of v_isual images ; 60,00
e A transcription of an audio record, for an A4-size page or part thereof 20,00
e 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)
e  Where a copy of a record needs to be posted the actual postal fee is payable.

Deposits:
Where the Private Body 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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MANUAL
of

C BOTHA PROTEA
HEIGHTS (PTY) LTD T/A
BASTION PH ACY

Prepared in accordance with Section 51 of the Promotion of
Access to Information Act, No 2 of 2000.

(Private Body)
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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 expressly provides

that the information may or must not be released. The Act sets out the requisite procedural
issues attached to such request.

PURPOSE OF THE MANUAL:

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, inchiding, but not limited to:

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

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

Wherever reference is made to “Private Body” in this manual, it will refer to C BOTHA
PROTEA HEIGHTS (PTY) LTD t/a BASTION PHARMACY a private bodyl within the retail
pharmaceutical industry, for which this manual is drafted.
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2

21

2.2

221

222
223
224

225

226
227
228

229

PART I

CONTACT DETAILS

- Information Officer: CHRISTOFFEL VAN DER MERWE BOTHA

Postal address: 23 Protea Road, Protea Heights, Brackenfell, 7560
Re;gistcred address: 23 Protea Road, Protea Heights, Brackenfell, 7560
Physical Address: 23 Protea Road, Protea Heights, Brackenfell, 756ﬁ

Tel: (021) 982 6086

Fax: (021) 982 6837

E-mail address: bothacr@iafrica.com

GENERAL INFORMATION

Name of Private Bod;‘: C BOTHA PROTEA HEIGHTS (PTY) LTD T/A BASTION
PHARMACY

Head of Private Body: Christoffel Van Der Merwe Botha
Registration No: NOT APPLICABLE
Postal Address: 23 Protea Road, Protea Heights, Brackenfell, 7560

Physical Address (or main place of business): 23 Protea Road, Protea Heights,
Brackenfell, 7560

Telephone Number: (021) 982 -6086
Facsimile number: (021) 982 6837
E-mail address: bothacr@iafrica.com
Website: NOT APPLICABLE

PART II

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),
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3.1

32

3.2.1

3.2.1.1
3212
3.2.13
3.2.14
3215
3.2.1.6
3.2.1.7

3.2.2

3221

3222

3223

Private Bag X2700, HOUGHTON, 2041; .
Telephone Number: (011) 484-8300;

Facsimile Number: (011) 484-1360;

Website: www.sahrc.org.za;

E-mail Address: PIAI re.org.
PART III
RECORDS OF THE PRIVATE BODY

This clause serves as a reference to the records that the Private Body holds in order to facilitate a
request in terms of the Act. :

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

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

PRIVATE BODY DOCUMENTS AND RECORDS

 INCORPORATION DOCUMENTS AND RECORDS

Copies of documents of incorporation

. Copies of the Memorandum and Articles of Aésociatioﬁ
Copies of Shareholder’s agreements
Minutes of Board of Directors Meetings
Minutes of Shareholders® Meetings
Minutes of Management meetings

- Minutes of staff meetings

FINANCIAL DOCUMENTS AND RECORDS

Regional Services Council records
Vat records

Tax records
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3.2.24

3225

3226

3227

3228

3229

3.2.2.10

32.2.11

3.22.12

3.2.2.13

32214

3.2.2.15

3.2.2.16

32217

3.2.2.18

3.22.19

3.22.20

3.23

323.1
3232
3233

3234

PAYE records
UIF records
Stock records
Asset inventory
Asset register
Order forms

Invoices

* Financial Statements

Proof of delivery forms

Goods received vouchers

Goods returned vouchers

Credit notes

Cheque Account

Current Account

Cash record$

Financial reports relating to management accounts

Financial documents

OPERATIONAL DOCUMENTS AND RECORDS

Distribution Agreements
Internal telephone directory
Promotional material

Written policies regarding business plan /activities
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3235 Registered designs, patents / trademarks

3.23.6 Licences

3.23.7 | Database of customers

3238 Credit Application forms

3239 Correspondence with customers

3.23.10 Customer account records

3.2.3.11 Records with regards to sales

3.23.12 Records with regards to scheduling and supply of goods /services '_
3.23.13 ~ Business Plan

32.3.14 ' Strategy

3.2.3.15 Vision

3.2.3.16 Action plan

3.23.17 Price lists

3.2.3.18 Records pertaining to customer complaints / assessments

These records include, but are not limited to, the records which pertain to the
Private Body’s own affairs,

3.24 PERSONNEL DOCUMENTS AND RECORDS

Personal records provided by personnel (including permanent and tempnrary) including

but not limited to:
3.24.1 Employment contracts
3242 | Application forms |
3243 . - Qualifications
3244 : Salary records

3.24.5 Leave records
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3.24.6

3.24.7

3248

3.24.9

3.24.10

32411

3.25

3.25.1

3252

3.2.6

3.2.6.1

3.26.2

3263

3.2.64

3.2.6.5

3.27

3.2.7.1

-3.2.7.1.1

32712

32713

327.14

32715

3.2.7.1.6

Disciplinary records

SETA records

Attendance regiétcr
Unemplomcnt Insurance
Retirement Annuity Policies
Records relating to deductions,

“Personnel” refers to any person who works for, or provides services to or on behalf of
the Private Body, and receives or is entitled to receive remuneration and any other person
who assists in carrying out or conducting the business of the Private Body.

SAFETY RECORDS
| Records of incidents
Records relating to corrective action

INFORMATION TECHNOLOGY RECORDS

Licences

Software programs

Computer generated databases including Quick Book and Unisolv
Inter-company emails |

Internet connectivity reports

RECORDS REQUIRED IN TERMS OF LEGISLATION

A table of legislation setting out a description of the records of the Private Body
which are available in accordance with certain legislation, is as follows:-

Deeds Registries Act 47 of 1937
Short Term Insurance Act 53 of 1998
Long Term Insurance Act 52 of 1998
Labour Relations Act 66 of 1995
Employment Equity Act 55 of lQQé

Basic Conditions of Employment Act 75 of 1997
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3.2.7.1.7

327.18

3.2.7.1.9

3.2.7.1.10

3.2.7.1.11

327.1.12

327113

3.2.7.1.14
3.2.7.1.15
3.2.7.1.16
3.27.1.17
327.1.18
3.2.7.1.19
3.27.1.20

327.121

3 02§s

3.2.8.1

3282

Insider Trading Act 135 of 1998

Compensation for Occupational Injuries and Diseases Act 130 of 1993
Competition Act 89 of 1998

Constitution of SA Act 108 of 1996

Companies Act 61 of 1973

Unemployment Insurance Act 63 of 2001

Value Added Tax Sé' of 1991

Skills Development Act 9 of 1999

Pension Funds Act 24 of 1956

Income Tax Act 58 of 1962

Medical, Dental and Phanﬁacy Act 13 of 1928

Health Professions Act 56 of 1974

Medical Schemes Act 131 of 1998

Medicines and Related Substances Control Act 101 of 1965

Pharmacy Act 53 of 1974

Reference to the above-mentioned legislation shall include subsequent amendments
to such legislation.

OTHER PARTY RECORDS

Personnel, customer or Private Body records which are held by another party (e.g.
auditors), as opposed to the records held by the Private Body itself;

Records held by the Private Body pertaining to other parties, including without
limitation, financial records, correspondence, contractual and transactional records,
records provided by the other party, and records third parties have provided about
contractors/suppliers.
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4

4.1

4.2

42.1

422

423
43

4.4
4.5

4.6

4.6.1

. 4.6.2
4.6.3
464

4.7
438

5.1

PART IV

GROUNDS FOR REFUSAL OF ACCESS TO RECORDS
The main grounds for the Private Body to refuse a request for information relates to the -

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 protection of the commercial informiation of a third party, if the record contains —
trade secrets of that third party;

financial, commercial, 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 the Private Body, if 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,

mm protection of the safety of individuals and the protection of property;
mandatory protection of records which would be regarded as privileged in legal pmceedmgs,
the commercial activities of the Private Body, which may include - |

trade secrets of the Private Body;

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

information which, if disclosed could put the Private Body at a disadvantage in
negotiations or commercial competition;

a computer program which is owned by the Private Body, and which is protected by
copyright.

the research information of the Private Body or a third party, if its disclosure would disclose the
identity of the Private Body, the researcher or the subject matter of the research and would place
the research at a serious disadvantage;

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

 REMEDIES AVA]LABLE WHEN A PRIVATE BODY REFUSES A REQUEST FOR
INFORMATION

INTERNAL REMEDIES

The Private Body does not have an internal appeal procedure. As such, the decision made by
the information officer is final, and requesters will have to exercise such external remedies at
their disposal if the request for information is refused, and the requester is not satisfied with the
answer supplied by the information officer.
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5.2

EXTERNAL REMEDIES

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

Likewise, a third party dissatisfied with an information officer’s dec:smn 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 ngh Court or another court of similar status,

6 REQUEST PROCEDURE

6.1

6.2

6.3

6.3.1
6.3.2
6.3.3
6.3.4

6.4

6.5

6.6

6.7

6.8

6.9

The requester must comply with all the proceduml 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 2.1 or 2.2
above.

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

The record 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 requester.
The reﬁuester must state that he/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.

The Private Body will process the request within 30 days, unless the requester has stated special
reasons which would satisfy the Information officer that circumstances dictate that the above
time periods not be complied with.

The requester shall be informed whether access granted or denied. If, in addition, the requester
requires the reasons for the decision in any other manner, he/she must state the mammer 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 making the request to the reasonable satisfaction of the
information officer.

If an individual is unable to complete the prescribed form because of illiteracy or dasablhty,
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 THE PRIVATE BODY

7.1

Records held by the Private Body may be accessed by requests only once the prerequisite
requirements for dccess have been met,
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7.2 A requester is any person making a request for access to a record of the Private Body. There are
' two types of requesters: :

7.2.1 ' PERSONAL REQUESTER

72.1.1 o A personal requester is a requester who is seeking access to a record containing

personal information about the requester.

7.2.1.2 The Private Body 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

7221 This requester (other than a personal requester) is entitled to request access to
- ~ information on third parties. However, the Private Body 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

8.1.2 An access fee, which must be calculated by taking into account reproduction costs, search

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

8.2 When the request is received by the Information Officer, such officer shall by notice require the

' requester, other than a personal requester, to pay the prescribed request fee (if any), before any
further processing of the request. o '
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 requester to
pay as a deposit the prescribed portion of the Access fee which would be payable if the request

is granted.

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 The Private Body will, within 30 days of receipt of the request, decide whether to grant or
decline the request and give notice with reasons (if required) to that effect.
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92 The 30 day period with which the Private Body 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 amount of information, or the request requires a search for information held at another
office of the Private Body and the information cannot reasonably be obtained within the original
30 day period. The Private Body will notify the requester in writing should an extension be
sought,

10 AVAILABILITY OF THE MANUAL

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

(@)  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.

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

Full Name and Surname;
Identity Number:

Postal Address:

Telephone Number: Fax Number:

E-mail address:

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

g 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:
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D. Particulars of Record:

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

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

2, Any further particulars of the record:

E. Fees:

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

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

(¢)  The fee payable 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.

(d)  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.
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| Disability: Form in which record is required:

Mark the appropriate box with an “X”

NOTES:

(a) Your indication as to the required form of access de;:';ends on the form in which the record is available.

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

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

" requested.

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

Copy of record * Inspection of record

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 * 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 the record is held on computer or in an electronic or machine-readable form:

Printed copy of record Printed copy of Copy in computer readable
infonnatibn derived from form * (stiffy or compact
the record * disc)




574 No. 24332 GOVERNMENT GAZETTE, 7 FEBRUARY 2003

* If you requested a copy or transcription of a record (above), do you wish the | YES NO
copy or transcription to be posted to you?
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 tlns 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, please specify the manner and provide the necessary pameulars 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
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APPENDIX -2
REPRODUCTION FEES

Where requested document appear in the appendix 1 i.e. the Private Body 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
e For every photocopy of an A4-size page or part thereof 1,10
o For every printed copy of an A4-size page or part thereof held on a

computer or.in electronic or machine readable form G, % ; 0,75
e Foracopy in a computer-readable form on

- Stiffy disc | 7,50

- Compact disc R TRE ! R + 70,00
e A transcription of visual images, for an A4-size page or part thereof 40,00
e For a copy of visual images 60,00
¢ A transcription of an audio record, for an A4-size page or part thereof 20,00
¢ For a copy of an audio record 30,00

Réquest fees: _ _

Where a requester submits a request for access to informatioﬁ held by an Private Body on a person other that
the requester himself/herself, a request fee in the amount of R50,00 is payable up-front before the Private -
Body 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:
e  For every photocopy of an A4-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
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e For a copy in a computer-readable form on
- Stiffy disc
- Compact disc
- ® A transcription of visual images, for an A4-size page or part thereof
» Fora copy of visual images '
* A transcription of an audio record, for an A4-size page or part thereof
¢ For a copy of an audio record
e To search for a record that must be disclosed
(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:

7,50
70,00
40,00
60,00
20,00
30,00
30,00

Where the Private Body 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 '/5 (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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