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PROMOTION  OF ACCESS TO INFORMATION  ACT  (PAIA) 
SECTION 51 MANUAL FOR THE CAI SA PENSION FUND 

INTRODUCTION 

“The  system of government  in  South  Africa  before 27 April 1994, amongst  others, 
resulted  in a secretive  and  unresponsive  culture  in  public and private  bodies  which 
often  led  to  the  abuse  of  power  and  human  rights  violations.” 

This  statement  appears in the  preamble  of  the  Promotion  of  Access  to  Information  Act 
(PAIA)  and  was  undoubtedly  one of the  reasons  why  access of information  was  made a 
constitutionally  protected  human  right  in  terms  of  section 32(1) of the  Constitution. 

Section 32 of the Constitution  provides  as  follows, 

l j  EImyne has the Tight of access to - 
(a) any  innionnation  held by the  Stare; 
(bj any information  that is beid Sy anotherperson and that /s requirsd  lor the 

exercise or  protection of any  rights. 

2) N~tional legisktion must  be  enacted  to  give  effect to this  right,  and may  .provide 
for reasonable  measures  to  alleviate  the  administrative  and  financial  burden  on 
the State. 

The  CAI  SA  Pension  Fund  (the  Fund) is a duly  registered  pension fund in te’ms of the 
Pension  Funds  Act. As a  separate  legal  entity,  the  Fund  is  required in terms of the 
Promotion of Access  to  Information  Act  to  make  provision for the  access  of  certain 
information  in  terms of the Act. 

Section 50(1) of  the  Promotion  of  Access  to  Information  Act  provides for the  right  of  access 
to records of private  bodies  and  states  that; 

A requester  must  be  given  access to any  record of a  private  body if- 
(a) that  record is required  for  the  exercise or promotion of any  rights; 
(b) that person complies  with  the  procedural  requirements  in  this  Act  relating  to  a 

(cj access  to  that  record  is  not  refused  in  terms  of  any  ground  for  refusal  contemplated 
request  for  access  to  that record; and 

in  Chapter 4 of this Part. 

The  purpose of this  manual  is  to  ensure  the  Fund‘s  compliance  with  section 51 of  The 
Promotion of Access to  information  Act. 

PROCEDURE FOR OBTAINING ACCESS TO INFORMATION 

The  CAI  SA  Pension  Fund is a privately  administered  pension  fund.  The  administration  of 
the  Fund  is  performed by Glenrand  MI6  Benefit  Services  (Pty)  Ltd.  The  Principal Officer as 
head of the  Fund, is  required  in  terms  of  PAIA  to  respond to any  requests for access to 
records.  The  Principal Officer may  however  request  the  assistance  of  Glenrand MI6  Benefit 
Services  (Pty)  Ltd  as  and  when  required. 

Any  person  wishing to request  any  information  from  the  Fund  may  use  the  following  contact 
details  [Section 51 (l)(a)]. 
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Contact Details for the Principal Officer of thaFund 
+ 

Principal  Officer:  Mr Frans Wessels 

Physical  Address: 4 Ferreira  Street 
French  House 
MARSHALLTOWN 
2001 

Postal  Address:  P 0 Box 61523 
MARSHALLTOWN 
21  07 

Tei: (01 1) 240-0402 

E-mail:  fwessels Q indoseuz.co.za 
Fax: (01  1)  240-0538 

THE SOUTH AFRICAN HUMAN RIGHTS COMMISSION [SECTION 51 (1 )(b)] 

Section 10 of  the  PAIA  commissioned the SAHRC to  compile  a  guide in every  official 
language  containing  information  that is easily  comprehensible  to  any  person  wishing  to 
exercise  any  right  as  contemplated in PAIA. 

The  guide  will  contain  information  such  as  the  objects  of  the  Act,  contact  details  for 
information  and  deputy  information  officers of public  bodies,  particulars  of  private  bodies,  the 
manner  of  access to the records of private  and  public  bodies,  assistance  that  may  be 
obtained  from  the  SAHRC  and  remedies  available in law in the  event  of a breach  of  the 
provisions  of  PAIA. 

The  contact  details for the South African  Human  Rights  Commission  are as follows: 

PAIA  Unit 
The  Research  and  Documentation  Department 
Private  Bag  2700 
Houghton 
2041 

Tel:  (01  1 ) 484-8300 

Website:  www.sahrc.ora.za 
E-mail:  PAIAQsahrc.org.za 

Fax: (01 1 ) 484-1  360 

I 

RECORDS AVAILABLE  IN  TERMS OF THE  PENSION FUNDS ACT 24 OF 1956 

A requester  may also request  information  that is available in terms  of  other  legislation.  The 
Pension  Funds  Act  24  of  1956 is specifically  applicable  to  retirement  funds. 

Section  35(1)  provides  that  a  fund  will  deliver  to  a  member  a  copy of any  of the  following 
documents on demand  by  a  member  and  upon  payment  of  any  fee  prescribed by  the  rules 
of the  fund.  Such  documents  include - 
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0 The r u l e s  of  the  fund, 
0 The  last  revenue  account  and  the  last  balance  sheet  prepared in terms  of  the  Act. 

Section 35(2) further  provides  that  any  member may  inspect  without  charge  a  copy  of  any  of 
the  following  documents  at  the  registered  office  of  the fund - 

The  documents referred  to  under  section 35(1) above; 
0 The  last  report  by  a  valuator  (if  any) in terms of section 16; 
0 The  last  statement  (if  any)  and  report  thereon  prepared in terms of section 17; 
0 Any  scheme  which is  being  carried  out by the  fund in accordance  with  the  provisions of 

secticn 18. 

Section 22(1) of  the  Act  provides  that  upon  payment of the  prescribed  fee,  any  person  may 
inspect  at  the  office  of  the  registrar,  any  of  the  documents  mentioned in section 35. The 
person  may  make a copy  of or take  extracts  from or obtain  a  copy of or extrac?s  from  any of 
the  dccuments from the registrar. 

Section 22(2) further  provides  that  the  registrar may  exempt  any  person  from  paying  the 
prescribed  fees if this  would  further  the  public  interest. 

Sec!ion 22(3) provides  that  the  registrar  will  provide  any  applicant  free  of  charge  with  the 
registered  address  and  the  name  of  the  principal  officer  of  any  registered  fund. 

Contact  details for the  Registrar of Pension Funds 

The Registrar of Pension Funds 
P 0 Box 35655 
Menlo Park 
01 02 

446 Rigel Avenue  South 
Erasmusrand 
Pretoria 

Tel: (01 2) 428-8000 

Website: www.fsb.co.za 
F ~ x :  (012)  347-0221 

ACCESS TO THE RECORDS HELD BY THE FUND [SECTION 51(1)(c)] 

Access  to  the  following types of  records  may be  requested  by  the  requester  from  the  Fund. 
This  list  is  not  exhaustive. 

Personal  Information  about  Members 
The records requested  may  relate to the  following  information  but  is  not  limited  thereto. 

Remuneratiodincome of members 
Member's  contributions  and  employer  contributions 

0 The  value  of benefits  and  benefit  statements  past  and  current 
0 PAYE  paid  or  payable in respect of a  member's benefit 

Medical records obtained in respect of any  disability benefit 
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Reasons for withdrawal - for example resmation, dismissal  etc. 
0 Details  of  tax  directives,  deductions,  applications a;ia certificates 

Private Body Records 
This  would  include  the  following  records but would  not  be  limited  thereto. 

Documented  proof of FSB registration 
Documented  proof  of SARS approval 

0 Financial  records  of  the  Fund 
Administrative  records 

* Contracts  including  policies  of  insurance  and  administration  agrsements 
Correspondence 
Statutory  records 

0 Minutes  of  trustees  meetings 
Ruies,  resolutions  and  amendments 
Databases  and  spreadsheets 
lnvestments 

Third Parties 

The  Fund  may  be in  possession of  records  that  pertain to third parties.  These  records  may 
include  but  are  not  limited  to  details  pertaining  to  dependants  and/or  nominees of members, 
divorce  and  maintenance  orders. 

THE REQUEST PROCEDURE [SECTION 51 (l)(e)] 

The  requester  must  use  the  prescribed  form  (Annexure S) to  make  the  request for 
access  to  a  record.  The  completed  request  form  must be  submitted to the  Principal 
Officer  at  the  address, fax  number or electronic  mail  address  provided  above. 

The  request  must  contain  the  following  information: 

It must  contain  sufficient  particulars  to  enable  the  Principal Officer of  the 

It must  contain  information  as to the  form  of  access  required; 
It must  provide a postal  address  or  fax  number for the  requester in the  Republic; 
It must  indicate  what  right  will  be  protected  or  exercised  by  providing  the 
requester  with  access to the  record  and  reasons  why  the  record is required  to 
exercise  or  protect  that  right; 
If the  requester  wishes  to  be  informed of the  decision in terms of the  request  in 
any  form  other  than  a  written  notification,  this  must  be  stated in the  request; 
If the  request  is  made  on  behalf of another  person,  the  requester  must  submit 
proof  of  the  capacity in which hdshe is making  the  request,  to  the  reasonable 
satisfaction of the Principal  Officer. 

retirement  fund  to  identify  the  record  requested  as  well as the  requester; 

FEES IN RESPECT OF A REQUEST [ANNEXURE A] 

A requester who seeks  access to a  record  containing  personal  information  about  that 
requester is  not  required to pay the request  fee.  Every  other  requester,  who  is  not  a  personal 
requester,  must  pay  the  required  request  fee. 
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0 The  Principal  Officer  must  notify  the  requester  (other  than  a  personal  requester) 
by  notice,  requiring  the  requester  to  pay  the  prescribed fee (if any)  before  further 
processing  the  request. 

If the  search for a record held by  the  Fund in respect  of  which  a  request  for 
access  by a requester,  other  than  a  personal  requester,  has  been  made  and  the 
preparation of the  record for disclosure  would in the  opinion of  the  Principal 
Officer  require  more  than  the  hours  prescribed  for  this  purpose,  the  Principal 
Officer  must  by  notice  require  the  requester,  other than a personal  requester,  to 
pay as a  deposit  the  prescribed  portion  (not  more  than  one-third) of the access 
fee  which  would  be  payable if the  request is granted. 

s In  respect of the  notice  mentioned  above,  such  notice  must  state  the  amount of 
the  deposit  payable, if applicable  and  must  advise  the  requester  that hdshe may 
lodge an applicatim with  a  court  against  the  tender or payment  of a deposit  and 
?he prccsdure for such  application. 

if a  deposit has been  paid  in  respect of a  request  for  access  which is refused,  the 
deposit  must be repaid  to the requester. 

+ A recard  may be withheld  until  the  requester  ccncemed  has  paid  the  applicable 
fees (if any). 

After  the  Principal  Officer  has m d e  a  decision  on  the  request, the requester 
must  be notified in the  required  form. 

= If  the  request is granted  then  a  further  access  fee  must  be  paid  for  reproduction 
and  search  and  preparation  respectively  and  for  any  time  that  has  exceeded  the 
prescribed  hours  to  search  and  prepare  the  record  for  disclosure. 

OTHER INFORMATION  AS  MAY  BE  PRESCRIBED  [SECTION 51(l)(f)] 

The  Minister  of  Justice  and  Constitutional  Development  has  not  made  any  regulations  in  this 
regard. 

AVAILABILITY  OF  THE MANUAL [SECTION 51(3)] 

The  manual is also  available  for  inspection  at  the  offices of Credit  Agricole  lndoseuz  free of 
charge;  copies  are  lodged  with  the SAHRC and  published in the  Government  Gazette. 

DEClSlON  ON  REQUEST  AND  NOTlCE  THEREOF 

The  Principal  Officer  must  within 30 days  of  receipt  of a request  for  access  to  a  record 
decide  in  accordance  with  the  provisions  of  PAlA  whether or not  to  grant  the  request. Hdshe 
must  also  notify  the  requester  of  the  decision. 

If the  request is granted  the  notice  must  include  the  following  details. 

The  access  fees  payable; 
0 The  form  in  which  access w i l l  be  given;  and 
0 Notice  that  the  requester  may  lodge  an  application  with  the  court  against  the  access 

fee and matters  relating  thereto. 
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If the  request is refused  the  notice  must  contain  the  following  details. 
\ 

Reasons for  the  refusal  with  reference  to  the  provisions of PAlA  relied  upon to reach 

0 Any  reference to  the  content of the  record  must  be  excluded  from  the  notice; 
0 Notice  that  the  requester  may  lodge  an  application  with  a  court  against  the  refusal  of 

this  conclusion; 

the  request  and  matters  relating  thereto. 

A request  for access to  a  record may be  granted in part  and  refused in part. 

Where  circumstances  warrant,  the  Principal  Officer  may  extend  the  period in which  a 
decision  and  notification  must  be  made  by  an  additional 30 days. 

Where  access  to  a  record  has  been  granted,  the  Principal Officer must  as  soon  as is 
reasonably  possible  after  notifying the requester of the  granting of the  access,  give access 
to the  rsquester in the form reasonably  required  by  the  requester or where  no  particular form 
was requested, in any fcrm that  the Prirxipal Zfficar determicss. 

WHAT RECORDS MAY BE REFUSED? 

PAlA  provides  for  a  number  of  categories  of  information  that  may  not  be  disclosed  when a 
request  for  access  to  information  is  received. The Principal  Officer  must in such  instances 
refuse  access. 

Mandatory  protection of privacy of third party who is a natural person 

PAlA  requires  that  the  Principal  Officer  must  refuse access to  the  records  of  a  third  person if 
such  disciosure  would  involve  the  unreasonable  disclosure  of  personal  information  about  a 
third  party  including  a  deceased  person.  There  are  however  several  exceptions to this 
provision. 

A request for access  to  a record that  pertains  to a third  party who is  a  natural  person  may 
not  be  refused if where  the  information  is  of  the  following  nature: 

Where  an  individual  has  consented  to  its  disclosure; 
The  information  is  already  publicly  available; 
Where  the  information  was  given  to  the  private  body  by  the  individual  and  the 
individual was advised  that  such  information  would or might  be  made  available to the 
public; 
Information  about  an  individual’s  physical  or  mental  health, or well-being,  who is 
under  the  care  of  the  requester  and  who is  under  the  age of 18  years or is  incapable 
of  understanding  the  nature  of  the  request  and if giving  access  would  be in the 
individual’s  best  interests; 
Where  the  information  is  about  an  individual  who is deceased  and  the  requester  is 
the  individual’s  next of kin  or  made  the  written  request  with  the  consent  of  the 
deceased’s  next  of  kin; 
Where  the  information  relates  to  the  position or function of the  individual who is  or 
was an official of a  private  body. 

I 

Mandatory  protection of commercial  information of third party 

A  request  for  access  to  records  that  pertain  to  the  following  must  also  be  refused; 
Trade  secrets  of  a third  party 
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0 '  Financial,  commercial,  scientific or technical  information,  other  than  trade  secrets,  of 
a  third  party  which  would  be  likely to cause harm to the commercial or financial 
interests  of  the third  party if it were  disclosed. 
lnformation  that  was  disclosed in confidence  by  the  third  party,  the  disclosure of 
which  could  reasonably  be  expected  to  put  the  third  party  at a disadvantage in 
contractual or other  negotiations  or to prejudice  the  third  party in commercial 
competition. 
The  information  must  however  be  granted if the  third  party  has  consented  to  the 
disclosure  or  where  it  pertains to the  results of any  product or environmental  testing 
supplied  by  or  carried  out  by  the  third  party  and  the  disclosure  of  which  would  reveal 
a  serious  public  safety or environmental  risk. 

The  Principal  Officer  must  refuse a request for access  to a record  where  such  disclosure 
would  be in breach  of a duty of Confidence  owed  to  a third  party in terms of an  agreement. 

Mandatory protection of  safety of individuais and protection oi property 

The  Principal  Officer  must  refuse  access  to  the records of the fund where: 

Such  disclosure  can  reasonably  be  expected  to  endanger the life or physical  safety 
of an  individual; or may  refuse a request  where: 

Such  disclosure is likely  to  prejudice or impair  the  security  of a building,  structure or 
system  including but not limited  to,  a  computer or communication  system  or  any 
other  property. 
Such  disclosure  may  prejudice  or  impair  methods,  systems,  plans  or  procedures  for 
the  protection of an  individual in accordance  with  a  witness  protection  scheme or the 
safety of the  public  or  the  security  of  property. 

Mandatory  protection of records  privileged from production in legal proceedings 

A request for access  to  a  record  where  the  record is privileged  from  production  in  legal 
proceedings  unless  the  person  entitled to the  privilege  has  waived  the  privilege. 

Commercial  lnformation  of a private body 

The Principal  Officer  may  refuse to grant  access to the  records  of  the  private  body  where  the 
disclosure  pertains  to  the  following  information in relation  to  the  private  body  itself  and  not 
third  parties.  Where  the  information  pertains  to: 

Trade  secrets of the private  body; 
0 Financial,  commercial,  scientific or technical infomation, other  than  trade  secrets,  of 

the  private  body  which  would  be  likely  to  cause  harm to the  commercial  or  financial 
interests  of  the  private  body if it were  disclosed. 

0 The  disclosure  information  which  could  reasonably be expected  to  put  the  private 
body  at  a  disadvantage in contractual or other  negotiations  or  to  prejudice  the  private 
body in commercial  competition. 

0 A computer  program  owned  by  the  private  body. 

The  information  must  however  be  released  where it pertains to the results  of  product  or 
environmental  testing  supplied  by  or  carried  out  by or on behalf  of the private  body,  the 
disclosure  of  which  would  reveal a serious  public  safety or environmental  risk. 
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Further  protection is extended  to  research  MfonnatiQn of a  third  party  and  research 
information of a  private  body. 

Mandatory  disclosure  is  required  where  such  disclosure  would  be in the  public  interest. 

THIRD PARTiES 

When  the  Principal  Officer is considering  a  request  for  access to a  record  that  pertains to a 
third  party,  he/she  must  take  all  reasonable  steps  to  inform  the  third  party  to  whom  the 
record  relates of the  request.  The  notification  must: 

Be  made  as  soon  as  in  reasonably  possible but  within 21 days of receiving  the 

4 By the  fastest  means  possible.  Where  this  is orally, this  must  be followed by written 

State  that hdshe is considering  a  request  for  access  that  may  pertain to the  third 

Furnish  the  name of the  requester. 

request; 

nctificatim. 

party  and  the  content of the  record in question; 

The third  party  may  within 21 days after  the  third  party  has  been  informed,  make  written  or 
oral  representations  to  the  Principal  Officer  as  to why access  should  be  refused or give 
written  consent  to  the  disc!osure  to  the  requester. A third  party  that  hasn’t  been  advised in 
terms  of  the  above  requirements  may still  make  written or oral  representations  to  the 
Principal  Officer. 

The  Principal  Officer  must  advise  the  third  party  within  a  reasonable  time  but  not  exceeding 
30 days  after  the  third  party  was  informed  of hidshe decision. 

0 
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ANNWURE A 

1. The fee for a  copy  of  the  manual  as  contemplated in regulation  9(2)(c) is R1,lO for every 
photocopy  of  an  A4-size  page or part  thereof. 

2. The  fees for reproduction  referred  to in regulation 11 (1) are  as  follows: 
R 

(a) For every  photccopy  of an A4-size  page  or 

part  thereof 1 ,IO 
(b)  For  every  printed  copy  of  an All-size  page or part 

thereof held cn a czmputer or in  electronic or rnachine- 
rsadable f o m  0,?5 

(c) For a c ~ p y  in a ccmputer-readable form on - 
(i) stiffy disc 7,50 

(ii) ccnpact disc 70,OO 
(d) (i) For a  transcription of visual  images, 

for an M-size page or part  thereof 40,OO 
(ii) For a copy  of  visual  images 60,OO 

(e) (i) For a transcription  of an audio  record, 
for an A4-size  page or part  thereof 20,oo 

(ii) For a  copy of an  audio  record 30,OO 

3. The  request fee paysble  by a requester,  other ihan a personal  iequester,  referred to 
in  regulation 11 (2) is R50,OO. 

4.  The  access  fees  payable  by a requester  referred  to in  regulation 1 l(3) are  as  follows: 
R 

(l)(a) For every  photocopy  of an A4-size  page or 

(b) For every  printed  copy of an  A4-size  page or part 
part  thereof 1,lO 

thereof  held  on a computer or in electronic or machine- 
readable form 0,75 

(c) For a copy in a computer-readable  form on - 
(i) stiffy disc 7,50 

(ii) compact  disc 70,OO 
(d)  (i) For a  transcription of visual  images, 

for an  A4-size  page or part  thereof 40,OO 
(ii) For a  copy  of  visual  images 60,OO 

(e) (i) For a transcription  of  an  audio  record, 
for an A4-size  page or part  thereof 20,oo 
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(ii) For a  copy  of  an  audio recore \ 30,OO 
(f) To search for and  prepare  the  record for disclosure, R30,OO for each  hour or 

part of an hour reasonably  required for such  search  and  preparation. 

(2) For purposes  of  section 54(2) of  the  Act, the following  applies: 
(a) Six hours as the  hours to be  exceeded  before a deposit is payable; 

and 
(b)  one third of the access fee is payable as a deposit  by  the  requester. 

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

4 
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ANNEXURE B 
REQUEST FOR ACCESS  TO RECORD OF PRIVATE BODY 

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

[Regulation 101 

A Particulars of private body 

The  Head: 

(a) The  particulars  of  the  perscn  who  requests  access to the  record  must  be  given  below. 
(b) The address and/or fax number  in  the  Republic to whict7  the  information  is fc be  sent 
must be given. 
(c) Proof of the  capacity in which  the  request  is  made, if appiicabie,  must  be  attacfieti. 

I 
Full names and  surname: 

Identity  number: 
Postal  address 
Fax number:  Telephone  number: 
E-mail  address: 
Capacity in which request is made, when made on  behalf cf another persm: 

C. Particulars of person on whose behalf request is made 

This section  must  be  completed ONLY if a request  for  information  is  made  on  behalf 01 ' 
another  person. 

Full names  and  surname: 
ldentity number: 

D. Particulars of record 

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

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

3. Any further particulars of  record: 
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E. Fees 

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

Reason for exemption  from  payment  of  fees: 

I f  you  are  prevented  by  a  disabilify  to  read,  view or listen to the  record  in  the  form of access 
provided  for  in 1 to 4 hereunder,  state  your  disability  and  indicate  in  which  form  the  record is 
required. 
Disability: Form in which  record  is  required: 

Mark the  appropriate box with  an X. 
NOTES: 
(a) Compliance  with your request  in  the  specified  form  may  depend  on  the  form in 
which  the  record is available. 
(b) Access  in  the  form  requested  may  be  refused  in  certain  circumstances. In such a 
case  you  will  be  informed if access  will  be  granted  in  another f o n .  
(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 record  consists  of  visual  images 
(this  includes  photographs,  slides,  video  recordings,  computer-generated  images, 
sketches,  etc.): 

0 

view  the  images transcription of the copy of the  images* 
images* 

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

listen  to  the  soundtrack 

4. If record  is  held on computer  or  in  an  electronic  or  machine-readable  form: 
(audio  cassette)  (written or printed  document) I transcription  of  soundtrack' 

printed  copy  of  record* printed  copy of copy in computer 
information  derived  from  readable  form* 
the record* (stiffy or compact 

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

disc) 
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G. Particulars of right to be exercised  or protected 

I f  the provided  space  is  inadequate,  please  continue on a  separate folio and  attach it to 
this form. The reauester must sian all the additional folios. 

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

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

the  aforementioned  right: 

H. Notice of decision  regarding  request for access 

You will %e  notified  in  writing  whether your request  has  been  approved/aenied- I f  you 
wish  to be informed in another  manner,  please  specify  the  manner  and  provide  the 1 
necessary particulars to enable  compliance with  your  request. 

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

Signed  at  this  day of 20 

SIGNATURE OF REQUESTER / PERSON 
ON  WHOSE  BEHALF  REQUEST IS MADE 
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PROMOTION OF ACCESS TOWFORMATION ACT (PAIA) 
SECTION 51 MANUAL FOR THE GLENTI& PROVIDENT FUND 

INTRODUCTION 

"The  system  of  government  in  South  Africa  before 27 April 1994, amongst  others, 
resulted  in  a  secretive  and  unresponsive  culture  in  public  and  pn'vate  bodies  which 
often  led to the  abuse  of  power and human  rights  violations." 

This  statement  appears in the  preamble  of  the  Promotion  of  Access  to  Information  Act 
(PAIA)  and  was  undoubtedly  one  of  the  reasons  why  access of information was made a 
constitutionally  protected  human  right in terms  of  section 32(1) of  the  Constitution. 

Section  32 of the Constitution  provides as follows, 

1) ,Ceyor;e has :he ,+~ht of access to - 
(3) m y  /nfcmat,im heid by the %?e; 
(b) any  information  that  is  held  by  another  person  and  that  is  required  for  the 

exercise  or  protection  of  any  rights. 

2 1  Natiorial  legislation  must  be  enacted  to  give  effect  to  this  right, and may provide 
for  reasonable  measures to alleviate  the  administrative  and  financial  burden  on 
:he State. 

The  Glentire  Provident  Fund  (the  Fund) is a  duly  registered  provident  fund in terms  of  the 
Pension  Funds  Act.  As a separate  legal  entity,  the  Fund is required in terms of the 
Promotion of Access  to  Information  Act to make  provision for  the  access  of  certain 
information in terms  of  the  Act. 

Section 50(1) of  the  Promotion  of  Access  to  Information  Act  provides for the  right of  access 
to  records  of  private  bodies  and  states  that; 

A requester  must be given  access  to  any  record of a  private  body  if- 
(a) that  record  is  required  for  the  exercise  or  promotion of any  rights; 
(b) that  person  complies  with  the  procedural  requirements  in  this  Act  relating  to  a 

request  for  access  to  that  record;  and 6 

(c)  access  to  that  record is not  refused  in  terms of any  ground for refusal  contemplated 
in Chapter4 of this  Part. 

The  purpose of this  manual  is  to  ensure  the  Fund's  compliance  with  section 51 of  The 
Promotion  of  Access  to  Information  Act. 

PROCEDURE FOR OBTAINING  ACCESS  TO  INFORMATION 

The  Glentire  Provident  Fund is a privately  administered  provident  fund.  The  administration of 
the  Fund  is  performed  by  Glenrand  MI6  Benefit  Services (Pty) Ltd.  The  Principal  Officer  as 
head of the  Fund, is required  in  terms of PAIA  to  respond  to  any  requests for access  to 
records.  The  Principal  Officer  may  however  request  the  assistance  of  Glenrand  MIB  Benefit 
Services  (Pty) Ltd as  and  when  required. 

Any  person  wishing  to  request  any  information  from the Fund  may  use  the  following  contact 
details  [Section 51 (l)(a)]. 
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Contact  Details for the Principal  Officer of the Fund 

Principal  Officer: Ms Diana  Simpson 

Physical  Address: 291  Surrey  Avenue 
Femdale 
RANDBURG 
21 94 

.. 

Postal  Address: 2 0 Box 3529 
RANDBURG 
21 25 

Tel: (01  1)  293-2723 

E-mail: DSimpson8gienrandmib.co.za 
fax: (01 1 ) 293-2827 

THE SOUTH AFRICAN HUMAN RIGHTS COMMISSION [SECTiON 51(l)(b)] 

Section  10 of the  PAlA  commissioned  the  SAHRC  to  compile  a  guide in every  official 
language  containing  information  that is easily  comprehemible  to  any  person  wishing to 
exercise  any  right  as  contemplated in PAIA. 

The  guide will contain  information  such as  the  objects of the  Act,  contact  details  for 
information  and  deputy  information  officers  of  public  bodies,  particulars of private  bodies,  the 
manner of access  to  the  records  of  private  and  public  bodies,  assistance  that  may  be 
obtained  from  the  SAHRC  and  remedies  available  in  law in the  event of a  breach of the 
provisions  of  PAIA. 

The  contact  details  for  the  South  African  Human  Rights  Commission  are  as  follows: 

PAlA  Unit 
The  Research and  Documentation  Department 
Private  Bag  2700 
Houghton 
2041 

Tel: (01 1)  484-8300 

Website:  www.sahrc.ora.za 
E-mail: PAlA8sahrc.org.za 

F ~ X :  (01 1 ) 484-1 360 

RECORDS AVAILABLE IN TERMS OF THE PENSION FUNDS ACT 24 OF 1956 

A requester  may  also  request infomation that  is  available in terms  of  other  legislation.  The 
Pension  Funds  Act  24  of  1956 is specifically  applicable  to  retirement  funds. 

Section 35(1) provides  that  a  fund w i l l  deliver to a  member  a  copy  of any of the following 
documents  on  demand  by  a  member  and  upon  payment of any  fee  prescribed  by  the r u l e s  
of  the  fund.  Such  documents  include - 
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0 The  rules  of the  fund, L- 

O The last  revenue  account  and  the  last  balance sGet prepared in terms  of  the  Act. 

Section  35(2)  further  provides  that  any  member  may  inspect  without  charge  a  copy  of  any of 
the  following  documents  at  the  registered office of the  fund - 

0 The  documents  referred  to  under  section  35(1)  above; 
0 The  last  report  by  a  valuator  (if  any) in terms  of  section  16; 
a The  last  statement  (if  any)  and  report  thereon  prepared in terms  of  section 17; 
0 Any  scheme  which  is  being  carried  out  by the fund in accordance  with the provisions of 

section 18. 

Section Z(1) of  the  Act  provides  that  upon  payment  of  the  prescribed  fee, any person  may 
inspect  at  the  office  of  the  registrar,  any of the  documents  mentioned  in  section  35.  The 
person  may  make  a  copy of or  take  extracts  from  or  obtain  a  copy of  or extmts from  any  of 
the documents  from the reGistrzr. 

Section 22(2) further  provides  that  the  registrar  may  exempt  any  person  from  paying  the 
prescribed  fees if this  would  further  the  public  interest. 

Section 22(3) provides  that the registrar  wiil  provide  any  applicant  free of charge  with  the 
registered  address  and  the  name of the  principal  officer  of  any  registered  fund. 

Contact details for the Registrar  of Pension Funds 

The Registrar of Pension Funds 
P 0 Box 35655 
Menlo Park 
01 02 

446 Rigel Avenue South 
Erasmusrand 
Pretoria 

Tel: (012) 428-8000 

Website: www.fsb.co.za 
F ~ x :  (01 2) 347-0221 

ACCESS TO  THE  RECORDS  HELD BY THE FUND [SECTION 51 (I)(c)] 
Access  to  the  following  types  of  records  may  be  requested  by  the  requester  from  the  Fund. 
This  list is not  exhaustive. 

Personal  Information about Members 
The  records  requested  may  relate  to  the  following  information but is not  limited  thereto. 

Remuneratiodincome of members 
Member's  contributions  and  employer  contributions 

0 The  value of benefits  and  benefit  statements  past  and  current 
PAYE paid  or  payable in respect of a member's benefit 

0 Medical  records  obtained in respect of any  disability  benefit 
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e Reasons  for  withdrawal - for  example  resignation,  dismissal  etc. 
Retails  of  tax  directives,  deductions,  applications  and  certificates 

Private Body Records 
This  would  include  the  following  records  but  would  not  be  limited  thereto. 

e 

e 

e 

* 

S 

8 

8 

Q 

Documented  proof  of FS8 registration 
Documented  proof  of  SARS  approval 
Financial  records of the  Fund 
Administrative  records 
Ccntracts  including  poiicies of insurance  ar;d  administration  agreements 
Correspondence 
Statutory  records 
Minutes  of  trustees metings 
Rules,  resolutions and amendmefits 
Satabases  and spreadsheets 
investments 

Third Pariies 

The  Fund  may  be in possession of records  that  pertain  to  third  parties.  These  records may 
include  but  are  not  limited to details  pertaining t.0 depecdants anblcr nominees sf members, 
divorce  and  maintenance orders. 

THE REQUEST  PROCEDURE [SECTION 51 (1 )(e)] 

The  requester  must  use  the  prescribed form (Annexure 8) to  make  the  request for 
access  to a record.  The  completed  request  form  must  be  submitted  to  the  Principal 
Officer  at  the  address, fax number  or  electronic  mail  address  orovided  above. 

9 The  request  must  contain  the  following  information: 

I It  must  contain  sufficient  particulars to enable  the  Principal Officer of the 

I It  must  contain  information  as to the  form  of  access  required; 
s It  must  provide a postal  address  or fax number  for  the  requester  in  the  Republic; 
a It  must  indicate  what  right  will  be  protected  or  exercised  by  providing  the 

requester  with  access  to  the  record  and  reasons why the record  is  required  to 
exercise or protect  that  right; 
If the  requester  wishes  to be informed of the  decision  in  terms of the  request in 
any form other  than  a  written  notification,  this  must  be  stated  in  the  request; 
If the  request  is  made  on  behalf  of  another  person,  the  requester  must  submit 
proof  of  the  capacity  in  which hdshe is  making  the  request,  to  the  reasonable 
satisfaction  of  the  Principal  Officer. 

retirement  fund to identify  the  record  requested as  well  as  the  requester; 

FEES IN  RESPECT OF A REQUEST [ANNEXURE A] 

A requester  who  seeks  access  to  a  record  containing  personal  information  about  that 
requester  is  not  required  to  pay  the  request  fee.  Every  other  requester,  who is not a personal 
requester,  must  pay  the  required  request  fee. 
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The  Principal Officer must notify the  requester  (other  than  a  personal  requester) 
by  notice,  requiring  the  requester to pay  the"prescribed fee  (if  any) before further 
processing  the  request. 

If the  search for a  record  held  by  the  Fund in respect  of  which  a  request for 
access  by  a  requester,  other  than  a  personal  requester,  has  been  made  and  the 
preparation of the  record  for  disclosure  would in the  opinion  of  the  Principal 
Officer  require  more  than  the  hours  prescsibed for this  purpose,  the  Principal 
Officer  must by notice  require  the  requester,  other  than  a  personal  requester,  to 
pay  as  a  deposit the prescribed  portion  (not  more  than  one-third)  of  the  access 
fee which  would be  payable if the  request is granted. 

In  respect  of  the  notice  mentioned  above,  such  notice  must  state  the  amount  of 
the  deposit  payable, if applicable  and  must  advise  the  requester  that hashe may 
lodge  an  application  with  a  ccurt  against the tender or payment o i  a deposit and 
the psocadure for such  application. 

If  a deposit has  been  paid  in  respect of a q u e s t  for access  which is refused,  the 
deposit  must be repaid  to  the  requester. 

A record may be  withheld  until  the  requester concerned has paid the applicable 
fees  (if  any). 

After  the  Principal  Officer  has made a decisicn  on  the  request, the requester 
must  be notified in the  required  form. 

If the  request is granted  then  a  further  access fee must  be  paid for reproduction 
and  search  and  preparation  respectively  and for any  time  that  has cwxeded the 
prescribed hours to  search  and  prepare  the  record for disclosure. 

OTHER  INFORMATION  AS MAY BE  PRESCRIBED  [SECTION 51 (1 )(f)] 

The  Minister of Justice  and  Constitutional  Development  has  not  made  any  regulations in this 
regard. 

0 

AVAILABILITY OF THE MANUAL [SECTION 51(3)] 

The  manual is also available for inspection  at  the  offices of Glenrand MI6 free of  charge; 
copies  are  lodged  with  the  SAHRC  and  published in the  Government  Gazette. 

DECISION ON REQUEST AND NOTICE THEREOF 

The  Principal  Officer  must  within 30 days of receipt of a  request for access  to  a  record 
decide in accordance  with the provisions of PAlA whether  or  not  to  grant  the  request. Hdshe 
must  also  notify  the  requester of the  decision. 

If the  request is granted  the  notice  must  include the following  details. 

The  access  fees  payable; 
0 The  form  in  which access will be given; and 

Notice  that  the  requester  may  lodge  an  application  with  the  court  against  the  access 
fee  and  matters  relating  thereto. 
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If the  request  is  refused  the  notice  must  contain  the  following  details. 

Reasons for the  refusal  with  reference  to  the  provisions  of  PAIA  relied  upon  to  reach 

Any  reference  to  the  content  of  the  record  must be excluded  from  the  notice; 
0 Notice  that  the  requester  may  lodge an application  with  a  court  against  the  refusal  of 

this  conclusion; 

the  request  and  matters  relating  thereto. 

A  request for access  to  a  record  may  be  granted in part  and  refused  in  part. 

Where  circumstances  warrant,  the  Principal  Officer  may  extend  the  period in which  a 
decision  and  notification  must be made  by  an  additionai 30 days. 

Where  access to a  record  has  been  granted,  the  Principal  Officer  must  as  soon as is 
reasonably  possible  after  notifying  the  requester  of  the  granting of the  access,  give  access 
to  the  requester  in  the  fcrm  reascnabiy  required  by  the  requester or where no particular form 
was  requested, in any form that  the  Principal  Officer  determines. 

\PIHAT RECORDS MAY 8E REFUSED? 

PAlA  provides for a  number of categories of information  that  may  not be disclosed  when a 
request for access to information  is  received.  The  Principal  Officer  must  in  such  instances 
refuse  access. 

Mandatory  protection of privacy  of  third party who is a natural  person 

PAIA  requires  that  the  Principal  Officer  must  refuse  access  to  the  records  of  a  third  person if 
such  disclosure  would  involve  the  unreasonable  disclosure  of  personal  information  about  a 
third  party  including  a  deceased  person.  There  are  however  several  exceptions  to  this 
provision. 

A  request for access  to  a  record  that  pertains  to  a  third  party  who  is  a  natural  person  may 
not be refused if where  the  information is of the  following  nature: 

Where an individual  has  consented  to  its  disclosure; 
The  information  is  already  publicly  available; 
Where  the  information  was  given  to  the  private  body  by  the  individual  and  the 
individual  was  advised  that  such  information  would or might  be  made  available  to  the 
public; 
Information  about  an  individual’s  physical or mental  health, or well-being,  who  is 
under  the  care of the  requester  and  who  is  under  the  age  of 18 years or is  incapable 
of understanding  the  nature of  the  request  and if giving  access  would  be  in  the 
individual’s  best  interests; 
Where  the  information  is  about an individual  who  is  deceased  and  the  requester  is 
the  individual’s  next  of  kin or made  the  written  request  with  the  consent of the 
deceased‘s  next  of  kin; 
Where  the  information  relates  to  the  position or function of the  individual who is or 
was  an official  of  a  private body. 

Mandatory  protection of commercial  information of third party 

A request for access  to  records  that  pertain  to  the  following  must  also  be  refused; 
Trade  secrets of  a third  party 
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Financial,  commercial,  scientific  or  techzical  information,  other  than  trade  secrets,  of 
a  third  party  which  would  be  likely  to  cause hann to  the  commercial  or  financial 
interests of the  third  party if it were  disclosed. 
Information  that  was  discfosed in confidence  by  the  third  party,  the  disclosure of 
which  could  reasonably  be  expected  to put the third  patty  at  a  disadvantage in 
contractual  or  other  negotiations  or to prejudice the third  party in commercial 
competition. 
The  information  must  however be granted if the  third  party  has  consented  to  the 
disclosure  or  where it pertains to the  results of  any  product  or  environmental  testing 
supplied  by  or  carried  out  by  the  third  party  and  the  disclosure of  which  would  reveal 
a  serious  public  safety  or  environmental  risk. 

The  Principal  Officer  must  refuse  a  request for access  to a record  where  such  disclosure 
would  be in  breach of a  duty of confidence  owed  to a third  party in terms  of  an  agreement. 

The  Principal  Officer  must  refuse  access  to  the  records  of  the  fund  where: 

Such  disclosure  can  reasonably be expected  to  endanger  the  life or physical safety 
of  an  individual;  or  may refuse  a  request where: 

a Such  disclosure  is  likely  to  prejudice or impair  the  security of a  building,  structure or 
system  including  but  not  limited  to,  a  computer  or  communication  system  or  any 
other  property. 

0 Such  disclosure  may  prejudice  or  impair  methods,  systems,  plans  or  procedures  for 
the  protection of an  individual in accordance  with  a  witness  protection  scheme or the 
safety  of  the  public  or  the  security  of  property. 

Mandatory  protection of records  privileged from production  in  legal  procaedings 

A request  for  access  to a record  where  the  record  is  privileged  from  production in legal 
proceedings  unless  the  person  entitled to the  privilege  has  waived  the  privilege. 

I 

Commercial  Information of a private body 

The  Principal Officer may refuse  to  grant  access  to  the  records of the  private  body  where  the 
disclosure  pertains  to  the  following  information in relation to the  private  body  itself  and  not 
third  patties.  Where  the  information  pertains  to: 

Trade  secrets  of  the  private  body; 
Financial,  commercial,  scientific  or  technical  information,  other  than  trade  secrets,  of 
the  private  body  which  would  be  likely  to  cause  harm  to  the  commercial  or  financial 
interests of the  private  body if it were  disclosed. 
The  disclosure  information  which  could  reasonably be expected  to  put the private 
body  at  a  disadvantage in contractual or other  negotiations or to prejudice  the  private 
body in commen=ial  competition. 
A computer  program  owned  by  the  private  body. 

The information  must  however be released  where it pertains  to  the  results  of  product or 
environmental  testing  supplied  by  or  carried  out  by  or on behalf  of  the  private  body,  the 
disclosure of which  would  reveal  a  serious  public  safety  or  environmental  risk. 
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Further  protection  is  extended  to  research  information of a third  party  and  research 
information of a  private  body. 

Mandatory  disclosure is required  where  such  disclosure  would be in the  public  interest. 

THIRD PARTIES 

When  the  Principal  Officer  is  considering  a  request for access  to a record  that  pertains  to  a 
third  party, hdshe must  take  all  reasonable  steps to inform  the  third  party  to whom the 
record  relates of the  request.  The  notification  must: 

Be made  as  soon  as in  reasonably  possible  but  within 21 days of receiving  the 

By the  fastest  means possible. Where  this is orally,  this  must be followed  by  written 

9 State  that  he/she is csnsidering a request fcr access  that may pertain tc the third 

Furnish  the  name of the  requester. 

request; 

notificaticn. 

party  and  the  content of the  record  in  question; 

The  third  party  may  within 21 days  after  the  third  party  has  been  informed,  make  written  or 
oral representations to the  Principal  Officer as  to  why access  should  be  refused or give 
written  consent to the  disclosure  to the requestw. A third  party thst hasn’t  been  advised in 
terms  of  the  above  requirements  may  still  make  written  or  oral  representations to the 
Principal  Officer. 

The  Principal  Officer  must  advise  the  third  party  within  a  reasonable  time  but not exceeding 
30 days  after  the  third  party was informed of hidshe decision. 
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ANNEXURE A 

1. The  fee  for  a  copy  of  the  manual  as  contemplated in regulation  9(2)(c) is R1,lO for every 
photocopy  of  an  A4-size  page or part  thereof. 

2. The  fees  for  reproduction  referred  to  in  regulation 11 (1) are  as  follows: 
R 

(a)  For  every  photocopy  of an  A4-size  page or 
part  thereof 1 , l o  

(b)  For  every  printed  copy  of  an  A4-size  page or part 
thereof  held  on a computer or in  electronic  or  machine- 
readable ?om 0,72 

{c) For a copy in  a  computer-readable form on - 
(i) stiffy disc 7,50 
(ii)  compact  disc 70,OO 

(d)  (i) For a transcription  of  visuai  images, 
for  an  A4-size  page or part  thereof 40,OO 

(ii) For a copy  of  visual  images  50,co 
(e)  (i)  For  a  transcription  of  an  audio  record, 

for  an  A4-size  page or part  thereof 20,OO 
(ii) For a  copy  of an  audio record 30,OO 

3. The  request fee payable  by  a  requester,  other  than  a  personal  requester,  referred  to 
in  regulation 11 (2) is R50,OO. 

4.  The  access  fees  payable by a  requester  referred  to in regulation 11 (3) are as follows: 

' R  
(l)(a) For every  photocopy of  an  A4-size  page or 

part  thereof 1,lU 
(b) For every  printed  copy  of  an  A4-size  page or part 

thereof  held on a  computer or in electronic or machine- 
readable  form 0,75 

(c)  For  a  copy in a  computer-readable  form  on - 
(i) stiffy  disc 730 
(ii)  compact  disc 70,OO 

for  an  A4-size  page or part  thereof 40,OO 
(ii) For a  copy  of  visual  images 60,OO 

for an  A4-size  page or part  thereof 20,oo 

(d) (i) For a  transcription of visual  images, 

(e)  (i) For a  transcription  of  an  audio record, 

1 
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(ii) For  a  copy of an audio  record 30,OO 

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

(2) For purposes  of  section 54(2) of the  Act,  the  following  applies: 

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

and 
(b) one  third of the access fee is payable  as  a  deposit by the  requester. 

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

REQUEST FOR ACCESS TO RECORD OFPRIVATE BODY 
(Section 53(1) of the  Promotion of Access  to  Information  Act, 2000 

(Act No. 2 of 2000)) 

[Regulation 101 

I A. Particulars of private body 

I The Head: 

l 3. Particulars of *person requesting access to the  record 

f (a) The particuiars of the person -who rsquests  access to the  record  must  be gben below. 
I 

must be given. i 
(b) The  address  and/or fax number  in  the  Republic  to  which  the  information  is to be sent 

(c) Proof o i  the  capacity  in  which  the  request  is mrtde, if  applicable, must be  attached. 

Full names and  surname: 

Identity  number: 
Postal  address 
Fax number:  Telephone  number: 
E-mail  address: 
Capacity  in  which  request  is  made,  when  made  on  behalf  of  another  person: 

C. Particulars of person  on  whose behalf request  is  made 

This  Section must be  completed ONLY if  a  request  for  information is made on behalf 01 
another  person. 

Full  names  and  surname: 
Identity  number: 

D. Particulars of record 

(a) Provide full patficulars 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 foiios. 

1. description  of  record  or  relevant part of the record: 

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



. 
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E. Fees 

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

i 

I 

Reason :or axemption  from  payment  of  fees: 

c 
i-, Fcrm ~f ~ICIBSS to record 

i f  ycu are greverxed by a disabiiity to read, ~ i e w  (3r iisten to the rxcrci .in /he him G: 3ccasi 
provided fcr in 1 fo 4 hereunder,  state your aisability  and  indicate  in  which form the record is/ 
required. i 

I 

Disability: 1 Form in which  record is required: 

Mark the agpcp?&z ,kc,- wit17 an X. 

(a) Compliancs with  your  request in the  specified  form may depend  on  the fcrm in i 
which  the  record .is available. 1 
(b) Acc,oss :n :.he form requested may he refused  in certah chxmstsnces. In sue,? a ! 
case you will be  informed if  access  will  be  granted in another form. 
(c) The iee  payable  for  access  to  the  record, if any, will be determhed p m i y  by the 
form  in  which access is requested. 

i 
I NCTE3 j 

c 

! 

I 1. ff the record is in  written  or  printed form: 

copy of record* [ inspection of record 1 
2. if record  consists of visual  images 
(this  includes  photographs,  slides,  video recmiings, computer-generated images, 
sketches,  etc. ): 

view the images transcription of the copy of ihe images' 
images* 

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

I listen  to  the  soundtrack 1 I transcription of soundtrack* 1 
1 (audio  cassette) I (written or printed  document) 

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

printed  copy of record* 

(stiffy or compact the  record' 
readable form* information  derived  from 
copy in computer printed  copy of 

I I I I I disc) 1 
*If  you  requested a copy or transcription of a record  (above), do you wish 

Postage is payable. 
the copy or transcription to be  posted  to  you? 

NO YES 
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G. Particulars of right to be exercised  or  protected 
\ 

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

1. Indicate  which  right  is  to  be  exercised or protected: 
2. Explain  why  the  record  requested is required for the  exercise or protection of 

the  aforementioned  right: 

H. Notfca of decision regarding request lor ~ C C B S S  

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

Signed  at this day of 20 

SIGNATURE OF REQUESTER / PERSON 
ON WHOSE BEHALF  REQUEST IS MADE 
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PROMOTION OF ACCESS  TO  INFORMATION ACT (PAIA) 
SECTION 51 MANUAL  FOR  THE  IDWALA  PROVIDENT  FUND 

INTRODUCTION 

The system  of  government  in  South  Africa  before 27 April 1994, amongst  others, 
resulted  in  a  secretive  and  unresponsive  culture  in  public  and  private  bodies  which 
often led to  the  abuse of power  and  human tights  violations.* 

This  statement  appears in the  preamble  of  the  Promotion  of  Access to lnformaticn Act 
(PAIA)  and  was  undoubtedly  one  of  the  reasons  wny access of  information  was  made a 
constitutionally  protected  human  right in terms  of  section 32(1) of the  Constitution. 

Section 32  of the  Constitution  provides  as  follows, 

7) Everyone has the  ngnt  of access io - 
(a)  any  information  held  by  the  State; 
(b) any  information  that is held  by  another  person  and  that  is  requirsd for the 

exercise or protection  of  any  rights. 

2) National  iegisiation  must be enacted to give eifecf to this  right, and may  provide 
for  reasonable  measures  to  alleviate  the  administrative  and  financial  burden  on 
the  State. 

The  ldwala  Provident  Fund  (the  Fund)  is  a  duly  registered  provident  fund in terms of the 
Pension  Funds  Act.  As  a  separate  legal  entity,  the  Fund is required in terms  of  the 
Promotion  of  Access  to information Act to make  provision for the access of certain 
information in terms  of the Act. 

Section 50(1) of the  Promotion of Access to Information  Act  provides  for  the  right of access 
t9 records  of  private bodies and  states  that; 

A requester  must be given  access  to  any  record  of  a  private  body  if- 
(a)  that  record is required  for  the  exercise or promotion  of  any  rights; 
(b)  that  person  complies  with  the  procedural  requirements  in  this Act relating  to  a 

(c) access to that  record is not  refused  in  terms of any  ground  for  refusal  contemplated 
request  for  access to that  record;  and 

in  Chapter 4 of this  Part. 

The  purpose of this  manual  is  to  ensure  the fund’s compliance  with  section 51 of  The 
Promotion  of  Access  to  Information  Act. 

PROCEDURE FOR OBTAINING  ACCESS  TO  INFORMATION 

The  ldwala  Provident  Fund  is  a  privately  administered  provident  fund.  The  administration of 
the  Fund  is  performed  by  Glenrand  MIB  Benefit  Services (Pty) Ltd.  The  Principal  Officer as 
head of  the  Fund,  is  required in terms  of  PAIA  to  respond to any  requests for access  to 
records.  The  Principal  Officer  may  however  request  the  assistance  of  Glenrand MI6 Benefit 
Services (Pty) Ltd  as  and  when  required. 

Any  person  wishing  to  request  any  information  from  the  Fund  may  use  the  following  contact 
details  [Section  51 (l)(a)]. 
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Contact  Details  for  the  Principal  Officer of t k  Fund. 

Principal Off icer:  Mr  Peter  Buchner 

Physical Address:  Stonewedge 
No.1  Wedgelink  Road 
BRYANSTON 

Postal Address:  Private  Bag  X93 
~ a Y , w s T m  
2021 

Tel: (01 1) 706-0000 
7 (01 1 ) 7C6-GCd-4 - 5-azii: ,~~uci;-ner6iGwaia.co.za 
Website: ww.idwa1a.co.m 

Secticr; 12 cf ike PAlA comrnissicned the SAHRC io compile  a  guide in svery  officiai 
languase containing  information  that is easiiy comprehensibie to any  person  wishing io 
exercise  any  right as contemplated in PAIA. 

The  guide will contain infonation such  as  the  objects  of  the  Act,  contact  details for 
information  and  deputy  information  officers of public  bodies,  particulars of private  bodies,  the 
manner of access  to  the  records  of  private  and  public  bodies,  assistance  that  may  be 
obtained  from  the SAtiRC and  remedies  available  in  law in the  event  of  a  breach  of  the 
$:cvisicm 3f FAIA. 

The  contact  details  for  the  South  African  Human  Rights  Commission  are  as  follows: 

1 PAlA Unit 1 
The  Research  and  Documentation  Department 
Private  Bag  2700 
Houghton 
204 1 

Tel: (01 1) 484-8300 

Website: w.sahrc.ora.za 
E-mail:  PAIA@sahrc.org.za 

F a :  (01 1) 484-1 360 

RECORDS AVAILABLE IN TERMS OF THE PENSION FUNDS ACT 24 OF 1956 

A requester  may  also  request  information  that  is  available in terms  of other  legislation.  The 
Pension  Funds  Act 24 of 1956  is  specifically  applicable  to  retirement  funds. 

Section 35(1) provides  that  a  fund  will  deliver  to  a  member  a  copy of any of the  following 
documents  on  demand  by  a  member  and  upon  payment of any fee prescribed  by  the rules 
of the fund. Such  documents  include - 



STAATSKOERANT, 31 JANUARIE 2003 No. 24316 31 

0 The  rules  of  the  fund, 
0 The  last  revenue  account  and  the  last  balance  sheet  prepared in terms  of  the  Act. 

Section  35(2)  further  provides  that  any  member  may  inspect  without  charge  a  copy  of  any of 
the  following  documents  at the registered  office  of  the  fund - 

The  documents  referred  to  under  section  35(1)  above; 
The  last  report  by  a  valuator  (if  any) in terms  of section  16; 
The  last  statement  (if  any)  and  report  thereon  prepared in terms  of  section  17; 
Any  scheme  which is  being  carried  out  by  the  fund  in  accordance  with  the  provisions of 
section 18. 

Section 22(1) of the  Act  provides  that  upon  payment  of the  prescribed  fee,  any  person  may 
inspect  at  the  office of the  registrar,  any  of  the  documents  mentioned in section 35. Tine 
cerson  may  make a copy of or take  extracts  from  or  obtain a copy of or extracis  from any nf 
the  documents  from  the  recistrar. 

Section 22(2) further  provides  that  the  registrar  may  exempt  any  person  from  paying  the 
prescribed  fees if this  would  further  the  public  interest. 

Section  22(3)  provides  that  the  registrar  will  provide  any  applicant  free of charge  with  the 
registered  address  and  the  name of the  principal  officer of any  registered  fund. 

Contact details for the Registrar of Pension Funds 

The Registrar of Pension Funds 
P 0 Box 35655 
Menlo  Park 
01 02 

446 Rigel  Avenue South 
Erasmusrand 
Pretoria 

Tel: (012) 428-8000 

Website: www.fsb.co.za 
Fax: (012) 347-0221 

ACCESS TO THE  RECORDS  HELD BY THE FUND [SECTION 51(l)(C)] 

Access  to  the  following  types of records  may  be  requested by the  requester  from  the  Fund. 
This  list  is  not  exhaustive. 

Personal Information  about Members 
The  records  requested  may  relate to the  following  information  but is not  limited  thereto. 

RemuneratiorVincome  of  members 
Member's  contributions  and  employer  contributions 
The  value  of  benefits  and  benefit  statements  past  and  current 
PAYE paid or payable  in  respect of a member's  benefit 
Medical  records  obtained in respect of any  disability  benefit 
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0 Reasons  for  withdrawal - for  example  reSignation-dismissal  etc. 
0 Details  of  tax  directives,  deductions,  applications  and  certificates 

Private Body Records 
This  would  include  the  following  records  but  would  not be limited  thereto. 

0 Documented  proof  of FS8 registration 
0 Documented  proof  of SARS approval 
0 Financial  records of  the  Fdnd 

Administrative  records 
o Contracts  including  poiicjes of insurznce  2nd  administration  agreements 

Correspondence 
Statutory  records 

J Minutes  of  trustees  meetings 

s Databases  and  spreadsfieers 
s Investments 

Rules,  resolutions  and  amendments 

Third Parties 

Thk  Fund  may  be in possession of records  that  pertain to third  parties.  These  records  may 
incfude  but are not  !irnited to details pertainkg to dependants andor nominees Of members, 
divorce and  maintenance  orders. 

THE REQUEST  PROCEDURE [SECTION 51 (l)(e)] 

The  requester  must  use  the  prescribed  form  (Annexure 6) to  make  the  request for 
access to a  record.  The  completed  request  form  must be submitted to the  Principal 
Officer  at  the  address, f a x  number  or  electronic  mail  address  provided  above. 

The  request  must  contain  the  following  information: 

It must  contain  sufficient  particulars  to  enable  the  Principal  Officer  of  the 

It  must  contain  information as to  the  form of access  required; 
It  must  provide  a  postal  address  or  fax  number for the  requester in the  Republic; 
It must  indicate  what  right  will be protected  or  exercised  by  providing  the 
requester  with  access  to  the  record  and  reasons  why the record is required  to 
exercise  or  protect  that  right; 
If the  requester  wishes  to be informed of the  decision in terms of the  request  in 
any  form  other  than  a  written  notification,  this  must  be  stated in the  request; 
If the  request is made on behalf of another  person,  the  requester  must  submit 
proof  of  the  capacity in which hdshe is making  the  request, to the  reasonable 
satisfaction  of  the  Principal  Officer. 

retirement  fund  to  identify  the  record  requested as well asthe requester, 

FEES IN  RESPECT OF A REQUEST [ANNEXURE A] 

A requester  who  seeks  access  to a record  containing  personal  information  about  that 
requester  is  not  required to pay the request  fee.  Every  other  requester,  who  is not a  personal 
requester,  must  pay  the  required  request  fee. 
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The  Principal  Officer  must  notify  the  requester  (other  than  a  personal  requester) 
by  notice,  requiring  the  requester  to  pay  the  prescribed  fee  (if  any)  before  further 
processing  the  request. 

If the  search  for  a  record  held  by  the  Fund in respect  of  which  a  request for 
access by a  requester,  other  than  a  personal  requester,  has  been  made  and  the 
preparation  of  the  record for disclosure  would in the  opinion of the  Principal 
Officer  require  more  than  the  hours  prescribed for this  purpose,  the  Principal 
Officer  must  by  notice  require  the  requester,  other  than  a  personal  requester,  to 
pay  as  a  deposit  the  prescribed  portion  (not more than  one-third)  of  the  access 
fee which  would  be  payable if the  request  is  grar?ted. 

In  respect  of  the  notice  mentioned  above,  such  notice  must  state the amount of 
the  deposit  payable, if applicable  and  must  advise  the  requester  that hekhe may 
lodge  an  application  with  a  court  against  the  tender or payment of a deposii and 
the  procedure for such  application. 

0 If a  deposit  has  been  paid in respect of a  request for access  which  is  refused,  the 
deposit  must  be  repaid  to  the  requester. 

A record may  be  withheld  untii  the  requester  concerned  has  paid  the  applicable 
fees  (if any). 

After  the  Principal  Officer  has  made  a  decision on the  request,  the  requester 
must  be  notified  in  the  required  form. 

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

OTHER  INFORMATION  AS MAY BE  PRESCRIBED  [SECTION 51(1)(f)] 

The  Minister  of  Justice  and  Constitutional  Development  has  not  made  any  regulations  in  this 
regard. 

AVAILABILITY OF THE MANUAL [SECTION 51 (3)] 

The  manual is also available  for  inspection  at  the  offices of ldwala  Industrial  Holdings  (Pty) 
Ltd  free of  charge;  copies  are  lodged  with  the SAHRC, published in the  Government  Gazette 
and  on  the  ldwala  website. 

DECISION ON  REQUEST  AND  NOTICE  THEREOF 

The  Principal  Officer  must  within 30 days  of  receipt  of  a  request for access  to  a  record 
decide  in  accordance  with  the  provisions of PAlA  whether or not to grant  the  request. Hdshe 
must  also  notify  the  requester of the  decision. 

If the  request  is  granted  the  notice  must  include  the  following  details. 

The access  fees  payable; 
The  form in which  access  will  be  given;  and 

0 Notice  that  the  requester  may  lodge  an  application  with  the  court  against  the  access 
fee  and  matters  relating  thereto. 
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If the  request  is  refused  the  notice  must  contdln  the  fotlpwing  details. 

0 Reasons  for  the  refusal  with  reference  to  the  provisions  of PAlA relied  upon  to  reach 

0 Any reference  to  the  content  of  the  record  must be excluded  from  the  notice; 
Notice  that  the  requester  may  lodge  an  application  with  a  court  against  the  refusal of 

this  conclusion; 

the  request  and  matters  relating  thereto. 

A request  for  access to a  record  may  be  granted  in  part  and  refused  in  part. 

Where  citcumstancss  warrant, :he Principal Cffcar may  extend  the  period in which  a 
decision  and  notification  must  be  made  by an additional 30 days. 

Where  access  to  a  record  has  been  granted,  the  Principal  Officer  must  as  soon  as  is 
reasonably  possible  after  notifying  the  requester of the  granting of  the  access,  give  access 
to  the  requester in the form remmnably reguirzd by the  requester  or  where no particular form 
was  requested,  In  any form ihai the  Princlpai  Officer  tieiennines. 

WHAT RECORDS MAY BE REFUSED? 

PAlA  provides  for  a  number  of  categories  of  information  that  may  not be disclosed  when a 
request for acc,css to information is received. The Principal  Officer  must in such  instances 
refuse  access. 

Mandatory  protection of privacy of third  party  who is a natural  person 

PAlA requires  that  the  Principal  Officer  must  refuse  access to the records  of  a third  person if 
such  disclosure  would  involve  the  unreasonable  disclosure  of  personal  information  about  a 
third  party  including  a  deceased  person.  There  are  however  several  exceptions  to  this 
provision. 

A request for access  to  a  record  that  pertains to a  third  party who is a  natural  person  may 
not  be  refused if where the  information  is  of  the  following  nature: 

0 Where  an  individual  has  consented  to  its  disclosure; 
0 The  information  is  already  publicly  available; 
0 Where  the  information  was  given to the  private  body  by  the  individual  and  the 

individual was advised  that  such  information  would  or  might  be  made  available  to  the 
public; 

0 Information  about  an  individual’s  physical  or  mental  health,  or  well-being, who is 
under  the  care of the  requester  and who is  under  the  age of 18 years  or  is  incapable 
of understanding  the  nature  of  the  request  and if giving  access  would be in  the 
individual’s  best  interests; 
Where  the  information is about  an  individual who is  deceased  and  the  requester is 
the  individual’s  next  of  kin  or  made  the  written  request  with  the  consent  of  the 
deceased’s  next of kin; 
Where  the  information  relates to the  position  or  function  of  the  individual who is  or 
was  an  official of a  private  body. 

Mandatory  protection  of  commercial  information of third party 

A request  for  access  to  records  that  pertain to the  following  must  also be refused; 
Trade  secrets of a third  party 
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Financial,  commercial,  scientific  or  technical  information,  other  than  trade  secrets,  of 
a  third  party  which would be likely to cause  harm  to the commercial  or  financial 
interests  of  the  third  party if it were  disclosed. 

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

0 The information  must  however  be  granted if the  third  party  has  consented to the 
disclosure or where it pertains  to  the  results  of  any  product  or  environmental  testing 
supplied  by  or  carried  out  by  the  third  party  and  the  disclosure of  which  would  reveal 
a  serious  public  safety  or  environmental  risk. 

The  Principal Officer must  refuse  a  request  for  access  to  a  record  where  such  disclosure 
would  be in breach  of  a  duty of confidence  owed to a  third  party in terms of an agreement. 

Mandatory protection of safety of individuals and  protection of property 

The  Principal  Officer  must  refuse  access to the  records  of  the  fund  where: 

Such  disclosure  can  reasonably  be  expected  to  endanger  the life or  physical  safety 
of  an  individual;  or  may  refuse  a  request  where: 

Such  disclosure is likely to prejudice  or  impair  the  security of a building,  structure  or 
system  including  but  not  limited  to,  a  computer  or  communication  system  or  any 
other  property. 
Such  disclosure  may  prejudice  or  impair  methods,  systems,  plans  or  procedures for 
the  protection of an individual  in  accordance  with a witness  protection  scheme  or  the 
safety  of  the  public or the  security of property. 

Mandatory protection of records privileged from produdion in legal  proceedings 

A request for access  to  a  record  where  the  record  is  privileged  from  production  in  legal 
proceedings  unless  the  person  entitled  to  the  privilege  has  waived  the  privilege. 

Commercial Information of a private body 

The  Principal  Officer  may  refuse  to  grant  access  to  the  records of the  private  body  where  the 
disclosure  pertains  to  the  following  information  in  relation  to  the  private  body  itself  and  not 
third  parties.  Where  the  information  pertains  to: 

Trade  secrets  of  the  private  body; 
Financial,  commercial,  scientific  or  technical  information,  other  than  trade  secrets,  of 
the  private  body  which  would  be  likely  to  cause  harm  to  the  commercial  or  financial 
interests of the  private  body if it were  disclosed. 
The  disclosure  information  which  could  reasonably be expected to put  the  private 
body  at  a  disadvantage in contractual  or  other  negotiations  or  to  prejudice  the  private 
body in commercial  competition. 
A computer  program  owned  by  the  private  body. 

The infomation must  however  be  released  where it pertains  to  the  results of product  or 
environmental  testing  supplied  by  or  carried  out by or on behalf of the  private  body,  the 
disclosure  of  which  would  reveal  a  serious  public  safety  or  environmental  risk. 
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Further  protection  is  extended  to  research-information  of  a  third  party  and  research 
information of a  private  body. 

\ 

Mandatory  disclosure  is  required  where  such  disclosure  would  be in the  public  interest. 

THIRD PARTIES 

When  the  Principal  Officer is considering  a  request  for  access  to  a  record  that  pertains  to  a 
third  party, hdshe must  take  all  reasonable  steps to inform  the  third  party to whorh the 
record  relates of the  request.  The  notification  must: 

0 Be made  as  soon  as in reasonably  possible  but  within 21 days  of receiving  the 
request; 

0 By  the  fastest  means pcssible. Where this is orally,  this  must  be followed by written 
nctification. 
State  that  heishe is considering a request  for  access  that  may  penain to the  third 
party  and  the  content of the  record  in  question; 
Furnish  the  name of the  requester. 

The  third party may within 2t days  after the third  party  has  been  informed,  make  written  or 
oral  representations to the  Principal  Officer  as to why  access  should  be  refused  or  give 
wntten  consent  to  the  disclosure to the  requester. A third party that  hasn’t  been  advised in 
terns of  the  above  requirements  may  still  make  written or oral  representations  to  the 
Principal  Officer. 

The  Principal  Officer  must  advise the third  party  within  a  reasonable  time but not exceeding 
30 days  after the third  party  was  informed of hidshe decision. 

. 
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ANNEXURE A 

1. The fee  for  a  copy of the  manual  as  contemplated in regulation  9(2)(c)  is R1,l 0 for every 
photocopy  of  an  A4-size  page  or  part  thereof. 

2. The  fees for reproduction  referred to in  regulation 11 (1) are  as  foilows: 
R 

(a)  For  every  photocopy  of  an M-size page or 
part  thereof 1 ,IO 

(b) For every  printed  copy of an  A4-size  page  or part 
thereof  held  on a computer x ir: electronic  or mchice- 

readable fom n -I- 
\J, i 3 

(c) For a copy in a cornputer-readabie form en - 
(i)  stiffy  disc 7 3 0  

(ii)  cornpsct  disc 7Q3C 
(d)  (i) For  a  transcription of visual  images, 

for an  A4-size  page or part  thereof 40,GO 

(ii) For a  copy of visual  images 60.00 

(e) (i) For  a  transcription of  an  audio  record, 
for an  A4-size  page  or ?art thereof 20,50 

(ii) For  a  copy of an  audio  record 30,CO 

3. The  request  fee  payable  by a requester,  Giber  than a persemi EC~GGSCE~, ;.sferred i~ 

in  regulation 11 (2) is R50,OO. 

4.  The  access fees  payable  by  a  requester  referred to in  regulation 11 (3) are as follows: 

R 
(l)(a) For  every  photocopy of an  A4-size  page  or 

part  thereof 1,lO 
(b) For every  printed  copy of  an  A4-size  page  or  part 

thereof  held on a  computer  or  in  electronic  or  machine- 
readable  form 0,75 

(c)  For a copy  in  a  computer-readable  form  on - 
(i)  stiffy  disc 7,50 
(ii)  compact  disc 70,OO 

(d)  (i)  For a transcription of  visual  images, 
for an  A4-size  page or part  thereof 40,OO 

(ii)  For  a  copy  of visual images 60,OO 
(e) (i) For  a  transcription  of  an  audio  record, 

for an  A4-size  page  or  part  thereof 20,OO 



38 No. 24316 GOVERNMENT GAZElTE, 31 JANUARY 2003 

(ii)  For  a  copy of an  audio recod 30,OO 
z 

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

(2) For  purposes of section 54(2) of the  Act, the  following  applies: 
(a) Six hours  as  the  hours  to  be  exceeded  before  a  deposit  is  payable; 

and 
(b)  one third of the  access  fee is payable as a deposit  by  the  requester. 

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

requester. 
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ANNEXURE B 
REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY 

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

[Regulation 101 

A. Particulars of prjvate body 

The Head: 

' (a) The  parficulars of the  person  who  requests  access  to  the  record  must be given  below. 
(b) The  address andor f a x  number  in  the  Republic to which  the infomation is to be sent 
must be given. 
(e) Proof  of  ;he capac3y jn which :he q u e s t  B made, if appIiCabh3,  must be attacfied. 1 

Full names  and surname: 
Identity  number: 
Postal address 
Fax number:  Telephone  number: 
E-mail  address: 
Capacity in which request is made.  when  made on behalf of mother person: 

C. Particulars of person  on whose behalf request is made 

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

Full names and surname: 
Identity  number: 

D. Particulars of record 

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

1.  description of record or relevant part of the record: 
2. Reference number, if available: 
3. Any further particulars of record: 
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E. Fees 

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

Reason  for  exemption  from  payment  of  fees: 

If you are  prevented by a  o'isability to read,  view  or  listen  to  the  record  in  the form of  accsss 
provided  for  in 7 to 4 hereunder,  state  your  disability  and  indicate  in  which form the record is 

I Form in which  record is required: 
I 

Mark the  appropriate box with  an X. 
NOTES: 
(a)  Compliance  with  your  request  in  the  specified  form may  depend  on the form  in 
which  the  record  is  available. 
(b) Access  in  the  form  requested  may be  refused  in  certain  circumstances. In such  a 
case  you  will  be  informed  if  access  will  be  granted  in  another  form. 
(c)  The  fee  payable  for  access  to  the  record, if any, will  be  determined  partly  by  the 
form  in  which  access  is  requested. 

I '- If the record  is  in  written or printed form: 

copy  of  record' inspection of record I 
2. tf record  consists of visual images I 

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

view  the  images transcription of the copy of the images' 
images' 

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

listen  to  the  soundtrack 

4. If record is held  on  computer  or in  an  electronic or  machine-readable form: 
(written or printed  document) (audio  cassette) 
transcription of soundtrack' 

printed  copy of record* printed  copy of copy in computer 
information  derived  from readable form* 
the record' (stiffy or compact 

I I I I I disc) 
*If you  requested a copy or transcription of a record  (above),  do  you wish 

Postage is payable. 
the  copy  or  transcription  to  be  posted  to  you? 

NO YES 
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G. Particulars of right  to be exercised or protected 

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

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

2. Explain why the  reccrd  requested is recuired fcr the exercise or protection of 
the aforementioned right: 

H. Notice oi decision regarding request for access 

How wcuid you prefer to be infcrmed oi  the decision  regarding your request icr 
access to the  record? 

Signed at this day of 20 

SIGNATURE OF FiEQUESTER / PERSON 
ON WHCSE BEHALF REQUEST IS MADE 



PROMOTION OF ACCESS SO INFORMATION  ACT (PAIA) 
SECTION 51 MANUAL FOR THE S A a  RETIREMENT FUND 

INTRODUCTION 

"The  system of government  in  South  Africa before 27 April 7994, amongst  others, 
resulted  in  a  secretive  and  unresponsive  culture  in  public  and  private  bodies  which 
often  led to the  abuse of power  and  human  rights  violations. 

This  statement  appears in the  preamble of the  Promotion of  Access to lnformation Act 
(PAIA)  and  was  undoubtedly  one  of  the  reasons  why  access  of  information  was  made  a 
consiitutionally  protected  human  right in terms  of  section 32(1) of the  constitution. 

Section 32 of the  Constitution  provides  as ~cllows, 

1) Ewnlene has !he right of access to - 
[a) ariy inrotmation  held by ?he State; 
(3) any infomathn that js heid  by  another  persen and that is required {cr :he 

exercise  or  protection  of  any  rights. 

2) National  !egislation must be enacted to give  effect  to  this @ht, and may provide 
for  reasonable  measures  to  alleviate  the  administrative  and  financial  burden  on 
?he State. 

The SACM Retirement  Fund  (the  Fund) is a  duly  registered  retirement  fund in terms  of  the 
Pension  Funds  Act.  As a separate  legal  entity,  the  Fund is required in terms  of  the 
Promotion  of  Access io Information  Act to make  provision for the  access  of  certain 
information  in  terms of the  Act. 

Section 50(1) of the  Promotion  of  Access  to  Information  Act  provides  for  the  right  of  access 
to  records of private  bodies  and  states  that; 

A requester  must be given access to any  record of a  private  body  if- 
(a) that record is required  for the exercise or promotion of any  rights; 
(b) that  person  complies  with  the  procedural  requirements  in  this  Act  relating to a 

(c) access to that  record is not  refused  in  terms of any groundior refusal  contemplated 
request  for  access  to  that  record;  and 

in  Chapter 4 of this  Part. 

The purpose  of  this  manual  is to ensure  the  Fund's  compliance  with  section 51 of  The 
Promotion  of  Access to Information  Act. 

PROCEDURE FOR OBTAINING  ACCESS  TO  INFORMATION 

The SACM Retirement  Fund is a  privately  administered  retirement  fund.  The  administration 
of the  Fund is performed  by  Glenrand MI6 Benefit  Services  (Pty)  Ltd.  The  Principal  Officer 
as head of  the  Fund,  is  required  in  terms  of  PAIA  to  respond  to  any  requests for access  to 
records.  The  Principal  Officer  may  however  request the assistance of Glenrand MIB Benefit 
Services  (Pty) Ltd as  and  when  required. 

Any  person  wishing to request  any  information  from  the  Fund  may  use  the  following  contact 
details  [Section 51 (l)(a)]. 
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Contact Details for the Principal Officer of the Fund 

Principal  Officer: Mr Kenneth Ross 

I Fhysical  Address: 291 Surrey  Avenue 

I Femdale 
RANDBURG 
2: 94 I 

j Festal Address: P 0 Box 3523 

j 
1 RANDBURG 

, . G!. (0.1 1) 293-2i5: - >> .I. $1 7 )  2X2~2mC2 
- -.v - ~rcss~3gienranGrnib.co.za 

21 25 

-r..,. 
- 
- .. 

-\. 

: - >#!all: 

i 

Section !rj of the ?P.!A. commissioned the SAHRC to compile a guide  In ever/ cflcial 
iangtlage cmtainlng Mcmaticn that is easily cmprehensible to ar;y peEm wis5i;;g ic 
exercise any right as contemplated in PAIA. 

The guide will contain  information  such as ?he objects of the  Act, csn?act deieils fcr 
information  and  deputy  information  officers of  public  bodies,  particulars Gf private Soclies, the 
mamer of axess to the records of private  and  public  bodies,  assistance tbzt m y  tre 
ckiained from the SAHRC  and  remedies  availabie in law in the evect sf a k r z ~ c 3  ;i tke 
~re~/isicr,s r?f "AIA. 

The  ccntact  details for the  South  African  Human  Rights  Commission are as icilcws: 

PAIA Unit 
The  Research and  Documentation  Department 
Frivate  Bag 2700 
i-loughton 
204 1 

Tel: (01 1) 384-8300 
F a :  (01 I )  484-1 360 
Website: ~ ~ . s a h r c . o r a . z a  
E-mail:  PAlA@sahrc.org.za 

RECORDS AVAILABLE IN TERMS OF THE PENSION FUNDS ACT 24 OF 1956 

A requester  may  also  request  information  that is available in terms of other  legislation.  The 
Pension  Funds  Act 24 of 1956 is specifically  applicable  to  retirement  funds. 

Section 35(1) provides  that  a  fund  will  deliver to a  member  a  copy of any of  the  following 
documents  on  demand by a member  and upon payment  of  any fee  prescribed  by  the  rules 
of the fund.  Such  documents  include - 
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The  rules  of  the  fund, h 

0 The  last  revenge  account  and  the  last  balance Zee t  prepared in terms  of the  Act. 

Section 35(2) further  provides  that  any  member  may  inspect  without  charge  a  copy of  any of 
the  following  documents  at  the  registered  office of the  fund - 

The  documents  referred to under  section 35(1) above; 
The  last  report  by  a  valuator  (if  any) in terms  of  section 16; 
The last  statement  (if  any)  and  report  thereon  prepared  in  terms of section 17; 
Any scheme  which Is being  carried  out  by  the fund in accordance  with  the  provisions  of 
section 18. 

Section 22(1) of the  Act  provides that  upon  payment of the  prescribed  fee,  any  person  may 
inspect  at  the  office of the  registrar,  any  of  the  documents  mentioned in section 35. The 
person may make a copy of  c)r take extracts ircm or obtain  a ccpy of  or  extracts  from  any of 
the dccumenis fmm the  registmr. 

Section 22(2) further  provides  that the registrar  may  exempt  any  person  from  paying  the 
prescribed  fees if this  would  further the public  interest. 

Secticn 22(3) provides  that  the  registrar will provide  any  applicant free of  chargje  with the 
registered  address  and  the  name  of  the  principal  officer  of  any  registered  fund. 

Contact details  for the Registrar of Pension Funds 

The Registrar of Pension Funds 
P 0 Box 35655 
Menlo Park 
0: 02 

446 Rigel Avenue South 
Erasmusrand 
Pretoria 

Tel: (012) 428-8000 

Website: www.fsb.co.za 
F ~ x :  (012) 347-0221 

, 

ACCESS TO THE  RECORDS  HELD BY THE FUND [SECTION 51(l)(C)] 

Access to  the  following  types  of  records  may  be  requested  by  the  requester  from  the  Fund. 
This  list is not  exhaustive. 

Personal  Information  about Members 
The  records  requested  may  relate  to  the  following  information but is not  limited  thereto. 

Remuneration/income  of  members 
Member's  contributions  and  employer  contributions 
The  value of benefits  and  benefii  statements  past  and  current 
PAYE paid  or  payable in respect  of  a  member's  benefit 
Medical  records  obtained in respect  of  any  disability  benefit 
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Reasons for  withdrawal - for  example  resignation,  dismissal  etc. 
Details of tax  directives,  deductions,  applications  and  Certificates 

Private Body Records 
This  would  include  the  following  records  but  would  not be limited  thereto. 

Documented  proof  of FSB registration 
Documented  proof  of  SARS  approval 
Financial records of the  Fund 
Administrative  records 
Contracts  including  policies of insurance  and  administration  agreements 
Correspondence 
Statutory  records 
Minutes  of  trustees  me9titings 

= Fluies, resclutior,s and  amendments 
Catabases and spreadsheets 
Investments 

Third Parties 

The  Fund  may  be in  possession  of  records  that pertain  to  third  parties.  These  records may 
incfude btit are not limited to details  pertaining to dependafits  and/or  nominees ~f members, 
divorce  and  maintenance  orders. 

THE REQUEST  PROCEDURE  [SECTiON 51 (l)(e)] 
~~~ - 

The  requester  must  use  the  prescribed  form  (Annexure B) to  make  the  request  for 
access  to a record.  The  completed  request  form  must  be  submitted  to  the Primipal 
Officer  at  the  address, f a x  number  or  electronic  mail  address  provided  above. 

The  request  must  contain  the  following  information: 

0 It  must  contain  sufficient  particulars  to  enable the Principal  Officer of the 

0 It  must  contain  information  as to the  form  of  access  required; 
0 It  must  provide  a  postal  address  or  fax  number for the requester in the Republic; 

It  must  indicate  what  right will be protected or exercised  by  providing  the 
requester  with  access  to  the  record  and  reasons  why  the  record is required  to 
exercise  or  protect  that  right; 

0 If  the  requester  wishes  to  be  informed  of  the  decision in terms  of the  request  in 
any  form  other  than  a  written  notification,  this  must  be  stated in the  request; 

0 If  the  request  is  made  on  behalf  of  another  person,  the  requester  must  submit 
proof of the  capacity  in  which hdshe is  making  the  request,  to  the  reasonable 
satisfaction of  the Principal  Officer. 

retirement fund to  identify  the record requested  as  well  as  the  requester, 

FEES IN RESPECT OF A REQUEST [ANNEXURE A] 

A requester  who  seeks  access  to a record containing  personal infomation about  that 
requester  is  not  required  to  pay  the  request  fee.  Every  other  requester,  who  is  not  a  personal 
requester,  must  pay  the  required  request  fee. 
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The  Principal  Officer  must  notify me requester  (other  than a personal  requester) 
by  notice,  requiring  the  requester  to  pay  the  prescribed fee (if any)  before  further 
processing  the  request. 

If  the  search for a  record  held by the Fund in respect of which  a  request  for 
access  by  a  requester,  other  than a personal  requester,  has  been  made  and  the 
preparation of  the  record for disc!osure  would in the  opinion  of  the  Principal 
Officer  require  more  than  the  hours  prescribed  for  this  purpose,  the  Principal 
Cfficer  must  by  Dotice  require  the  requester,  other  than  a  personal  requester,  to 
pay as a deposit  the  prescribed  portion  (not  more  than  one-third) of the  access 
fee  which  would  be  payable if the  request is granted. 

In  respect  of  the  notice  mentioned  above,  such  notice  must  state  the  amount  of 
the  deposit  payable, if applicable  and  must  advise  the  requester  that  he/she  may 
lodge an  apgiication  with  a court against  the  tender  or  payment c i  a  deposit  and 
ihe prcczdure fcr such  applicatior,. 

If a  deposit  has  been  paid  in  respect of a  request  for access which  is  refused,  the 
deposit  must  be  repaid to the  requester. 

A record may be  withheld  until  the  requester  concerned  has  paid  the  applicable 
fees (if  any). 

After  the  Principal  Gfficer  has  made a decision  on  the  request,  the  requester 
must  be  notified in the  required  form. 

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

OTHER INFORMATION AS MAY BE PRESCRIBED [SECTION 51(l)(f)] 

The  Minister of Justice  and  Constitutional  Development  has  not  made  any  regulations  in  this 
regard. 

AVAILABILITY OF THE MANUAL [SECTION 51(3)] 

The  manual  is  available  for  inspection  at  the  offices of Glenrand MIB free of charge,  copies 
are lodged  with  the SAHRC, published in the  Government  Gazette. 

DECISION ON  REQUEST  AND  NOTlCE  THEREOF 

The  Principal  Officer  must  within 30 days  of  receipt of a  request for access  to  a  record 
decide in accordance  with  the  provisions  of  PAlA  whether  or  not  to  grant  the  request.  Heishe 
must  also  notify  the  requester  of  the  decision. 

If  the  request  is  granted  the  notice  must  include  the  following  details. 

The  access fees  payable; 
The  form  in  which  access will be  given;  and 
Notice  that  the  requester  may  lodge an application  with  the  court  against  the  access 
fee  and  matters  relating  thereto. 



I STAATSKOERANT, 31 JANUARIE 2003 No. 24316 47 

I If the  request  is  refused  the  notice  must  contain  the  following  details. 

Reasons for the  refusal with  reference to the  provisions of PAlA  relied upcn to  reach 

Any reference  to  the  content  of  the  record  must  be  excluded  from  the  notice; 
s Notice  that  the  requester  may  lodge  an  application  with a court  against  the  refusal of 

this  conclusion; 

the  request  and matters relating  thereto. 

A request  for  access  to  a  record  may  be  granted  in  part  and  refused in part. 

Where  circumstances  warrant,  the  Principal  Gfficer  may  extend ihe period  in vvhiclj a 
decision  and  notification  must  be  made  by  ar!  additional 30 days. 

PAL4 prcvides  for a nuxker o i  catesories o i  infomaion ;ha: may n ~ i  Se disclosed :;~i7&n a 
request  for access to  information is received.  The  Principal  Officer  must in such insmcas 
refuse  access. 

Mandatory protection of privacy of third party who is a natural person 

PAlA requires  that  the  Principal  Officar  must  refuse access io the  recards of a third persen :f 
such  disclosure  would  involve  the  unreasonable  disclosure of personal infomation about s 
third  party  including  a  deceased  person.  There  are  however  several excmtions to this 
provision. 

A request  for  access  to  a  record  that  pertains  to a third  party  who is a natural FersGn may 
not be  refused if where  the  information  is of the  following  nature: 

Where  an  individual  has  consented  to  its  disclosure; 
The  information  is  already  publicly  available; 
Where the  information was  given to the  private  body  by  the  individual  and  the 
individual  was  advised  that  such  information  would  or  might  be  made  available  to  the 
public; 
Information  about an individual’s  physical or  mental  health, or well-being,  who  is 
under  the  care  of  the  requester  and  who is under  the  age of 18 years or is incapable 
of understanding  the  nature of the  request  and if giving  access  would  be in the 
individual’s  best  interests; 
Where  the  information  is  about  an  individual who is  deceased  and  the  requester is 
the  individual’s  next of kin or  made  the  written  request  with  the  consent of the 
deceased’s  next  of  kin; 
Where  the  information  relates  to  the  position  or  function of the  individual  who  is  or 
was  an official of a  private  body. 

Mandatory  protection of commercial  information of third  party 

A request  for  access to records that  pertain to the  following  must  also  be  refused; 
Trade secrets of a third party 
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Financial,  commercial,  scientific or tZrchnical&formation,  other  than  trade  secrets,  of 
a  third  party  which  would  be  likely  to  cause  harm to the  commercial  or  financial 
interests of the  third  party if it were  disclosed. 
Information  that  was  disclosed  in  confidence  by  the  third  party,  the  disclosure  of 
which could  reasonably  be  expected  to  put  the  third  party  at a disadvantage in 
contractual or other  negotiations or to  prejudice  the  third  party in commercial 
competition. 

0 The  information  must  however  be  granted if the  third  party  has  consented  to  the 
disclosure or where it pertains to the  results of  any  product or environmental  testing 
supplied  by or carried  out  by  the  third  party  and  the  disclosure of which  would  reveal 
a serious  public  safety or envirmmental fisk. 

The  Principal  Officer  must  refuse  a  request for access  to  a  record  where  such  disclosure 
would  be  in  breach of a duty  of  confidence  owed  to  a  third  party  in  terms  of  an  agreement. 

Mandatory  protection of safety of ir;dividuals and protection of property 

The  Principal  Officer  must  refuse  access to the  records  of  the  fund  where: 

Such  disciosure  can  reasonably  be  expected io endanger  the  iife or physical  safety 
of an  individual;  or  may  refuse  a  request  where: 

e Such  disclosure is likely to prejudice or impair  the  security  of  a  building,  structure or 
system  including  but  not  limited  to, a computer  or  communication  system  or  any 
other  property. 
Such  disclosure  may  prejudice or impair  methods,  systems,  plans or procedures  for 
the  protection of an  individual in accordance  with  a  witness  protection  scheme  or  the 
safety of  the  public  or  the  security of property. 

Mandatory  protection  of  records privileged from production  in  legal  proceedings 

A request  for  access  to  a  record  where  the  record  is  privileged  from  production  in  legal 
proceedings  unless  the  person  entitled  to  the  privilege  has  waiveg  the  privilege. 

Commercial  Information of a private  body 

The  Principal  Officer  may  refuse  to  grant  access  to  the  records of the  private  body  where  the 
disclosure  pertains  to  the  following  information in relation  to  the  private  body  itself  and  not 
third  parties.  Where  the  information  pertains  to: 

0 Trade  secrets of the  private  body; 
0 Financial,  commercial,  scientific or technical  information,  other  than  trade  secrets,  of 

the  private  body  which  would  be  likely  to  cause  harm  to  the  commercial  or  financial 
interests of the  private  body if it were  disclosed. 
The  disclosure  information  which  could  reasonably  be  expected  to  put  the  private 
body  at  a  disadvantage  in  contractual  or  other  negotiations or to  prejudice  the  private 
body in commercial  competition. 
A computer  program  owned  by  the  private  body. 

The  information  must  however  be  released  where it pertains  to  the  results  of  product  or 
environmental  testing  supplied  by  or  carried  out  by  or on behalf  of  the  private  body,  the 
disclosure of  which  would  reveal  a  serious  public  safety  or  environmental  risk. 
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Further  protection  is  extended  to  research  information of a third  party  and  research 
information  of  a  private  body. 

Mandatory  disclosure is required  where  such  disclosure  would  be in the  public  interest. 

THIRD PARTIES 

When  the  Principal  Officer  is  considering a request for access  to a record  that  pertains to a 
third party, hdshe must  take  all  reasonable  steps  to  inform :he third  party :o whom  the 
record relates of the  request.  The  notification  must: 

8e made  as socn as in  reasonably  possible  but  within 21 days of recaiving  the 

Sy ihe fastest means possib!e. Where this Is orally, this must  be fcilcwed 3y 3, YJI A H -  Illcn 
aotification. 
State that hdske is considering a request for access  that  may peGiin to the Third 
party  and  the  content of the  record  in  question; 

:&quest; 

FJmish  the  name of the  requester. 

The  third  party  may  within 21 days  after  the  third party has  been  informed,  make  written or 
om1 reprsentetions to the  Pn'ndpal OiYic,or as to why access S ~ G U I ~  Se :€fused 3; give 
written  consent  to  the  disclosure  to  the  requester. A third  party  that  hasn't  been  advised in 
terms of the  above  requirements  may  still  make  written or oral representations to the 
Principal Officer. 

The  Principal  Officer  must  advise  the  third  party  within  a  reasonable  time  but  not  exceeding 
30 days after  the  third  party was informed of hidshe decision. 
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ANNEXURE A 

1.  The  fee  for  a  copy of the  manual  as  contemplated in regulation 9(2)(c) is  R1,lO for every 
photocopy of an  A4-size  page or part  thereof. 

2. The  fees for reproduction  referred  to in regulation  11 (1) are  as  follows: 

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

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

%adable form 
For a copy in a compurer-readable icrm on - 
(i)  stiffy  disc 

(ii)  compact  disc 
(i) For a  transcription of visual  images, 

for an A4-size  page or part  thereof 
(ji)  For a copy of visual  images 
(i) For a transcription of  an  audio  record, 

for an  A4-size  page or part  thereof 
(ii) For a  copy of  an  audio  record 

R 

1,lO 

0,75 

7,50 
70,OO 

40,CO 
50,oo 

20,oo 
30,OO 

3. The  request  fee  payable  by a requester,  other  than a personal  requester,  referred to 
in regulation 11 (2) is R50,OO. 

4.  The  access fees  payable  by  a  requester  referred  to  in regu!ation 1 l(3) are  as  follows: 
R 

(l)(a) For every  photocopy  of  an  A4-size  page  or 

part  thereof 1,lO 
For  every  printed  copy of  an  A4-size  page  or part 
thereof  held  on  a  computer or in electronic or machine- 
readable  form 0,75 
For a  copy  in  a  computer-readable  form  on - 
(i)  stiffy  disc 7,50 
(ii)  compact  disc 70,OO 
(i) For a  transcription  of  visual  images, 

for an  A4-size  page or part  thereof 40,CO 
(ii) For a  copy of visual  images 60,OO 

(i) For a  transcription of an  audio  record, 
for an  A4-size  page or part  thereof 20,oo 
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(ii) For a  copy of an audio record 30,OO 
(f) To search for and  prepare  the  record for disclosure, R30,OO for each hour or 

part of an hour reasonably  required for such  search  and  preparation. 

(2) For purposes of section 54(2) of the  Act,  the following applies: 
(a) Six hours as the hours to be  exceeded  before a deposit is payable; 

and 
(5) m e  third =f the accsss fee is payable as a deposit by the requester. 

(3) The  actual  postage is payable when a copy of a record must be posted to a 
rerjuesxx. 
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ANNEXURE B L 

REQUEST FOR ACCESS TO RECOR~ OF PRIVATE BODY 
(Section 53(1) of the  Promotion of Access to Information Act, 2000 

(Act No. 2 of 2000)) 

[Regulation lo] 

A. Particulars of private body 

The Head: 

3. ParticGiars of person requesting access to the record 

(a) The  particulars of the  person  who  requests  access to the  record  must  be  given  below. ’ 
(b) The  address  an&or f a x  number  in the  Republic  to  which  the  information  is  to be senl 
must be given. 
(c) ?roof of the capacity  in  which  the  request is made,  if  applicable, must be attached. - 

Full names  and  surname: 
Identity  number: 
Postal  address 
Fax number.  Telephone  number: 
E-mail  address: 
Capacity  in  which  request is made,  when  made on behalf  of  another person: 

C. Particulars of person  on  whose  behalf  request is made 

This  section  must  be  completed ONLY if a request  for infomatidn is made  on  behalf ot 
another  person. - 

Full  names  and  surname: 
Identity  number: 

D. Particulars  of  record 

(a) Provide full particulars of the  record to which  access is requested,  including  the 
reference  number  if  that  is  known to you? to  enable  the  record to be located. 
(b) If the  provided  space  is  inadequate,  please  continue  on a separate  folio  and  attach 
it to  this  form. The requester must sign a// the additional fo/ios. 

1. description of record or  relevant  part  of  the  record: 
2.  Reference  number,  if  available: 
3. Any further  particulars of  record: 
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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. 
(6) You will be notified of the  amount  required fo be paid  as  the  request  fee. 
(c)  The fee payable for access to a record  depends on the  form  in  which  access is 
required  and  the  reasonable  time  required to search for and  prepare  a recod. 
(d) if  you  qualify  for  exemption  of  the  payment of any  fee,  please  state  the  reason for 
exemotion. 

Reascn for exemption from payment of fees: 

F. Form of access io rscsrd 

I I f  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,  srate your disability and indicate in which form the record is 

Disability: Form in which record is required: 

NOTES: 
(a) Compliance  with your request in the  specified f o m  may  depend  on  the form in 
which  the  record  is  available. 
(b) Access in the form requested  may be refused  in  certain  circumstances. in such  a 
case you will be  informed if  access will be  granted  in  another form. 
(c) The fee  payable  for  access to the  record, if any,  will be determined  partly by the 
form in  which  access  is  reauested. I 

5 I ;Mar& the appropriate box with  an X. 
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G. Particulars of right to be exercised Qr protected 

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

\ 

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

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

H. Notice of decision regarding request for access 

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

Signed at this day of 20 

SIGNATURE OF REQUESTER / PERSON 
ON WHOSE BEHALF REQCEST IS MADE 
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PROMOTION OF ACCESS TO INFORMATION  ACT  (PAIA) 
SECTION 51 MANUAL FOR  THE  JIC MINING PROVIDENT  FUND 

INTRODUCTION 
‘The system  of  government in South  Africa  before 27 April 1994, amongst  others, 
resulted  in a secretive  and  unresponsive  culture  in  public  and  private  bodies  which 
often  led to the  abuse of  power  and  human tights  violations.” 

This  statement  appears in the  preamble  of  the  Promotion of Access to Informstion Act 
(PAIA) and was undoubtedly  one st the  reascns ?rrhy access of infcmation was made a 
constitutionally  protected  human  right  in  terms of section 32(1) of the  Constitution. 

Section 32 of the  Constitution  provides  as  follows, 

2) Naticnal  !egisiation  must  be  enacted x give  effect to this r@M, and may prsw‘de 
’ for  reascnable  measures  to  alleviate  the  administrative  and  financial  burden  on 
ihe Sate. 

The  JIC  Mining  Provident  Fund  (the  Fund) is a duly  registered  provident  fund in terms of the 
Pension  Funds  Act. As a separate  legal  entity, the Fund is required in terms of the 
Promotion  of  Access to Information  Act  to  make  provision for the access of certain 
information  in  terms of  the  Act. 

Section  50(1) of the Promotion of Access  to  Information  Act  provides for the right of access 
to  records of private  bodies  and  states  that; 

A requester  must  be  given access to any  record of a private  body if- 
(a) that  record is required  for  the  exercise  or  promotion  of  any  rights; 
(b) that  person  complies  with  the  procedural  requirements in this  Act  relating  to  a 

(c)  access  to  that  record  is  not  refused  in  terms of  any ground  for  refusal  contemplated 
request  for  access to that  record;  and 

in  Chapter 4 of  this  Part. 

The  purpose  of  this  manual is to ensure  the  Fund’s  compliance  with  section 51 of  The 
Promotion  of  Access  to  Information  Act. 

PROCEDURE FOR OBTAINING  ACCESS  TO  INFORMATION 

The  JIC  Mining  Provident  Fund  is  a  privately  administered  provident  fund.  The  administration 
of  the  Fund is performed  by  Glenrand MIB Benefit  Services  (Pty)  Ltd. The Principal  Officer 
as  head of the  Fund, is required in terms  of  PAIA to respond  to  any  requests  for  access  to 
records.  The  Principal  Officer  may  however  request  the  assistance of Gienrand MIB Benefit 
Services  (Pty)  Ltd  as  and  when  required. 

Any person  wishing to request  any  information from the  Fund  may  use  the  following  contact 
details  [Section  51 (l)(a)]. 
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/ 
Contact  Details for the  Principal Officer otthe Fund 

s, 

Principal  Officer: Mr  Gert  Van  den  Berg 

Physical  Address: 28  Visagie  Street 
PRETORIA 
0001 

Postal  Address:  28  Visagie  Street 
PRETORIA 
0001 

Tel: (01 2)  324-3320 

E-mail:  gem/@jic.co.za 
Fax: (01 2)  323-2027 

i 
I 

THE SOUTH AFRICAN HUMAN RIGHTS COMMISSION [SECTION 51 (1 )@)I 
Section 10 of  the PAlA  commissioned  the  SAHRC  to  compile  a  guide in every  official 
language  containing infomation that  is  easily  comprehensible  to  any  person  wishing to 
exercise  any  right  as  ccntemplated in PAIA. 

The  guide  will  contain  information  such  as  the  objects  of  the  Act,  contact  details for 
information  and  deputy  information  officers of public  bodies,  particulars of private  bodies,  the 
manner of access  to  the  records  of  private  and  public  bodies,  assistance  that  may  be 
obtained  from  the  SAHRC  and  remedies  available in law  in  the  event  of  a  breach of the 
provisions of  PAIA. 

The  contact  details  for  the  South  African  Human  Rights  Commission  are  as foilows: 

PAlA  Unit 
The  Research  and  Documentation  Department 
Private  Bag  2700 

2041 
Houghton 

0 

Tel: (01 1) 484-8300 

Website:  www.sahrc.ora.za 
E-mail:  PAIA@sahrc.org.za 

Fax: (01 1) 484-1  360 

RECORDS AVAILABLE  IN  TERMS OF THE PENSION FUNDS ACT 24 OF 1956 

A requester  may  also  request  information  that is available in terms  of  other  legislation.  The 
Pension  Funds  Act 24 of 1956  is  specifically  applicable to retirement  funds. 

Section 35(1) provides  that a fund will  deliver to a member  a  copy  of  any of the  following 
documents  on  demand  by  a  member  and  upon  payment  of  any  fee  prescribed by the  rules 
of the fund.  Such  documents  include - 
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Section 35(2) further  provides  that  any  member  may  inspect  without  charge  a  copy of any  of 
the  following  documents  at  the  registered  office of the fund - 

The  documents  referred  to  under  section 35(1) above; 
0 The  last  report  by  a  valuator (if any) in terms  of  section 16; 

The  last  statement  (if  any)  and  report  thereon  prepared in terms of section 17; 
Any  scheme  which is being  carried  out  by  the fund in accordance  with  the  provisions  of 
secticn 18. 

Section 22(1) of the Act  provides  that  upon  payment  of  the  prescribed  fee,  any  person  may 
inspect  at  the  office of  the  registrar,  any of the  documents  mentioned in section 35. The 
perscn may make a copy of or take extracts from or obtain a cspy of or axtmc?? frcm any oi  
the dccumenis frcm the registrar. 

Section 22(2) further  provides  that  the  registrar  may  exempt  any  person  from  paying  the 
prescribed  fees if this  would  further  the  public  interest. 

Section 22(3) provides  that  the  registrar  will  provide m y  applicant  free  of  charge  with  the 
registered  address  and  the  name of the  principal  officer of any  registered  fund. 

Contact details for  the  Registrar of Pension Funds 

The Registrar of Pension Funds 
P 0 Box 35655 
Menio Park 
01 02 

446  Rigel  Avenue  South 
Erasmusrand 
Pretoria 

Tel: (012) 428-8000 

Website: www.fsb.co.za 
Fax: (01 2) 347-0221 

ACCESS TO THE  RECORDS  HELD BY THE FUND [SECTION 51 (1 )(C)] 

Access to the  following  types of  records  may  be  requested  by the requester  from  the  Fund. 
This  list  is  not  exhaustive. 

Personal Information about Members 
The  records  requested  may  relate  to  the  following  information but is not limited  thereto. 

RemuneratiorVincome  of  members 
Member's  contributions  and  employer  contributions 
The  value of benefits  and  benefit  statements  past  and  current 
P N E  paid or payable in respect  of a member's  benefit 
Medical records obtained in respect  of  any  disability  benefit 
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0 Reasons  for  withdrawal - for example  Gsignation,  dismissal  etc. 
Details  of  tax  directives,  deductions, applicationtand certificates 

Private Body Records 
This  would  include  the  following  records  but  would not be  limited  thereto. 

Documented  proof  of  FSB  registration 
Documented  proof of SARS approval 
Financial  records of the  Fund 
Administrative  records 
Contracts  including  policies of insurance  and  administration  agreements 
Correspondence 
Statutory  records 
Minutes  of  trustees  meetings 
Rules, resclutions  and  amendments 
Oafabases arrd spreadsheets 
invesimenis 

Third Parties 

The fund may bs in possession ~f records thst pertain  to  third  parties.  These  records  may 
include  but  are  not  limited  to  details  pertaining to dependants  and/or  nominees of  members, 
divorce  ana  maintenance  orders. 

THE REQUEST PROCEDURE [SECTION 51 (l)(e)] 

The  requester  must  use  the  prescribed  form  (Annexure B) to  make  the  request for 
access  to a record.  The  completed  request  form  must  be  submitted  to  the  Principal 
Officer  at  the  address,  fax  number or electronic  mail  address  provided  above. 

The  request  must  contain  the  following  information: 

0 It  must  contain  sufficient  particulars  to  enable  the  Principal  Officer  of  the 

0 It  must  contain  information as to the  form of  access  reqbired; 
It  must  provide  a  postal  address or f a x  number for the  requester in the  Republic; 
It must  indicate  what  right  will be protected or exercised by providing  the 
requester  with  access to the record and  reasons  why  the  record is required to 
exercise or protect  that  right; 
If  the  requester  wishes to be  informed  of  the  decision in terms  of the request in 
any  form  other  than  a  written  notification,  this  must  be  stated in the request; 
If the  request  is  made  on  behalf of another  person, the requester  must  submit 
proof of the  capactty in which hdshe is  making  the  request, to the reasonable 
satisfaction of the  Principal  Officer. 

retirement  fund to identify  the record requested  as  well  as  the  requester, 

FEES IN RESPECT OF A REQUEST [ANNEXURE A] 

A requester  who  seeks  access  to  a  record  containing  personal  information  about that 
requester is not  required  to  pay  the  request  fee.  Every  other  requester, who is  not a personal 
requester,  must  pay  the  required  request  fee. 
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0 The  Principal Officer must  notify  the  requester  (other  than a personal  requester) 
by  notice,  requiring  the  requester  to  pay  the  prescribed  fee (if any)  before  further 
processing  the  request. 

If the  search for a record  held  by the Fund in respect of which  a  request  for 
access by a  requester,  other  than a personal  requester,  has  been  made  and  the 
preparation of the  record for disclosure  would in the  opinion of the  Principal 
Officer  require  more  than  the  hours  prescribed for this  purpose,  the  Principal 
Cfficer must by notice  require  the  requester,  other  than  a  perscnal  requester,  to 
pay as a deposit  the  prescribed  portion  (not  more  than orethird) of the  access 
fee  which  would  be  payable if the request  is  granted. 

In respect of the  noiice  mentioned  above,  such  notice  must  state  the  amount of 
the  deposit  payable, if applicable  and  must  advise  the  requester  that hdshe may 
icdge  an  apclication  with  a court against  the  tender or payment  of a depcsit and 
the grccsdur~ for such appiicaticn. 

0 If a  deposit has been  paid  in  respect of a  request  tor  access  which  is  retused,  the 
deposit must be  repaid to the  requester. 

A iecord may be withheld until the requester  concerned has paid  the  appiicable 
fees  (if  any). 

* A.fier the Principal Officer has Fade a decision  on ?he quest ,  the rquester 
must be notified in the  required form. 

I f  the request is granted then a further access fee must be paid for reprcduction 
and  search  and  preparation  respectively  and for any time  that  has  exceeded  the 
prescribed  hours to search  and  prepare  the  record for disclosure. 

OTHER  INFORMATION AS MAY  BE  PRESCRIBED  [SECTION 51(1)(f)] 

The  Minister of Justice  and  Constitutional  Development  has  not  made  any  regulations  in  this 
regard. 

AVAILABILITY OF THE MANUAL [SECTION 51(3)] 

The  manual  is  available for inspection  at  the  offices  of  JIC  Mining (Pty) Ltd  free of  charge, 
copies  are  lodged  with  the SAHRC, published in the  Government  Gazette. 

DECISION ON  REQUEST  AND  NOTICE  THEREOF 

The  Principal  Officer  must  within 30 days  of receipt of a request for access  to  a  record 
decide in accordance  with  the  provisions of PAiA whether or not to grant  the  request. Hdshe 
must  also  notify  the  requester of the  decision. 

If the  request  is  granted  the  notice  must  include  the  following  details. 

The  access  fees  payable; 
The  form in which  access will be given;  and 
Notice  that  the  requester  may  lodge  an  application with the court  against  the  access 
fee  and  matters  relating  thereto. 
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If the  request  is  refused  the  notice  must  costain  the  following  details. 
4 

0 Reasons  for  the  refusal  with  reference  to  the  provisions of  PAlA  relied  upon to reach 

0 Any reference  to the content of the  record  rhust be excluded  from  the  notice; 
0. Notice  that  the  requester  may  lodge  an  application  with  a  court  against  the  refusal of 

this  conclusion; 

the  rsquest  and  matters  relating  thereto. 

A  request  for  access to a  record  may  be  granted in part  and  refused  in part. 

Where  circumstances  warrant,  the  Principal  Officer  may  extend  the  period  in which 1, 
decision  and  notification  must  be  made by an  additional 30 days. 

Where  access  to  a  record  has  been  granted,  the  Principal  Officer  must as soon as is 
reasonably  possible  after  notifying  the  requester of the  granting of  the access, Give acccss 
to the requester in the form reascnably reql;ired by the :eqties:er or whers no pafiic.~!23 form 
was requested, in m y  f o m  b t  the Principal Offlcsr detemines. 

WHAT RECGRDS MAY BE REFUSED? 

PAlA  provides  for  a  number  of  categories  of  information  that  may  not be disclosed  when a 
request ior access to information is received.  The  Principal  Officer  must  in  such  instances 
refuse  access. 

Mandatory  protection of privacy  of  third party who is a  natural  person 

PAIA  requires  that  the  Principal  Officer  must  refuse  access  to  the  records  of  a  third  person if 
such  disclosure  would  involve  the  unreasonable  disclosure of personal  information  about a 
third  party  including  a  deceased  person.  There  are  however  several  exceptions to this 
provision. 

A  request  for  access  to  a  record  that pertaim to a third  party who is  a  natural  person may 
not  be  refused if where the  information is of the  following  nature: 

Where  an  individual  has  consented  to its disclosure; 
The  information  is  already  publicly  available; 
Where  the  information  was  given  to  the  private  body  by  the  individual  and  the 
individual  was  advised  that  such  information  would  or  might be made  available  to  the 
public; 
Information  about an individual’s  physical  or  mental  health, or well-being, who is 
under  the  care of the  requester  and  who  is  under  the  age of 18 years  or  is  incapable 
of understanding  the  nature  of  the  request  and if giving  access  would be in the 
individual’s  best  interests; 
Where  the  information  is  about  an  individual  who  is  deceased  and  the  requester  is 
the  individual’s  next  of kin or made  the  written  request  with  the  consent of the 
deceased‘s  next  of kin; 
Where  the  information  relates to the  position or function of the  individual who is or 
was  an official of a  private  body. 

Mandatory  protection  of commercial information of third party 

A  request for access  to  records  that  pertain  to  the  following  must  also  be  refused; 
Trade  secrets of a  third  party 
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0 Financial,  commercial,  scientific  or  technical infomation, other  than  trade  secrets, of 
a  third  party  which  would be likely to cause  harm  to  the  commercial  or  financial 
interests of the  third  party if it were  disclosed. 
Information  that was  disclosed in confidence  by  the  third  party,  the  disclosure of 
which  could  reasonably  be  expected  to  put  the  third  party at a disadvantage in 
contractual or other  negotiations  or  to  prejudice  the  third  party in commercial 
competition. 
The  information  must  however  be  granted if the  third  party  has  consented to the 
disclosure or wnere  it  pertains  to  the  results  of  any  product  or  environmental  testing 
supplied  by  or  carried  out  by  the  third  party  and the disclosure of  which  would  reveal 
a serious  public  safety or environmental  risk. 

The  f'rincipal Gfficsr must  refuse  a  request for access  to  a  record  where  such  discfosure 
would  be in  breach of a duty  of confidence  owed to a  third  party in terms  of  an  agreement. 

The  Principal Officer must  refuse  access  to  the  records  of  the  fund  where: 

* Such  disc!csure can  reasonably be expected lo endanger  the  life or physical safety 
of an individual;  or  may  refuse a request  where: 

4 

Such  disclosure is iikely to  prejudice or impair  the  security  of a building, stzcture or 
system  including  but not limited  to,  a  computer  or  communication  system or any 
other  property. 

0 Such  disclosure  may  prejudice  or  impair  methods,  systems,  plans or procedures  for 
the  protection  of  an  individual in accordance  with a witness  protection  scheme  or  the 
safety of the public  or  the  security of property. 

Mandatory protection of records privileged from production In !egal proceedings 

A request for access to a record  where  the  record  is  privileged  from  production  in  legal 
proceedings  unless the person  entitled  to  the  privilege  has  waived  the  privilege. 

Commercial Information of a private body 

The  Principal  Officer  may  refuse  to  grant  access  to  the  records of the  private  body  where  the 
disclosure  pertains to the  following  information in relation to the  private  body  itself  and  not 
third  parties.  Where  the  information  pertains  to: 

Trade  secrets of the private  body; 
Financial,  commercial,  scientific  or  technical  information,  other  than  trade  secrets, of 
the  private  body  which  would  be  likely  to  cause  harm to the  commercial  or  financial 
interests  of  the  private  body if it were  disclosed. 

0 The  disclosure infonation which  could  reasonably  be  expected  to  put  the  private 
body  at  a  disadvantage  in  contractual  or  other  negotiations  or to prejudice  the  private 
body in commercial  competition. 
A computer  program  owned  by  the  private  body. 

The  information  must  however  be  released  where it pertains to the  results  of  product  or 
environmental  testing  supplied  by  or  carried  out by or on behalf  of  the  private  body,  the 
disclosure of which  would  reveal  a  serious  public  safety  or  environmental  risk. 
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Further  protection is extended  to reseafckinfonation of a  third  party  and  research 
information of a  private  body. 4 

Mandatory  disclosure  is  required where such  disclosure  would  be in the  public  interest. 

THIRD PARTIES 

When  the  Principal  Officer is considering  a  request for access  to  a  record  that  pertains  to  a 
third  party, hdshe must  take  all  reascnable  steps  to inform the  third party to whom the 
record  relates  of  the  request.  The  notification  must: 

Be made  as  soon as in reasonably  possible but within 21 days  of  receiving  the 

By the  fastest  means  possible.  Where  this is orally, this  must  be followed by written 

* Staie that heishe is considering  a  request  for  access that may pertain to the  third 

Furnish  the  name  of  the  requester. 

request; 

notiiicaiion. 

party  and  the  content  of  the  record in question; 

The third  party m y  within 21 days after  the  third  party  has  been  informed, make  written  or 
oral representations to the  Principal  Officer  as  to why access  should  be  refused  or  give 
written  consent  to  the  disclosure  to  the  requester. A third party that hasn’t  been  advised in 
terms of  the  above  requirements may still make  written  or oral representations  to  the 
Principal  Officer. 

The  Principal  Officer  must  advise  the  third  party  within a reasonable  time  but not exceeding 
30 days  after  the  third  party  was  informed  of hidshe decision. 
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ANNEXURE A 

1. The  fee for a  copy of the  manual as contemplated in regulation  9(2)(c) is R1,lO for every 
photocopy  of  an  A4-size  page or part  thereof. 

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

For  every  photocopy  of  an  A4-size  page or 
part  thereof 
For every  printed  copy of an  A4-size  page or part 
thereof  held  on  a  computer or in electronic or machine- 
readable i o n  
For a copy in a computer-readabie form on - 
(i) stiffy disc 

(ii)  compact disc 
(i) For a  transcription of visual  images, 

for an ,444ze page or part  thereof 
(ii) For a  copy  of  visual  images 
(i) For a  transcription  of  an  audio  record, 

for an  A4-size  page or part  thereof 

(ii) For a  copy  of  an  audio record 

R 

1,lO 

0,75 

7,50 

70,OO 

4OJO 
60,OO 

20,oo 

30,OO 

3. The  request  fee  payable  by a requester,  other than a pemcal requester, referred tc 

in  regulation 11 (2) is R50,OO. 

4. The  access  fees  payable  by  a  requester  referred  to in regulation 11 (3) are as follows: 

For every  photocopy of an  A4-size  page or 
part  thereof 
For every  printed  copy  of  an  A4-size  page or part 
thereof  held  on  a  computer or in  electronic or machine- 
readable  form 
For  a  copy in a  computer-readable form on - 
(i) stiffy disc 

(ii)  compact  disc 
(i)  For a  transcription of visual  images, 

for  an  A4-size  page or part  thereof 
(ii) For a copy of visual  images 
(i) For a  transcription of an  audio  record, 

for an A4-size  page  or  part  thereof 

R 

1 , l O  

0,75 

7,50 
70,OO 

40,OO 
60,OO 

20,oo 



64 No. 24316 GOVERNMENT GAZETTE, 31 JANUARY 2003 
~- 

(ii) For a copy of an  audio recwd 30,OO 
\ 

(f) To search for and  prepare  the record for  disclosure, R30,OO for each  hour  or 

part of an  hour  reasonably  required  for  such  search  and  preparation. 

(2) For purposes  of section 54(2) of the  Act, the following applies: 
(a) Six hours as the hours to be exceeded  before  a  deposit  is  payable; 

(b) one  third of the  access  fee is payable  as  a  deposit by the  requester. 
and 

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

4 
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ANNEXURE B 

REQUEST FOR ACCESS TO RECORD OF PRIVATE SODY 
(Section 53(1) of  the Promotion of Access to Information Act, 2000 

(Act No. 2 of 2000)) ,, 

[Regulation 101 

A Particulars of private  body 

The  Head: 

3. PaEiculars of person requesting access to :he V X Q T ~  

(a) The particulars  of  the  person  who  requests  access  to  the  record  must  be  given  below. 
(b) The address andor fax number in the  Republic to which  the  information is to be sent 
must be given. 
(e) Froof of the czpacify in which the  request is made,  if applicable, mcst Ce afi'ached. ' 

Full names  and  surname: 
Identity  number: 
Postal  address 
Fax number:  Telephone  number: 
E-mail  address: 
Capacity in which request is made, when made on behalf of another n uerson: 

C. Particulars of person  on  whose  behalf  request is made 

~ This section  must  be  completed ONLY if a  request  for  information is made On behalf 01 
- 

another  person. 

Full names  and  surname: 
Identity  number: 

D. Particulars of record 

(a) Provide  full  particulars  of  the  record  to  which  access is requested,  including  the 
reference  number  if  that  is known to you, to  enable  the  record  to be located. 
(b) If the  provided  space is inadequate,  please  continue  on  a  separate  folio  and  attach 

1 it to  this  form. The requester must slgn all the additional folios. 

1. description of record or  relevant part of the  record: 
2.  Reference  number, if available: 
3. Any further  particulars of record: 
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E. Fees 

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

Reason for exemption  from  payment  of  fees: 

F. Form of access to record 

I 

If you are  prevented  by  a  disability  to  read,  view or /isten to  the  record  in  the fonn cf access 
provided for in 1 to 4 hereunder,  state  your  disability  and  indicate  in  which form the record is 

required. 
Disability: Form in which  record  is  required: f 
Mark  rne  aomopriate  box  with  an X. 
NOTES: 
(a)  Compliance  with  your  request  in  the  specified form may  depend  on  the  form  in 
which  the  record is available. 
(b) Access in  the form requested  may be  refused  in  certain  circumstances. In such a 
case  you will be  informed  if  access  will be  granted  in  another  form. 
(c) The  fee  payable for access to the  record,  if  any,  will  be  determined  partly  by  the 
form in which access is requested. 

I 

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

copy  of  record* inspection of record 

2. if record  consists of visual images # 

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

view  the  images transcription  of  the copy of the  images* 
images* 

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

I listen to the  soundtrack I 1 transcription of soundtrack' 1 
I (audio  cassette) I I (written'or  printed  document) 1 

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

printed  copy  of  record* printed  copy  of copy in computer 
information  derived from 

(stiffy or compact the  record* 
readable  form* 

1 1 I I 
. -  I disc) 

*If  you  requested a copy or transcription  of  a  record  (above),  do  you  wish 

Postage is payable. 
the copy or transcription  to be posted to you? 

NO YES 
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G. Particulars Of right to be exercised or protected 

If the provided space is inadequate, please continue on a separate folio and attacn it to 

1. Indicate which right is to be exercised or protected: 
2. Explain why the  record  requested is required for the exercise or prctection of 

the aforementioned right: 

ti. Notice of decision  regarding request for access 

How would you prefer to be informed of the decision regarding ycur request icr 

access to the  record? 

Signed  at this day of 20 

SIGNATURE  OF  REQUESTER / PERSON 
ON WHOSE BEHALF 3EQUEST IS MACE 
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PROMOTION OF ACCESS TO lNFORMATiON ACT MANGAL {“the Act”) 
SECTiON §?MANUAL 

A. INTRODUCTION  TO SPENCER STUART 

Spencer  Stuart & Associates (Pty) Ltd is part  of  a  multi-national  executive 
search  firm  founded in 1956. The  firm  remains  a  privately  held  corporation, 
iNholly  owned  by its consultants.  With 52 offices in 25 countries  acrass the 
Americas,  Eurcpe,  Asia  and  Africa,  the  firm  has  developed an international 
network cf professionals Ruent in both focal and  multi-national  business: 

Tine consultants  of  Spencer  Stuart  are  organized in the  following  primary 
industry and functional  practice  groups: 

industry  Practices:  Functional  Practices: 
Consumer  Goods & Services  Board  Services 
Financial  Services Chief Information Cfficzr 
Industrial  Diversity 
Life  Sciences  Financial  Officer 
Not-for-Profit 
Technology,  Communications & Media 

In addition :o senior-level  executive  search,  Spencer  Stuart  9ffers  a  range  of 
human  capital  solutions  including  board  director  appointments,  strategic 
leadership  assessment  and  mid-level  recruiting.  Our  Internet-enabled  middle 
management  recruiting  practice  combines  advanced  online  research  and 
dedicated  consulting  talent to match  the  most  qualified  mid-level  executives 
with  positions  in  leading  companies.  This fulfills our  clients’  leadership  needs 
quickly  and  with  the  same  quality,  personal  touch  that  has  been  the  Spencer 
Stuart  standard  for  years. 

B. PARTICULARS IN TERMS OF SECTION 51 OF THE ACT 

1. Contact  Details: 

Address:  Fountain  Grove Office Park 
5 Znd Road 
Hyde  Park 
Johannesburg,  Gauteng, 
South  Africa 
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Telephcne: 27 (1 1) 880-2217 
Facsitxile: 27 (7  1) 880-41351 
Email: lmariano@.soencerstuart.com 

Eccpcn 7s .;f :fie Act '.he ;+jiy- ?:A+- ----.-*:-.. 'UbI..^ 

HRC") to compile  a  Guide fGr Fersons xno wish io exercise any iignts 
under  the  Act.  The  Guide  will  be  published in each  official  language 
and will be available  from  the fiRC. Spencer  Stuart dces not know 
when  the  Guide  will  be  published,  but is informed  that it may be 
availabie  from  August 2003. Please  direct  any  inquiries to: 

I SUI I I 1y1 I13 "Ll I I l l  i1531ui I i ' 1  .c 

The  South  African  Human Rights Commission: 

PAIA Unit 
The  Research  and  Dccurneniaticn  Cepartment 

Posial address:  Private  Bag 27CO 
Houghton 2041 

Telephcne: +27 11 184-8x0 
Fax: +27 11 484-0582 
Website: www.sahrc.ors.za 
E-mail: PAIA@sahrc.ora.za 

3. Records  Available  in  terms of any other  leaislation 

The  company  records  that  are  available  to  the  public  are all corporate 
documents  that  have  been  filed  with  the  appropriate  Chamber of 
Commerce  office  and  the  Registrar of Companies,  namely, all coporate 
tax  identification  numbers,  the  Memorandum  and  Articles of Association 
of the  Company,  lists of persons who may  bind  the  Company  to 
agreements,  statutory  registers,  lists of all  registered  trademarks, 
patents  and  domain names,  and  any  registered  permits or lic, anses. 

4. Access to  the  records  held bv the  private body in Question 

i. Any  request  for  any  other  records  held  by  the  Company  must  be 
made in writing to the  Company  (by  post,  fax or e-maii) at the 
address  (es)  set out in section 1 above.  The  request  must 
contain  all of the infomation required in the  form  set  out in this 
manual.  The  request  document  must  state  what  records  are 

I 

mailto:lmariano@.soencerstuart.com
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ii. 

being  requested  and why they  are fiecessaiy k r  you to aercise 
or  protect  any  of  your  rights. If  it does ihen the Company will 
process your request in accordance  with the Ac:. For 30 
explanation  of  the  process and the fees arc  :/me cer~cas which 
could  be  involved,  please  consult the %.;de. 

5. Availabilitv of the manual I 

This Spencer  Stuart  manual  is  available,  for inspecticn, free cf charge, 
at the offices of Spencer Stuart in  Johannesburg  &ring cEce hours ai: 
the specific address  (es) as listed in the  contact  section.  Capies sh?!' 
also be available with the  HRC.  This  manual w i l l  3 1 ~  be gublished 5: 
the Government  Gazette. 
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In Terms  Of The 

PROMOTION OF ACCESS TO 
INFORMATION ACT 

(NO. 2 OF 2000)  

(Hereinafter Referred To As "THE ACT") 



72 No. 24316 GOVERNMENT GAZETTE, 31 JANUARY 2003 

h 
\ 

Union cO-&erative Limited = (m*csredu*ma-MlmI) 

1. COMPANY P A R T X C U I 3 U R S  

NAME OF THE COMPANY 

Union Co-operative Limited 

POSTAL ADDRESS 

P. 0 .  BOX 1 

DALTON, 3 2 3 6  

KdAZULU-NATAL 

STRZLT ADDRESS 

1 NOODSBERG  ROAD 

DALTON 

KWAZULU-NATAL 

TELEPHONE NUMBER 

( 0 3 3 )  501-1600 

TELZFAX NUMBER 

(033) 501-1187 

E-MAIL ADDRESS 

charltont@uclho.co.za 
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The  guide referred to in Section 10 is  a  guide that 

must be compiled by the Human Rights Commission 

containing such information  as  may  reasonably be 

r scu i red  by 2 Derscn wko wishes to e:<erci.s2 any r iqht  
. .  , .  .- - - n z t a p l z s 2 c  , 12 ,ne -ACE. 

Biease direct any queries to: 

The  South African Human Rights Commissicr, 

PAIA Unit 

The  Research and Documentacion Ceparcz.er,z 

Private Bag 2700 

HOUGHTON 

2041 

Telephone : (01:) 484-8200 

Telefax : (011) 484-0582 /1360  

Website : www.sarhc.crg.za 

e-mail : FAIA@sahrc.org,za 
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union Co-operatim Limited - ( ~ r e d U n b h . ~ * c l l D B 1 ]  

4 -  RECORDS AVAILABLE IN ACCORDANCE WITH 

OTHER LEGISLATION 

The  relevant  r'ecords of a  public  nature  provided in 

terms  of  the  following  Acts  can be foufid in the 

Company's  various  policies  and  procedures,  and  the 

relevant  notifications,  and  are  held  at  its  Head 

Office : 

Basic  Conditions of Employment  Act, 75 of  1997 

Co-operatives  Act  and  Regulations  91 of 1981 

Employment  Equity  Act,  55  of  1998 

Environment  Conservation  Act 7 3  of  1989 

Labour  Relations  Act 66 of 1995 

National  Water  Act 36 of  1998 

Occupational  Health  and  Safety  Act 85  of 1993 

Pensions  Fund  Act 24 of 1956 

Skills  Development  Act  97  of  1998 

Skills  Development  Levies  Act  9 of 1999 

Unemployment  Insurance  Act 36 of 20011 

5 .  REQUESTS FOR ACCESS TO RECORDS, 

DESCRIPTIONS OF SUBJECTS  ON WHICH 

THE  COMPANY HOLDS 'RECORDS 

Requests  for  access  to  the  records  available  under 4 

above,  or  other  relevant  operational  information, 

should be made in terms of Section  53  of  the  Act  and 

directed  to  The  General  Manager  at P. 0. Box 1, 

Dalton, 3 2 3 6 .  

6 -  OTHER INFORMATION AS PRESCRIBED 

Not applicable 
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MANUAL OF 
TNT  INTERNATIONAL 

EXPRESS ( P N )  LIMITED 
("TNT") IN TERMS OF THE 
PROMOTION OF ACCESS 

TO INFORMATION 
ACT 2 of 2000 

Introduction to TNT 

A .  Contact  details of head 

2. The Guide 

3. Recr;rds  available fn terns of other Jegisiation 

4. Access  to  records  held by TNT 

(i)  Subjects  and  categories  of  records  held by TNT 

(ii) The  request  procedures 

5. Availability of the  manual 

6. Prescribed  fees  and  forms  for  private  bodies 
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8. PARTICULARS IN TERMS OF THE  SECTION 51 MANUAL 
+ 

Introduction to TNT 

TNT is  a  private  company  which  provides  express  domestic  and  international 

distribution  services  and  logistic  management  solutions to customers  throughout  the 

Republic of South Africa. TNT has 11 branches  and  employs  approximateiy  300 

employees  countrywide. 

Mr  Johan  van  Buuren  has  been  duly  appointed  by  the  head of TNT, to  act as the 

perscn :o whom requests for access to information must be made  in  terms of the ,4ct. 

1. Contact details of head . 
hllr Joi7an van  Eluuren 

Nationai  Finance and Administrative  Manager 

Postal  address 

Physical  address : 

Telephone 

Facsimile 

e-mail 

TNT International  Express (Pty) Limited 
P 0 Box 2185 
Johannesburg 
2000 
South Africa 

Old Mutual  Business Park 
Gewel  Street 
lsando 
Johannesburg 
South  Africa 

01 1-392  289 1 
01 1-974 4007 

Johan.Van.Buuren@TNT.com 

I 

mailto:Johan.Van.Buuren@TNT.com
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2. The Guide 

The  Guide will, according to the  South  African  Human Rights Commission, be 

available by no  later  than August 2003. Please  direct  any  queries to: 

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

Postal address : Private  Bag 2700 
Houghton 
204 1 

Teiephone 

Facsimile 

Website 

E-mail : PAIA@sahrc.orq.za 

3. Records available in terms of other legislation 

3.1 Companies Act S i  of 1973 

3.1.1 All documents of incorporation of TNT are lodged at ihe offices of the 
Registrar cf Compmies, and may be inspected  there. Thesz docutzents 
include  the  memorandum  and  articles of association of TNT, as well as 
the  relevant company forms. 

3.1.2 The  register of members  and  registers of transfers (cf members), 
pledges  and  bonds of TNT are  available  for  inspection  at the registered 
office  of TNT. 

3.1.3  Special  resolutions  are  lodged with the Registrar of Companies,  and are 
therefore  available for inspection there. 

3.1.4 A register of the  directors'  and  officials'  interests in contracts  entered  into 
by TNT is kept  at  the  registered  office of TNT, and is available for 
inspection. 
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3.2 Pension  Funds Act 24 of 1986 - The  rules of the  pension  fund  utilised by 
TNT, as  well  as  the last  revenue  account  and  balance  sheet of such  fund,  are 

available  for  inspection  at  the  offices of the  Registrar of Pension  Funds. 

.r, 

3.3 Employment  Equity Act 55 of 1998 - As a  designated  employer,  TNT  has 

lodged a copy  of its  employment  equity  report  at  the  Department of Labour. 

4. Access io records  heid by TNT 

(i) Subjects  and  categories of records held by TNT 

Note: This  section of the Manual s& out the subject and categories of reccrds 

he!d by TNT. The Indusion of any subject cr category ~f rscords shcu!d not be 
taken as  an indication  that  records  falling  within  those  subjects  and/or 

categories will be made available  under  the Act. In particular,  certain  grounds of 

refusai as set out  in the Act may be applicable to a  request for such records. 

4.1 

4.1.1 

4.1.2 

4.2 

4.2.1 

4.2.2 

4.2.3 

4.2.4 

4.2.5 

4.2.6 

4.2.7 

incorporation  documents 

The  memorandum  and  articles of association of TNT. 

The  incorporation  forms of TNT. 

Constitution of TMT 

The  share  register  of  TNT. 

Shareholders'  agreements of TNT,  including  pre-emption,  option  and 

nominee  agreements. 

Minutes of general  meetings of the  shareholders of TNT. 

Register  or  list of directors of TNT. 

Minute books and  internal  resolutions of TNT. 

Power of attorney  agreements,  and  a list of persons authorised to bind 

TNT. 

Statutory  registers of TNT,  including a register of bonds  and  pledges,  and 

a register of directors'  interests  in  contracts. 
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4.3 

4.3.1 

4.3.2 

4.3.3 

4.3.4 

4.3.5 

4.3.5 

4.3.7 

4.3.8 

4.4 

4.4.1 

4.4.2 

4.4.3 

4.4.4 

4.4.5 

4.4.6 

4.4.7 

4.4.8 

4.5 

4.5.1 

4.5.2 

Financial records of TNT 

Accounting  records, books and  documents of TNT. 

Interim  and  annual  financial  reports of TNT. 

Details of auditors of TNT. 

Auditors'  reports in respect of audits  conducted on TNT. 

Details of actuaries of the  pension  scheme  utilised  by  TNT. 

1 ax returns .r;i TNT. 

Other  documents  and  agreements  relating  to  taxation. 

Other  financial  reccrds of TNT. 

- 

Banking details of TNT 

Indebtedness to bankers. 

Bank  facilities and accounts  details. 

Bank  statements. 

The  level of overdrsft  and  other  borrowings of TNT. 

Debt securities  issued  by  TNT. 

Guarantees  given  by,  or  in  respect of, TNT. 

Other  financial  commitments of TNT. 

Other  banking  records of TNT. 

Human  resources 1 employment  records 

List of employees. 

Letters  or  contracts of employment  with  directors, officers and employees 

of TNT,  and/or  documentation  pertaining to arrangements  with  directors, 

officers  and  employees of TNT. 
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4.5.3 

4.5.4 

4.5.5 

4.5.6 

4.5.7 

4.5.8 

3.5.9 

4.5.10 

4.5.11 

4.5,: 2 

4.513 

4.6 

4.6.1 

4.E.2 

4.7 

4.8 

4.8.1 

4.8.2 

4.8.3 

Expenditure  or  reimbursement agrements with  directors  of  TNT. 

Cccuments  relating  to  employee  benefits. 

Compensation or redundancy  payments. 

Documents  and  information  in  respect  of  a  share  incentive  scheme. 

Personnel  files. 

Collective  and  recognition  agreements  with  trade  unions. 

Emplcyrnent equity plan of TNT. 

Procedural  agreements  and  policies of TNT. 

5isciplinar-y  records  and  documentation  pertaining to disciplinary 

proceedings. 

Training  manuals  and  information  pertaining to skills  management. 

Other  information  relating  to  employees of TNT. 

Health  and  safety  requirements 

Information  required  to  be  held  by  TNT  in  terms of the  Occupational 

Health  and  Safety  Act, 1993. 

Other  documents  hold  by  TNT  relating  to  health  and  safety. 

Pension  and  provident  funds 

Documentation  held  by  TNT  relating to pension or provident  funds. 

Intellectual  Property 

Trade-marks,  patents,  copyrights  and  designs  held  by  TNT. 

Licences  relating to intellectual  property  rights. 

Other  agreements  relating  to  intellectual  property  rights. 
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4.9 Permits 

4.9.1 Licences,  material  permits,  consents,  approvals,  authorisations  and 

certificates. 

4.9.2  Applications for permits,  licences  and  authorisations. 

4.9.3  Registrations  and  declarations  of  permits. 

4.10 Insurance records 

Instiraccs pciicies taken  out fGr  the  benefit  of  TNT  and its employees. 

4.11.; Agreements for the  lease  or  sale of land by TNT. 

4.1 1.2 Agreements  for  the  lease  or  sale of movable  property by TNT. 

4.1  1.3  Liens,  notarial  bonds or security  interests  on  movable  property. 

4.11.4 Credit sale agreements  and/or  hire  purchase  agreements. 

4.11.5  Other  agreements  for  the  purchase,  ordinary  sale,  conditional  sale, or 
hire of assets. 

4.12 information technology 

4.12.1  Computer  software,  support  and  maintenance  agreements, 

4.12.2  Computer  software  licence  agreements. 

4.12.3  Agreements  in  respect of computer  hardware  used by TNT. 

4.12.4  Rate  stability  agreement. 

4.12.5  Agreements  with  Internet  Service  Providers,  and  other 

telecommunications  entities. 

4.12.6  Leased  line  agreements. 

4.12.7 Other  documentation  pertaining to computer  systems  and  computer 

programs  held by TNT. 
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4.13 

4.13.1 

4.1  3.2 

4.13.3 

4.13.4 

4.13.5 

4.13.5 

4.1 3.7 

4.13.8 

4.13.3 

4.13.10 

4.13.11 

4.13.12 

4.13.13 

4.13.14 

4.13.15 

4.13.16 

4.14 

4.14.1 

4.14.2 

Miscellaneous  agreements oHNT . 
Structured  finance  agreements. 

Loans  from  third  parties  (including  banks). 

Loans  to  third  parties. 

Suretyship  agreements. 

Security  agreements,  guarantees  and  indemnities,  including  notarial 

bond  agreements. 

Agreemenx restricting  the hding activities of TNT. 

Agency,  management  and  distribution  agreements. 

Owner-driver  agreements. 

Royalty  agreements. 

Marketing  agreements. 

Service  level  agreements. 

Standard  conditions  of  business  and  standard-form  contracts  including 

consignment  notes  and  commercial  invoices. 

Agreements  in  terms  of  which TNT is  a  member  of  a  joint  venture, 

consortium,  partnership,  incorporated  or  unincorporated  association,  and 

shareholders'  agreements  of  another  entity  which TNT is a  party  to. 

Distribution  agreements. 

Confidentiality  and/or  non-disclosure  agreements. 

Any  other  agreements. 

Overseas  interests  and  investments of TNT 

Agreements  with  foreign  entities. 

Documents  pertaining  to  overseas  interests  and  investments  of TNT. 
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4.15 

4.16 

4. :- 

4.17. I 

-. , , . . ~  
I I - -  - 

4.17.2 

4. !% 

t. I C .  I 

4 i q  - 

4.18.2 

4. 'I 8.3 

(ii) The request procedures 

Form of request: 

The requester must use t h e  prescribed  form to make the request for  access to a 

record.  This must be made to the head of TNT. This request must be made to the 

address, fax number or electronic mail address of the head of TNT. 

The requester w s t  p w i d e  sufficient detail on the request form to enable the head 

of TNT to idectiiy the record  and  the  requester. The requester should also indicate 

which form of access is required. The requester should also indicate if he or she 

wishes to be informed in any other  manner and state the necessary particulars to 

be so informed. 

The requester must identify the right that he or she is seeking to exercise or protect 

and provide an explanaticn as to why the requested record is required for the 

exercise or protection of that  right. 
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0 If a request is made  on behalf of a person, theJequester must  submit proof of  the 

capacity in which  the  requester  is making the request to the satisfaction of the  head 

of TNT. 

Fees: 

The head cf TNT must nctify the requester (other than a personal requester) by 

notice, requiring  the  requester to pay the  fee of R50 before further processing the 

request. A prsonal requester  does  not  pay such fee. 

The he36 3 7.IT will  then  make a decision on  the request and  notify the requester 
in tho &I  I b  1 d j L 1 ,  r : r  ed fcrm. 

a If the raqmst is ganted then a further sccess fee must be paid for the search, 

reprsdudlcc, przparatior! and for any time that had exceeded  the prescribed hours 

to search  and  prepare the record for disclosure. 

5. Avaiiability of the manual 

The  manual is available for inspection at the offices of  TNT free of  charge.  Copies 

are  also  available with the SAHRC and in the  Government  Gazette. 

6. Prescribed fees and forms in respect of private  bodies 
I 

The  prescribed  forms  and  fees for requests to private bodies,  are available on the 

website of the Department of Justice and Constitutional Development: 

www.doi.crov.za 
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TIPCO (PTY) LTD 
Reg. No.: 1998/012557/07 

MANUAL PREPARED M ACCORDANCE WITH SECTION 51 OF 
THE PROMOTION OF ACCESS  TO INFORMATXON ACT, NO. 2 OF 2000 

(“the  Act”) 

Name of body: 

Chief  Executive: 

Address: 

Postal Address: 

Telephone No: 

Fax No: 

e-mail: 

L c BARNES 

P 0 BOX 913 
KNYSNA 
6570 

044 382 0727 

044 382 0747 

tiDco@mweb.co.za 

PART II 
(INFORMATION  REQUIRED  UNDER  SECTION 5 1 (1) ($1 OF THE ACT) 

Section 5 1 (1) (b) of the Act  calls  for a description  of  the  guide  referred to in section 10 
of the  Act, if available,  and how to  obtain access to  it.  The  guide  referred  to in section 10 
is a guide  that  must  be  compiled  by  the Human Rights  Commission  containing  such 
information as may  reasonably be  required  by a person who wishes to exercise any right 
contemplated in the  Act. The regulations  regarding  the  Promotion of Access  to 
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Information  published  under  Government  Notice  No;R187 of 15 February 2002 set forth 
hGw the Human Rights Commission  should  make the guide  available. 

(COPY OF NOTICE, IF ANY, REQUIRED UNDER  SECTION 5 1 (1)  (c) OF THE 
ACT) 

Not  applicable 

Records are kept in accordance with the following legislation: 
Income Tax ,4ct 
Value  Added Tax Act,  89 of 1991  (section 5 5 )  
Lkeaployment Insuraace Act 30 of 1396 
Labour Relations  Act 66 of 1995 
Basic Conditions of Employment  Act 75 of 1997 
Employment  Equity  Act 55 of 1998 
Skills Development  Levies  Act 9 of 1999 
Companies  Act No. 6 1 of 1973 
Customs and Excise  Act of 1964 

PART V 
(INFORMATION REQUIRED UNDER SECTION 51 (1) (e) OF THE ACT) 

I 

Operational  Information 

This information can be  defined as information  needed in the day to day running of the 
organisation  and is generally of little or no use'to persons  outside the organisation. 

Communications 

Correspondence  to  and from persons within and without the  organisation  since 
incorporation. 
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PART VI 
THE REQUEST PROCEDURES 

Form of request: 

The  reque'ster  must  use  the  prescribed form to  make  the  request  for  access  to a record. 
This must  be  made to the  head of the  private  body. This request must be  made  to  the 
address, f z  number  or  electronic mail address of the  body  concerned. 

The  requester  must  provide  sufficient detail on the request form to  enable  the  head of 
the  private  body  to  identify  the  record  and  the  requester.  The  requester  should also 
indicate  which form of access is required.  The  requester  should also indicate if he or 
she wishes to be informed  in m y  other  manner and state  the  oecessary pzrticulars 
required ro be so informed. 

The requester  must  identify  the right that  he or she is seeking to exercise or protect 
and Frovide CUI zxplan2tion as to why  the  requested  record is required  for  the  exercise 
or  protection of that iigi2:. 

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

Access  to  certain  records  may  be  refused  on  the  grounds  set  out in the  Act. 

Fees: 

The  head of the  private  body must notify  the  requester  (other  than a personal 
requester) by notice,  requiring  the  requester  to  pay the prescribed  fee  (if  any)  before 
firther processing  the  request.  A  personal  requester does not  pay such a fee. 

8 The  fee  that  the  requester  must pay to a private  body is R50. The  requester  may  make 
an application  to  the court against  the  tender  or  payment of the  request  fee. 

Tne  head of the  private  body will make  the  decision on the  request  and  notify  the 
requester  in  the  required form. 

if the  request  is  granted  then a further  access  fee  must be paid for the search, 
reproduction,  preparation and for any time that has exceeded the prescribed hours to 
search  and  prepare  the  record  for  disclosure. 
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PARTVTI * 
AVAILABILITY OF THE MANUAL 

The manual is available for inspection at  the offices of this private body fiee of charge, 
M e m o r e  it will be available at the offices of the Human Rights Commission. 

PART MI1 
PRESCRBED  FORMS AIW FEE STRUCTURE 

The forms and fee structure prescribed under the Act are available at the SAHRC website 
( w w w )  or the Department of Justice and Constitutional  Development  website 
(m.doi.eov.za) under “regulations”. 
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PROMOTION OF ACCESS TO INFORMATION ACT, 
ACT 2 OF 2000 (The Act) 

I 
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INTRODUCTION  TO  SICPA  SOUTHERN AFRICA PTY) LIMITED (SICPA) 
The  SICPA Group: A  global  commitment  to  quality,  innovation,  added  value for the customer, and 
the environment. 
SICPA  Southem  Africa is a subsidiary of SICPA  Holding S. A., a privately  owned Swiss company with 
it's head office in Lausanne,  Switzerland.  SICPA  was  founded in 1927 and has grown  to be a leading 
manufacturer of inks for  packaging  applications  and  security  solutions.  The  Group  employs 3,800 people 
with a global presence in five  continents,  operating in 38 counbies  and at 25 manufacturing siies around 
the world. 
prodslcts 
The company  manufactures a mmprehensive  range of high quality, state cf the art inks and coatinss. 
Secunty Inks 
SICPA continually  develops  systems of technically  advanced inks and complementaty security 
technologies  that  effectively  impede  prcduct  and  dccument  fraud  and  zounteri'eiting, as well as Band 
Protection  Systems. 
Conmerckl hks and Coatings 
SICPA offers a ccmprehensive ante cf inks, and ranks as a worjd aiass ZFeciaiist jn ,22c!c2~inl; :nic,s. 
SiCFA's products inciude: 

Cffset inks and coatings 
0 UV inks and  coatings - Waterbased  and  Solvent  based ¶ex0 inks and  coatings 

Gravure inks and  coatinGs 
Metal  Decorating inks and  coatings 

Environmental P o k y  
S1CP.I takzs pede in being a global ink manufacturer, ccmmittsd to heaith, safet-1 and ire anvircnnent. 
li Is one of the world's most safety  conscious ink manufacturers, accepted by customers  and  end. users 
as a leading  company in product  stewardship. SICPA uses the most  advanced  technology  and  iatest 
scientific  findings  to  develop,  promote  and  manufacture  products  and ensures that it's prcducts, 
processes and  installations  meet the most stringent standards of health,  safety  and  environment. 
SICPAs  central  analytical  laboratory in Lausanne,  Switzerland, in conjunction with regional  laboratories, 
conbibute to ensuring continuous  improvements in health,  safety  and  environment, as well as product 
safety. 
In line with SICPAs policy  of  product  stewardship, SICPA has a number of innovative prcducts to xeet 
these requirements. These include: 

UV inks for  food  packaging  applications 
Food  and  pharmaceutical inks and  coatings with minimal  migration  properties 
Low odour inks for  cigarette  packaging 
Vegetable  oil  offset inks. 

Locations 
SICPA Southern  Africa has been  active in South  Africa since 1992 and has  made a significant 
investment in the South  African  economy  over  the  past decade years, including the construction of a 
state-of-the-art  manufacturing  facility in Meadowdale,  near Johannesburg. 
The company also has  three colour centres located in Pinetown, Port Elizabeth  and  Cape  Town. 

8 . 

PARTICULARS IN TERMS OF SECTION 51 

I. CONTACT DETAILS [Section 51 (7) (a)] 

The Managing  Director  of SICPA Southern Africa has duly authorised the Financial  Manager to 
deal with ail  matters in connection with requests for  information in terms of the Promotion of 
Access  to  Information  Act, 2 of 2000. 

2 
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Postal Address: P 0 Box 1334 
BEDFORDVIEW 
2008 

Street  Address: 236 Albert  Amon  Road 
Meadowdale, Ext. 7 
GERMISTON 
1401 

Telephone: +27 11 453 0532 

Facsimile: +27 11 453 0929 

-. 
i ne  guide wiil ke auailabra kcm the  Human Rights Commission. Flease direct ZIRY queries to: 

The Human iiqhts Cammission: 
Postal AddcSSS: Privats 3ag 2700 

HOUGHTON 
294: 

Teiephone: +27 11 484 8300 

Facsimile: +27 11 484 0582 

Website: http:llwww.sahrc.org.za 

3. CATEGORES OF RECORDS OF SlCPA WHICH ARE A'UAiUBiE 'EIITHOUT 4 ?EZ?SCN 
HAVING TO REQUEST ACCESS IN TERMS OF THE ACT IN TE3MS CF SECT1CN 52(2). 
[Section Sl(l)(c)j 

No notice of such  records  has  been  made to the  Minister. 

4. RECORDS AVAiLABLE IN TERMS OF ANY OTHER LEGISLATION. 
[Section 5 7 ( 7) ( d l ]  

Records are kept in acccrdance with the  following  legislation: 

0 Pension Fmds Act, 24 of 1956 as amended 
Companies Act, 'I of 1973 as  amended 

5. HOW TO REQUEST X RECORD. A DESCRIPTION OF THE SUBJECTS GF THE RECORDS 
HELD BY SiCPA AND THE CATEGORIES IN WHICH THESE SUBJECTS ARE 
ClASSED.[§ection 51(3)(e)] 

5.9 How to request a record  [See pro forma request form in Section 91 

Section 53 prescribes  that  the  requester  must  use  the  prescribed form to make the  request 
for  access to a record.  This  must  be  made  to the head of the  private body, or  his duly 
authorised  deputy.  This  request  must  be  made  to  the  address, fax number or electronic mail 
address of the body concerned. 

3 
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The  requester  must  provide  sufficient dehil on  the-request  form  to  enable  the  head of the 
private  body to identify  the  record  and  the  requester.  The  requester  should  also  indicate 
which form of access is required.  The  requester  should also indicate if he or she  wishes  to be 
informed in any  other  manner  and  state  the  necessary  particulars  to be so informed. 

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

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

The  head  of  the  private  body  must  notify  the  requester  (other  than a personal requester) by 
noti-, requiring the :€!qUeSter  to  pay the prescribed  fee (if any)  before iufiher processing  the 
request. 

a The fee for private  bodies is R50. The  requester  may  lodge  an  internal  appeal or an 
application  to  the  court  against  the  tender or payment of the  request  fee. 

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

The  head of the  private  body  will  then  make  a  decision  on  the  request  and  notify  the  requester in 
the  required form. 

5.2 Categories of records held by SICPA 

5.2.1 Web page and library records 

The  web  page, IwwwsicDa.com is accessible  to  anyone  who  has  access  to  the  Internet. 
SICPAs  website  has  the  following  categories: 

About SICPA 
0 Commitment 
0 Key figures 

Organisation 
0 History 

Contact us 
0 Working  at SICPA 
Solutions 
0 Security  Inks 
0 Product  security 
0 Commercial  inks 
Products 
0 Access 
0 Masterblend 

Secura 
0 Tempo 
0 UNI 
HSE 
Locations 

4 
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News 

NOTE: Automatic  access to certain  sections  of  the  website  may  be  limited. 

Library 

SICPA Southern  Africa  does  not  maintain  a  library. 

5.2.2 Other records 

Operational  information 
This  information  can  be  defined as information  needed in the day-today running of 
the company.  ,Examples  include internal  telephone  lists,  company  policies  procedures 
and direcj'ves,  smployee  records  and  general  information. 

Nct applicable. 

This manual is avaiiabie  frcm  the  South  African  Human  Rights  Commission  (see details above) and 
SiCPA (see  details  above). 

1) The  fee  for a copy of the  manual as contemplated in regulation  9(2)(c) b R1,10 for  every 

2) The  fees for  reproduction  referred  to in regulation 11 (1) are as follows: 
photocopy  of an A4size page  or  part  thereof. 

R 
(a) For  every  photocopy of an A4 size  page  or  part  thereof ?, lo 
(b) For  every  printed  copy  of  an  A4 size page  or  part  thereof 

held  on a computer  or in electronic  or  machine-readable  form 0,75 
(c) For a  copy in a  computer-readable  form  on:- 

i. stiffy disc 750 
ii. compact  disc 70,OO 

or  part  thereof 40,OO 

or  part  thereof 20,oo 
ii For  a  copy  of  an  audio  record 30,OO 

(d) i. For  a  transcription  of  visual  images,  for  an A4 size page 

(e) i For  a  transcription of an audio  record,  for  an  A4  size  page 

. 

3) The  request  fee  payable by a requester,  other  than  a  personal  requester,  referred to in regulation 
1 l(2) is R50.00 

4) The access fees payable  by a requester  referred to in regulation 1 l(3) are as  follows: 

R 
1) (a) For  every  photocopy  of  an A4 size  page  or part thereof 1 , l O  

(b) For  every  printed  copy  of  an A4 size page or part 
thereof  held  on  a  computer  or in electronic  or  machine-readable 
form 0,75 

(c) For  a  copy in a  computer-readable  form  on:- 
i. stiffy disc 7,50 
ii. compact  disc 70,OO 
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(d) (i) For a  transcription of visual image, for an e4 size  page  or 
part  thereof 40,OO 

(ii) For a copy of  visual  images 60,OO 

or part  thereof 20 ,OG 
(ii) For 3 ccpy of an  audio  record 30,CC 

each  hour or ?art  of  an  hour  reasonably  required  for  such search 
acd yaparaticn. 

(e) (i) For a transcription of an audio  reccrd,  for  an A4 size paGe 

(f) To search  for and prepare  the  record  for  disclosure, R30,OO for 

2) For  purposes sf secticn 54(2) of the Act, the  fcllowing  appiies: 
(a) Six hours as the  hours to be exceeded  before  a deposit is payabie; and 
(b) one  third of the accsss  fee is payable  as  a  deposit  by the requester. 

3) The actczl pcstzge is rayr,b!e \$hen 3 copy of a reccrd must be F C S I S ~  tc 3 rscueskr. 

9, PRESCgisE= ,q,EPL'E3: '.zw,y 

A) Pdcuiars  of private body 
The L1anagir;g  Cirectcr: SICPA Southern  Africa (Pty) Limited 

B) Particulars of person requesting access to the record 
(a> Tine  particulars oi the  person  who  requests  access to the reccrd  must !x given below. 
(b) The  address  andlor  fax  number in the  Republic to which  the infcrmatim is io be sent  must  be 1 

given. I 
(cj Froof of he capaclrj in  which  the  request IS made, if appiicabie,  must  oe arached. I 

Full  names and surname: 
Identity  number: 
Postal addrss: , 
Fax number:  Telephone  number: 
E-mail  address: 
Capacity  in  which  request is made,  when  made on behalf of another perscn: 

C) Particulars of parson on whose behalf  request is made 

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

Full  names arid surname: 
Identity  number: 

D) Particulars sf record 

(a)  Provide hull particujars of the  record to which  access is requested,  including  the  reference 
number if !bat is known to YOU. to  enable  the  record to De located. 

6 
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(b) If the  provided  space  is  inadequate,  please  continue on a  separate folio and  attach it to this 
form. The  requester  must  sign all the additional folios. 

1. Description of record  or  relevant  part  of  the  record: 
2. Reference  number, if available: 
3. Any further  particulars of record: 

E) Fees 

(a> A rsquest fcr access to a record,  other  than a record  ccntaining  personai  information  about 

(b) You will  be  notified of the  amount  required to be paid  as the request  fee. 
(e) Tie fee  payable  for  access to a record  depends on the  form in which  access  is  required  and 

1 (d) if ycu  qualify !cr exemotion of :he 9,ayrner;t of any fee. please  state  the reason fcr sxempticn. 

yourself, will be processed cnbj after 3 request fae has  been  paid. 

the  reasonable  time  required to search fcr and  prepare  a  record. 

F) Form of access to record 

if you arz  preveriied by a disability io read, view or M e n  io the record  In  the  form of acc,oss 
provided  for  in 1 to 4 hereunder,  state  disability  and  indicate in which  form  the  record  is  required. 
Disability: Form in which  record  is  required: 

Mark  the  appropriate box with  an X 
NOTES: 
(a)  Compliance  with  your  request in the  specified  form  may  depend  on the form in which  the 

(5) Access in the  form rquested may be refused in certain  circumstances. in such a case ycu 

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

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

I 

record is available. 

will be  informed if access  will  be  granted in another form. 

access is requested. 

copy of record' inspection  of  record 

2. If record  consists of visual  images 

i 

(this  includes  photographs,  slides,  video  recordings,  computer-generated  imaqes,  sketches,  etc.): 
view  the  images transcription of the  images* copy of the  images* 

I 1 :  I I 

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

1 listen to the  soundtrack 1 1 transcription of soundtrack 
\ 
I 

I {audio  cassette) I (written  or  printed  document) 
4. If record  is  held  on  computer or in an electronic or machine-readable  form: 

printed  copy of record* copy in computer  readable printed  copy of information 
derived  from  the  record' form* 

(stiffy  or  compact  disc) 

7 
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*If you  requested  a  copy of transcription  of  a  recok! (abovado you  wish  the  copy 
or  transcription  to  be  posted  to  you? 

NO YES 

, Postage is payable. 

G) Particulars of right io be exercised  or  protected 

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

1. !ndicate  which  right is to be  exercised or protected: 
2. Explain why  the  record  requested  is  required for the  exercise  or  protection  of the 

aforementioned  right. 

H) Notice of decision  regarding  request  for  access 

! You will be notified in writing  whether ycur request has been apprweddenied. ff ~ G U  wish to be 
i informed in another  manner,  please  specify  the  manner  and  provide  the  necessary  particulars to [ anable  czmpliancs  with  your request. t 

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

Signed  at  this  day of 20 

SIGNATURE OF REQUESTEWPERSON ON WHOSE BEHALF REQUEST IS MADE 

a 
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INTRODUCTION TO CIRCLE TRAVEL (PTY) LTD 

CIRCLE  TRAVEL  (PTY) LTD CARRIES  ON  THE  BUSINESS OF A TRAVEL AGENT 

B PARTICULARS IN TERMS OF THE  SECTION  51  MANUAL 

1 A  CONTACT  DETAILS 
PHYSICAL  ADDRESS : 

POSTAL  ADDRESS: 

TELEPHCNE: 
FAX: 

3 DIRECTORS: 

TELEPHONE: 
FAX: 
E-MAIL  ADDRESS: 

BLOCK  A 
FERN  MANOR 
10  HUNTER STREET 
FERNDALE 
2194 
P.O. BOX  2629 
RANDBURG 
21 25 
(01 1) 986 - W 2  
(01 1) 787 - 0071 
BE TAFFS GROUP F!NANCIAL GIRECTGR 
LP  CURD  MANAGING  DIRECTOR 
R SMlT GEN.  MANAGER I INFO. OFFICER 
(01  1) 886 - 9442 
(01 1) 787 - 0071 
rsmitAolp.so.za 

2 THE SECTICN 10 GUICE GN HOW TO USE THE ACT 
THE  GUIDE WILL BE  AVAILABLE FROM THE  SOUTH  AFRICAN  HUMAN  RIGHTS 
COMMISSION  BY  NOT  LATER  THAN  AUGUST  2003.  PLEASE  DIRECT  ANY 
ENQUIRIES  TO  THE  SAHRC  AT  TEL  NO  +27  11 484 - 8300. 

3 RECORDS AVAllABLE IN TERMS  OF  ANY  OTHER  LEGISLATION. 
1 INCOME TAX ACT  NO 95 OF 1967 
2 COMPANIES  ACT NO 61 OF  1973 
3 VALUE  ADDED  TAX  ACT  NO.  89 OF 1991 
4 REGIONAL  SERVICES  COUNCIL  ACT NO. 109 OF 1985 
5 COMPENSATION  FOR  OCCUPATIONAL  INJURIES AND HEALTH  DISEASES  ACT  NO. 130 

6 EMPLOYMENT  EQUITY  ACT  NO 55 OF 1998 
7  UNEMPLOYMENT  CONTRIBUTIONS  ACT NO 4 OF 2002 
8 UNEMPLOYMENT  INSURANCE  ACT  NO  63 OF 2001 
9  EMPLOYMENT  EQUITY  ACT NO NO. 55 OF 1998 

OF 1993 

10 BASIC  CONDITIONS OF EMPLOYMENT  ACT  NO. 75 OF 1997 
11 SKILLS  DEVELOPMENT  LEVIES  ACT NO. 9 OF 1999 
12  SKILLS  DEVELOPMENT  ACT  NO.  97 OF 1998 
13 ACCESS  TO  INFORMATION  ACT  NO 2 OF 2000 

4 A ACCESS TO INFORMATION  HELD  BY  CIRCLE  TRAVEL (PTY) LTD  (SECT  51(1)) 
THE  FOLLOWING  RECORDS  ARE  AVAILABLE  WITHOUT  A  PERSON  HAVING TO 
REQUEST  ACCESS IN TERMS OF THIS  ACT IN TERMS OF SECTION 52(2). 

1 ANY  BROCHURES  OR  ADVERTISING  MATERIAL 
B  RECORDS  THAT  MAY  BE  REQUESTED 

THE FOLLOWING RECORDS CAN BE REQUESTED FOLLOWING THE PROCEDURE 
AS SET OUT IN POINT  C. 

EMPLOYMENT  RECORDS  AND  OTHER  RELATED  POLICIES 
POLICIES  ON  STAFF  RECRUITMENT  AND  OTHER  STAFF RELATED POLICIES 

1 HUMAN RESOURCES 
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2 ADMINISTRATION  RECORDS L- 

REGISTERS  AND  REGISTRATION  FORMS  IN  TERMS & THE  RELEVANT  ACTS 
MINUTES  OF  MEETINGS 

CONTRACTS,  AGREEMENTS,  AND  ANY  OTHER  LEGAL  DOCUMENTS 
3 LEGAL 

4 ACCOUNTING  RECORDS 
FINANCIAL  STATEMENTS,  CLIENTS -AND SUPPLIERS  INVOICES  AND  STATEMENTS 
BANK  STATEMENTS,  JOURNALS,  LEDGERS 
CLIENTS  AND  SUPPLIERS  INFORMATION 
REGISTERS  OF  DIRECTORS  AND  COMPANY  OFFICERS 
FIXED  ASSETS  REGISTER 

5 SALES AND NIARKETlNG 
SALES  AND  MARKETING  STRATEGIES 
MINUTES  OF  MEETINGS 

6 MANUAL IN TERMS OF THE ACCESS TO lNFORMATlON  ACT NO 2 OF 2000 
C THE  ZEQUEST  PROCEDURE 
1 THE RECUESTER MUST USE TfiE PRESCRIIEED FORf4  TO MAKE THE RECGEST 

FOR  ACCESS  TO  A  RECORD.  THIS  REQUEST  MUST  BE  MADE TC THE  INFORi\rlATlCN 
OFFICER  AT  THE  ADDRESS OF CIRCLE  TRAVEL  (PTY)  LTD. 

ENABLE  THE  iNFORMATlON  CFFICER  TO  IDENTIFY  THE  RECORD ANG THE 
REQUESTER.  THE  REQUESTER  SHCULD ALSO INDICATE  WHICH  FGRM OF ACCESS is 
REQUIRED.  THE  REQUESTER  SHOULD  ALSO  INDICATE IF ANY  OTHER  MANNER IS TO 
BE USED TO INFORM THE REQUESTER  AND  STATE THE NECESSARY  PARTICULARS 
TO  BE SO INFORMED. 

3 THE  REQUESTER  MUST  IDENTIFY  THE  RIGHT  THAT IS SOUGHT  TO  BE  EXERCISED 
OR TO BE  PROTECTED  AND  PROVIDE  AN  EXPLANATION  OF  WHY  THE  REQUESTED 
RECORD IS REQUIRED  FOR  THE  EXERCISE  OR  PROTECTION  OF  THAT  RIGHT. 

4 IF A REQUEST IS MADE ON BEHALF  OF  ANOTHER  PERSON,  THE  REQUESTER 
MUST  THEN  SUBMIT  PROOF  OF THE CAPACITY IN WHICH  THE  REQUESTER IS 
MAKING  THE  REQUEST TO  THE  SATISFACTION  OF  THE  INFORMATION  OFFICER OF 
CIRCLE  TRAVEL  (PTY)  LTD. 

A  REQUESTER  WHO  SEEKS  ACCESS  TO  A  RECORD  CONTAINING  PERSONAL 
INFORMATION  ABOUT  THAT  REQUESTER IS NOT  REQUIRED  TO  PAY  THE  REQUEST 
FEE.  EVERY  OTHER  REQUESTER,  WHO IS NOT  A  PERSONAL  REQUESTER,  MUST 
PAY  THE  REQUIRED  REQUESTED  FEE: I 

REQUESTER  TO  PAY  THE  PRESCRIBED  FEE (IF ANY)  BEFORE  FURTHER  PROCESSING 
THE  REQUEST. 

b THE  FEE  THAT  THE  REQUESTER  MUST  PAY IS R57.  THE  REQUESTER  MAY  LODGE 
AN  APPLICATION  TO  THE  COURT  AGAINST  THE  PAYMENT  OF  THE  REQUEST  FEE. 

c AFTER  THE  DIRECTOR  HAS  MADE  A  DECISION  ON  THE  REQUEST,  THE  REQUESTER 
WILL BE NOTlFlED IN THE  REQUlRED  FORM. 

SEARCH,  REPRODUCTION,  PREPARATION  AND  FOR  ANY  TIME  THAT  HAS  EXCEEDED 
THE  PRESCRIBED  HOURS TO SEARCH  AND  PREPARE  THE  RECORD FOR 
DISCLOSURE. 

2 THE  REQUESTER  MUST  PROVIDE  SUFFICIENT  DETAIL  ON  THE  REQUEST  FORM  TO 

D  FEES 

a THE  INFORMATION  OFFICER  WILL  NOTIFY  THE  REQUESTER,  REQUIRING  THE 

d IF THE  REQUEST IS GRANTED  A  FURTHER  ACCESS  FEE  MUST  BE  PAID  FOR  THE 



~~~~~~~~ ~ ~ 
~~ ~ ~ 

STAATSKOERANT, 31 JANUARIE 2003 No. 24316 Qs 

5 

6 

7 

a 
A 
B 

C 

D 

E 

F 

9 

10 

LINE  DIAGRAM  OF  THE  COMPANYS  OPERATIONS 

I BOARD  OF  DIRECTORS J 
I GENERAL  MANAGER 

I 

I 

ADMINISTRATION 
FINANCE SALES 
LEGAL MARKETING 

HUMAN  RESOURCES 1 

OTHER  INFORMATION  AS  MAY EE PRESCRIBED 
THE  MINISTER OF JUSTICE  AND  CONSTITUTIONAL  DEVELOPMENT  HAS  NOT MADE 
ANY  REGULATIONS IN THIS  REGARD. 

AVAILABILITY OF THE  MANUAL 
THE  MANUAL  WILL  BE  AVAILABLE  FOR  INSPECTION  AT  THE PREMISES OF 
CIRCLE  TRAVEL  (PTY)  LTD,  FREE OF CHARGE. 
COPIES  OF  THE  MANUAL IS AVAILABLE  AT  THE  SAHRC  AND IN THE  GOVERNMENT 
GAZETTE. 

PRESCRIBED  FEES  AMOUNT  VAT  TOTAL 
REQUEST  FEE 5a.w 7.00 57.00 
REPRODUCTION  FEES 

a PHOTOCOPIES  PER A4 OR PART  THEREOF t.10 0.15 1.25 
b PRINTED  COPIES Q A4 OR  PART  ON  COMPUTER 0.75 0.1 1 0.86 
c COPY IN COMPUTER  READABLE  FORM 

1) STIFFY  DISC 7.50 1.05 8.55 
2) COMPACT  DISC 70.00 9.80  79.80 
ACCESS  FEES 

a PHOTOCOPIES  PER  A4  OR  PART  THEREOF 1.10 0.15 ? .25 
b PRINTED  COPIES @ A4  OR  PART  ON  COMPUTER 0.75 0.11 0.86 
c COPY IN COMPUTER  READABLE  FORM 

1) STIFFY  DISC 7.50 1.05 8.55 
2) COMPACT  DISC 70.00 9.80 79.80 
TO  SEARCH  AND  PREPARE  THE  RECORD  FOR  DISCLOSURE, FOR EACH HOUR OR 
PART  OF  AN  HOUR  REASONABLY  REQUIRED FOF 30.00 4.20 34.20 
IF ANY  OTHER  FORM  OF  ACCESS IS REQUIRED,  THE  FEES  AS  PRESCRIBED BY THE 
SAHRC WILL  APPLY. 
POSTAGE 
THE  ACTUAL  COST OF THE  POSTAGE  WILL BE PAYABLE BY THE  REQUESTER IF 
A  COPY OF THE  RECORD IS TO  BE  POSTED. 
LINKS  FOR  FEES 
THE  FOLLOWING  WEBSITES  CAN  BE  ACCESSED  TO  OBTAIN  OR  CONFIRM  THE  FEES: 

1 www.sahrc.ora.za SOUTH  AFRICAN  HUMAN  RIGHTS  COMMISSION  WEBSITE 
2 www.doi.qov.za DEPT OF JUSTICE  AND  CONSTITUTIONAL  DEVELOPMENT 

PRESCRIBED  FORMS 
COPIES  OF  THE  FORMS  ARE  ATTACHED  AS  AN  ADDENDUM  TO  THE  MANUAL. 
COPIES  OF  THE  FORMS  ARE  AVAILABLE AT THE  PREMISES OF CIRCLE  TRAVEL 
(PTY) LTD. 

GUIDELINES 
THE  GUIDELINES  AS  LAID  OUT BY THE  SAHRC  FOR  THE  COMPILATION OF THE 
MANUAL,  WAS  USED IN THE PREPARATION OF THE MANUAL. 
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INTROGUCTION TO PRIVATE LABEL PR~0T lOP l .S  (PTY) LTD 

PRIVATE LABEL PROMOTIONS (PTY) LTD CARRIES ON THE BUSINESS OF MANAGING CALL 
CENTRES  ON  BEHALF OF ITS  CLIENTS  AND  DIRECTORY  SALES  AND  SERVICES.  PRIVATE 
LABEL  PROMOTIONS (PPI) LTD IS THE  HOLDING  COMPANY  OF  CIRCLE  TRAVEL  (PTY)  LTD. 
B PARTICULARS  IN  TERMS OF THE  SECTION  51  MANUAL 

1 A  CONTACT GETAILS 
PHYSICAL  ADCRESS : FERN  MANOR 

10  HUNTER STiiEET 
FERNDALE 

P.O. BOX 2629 
RANDBURG 
21 25 

POSTAL  ADDRESS: 21 94 

TELEPHONE: (01 1) 886 - 9631 
FAX: $ll) 789 - 5480 

6 P!F.EaC?ORS: I3E TPIFeS GROUP  F!?JANCIAL CIP,ESTC?R 
LP CURD  MANAGING  DIRECTOR 

INFORMATiON OFF!CER: LJ BENNETS 
TELEPHONE: (01 1) 886 - 9631 
FAX: (01 1) 787 - 0071 
E-MAIL  ADDRESS: Ibennets@Dlp.co.za 
WESSITE  ADCRESS: w . p b . c o . z a  

C BUSINESS  STRUCTURE 
]PRIVATE LABEL PROMOTIONS (PN) LTD 

I 
CIRCLE  TRAVEL (PPI) LTD DIALOGUE  COMMUNICATIONS 

100% 33.5% 

2  THE  SECTION  10  GUIDE ON HOW  TO  USE  THE  ACT 
THE  GUIDE  WILL BE AVAILABLE  FROM  THE  SOUTH  AFRICAN  HUMAN  RIGHTS 
COFAMlSSlON SY NOT LqTEFI  TFIAN  AUGUST  2003.  PLEASE  DIRECT  ANY 
ENQUIRIES  TO  THE  SAHRC  AT  TEL  NO  +27  11  484 - 8300. 

3  RECORDS  AVAILABLE  IN  TERMS OF ANY  OTHER  LEGISLATION. 
I INCOME  TAX  ACT  NO  95  OF  1967 
2 COMPANIES  ACT  NO 61 OF  1973 
3  VALUE  ADDED  TAX  ACT  NO.  89 OF 1991 
4 REGIONAL  SERVICES  COUNCIL  ACT NO. 109 OF 1985 
5 COMPENSATION  FOR  OCCUPATIONAL  INJURIES  AND  HEALTH  DISEASES  ACT  NO.  130 

6 EMPLOYMENT  EQUITY  ACT  NO 55 OF 1998 
7  UNEMPLOYMENT  CONTRIBUTIONS  ACT  NO 4 OF 2002 
8  UNEMPLOYMENT  INSURANCE  ACT  NO 63 OF 2001 
9  EMPLOYMENT  EQUITY  ACT  NO  NO. 55 OF 1998 

4 

OF  1993 

10  BASIC  CONDITIONS OF EMPLOYMENT  ACT  NO.  75 OF 1997 
11  SKILLS  DEVELOPMENT  LEVIES  ACT  NO.  9 OF 1999 
12  SKILLS  DEVELOPMENT  ACT  NO. 97 OF 1998 
13 ACCESS TO  INFORMATlON  ACT  NO 2 OF 2000 

4 A  ACCESS TO INFORMATION  HELD BY PRIVATE LABEL PROMOTIONS (PTY) LTD 
THE  FOLLOWING  RECORDS  ARE  AVAILABLE  WITHOUT  A  PERSON  HAVING TO 
REQUEST  ACCESS IN TERMS OF THIS  ACT IN TERMS OF SECTION 52(2). 

1 ANY  BROCHURES  OR  ADVERTISING  MATERIAL 
2 INSPECTION  OF  THE  MANUAL IN TERMS OF THE  PROMOTION OF ACCESS  TO 

INFORMATlON  ACT,  NO  2 OF 2000. 
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B  RECORDS  THAT  MAY BE REQUESTED 
THE  FOLLOWING  RECORDS  CAN  BE  REQUESTED  FOLLOWING  THE  PROCEDURE 
AS SET OUT IN POINT C. 

1 HUMAN RESOURCES (HR) 
EMPLOYMENT  RECORDS  AND  OTHER  RELATED  POLICIES 
POLICIES  ON  STAFF  RECRUITMENT  AND  OTHER  STAFF  RELATED  POLlClES 

REGISTERS  AND  REGISTRATION  FORMS  IN  TERMS  OF  THE  RELEVANT  ACTS 
MINUTES  OF  MEETINGS 

CONTRACTS,  AGREEMENTS,  AND  ANY  OTHER  LEGAL  DOCUMENTS 

FINANCIAL  STATEMENTS,  CLIENTS - AND  SUPPLIERS  INVOICES  AND  STATEMENTS 
BANK  STATEMENTS,  JOURNALS,  LEDGERS 
CLIENTS  AND  SUPPLIERS  lNFORMATlON 
REGISTERS CF DIRECTORS AND COMPANY  OFFICERS 
FIXED ASSETS REGiSiER 

5 INFORMATlON TECHNOLOGY {iq 
SYSTEM  RECORDS 

6 OPERATIONS 
CALL  CENTRE  OFERATIGNS 

7 SALES  AND  MARKETlNG 
SALES  AND  MARKETING  STRATEGIES 
MINUTES  OF  MEETINGS 

2 ADMINISTRATION  RECORDS  (ADMIN) 

3 LEGAL 

4 FiNANClAL  RECORDS  (FINANCE) 

8 MANUAL IN TERMS OF THE ACCESS TO INFORMATiON ACT NO 2 OF 2000 
C  THE  REQUEST  PROCEDURE 
1 THE  REQUESTER  MUST  USE  THE  PRESCRIBED  FORM  TO  MAKE  THE  REQUEST 

FOR  ACCESS  TO  A  RECORD.  THIS  REQUEST  MUST  BE  MADE  TO  THE  INFORMATION 
OFFICER  AT  THE  ADDRESS  OF  PRIVATE  LABEL  PROMOTIONS  (PTY)  LTD. 

ENABLE  THE  INFORMATION  OFFICER  TO  IDENTIFY  THE  RECORD  AND  THE 
REQUESTER.  THE  REQUESTER  SHOULD  ALSO  INDICATE  WHICH  FORM OF ACCESS IS 
REQUIRED.  THE  REQUESTER  SHOULD  ALSO  INDICATE IF ANY  OTHER  MANNER IS TO 
BE  USED  TO  INFORM  THE  REQUESTER  AND  STATE  THE  NECESSARY  PARTICULARS 
TO  BE SO INFORMED. 

3 THE  REQUESTER  MUST  IDENTIFY  THE  RIGHT  THAT IS SOUGHT  TO BE EXERCISED 
OR  TO  BE  PROTECTED  AND  PROVIDE  AN  EXPLANATION OF WHY  THE  REQUESTED 
RECORD IS REQUIRED  FOR  THE  EXERCISE  OR  PROTECTION  OF  THAT  RIGHT. 

4 IF A  REQUEST IS MADE  ON  BEHALF  OF  ANOTHER  PERSON,  THE  REQUESTER 
MUST  THEN  SUBMIT  PROOF OF THE CAPACIN IN WHICH  THE  REQUESTER IS 
MAKING  THE  REQUEST  TO  THE  SATISFACTION  OF  THE  INFORMATION  OFFICER  OF 
PRIVATE  LABEL  PROMOTIONS (PPI) LTD. 

A  REQUESTER WHO SEEKS  ACCESS TO  A  RECORD  CONTAINING  PERSONAL 
INFORMATION  ABOUT  THAT  REQUESTER IS NOT  REQUIRED TO PAY  THE  REQUEST 
FEE.  EVERY  OTHER  REQUESTER,  WHO IS  NOT A PERSONAL  REQUESTER,  MUST 
PAY THE  REQUIRED  REQUESTED  FEE: 

REQUESTER  TO  PAY  THE  PRESCRIBED  FEE (IF ANY)  BEFORE  FURTHER  PROCESSING 
THE  REQUEST. 

b THE  FEE  THAT  THE  REQUESTER  MUST  PAY IS R57.  THE  REQUESTER  MAY  LODGE 
AN  APPLICATION  TO  THE  COURT  AGAINST  THE  PAYMENT  OF  THE  REQUEST  FEE. 

c AFTER  THE  DIRECTOR HAS MADE  A  DECISION ON THE  REQUEST,  THE  REQUESTER 
WILL  BE  NOTIFIED IN THE  REQUIRED  FORM. 

2 THE  REQUESTER  MUST  PROVIDE  SUFFICIENT  DETAIL  ON  THE  REQUEST  FORM  TO 

0 FEES 

a THE  INFORMATION  OFFICER WILL NOTIFY  THE  REQUESTER,  REQUIRING  THE 
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d IF THE  REQUEST IS GRANTED  A  FURTHER ACGSS FEE  MUST  BE  PAID  FOR  THE 
SEARCH,  REPRODUCTION,  PREPARATION  AND  FOR  ANY  TIME  THAT  HAS  EXCEEDED 
THE  PRESCRIBED  HOURS TO SEARCH  AND  PREPARE  THE  RECORD  FOR 
DISCLOSURE. 

LINE  DIAGRAM  OF THE  COMPANYS  OPERATIONS 

MANAGING  DIRECTOR 

FiNANCE 

I I -1 

OTHER  INFORMATION AS MAY  BE  PRESCRIBED 
THE  MINISTER  OF  JUSTICE  AND  CONSTITUTIONAL  DEVELOPMENT  HAS  NOT  MADE 
ANY  REGULATIONS IN THIS  REGARD. 

AVAILABILITY OF THE MANUAL 
THE  MANUAL WlLL BE  AVAILABLE FOR INSPECTION  AT  THE  PREMISES  OF 
PRIVATE LABEL PROMOTIONS  (PTY)  LTD,  FREE  OF  CHARGE. 
COPIES  OF  THE  MANUAL IS AVAILABLE  AT  THE  SAHRC  AND IN THE  GOVERNMENT 
GAZETTE. 

PRESCRIBED  FEES  AMOUNT  VAT  TOTAL 
REQUEST  FEE 50.00 7.00 57.00 
REPRODUCTION  FEES 

a PHOTOCOPIES  PER A4 OR  PART  THEREOF  1.10 0.15 1.25 
b PRINTED  COPIES Q A4  OR  PART ON COMPUTER  0.75 0.1 1 0.86 
c COPY IN COMPUTER  READABLE  FORM 

1) STIFFY  DISC  7.50  1.05 8.55 
2) COMPACT  DISC  70.00  9.80  79.80 
ACCESS  FEES 

a PHOTOCOPIES  PER A4 OR  PART  THEREOF 1.to 0.15  1.25 
b PRINTED  COPIES Q A4 OR PART  ON  COMPUTER 0.75 0.1  1 0.86 
c COPY IN COMPUTER  READABLE  FORM 
I) STIFFY  DISC  7.50 1.05 8.55 
2) COMPACT  DISC 70.00 9.80  79.80 
TO SEARCH  AND  PREPARE  THE  RECORD  FOR  DISCLOSURE,  FOR  EACH  HOUR  OR 
PART OF AN  HOUR  REASONABLY  REQUIRED  FOR SL 30.00 4.20 34.20 
IF ANY  OTHER  FORM  OF  ACCESS IS REQUIRED,  THE  FEES  AS  PRESCRIBED  BY THE 
SAHRC  WILL  APPLY. 
POSTAGE 
THE  ACTUAL  COST OF THE  POSTAGE  WILL  BE  PAYABLE  BY  THE  REQUESTER IF 
A  COPY  OF  THE  RECORD IS TO  BE  POSTED. 
LINKS FOR  FEES 
THE  FOLLOWING  WEBSITES  CAN  BE  ACCESSED  TO  OBTAIN  OR  CONFIRM  THE  FEES: 

1 www.sahrc.orQ.za SOUTH  AFRICAN  HUMAN  RIGHTS  COMMISSION  WEBSITE 

~~ 

2 www.doi.aov.za DEPT  OF  JUSTICE  AND  CONSTITUTIONAL  DEVELOPMENT 
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9 PRESCRIBED  FORMS 
COPIES OF THE  FORMS  ARE  ATTACHED  AS  AN  ADDENDUM TO THE MANUAL. 
COPIES OF THE  FORMS  ARE  AVAILABLE  AT  THE PREMISES OF PRIVATE LABEL 
PROMOTIONS (PTY) LTD. 

10 GUIDELINES 
THE GUIDELINES AS LAID OUT BY THE SAHRC FOR THE COMPILATION  OF  THE 
MANUAL, WAS USED IN THE PREPARATION OF THE MANUAL. 
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INTRODUCTION TO HORAK INSURANCE-BROERS CC 

HORAK  INSURANCE  BROKERS  CC IS A  CLOSE  CORPORATION  WHICH  SPECIALISES IN LONG 
TERM  INSURANCE  BROKERING. 

B 

1 A  

9 

2 

3 
1 
2 
3 
4 
5 

6 
7 
8 
9 

10 
11 
12 
13 

4 A  

1 

B 

PARTICULARS IN TERMS  OF  THE  SECTION 51 MANUAL 

CONTACT  DETAILS 
PHYSICAL  ADDRESS : 10 3RD  STREET 

LA ROCHELLE 
JOHANNESBURG 
2000 

BERTSHAM 
201  3 

POSTAL  ADDRESS: P.O. BOX  90224 

TELEPHONE: (01  1) 435 - 0200 
FAX: (01 1)  435 - 0224 
MEMBER:  A. J. HORAK 
TELESHONE: (01 1) 435 - 0200 
FAX: (01 1) 435 - 0224 
E-MAIL  ADDRESS: horakbdobal.co.za 

THE  SECTION 10 GUIDE  ON  HOW  TO  USE  THE  ACT 
THE  GUIDE  WILL  BE  AVAILABLE  FRCM  THE  SOUTH  AFRICAN HUMAN RIGHTS 
COMMISSION 8Y NOT  LATER  THAN  AUGUST 2003. PLEASE  DIRECT  ANY 
ENQUIRIES  TO  THE  SAHRC  AT  TEL  NO +27 11 484 - 8300. 
RECORDS  AVAILABLE IN TERMS  OF  ANY  OTHER  LEGISLATION. 
INCOME TAX ACT  NO  95  OF  1967 
COMPANIES  ACT  NO 61 OF  1973 
VALUE  ADDED  TAX  ACT  NO.  89 OF  1991 
REGIONAL  SERVICES  COUNCIL  ACT  NO. 109 OF 1985 
COMPENSATION  FOR  OCCUPATIONAL  INJURIES  AND  HEALTH  DISEASES  ACT NO. 130 
OF 1993 
UNEMPLOYMENT  EQUITY  ACT NO 55 OF 1998 
UNEMPLOYMENT  CONTRIBUTIONS  ACT  NO 4 OF  2002 
UNEMPLOYMENT  INSURANCE  ACT  NO 63 OF 2001 , 
EMPLOYMENT  EQUITY  ACT NO NO. 55 OF  1998 
BASIC  CONDITIONS OF EMPLOYMENT ACT  NO. 75 OF 1997 
SKILLS  DEVELOPMENT  LEVIES  ACT  NO.  9  OF  1999 
SKILLS  DEVELOPMENT  ACT  NO.  97  OF  1998 
ACCESS  TO  INFORMATION  ACT  NO 2 OF 2000 

THE  FOLLOWING  RECORDS  ARE  AVAILABLE  WITHOUT  A  PERSON  HAVING  TO 
REQUEST  ACCESS IN TERMS OF THIS  ACT IN TERMS OF SECTION  52(2). 
ANY BROCHURES OR ADVERTISING  MATERIAL  WHiCH  DISPLAYS  THE  PRODUCTS 
SOLD  BY  THE  CORPORATION. 

RECORDS  THAT  MAY  BE  REQUESTED 
THE  FOLLOWING  RECORDS  CAN  BE  REQUESTED  FOLLOWING  THE  PROCEDURE 
AS SET OUT IN POINT  C. 

1 EMPLOYMENT  RECORDS  AND  OTHER  RELATED POLICIES 
2  POLICIES  ON  STAFF  RECRUITMENT  AND  OTHER  STAFF  RELATED  POLICIES 
3  ACCOUNTING  RECORDS 



STAATSKOERANT, 31 JANUARIE 2003 NO. 2431 6 105 

C  THE  REQUEST  PROCEDURE 
1 THE  REQUESTER MUST  USE  THE  PRESCRIBED  FORM TO MAKE THE REQUEST 

FOR.ACCESS TO A  RECORD.  THIS  MUST 8E MADE TO  THE  MEMBER OF HOWK 
INSURANCE  BROKERS  CC.  THIS  REQUEST MUST BE  MADE  TO  THE  ADDRESS  OR 
FAX NUMBER  OF  HORAK  lNSURANCE  BROKERS CC. 

2 THE  REQUESTER  MUST  PROVIDE  SUFFICIENT  DETAIL ON THE  REQUEST  FORM  TO 
ENABLE  THE  MEMBER  TO  IDENTIFY  THE  RECORD  AND  THE  REQUESTER.  THE 
REQUESTER  SHOULD  ALSO  INDICATE  WHICH  FORM OF ACCESS IS REQUIRED. 
THE  REQUESTER  SHOULD  ALSO  INDICATE IF ANY OMER MANNER IS TO BE USED 
TO INFORM THE REQUESTER  AND  STATE  THE  NECESSARY  PARTICULARS  TO  BE 
SO INFORMED. 

3 THE  REQUESTER  MUST  IDENTIFY  THE RIGHT THAT IS SOUGHT  TO 8E EXERCISED 
1 OR  TO BE PROTECTED  AND  PRGWGE  AN  EXPLANATION OF WHY  THE  REQUESTED 

RECORD IS REQUIRED  FOR THE EXERCISE  OR  PROTECTlON  OF  THAT  RIGHT. 
4 IF A REQUEST iS WOE ON  SEHALF CF ANCTHER  PERSON,  THE  REQUESTER 

MUST T!-!E?! SUEMIT PROOF OF THE CP.PACITY IN WHICH W E  REQUESTER IS 
MAKING THE ?EWEST 70 THE SAilSEACTiCN OF  THE MEMBER OF HOPAK 
!NStiWNCE BRGKERS CC. 

A REQUESTER WHO SEEKS ACCESS  TO A RECORD  CONTAINING  PERSONAL 
INFCRMATiON  ABOUT THAT REQUESTER IS NOT  REQUIRED  TO PAY THE  REQUEST 
FEE.  EVERY  OTHER  REQUESTER, WHO IS NOT  A  PERSONAL  REQUESTER,  MUST 
PAY THE  REQUIRED  REQUESTED  FEE: 

a THE MEMBER WILL NOTIFY THE  REQUESTER,  REQUIRING THE REQUESTER TO PAY 
Ti€  FRESCRIBED FEE (IF ANY) BEFORE FURTHER PROCESSING THE REQUEST. 

b THE FEE THAT  THE  REQUESTER  MUST  PAY IS R57. THIS  AMOUNT  INCLUDES  VAT 
AT 14%. THE  REQUESTER M Y  LODGE AN A f  PLICATION TO THE  COURT AGAINST 
THE  PAYMENT  OF THE REQUEST  FEE. 

c AFTER  THE  MEMBER  HAS MADE A  DECISION ON THE  REQUEST,  THE  REQUESTER 
WILL BE NOTIFIED IN THE  REQUIRED  FORM. 

d IF THE  REQUEST 1s GRANTED  A  FURTER  ACCESS FEE MUST BE PAID FOR THE 
SEARCH,  REPRODUCTION,  PREPARATION  AND FOR ANY TIME THAT PAS EXCECED 
THE PRESCRIBED  HOURS TO SEARCH AND PREPARE THE RECORD FOR 
DISCLOSURE. 

1 

D FEES 

5 OTHER  INFORMATION AS MAY  BE  PRESCRIBED 
THE  MINISTER OF  JUSTICE AND  CONSTITUTIONAL  DEVELOPMENT  HAS  NOT  MADE 
ANY  REGULATIONS IN THIS REGARD. 

6 AVAILABILITY OF THE MANUAL 
THE  MANUAL WILL  BE AVAILABLE  FOR  INSPECTION  AT  THE  PREMISES  OF  HORAK 
INSURANCE  BROKERS  CC,  FREE OF CHARGE. 
COPIES OF THE  MANUAL IS AVAILABLE  AT  THE  SAHRC AND IN THE  GOVERNMENT 
GAZETTE. 
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7 PRESCRIBED  FEES L- AMOUNT  VAT  TOTAL % 
A  REQUEST  FEE 50.00 7.00 57.00 
B REPRODUCTION  FEES 

a PHOTOCOPIES  PER A4 OR  PART  THEREOF 1.10 0.15 1.25 
b PRINTED  COPIES Q A4  OR  PART  ON  COMPUTER 0.75 0.1 1 0.86 
c COPY IN COMPUTER  READABLE  FORM 

1) STIFFY  DISC 7.50  1.05 8.55 
2) COMPACT  DISC 70.00 9.80 79.80 

a PHOTOCOPIES  PER  A4 OR PART  THEREOF  1.10 0.15 1.25 
b PRINTED  COPlES @ A4 OR  PART  ON  COMPUTER 0.75 0.11 0.86 
c COPY IN COMPUTER  READABLE  FORM 

1)  STIFFY  DISC 7.50 1.05 8.55 
2) COMPACT  DISC 70.00 9.80 79.80 

PART OF AN  HOUR  R€4SONABLY  REQUIRED FOR SUCH SEARCH AND PREPARATION 

C  ACCESS FEES - - 

D  TO  SEARCH  AND  PREPARE  THE  RECORD  FOR  DISCLOSURE,  FOR  EACH  HOUR  OR 

30.00 4.20 34.20 
E POSTAGE 

THE  ACTUAL  COST OF THE  POSTAGE W I U  BE PAYABLE  BY  THE  REQUESTER  IF 
A  COPY OF THE  RECORD IS TO BE POSTED. 

TiiE FOLLOWING  WEBSITES  CAN  BE  ACCESSED TO OBTAIN  OR  CONFIRM THE FEES: 
1 w.sahrc.ora.za SOUTH  AFRICAN  HUMAN  RIGHTS  COMMISSION  WEBSITE 
2 w.do i .qav .za  DEPARTMENT  OF  JUSTlCE  AND  CONSTITUTIONAL  DEVELOPMENT 

F LINKS  FOR FEES 

8 PRESCRIBED  FORMS 
COPIES OF THE  FORMS  ARE ATACHED AS AN ADDENDUM  TO  THE  MANUAL. 
COPIES OF THE FORMS  ARE  AVAILABLE  AT  THE  PREMISES OF THE  FOURIE 
FOUNDATION  FAMILY  TRUST. 

9 GUIDELINES 
THE  GUIDELINES  AS LAID OUT BY THE SAHRC  FOR  THE COMPllATlON OF THE 
MANUAL,  WAS  USED IN THE  PREPARATION OF THE  MANUAL. 

0 
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INTRODUCTION TO HORAK PROPERTIES CC 

I HORAK  PROPERTiES  CC IS A  CLOSE  CORPORATION WHOSE MAIN BUSINESS IS THE LRTlNG 
OF PROPERN. THE  CORPORATION  HAS  NO  EMPLOYEES. 

B  PARTICULARS IN TERMS  OF  THE  SECTION 51 MANUAL 

1 A  CONTACT  DETAILS 
PHYSICAL  ACDRESS : 

POSTAL  ADDRESS: 

10 3RD STiiEET 
tl ROCHELLE 
JOHANNESBURG 

2000 
P.O. BOX 90224 
BERTSHAM 
201 3 

(0: 1 j 455 - 0224 
A. J. HORAK 
(01 1) 435 - 0200 

(01 I ) 435 - em? 

(01 1) 435 - 0224 

2 THE SECTION 10 GUIDE ON HOW TO USE  THE  ACT 
7-E GUICE W I L L  SE AVAILZSLE FRCM THE  SCUTH AFRICAN HUMAN RlGiiTS 
COMMISSION BY NCT LATER THAN AUGUST 2003. PLEASE DIRECT ANY 
ENQUIRIES TO THE  SARRC AT TEL NO +27 11 484 - 8330. 

3 RECORDS AVAILABLE iN TERMS OF ANY OTHER LEGISLATION. 
1 INCOME  TAX  ACT NO 95 OF 1967 
2 COMPANIES  ACT NO 61 CF 1973 
3 REGIONAL  SERVICES  COUNCIL  ACT  NO.  109 OF 1985 

4 . A  ACCESS TG INF3RMATiON HEL3 BY t iOWK PROPERTiES CC (SECT 51(1)) 
THE  FOLLOWING  RECORDS ARE AVAiLABLE  WITHOUT  A  PERSON  HAVING  TO 
REQUEST  ACCESS IN TERMS OF THIS  ACT IN TERMS OF SECTION 52(2). 

TO BE LET. 
1  ANY  BROCHURES  OR  ADVERTISING  MATERIAL WHICH  DISPLAYS  THE  PROPERTY 

B RECORDS THAT MAY BE REQUESTED 
THE FOLLOWING  RECORDS  CAN  BE  REQUESTED  FOLLOWING  THE  PROCEDURE 
AS  SET OUT IN POINT C. 

1 ACCOUNTING  RECORDS 
2  STATUTORYRETURNS 
3 ADMINISTRATION  RECORDS 

C THE REQUEST  PROCEDURE 
1 THE  REQUESTER  MUST USE THE  PRESCRIBED  FORM TO MAKE  THE  REQUEST 

FOR  ACCESS TO A  RECORD. THlS MUST BE MADE TO THE MEMBER OF HORAK 
PROPERTIES  CC. THlS REQUEST  MUST BE MADE TO  THE  ADDRESS  OR FAX 
NUMBER OF HORAK  PROPERTIES  CC. 

ENABLE THE MEMBER TO IDENTIFY  THE  RECORD AND THE REQUESTER. THE 
REQUESTER  SHOULD  ALSO  INDICATE  WHICH FORM OF ACCESS IS REQUIRED. 
THE  REQUESTER  SHOULD  ALSO  INDICATE IF ANY  OTHER  MANNER IS TO BE USED 
TO  INFORM  THE  REQUESTER  AND  STATE  THE  NECESSARY  PARTICULARS TO BE 
SO INFORMED. 

2 THE REQUESTER  MUST  PROVIDE  SUFFICIENT  DETAIL ON THE  REQUEST  FORM  TO 
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3 THE REQUESTER MUST IDENTIFY T H ~ I G H T  THAT IS SOUGHT TO BE EXERCISED 
OR  TO  BE  PROTECTED  AND  PROVIDE  AN  EXPLANATION  OF  WHY  THE  REQUESTED 
RECORD IS REQUIRED FOR THE  EXERCISE OR PROTECTION  OF  THAT  RIGHT. 

4 IF A  REQUEST IS MADE  ON  BEHALF OF ANOTHER  PERSON,  THE  REQUESTER 
MUST  THEN  SUBMIT  PROOF OF  THE  CAPACITY IN WHICH  THE  REQUESTER IS 
MAKING  THE  REQUEST  TO  THE  SATISFACTION  OF  THE  MEMBER  OF  HORAK 
PROPERTIES C C .  

A  REQUESTER  WHO SEEKS ACCESS  TO  A  RECORD  CONTAINING  PERSONAL 
lNFORMATICN  ABOUT  THAT  REQUESTER IS NOT  REQUIRED  TO  PAY  THE  REQUEST 
FEE.  EVERY  OTHER  REQUESTER,  WHO IS NOT  A  PERSONAL  REQUESTER, MUST 
PAY  THE  REQUIRED  REQUESTED  FEE: 

a THE MEMBER WILL  NOTIFY  THE  REQUESTER,  REQUIRING  THE  REQUESTER  TO  PAY 
THE  PRESCRIBED  FEE (IF ANY)  BEFORE  FURTHER  PROCESSING  THE  REQUEST. 

b THE FEE THAT  THE  REQUESTER  MUST  PAY IS R50. THE CORPORATION IS NOT 
REGISXXED FCX VAT. THE  REQUESTER MAY LCCGE AN APPLICATICN TO THE 
COURT AGAINST  THE P.4YMENT C)F THE REQUEST FEE. 

c AFTEFI THE MEMBER  HAS  MACE A DECISION  ON  THE  REQUEST, THE REQUESTER 
WILL BE NOTIFIED IN THE REQUIRED  FORM. 

d IF THE  REQUEST IS GRANTED  A  FURTER  ACCESS  FEE  MUST  BE  PAID  FOR  THE 
SEARCH,  REPRODUCTION,  PREPARATION  AND FGR ANY TIME  THAT  HAS EXCEEDED 
THE  PRESCRIBED  HOURS TO SEARCH  AND  PREPARE  THE  RECORD  FOR 
DISCLOSURE. 

D  FEES 

5 OTHER  INFORMATION  AS MAY BE PRESCRIBED 
THE  MINISTER  OF  JUSTICE  AND  CONSTlTUTlONAL  DEVELOPMENT HAS NOT  MADE 
ANY  REGULATIONS IN THIS  REGARD. 

6 AVAILABILITY  OF  THE  MANUAL 
THE  MANUAL  WILL  BE  AVAILABLE  FOR  INSPECTION  AT  THE  PREMISES  OF  HORAK 
iPROPERTlES CC, FREE OF CHARGE. 
COPIES OF THE  MANUAL IS AVAILABLE  AT THE SAHRC  AND IN THE  GOVERNMENT 
GAZETTE. 

7 PRESCRIBED  FEES 
AMOUNT 

A  REQUEST  FEE  50.00 
B REPRODUCTION  FEES 

a PHOTOCOPIES  PER A4 OR  PART  THEREOF 1.10 
b PRINTED  COPIES Q A4 OR PART  ON  COMPUTER  0.75 
c COPY IN COMPUTER  READABLE  FORM 

1) STIFFY  DISC  7.50 
2) COMPACT  DISC 70.00 

a PHOTOCOPIES  PER A4 OR  PART  THEREOF 1.10 
b PRINTED  COPIES Q A4 OR PART ON COMPUTER 0.75 
c COPY IN COMPUTER  READABLE  FORM 

1) STIFFY  DISC  7.50 
2) COMPACT  DISC  70.00 

PART  OF  AN  HOUR  REASONABLY  REQUiRED  FOR  SUCH  SEARCH  AND  PREPARATION 

C ACCESS  FEES 

D  TO  SEARCH  AND  PREPARE THE RECORD  FOR  DISCLOSURE,  FOR  EACH  HOUR  OR 

30.00 
E POSTAGE 

THE  ACTUAL  COST OF THE  POSTAGE WILL BE  PAYABLE  BY THE REQUESTER IF 
A  COPY  OF  THE  RECORD IS TO BE POSTED. 
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F LINKS FOR FEES 
THE  FOLLOWING  WEBSITES  CAN  BE  ACCESSED  TO  OBTAIN OR CONFIRM  THE FEES: 

1 www.sahrc.orq.za SOUTH  AFRICAN  HUMAN  RIGHTS COMMISSION WEBSITE 
2 www.doi.qov.za DEPARTMENT  OF  JUSTICE  AND  CONSTITUTIONAL  DEVELOPMENT 

8 PRESCRIBED  FORMS 
COPIES  OF THE FORMS ARE ATACHED AS AN ADDENDUM  TO  THE MANUAL. 
COPIES OF THE  FORMS  ARE  AVAILABLE  AT THE PREMISES OF HORAK PROPERTIES 

9 GUIDELINES 
THE GUIDELINES AS LAID OUT BY THE  SAHRC  FOR  THE COMPILATION OF THE 
MANUAL,  WAS USED IN THE PREPARATION OF THE MANUAL, 
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INTRODUCTION TO THE KARO INVESTMENT TKUST 

THE KARO INVESTMENT  TRUST IS A  PROPERTY  TRUST  WITH  NO  EMPLOYEES. 

B 
1 

2 

3 

4 

PARTICULARS IN TERMS OF  THE  SECTION 51 MANUAL 

PHYSICAL  ADDRESS : 10 3RD  STREET 
A CONTACT  DETAILS 

LA  ROCHELLE 
2000 

BERTSHAM 
201 3 

POSTAL  ADDRESS:  P.O. BOX 90224 

TELEPHCNE: (01 1) 435 - 0200 
!3 TRUSTEES: AJ  HORAX 

JE HORAK 
H ?ABACK 

TELEPHCNE: (01 1) 435 - 0200 
THE  SECTION 10 GUIDE  ON HOW TO US€ THE  ACT 
THE  GUIDE  WILL  BE  AVAILABLE  FROM THE SOUTH  AFRICAN  HUMAN  RIGHTS 
COMMISSION BY NOT U T E R  TYAN AUGUST 2003. PIEASE DIRECT  ANY 
ENQUIRIES TO THE SAHRC AT TEL NO +27 I 1  484 - 8300. 

RECORDS AUAIlABLE DN TERMS OF ANY OTHER LEGISUTIGN. 
1 ~ E T A X A C T N O 9 S O F 1 9 6 7  
2 COMPANIES  ACT  NO 61 OF 1973 

A  ACCESS TO INFORMATION  HELD BY THE KARO  INVESTMENT  TRUST 
THE FOLLOWING  RECORDS  ARE  AVAILABLE  WITHOUT  A  PERSON  HAVING TO 
REQ,UEST  ACCESS IN TERMS OF THIS  ACT 

ACCESS IN TERMS CF THIS ACT. 
1 THERE  ARE NO RECORDS WHICH  CAN  BE ACCESSED  WITHOUT  A  REQUEST  FOR 

B RECORDS  THAT  MAY 8E REQUESTED I 

THE FOLLOWING  RECORDS  CAN  BE  REQUESTED  FOLLOWING  THE  PROCEDURE 
AS SET  OUT IN POINT C. 

1 ACCOUNTING  RECORDS 

C THE REQUEST  PROCEDURE 
1 THE REQUESTER  MUST USE  THE PRESCRIBED  FORM  TO  MAKE  THE  REQUEST 

FOR  ACCESS  TO A RECORD. THIS  MUST BE MADE  TO  THE  TRUSTEES OF THE 
KARO  INVESTMENT  TRUST. THIS  REQUEST  MUST  BE  MADE  TO  THE  ADDRESS  OF 
THE KARO  INVESTMENT  TRUST. 

2 THE  REQUESTER  MUST  PROVIDE  SUFFICIENT  DETAIL  ON  THE  REQUEST  FORM  TO 
ENABLE  THE  TRUSTEE  TO  IDENTIFY  THE  RECORD  AND  THE  REQUESTER.  THE 
REQUESTER  SHOULD  ALSO  INDICATE  WHICH  FORM  OF  ACCESS IS REQUIRED. 
THE  REQUESTER  SHOULD ALSO INDICATE IF ANY  OTHER  MANNER IS TO BE USED 
TO INFORM  THE  REQUESTER  AND  STATE  THE  NECESSARY  PARTICULARS  TO BE 
SO INFORMED. 

3 THE REQUESTER  MUST  IDENTIFY  THE  RIGHT  THAT IS SOUGHT  TO BE EXERCISED 
OR  TO  BE  PROTECTED  AND  PROVIDE  AN  EXPLANATION  OF  WHY  THE  REQUESTED 
RECORD IS REQUIRED  FOR THE EXERCISE  OR  PROTECTION OF THAT  RIGHT. 

I 
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4 IF A  REQUEST IS MADE  ON BEHALF OF ANOTHER  PERSON, THE REQUESTER 
MUST  THEN SUBMIT PROOF OF THE  CAPACITY IN WHICH  THE  REQUESTER IS 
MAKING  THE  REQUEST  TO  THE  SATISFACTION  OF  THE  TRUSTEE OF THE  KARO 
INVESTMENT  TRUST. 

D FEES 
A  REQUESTER WHO SEEKS  ACCESS  TO  A  RECORD  CONTAINING  PERSONAL 
INFORMATtON  ABOUT  THAT  REQUESTER IS NOT  REQUIRED TO PAY THE REQUEST 
FEE. EVERY  OTHER  REQUESTER, WHO IS NOT A  PERSONAL  REQUESTER,  MUST 
PAY  THE  REQUIRED  REQUESTED FEE: 

a THE TRUSTEE W I U  NOTIFY THE REQUESTER,  REQUIRING THE REQUESTER  TO PAY 
THE  PRESCRIBED FEE (IF ANY) BEFORE  FURTHER  PROCESSING  THE  REQUEST. 

b THE FEE THAT  THE  REQUESTER  MUST  PAY  IS  R50.  THE  TRUST IS NOT REGISTERED 
FOR  VAT. THE  REQUESTER MAY LODGE  AN  APPLICATION TO THE  COURT  AGAINST 
THE PAYMENT CF THE REQUEST FEE. 

WILL BE NOTIFIED IN THE  REQUIRED  FCRM. 

SEARCH,  REPRODUCTION,  PREPARATION  AND  FOR  ANY  TIME  THAT  HAS EXCEESEil 
THE  PRESCRIBED HCURS TO SEARCH  AND  PREPARE  THE  RECORD  FOR 
CISCLOSURE. 

c AFTER THE  TRUSTEE  HAS MAE€ A DECISION ON THE REQUEST, THE REQUEST3 

d 1F W E  REQUEST 1s GiE9NTED A FURTHER ACCESS FEE MUST EE PAID FOR TSE 

5 OTHER  lNFORMATION AS. MAY BE PRESCRIBED 
THE MINISTER OF JUSTiCE  AND  CONSTITUTIONAL  EEVELOPMENT  HAS NOT MACE 
ANY REGULATlONS  IN THIS REGARD. 

6 AVAILABILITY OF THE  MANUAL 
THE  MANUAL WILL BE AVAiLABLE  FOR  INSPECTICN  AT THE PREMISES  OF THE 
KARO INVESTMENT  TRUST,  FREE  OF  CHARGE. 
COPIES OF THE  MANUAL IS AVAILABLE AT THE  SAHRC  AND IN THE  GOVERNMENT 
GAZETTE. 

7 PRESCRIBED FEES AMOUNT 
A  REQUEST FEE 50.00 
B REPRODUCTION  FEES 

a PHOTOCOPIES  PER  A4  OR  PART  THEREOF I .IO 
b PRINTED  COPIES @ A4  OR  PART  ON  COMPUTER 0.75 
c COPY IN COMPUTER  READABLE  FORM 

1) STIFFY DISC 7.50 
2) COMPACT  DISC 70.00 

a PHOTOCOPIES  PER  A4 OR PART  THEREOF 1.10 
b PRINTED  COPIES @ A4  OR PART  ON  COMPUTER 0.75 
c COPY IN COMPUTER  READABLE  FORM 

1) STIFFY  DISC 7.50 
2) COMPACT DISC 70.00 

PART OF AN  HOUR  REASONABLY  REQUIRED  FOR  SUCH  SEARCH  AND  PREPARATION 
30.00 

C  ACCESS  FEES 

D TO  SEARCH  AND  PREPARE  THE  RECORD  FOR  DISCLOSURE,  FOR  EACH  HOUR  OR 

E POSTAGE 
THE  ACTUAL  COST  OF  THE  POSTAGE WILL BE  PAYABLE  BY  THE  REQUESTER IF 
A  COPY OF THE  RECORD IS TO BE  POSTED. 
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F LINKS  FOR  FEES L. 

THE  FOLLOWING WEBSITES CAN BE ACCESSEmO OBTAIN OR CONFIRM  THE FEES: 
1 www.sahrc.om.za SOUM AFRICAN  HUMAN RIGHTS COMMISSION WEBSITE 
2 www.doi.aov.za DEPARTMENT OF JUSTICE  AND  CONSTlTUTlONAL  DEVELOPMENT 

a PRESCRIBED FORMS 
COPIES OF THE FORMS ARE AlTACHED AS AN ADDENDUM  TO  THE  MANUAL. 
COPIES OF THE FORMS ARE AVAllABLE AT  THE  PREMISES OF THE FOURIE 
FOUNDATION  FAMILY  TRUST. 

9 GUIDELINES 
THE GUIDELINES  AS  LAID OUT 8Y THE  SAHRC  FOR  THE  COMPILATION OF THE 
MANUAL,  WAS  USED IN THE PREPARATION OF  THE MANUAL. 
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INTRODUCTION TO SAJACK  INSURANCE BROKERS CC 

SAJACK  INSURANCE BROKERS CC 1s A  CLOSE  CORPORATION  WHICH  SPECIALISES IN SHORT 
TERM  INSURANCE  BROKERING. 

B  PARTICULARS IN TERMS  OF  THE  SECTION 51 MANUAL 

1 A  CONTACT  DETAILS 
PHYSICAL  ADDRESS : 

POSTAL  ADDRESS: 

TELEPHONE: 
FAX: 

R MEMBERS: 

TELERHONE: 
FAX: 

10 3RD  STREET 
LA ROCHELLE 
JOHANNESBURG 
2000 
P.O.  BOX  488 
ROSETTENWLLE 
2130 
(01 1) 435 - 0200 
(011) 435 - 0224 
A J. HORAK 
S. HORAK 
(01 I) 435 - 0200 
(01 1) 435 - 0224 

2 THE  SECTION 10 GUIDE ON HOW TO USE THE  ACT 
THE  GUIDE  WILL BE AVAILABLE  FROM  THE  SOUTH  AFRICAN HUMAN RIGHTS 
COMMISSION 8Y W T  LATER THAN  AUGUST 2003. PLEASE DIRECT ANY 
ENQUIRIES  TO  THE  SAHRC  AT  TEL  NO +27 11 484 - 8300. 

3  RECORDS  AVAILABLE IN TERMS  OF  ANY  OTHER  LEGISLATION. 
1 INCOME  TAX  ACT  NO  95 OF 1967 
2 COMPANIES  ACT NO 61 OF  1973 
3  VALUE  ADDED  TAX  ACT  NO.  89  OF  1991 
4 REGIONAL  SERVICES  COUNCIL  ACT NO. 109  OF  1985 
5 COMPENSATION  FOR  OCCUPATIONAL  INJURIES AND HEALTH  DISEASES  ACT NO. 130 

6 UNEMPLOYMENT  EQUITY  ACT  NO 55 OF 1998 
7 UNEMPLOYMENT  CONTRIBUTIONS  ACT  NO 4 OF 2002 
8 UNEMPLOYMENT  INSURANCE  ACT NO 63 OF  2001 
9 EMPLOYMENT  EQUITY  ACT  NO  NO.  55 OF 1998 

OF 1993 

10 BASIC  CONDITIONS OF EMPLOYMENT  ACT  NO. 75 OF 1997 
11 SKILLS  DEVELOPMENT  LEVIES  ACT  NO. 9 OF 1999 
12 SKILLS  DEVELOPMENT  ACT  NO.  97 OF 1998 
13 ACCESS  TO  INFORMATION  ACT  NO 2 OF 2000 

4 THE  FOLLOWING  RECORDS  ARE  AVAILABLE  WITHOUT A PERSON  HAVING TO 
REQUEST  ACCESS IN TERMS OF THIS  ACT IN TERMS OF SECTION 52(2). 

SOLD  BY  THE  CORPORATION. 
1 ANY BROCHURES OR ADVERTISING MATERM WHICH  DISPLAYS  THE  PRODUCTS 

B  RECORDS  THAT  MAY BE REQUESTED 
THE  FOLLOWING  RECORDS  CAN  BE  REQUESTED  FOLLOWING  THE  PROCEDURE 
AS SET OUT IN POINT C. 

1 EMPLOYMENT  RECORDS  AND  OTHER  RELATED  POLICIES 
2 POLICIES  ON  STAFF  RECRUITMENT  AND  OTHER STAFF RELATED  POLICIES 
3 ACCOUNTING  RECORDS 
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C  THE  REQUEST  PROCEDURE 
I THE REQUESTER MUST USE THE PRESCR~ED FORM TO MAKE THE  REQUEST 

FOR  ACCESS  TO  A  RECORD. THIS MUST  BE  MADE  TO  THE  MEMBER  OF SMACK 
INSURANCE  BROKERS  CC. THIS REQUEST  MUST  BE  MADE  TO  THE  ADDRESS  OR 
FAX  NUMBER  OF SMACK INSURANCE  BROKERS  CC. 

2 THE  REQUESTER  MUST  PROVIDE  SUFFICIENT  DETAIL  ON  THE  REQUEST  FORM  TO 
ENABLE  THE  MEMBER  TO IDENTIFY THE RECORD  AND THE REQUESTER.  THE 
REQUESTER  SHOULD  ALSO  INDICATE  WHICH  FORM OF ACCESS IS REQUIRED. 
THE  REQUESTER  SHOULD ALSO INDICATE IF ANY  OTHER  MANNER IS TO  BE  USED 
TO  INFORM  THE  REQUESTER  AND  STATE  THE  NECESSARY  PARTICULARS  TO  BE 
SO INFORMED. 

3 THE  REQUESTER  MUST  IDENTIFY THE  RIGHT  THAT IS SOUGHT  TO  BE  EXERCISED 
OR  TO  BE  PROTECTED  AND  PROVIDE AN  EXPLANATION  OF  WHY  THE  REQUESTED 
RECORD IS REQUIRED  FOR THE EXERCISE  OR  PROTECTION  OF  THAT  RIGHT. 

4 IF A  REQUEST IS MADE  ON  BEHALF OF ANOTHER  PERSON,  THE  REQUESTER 
MUST  THEN  SUBMIT  PROOF  OF  THE  CAPACITY IN WHICH  THE  REQUESTER IS 
MAKING  THE  SEQUEST  TO THE SATISFACTION  OF THE MEMSER  OF SMACK 
INSURANCE  BROKERS  CC. 

D  FEES 

A  REQUESTER  WHO SEEKS ACCESS TO A  RECORD  CONTAINING  PERSONAL 
INFORMATION  ABOUT  THAT  REQUESTER IS NOT  REQUIRED  TO  PAY  THE  REQUEST 
FEE. EVERY OTHER REQUESTER, WHO IS NOT  A  PERSONAL  REQUESTER,  MUST 
PAY  THE  REQUIRED  REQUESTED  FEE: 

a THE  MEMBER  WILL  NOTIFY  THE  REQUESTER,  REQUIRING  THE  REQUESTER TO PAY 
THE  PRESCRIBED  FEE (1F ANY) BEFORE  FURTHER  PROCESSING  THE  REQUEST. 

b THE FEE  THAT THE REQUESTER  MUST  PAY IS R57.  THIS  AMOUNT  INCLUDES  VAT 
AT 14%. THE  REQUESTER  MAY  LODGE  AN  APPLICATION  TO  THE  COURT  AGAINST 
THE  PAYMENT OF THE  REQUEST  FEE. 

c AFTER  THE  MEMBER  HAS MADE A  DECISION ON THE  REQUEST,  THE  REQUESTER 
WILL  BE  NOTIFIED IN THE  REQUIRED  FORM. 

d IF THE  REQUEST IS GRANTED  A  FURTER  ACCESS  FEE  MUST  BE  PAID  FOR  THE 
SEARCH,  REPRODUCTION,  PREPARATION  AND  FOR  ANY  TIME  THAT  HAS  EXCEEDED 
THE  PRESCRIBED  HOURS  TO  SEARCH  AND  PREPARE  THE  RECORD  FOR 
DISCLOSURE. 

5 OTHER  INFORMATION AS MAY BE  PRESCRIBED 
4 

THE  MINISTER  OF  JUSTICE  AND  CONSTITUTIONAL  DEVELOPMENT  HAS  NOT  MADE 
ANY REGULATIONS IN THIS  REGARD. 

6 AVAILABILITY  OF  THE  MANUAL 
THE  MANUAL  WILL  BE  AVAILABLE  FOR  INSPECTION  AT  THE  PREMISES  OF  SAJACK 
INSURANCE  BROKERS  CC,  FREE OF CHARGE. 
COPIES  OF  THE  MANUAL IS AVAILABLE  AT  THE SAHRC AND IN THE  GOVERNMENT 
GAZE?TE. 
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7 PRESCRIBED FEES 
AMOUNT  VAT  TOTAL 

A  REQUEST  FEE 50.00 7.00 
B REPRODUCTION  FEES 

57.00 

1.25 
0.86 

8.55 
79.80 

1.25 
0.86 

8.55 
79.80 

a PHOTOCOPIES  PER  A4  OR  PART  THEREOF 1.10 0.15 

c COPY IN COMPUTER  READABLE  FORM 
b PRJNTED  COPIES Q A4 OR PART  ON  COMPUTER 0.75 0.1 1 

1) STIFFY  DISC 7.50 1.05 
2) COMPACT  DISC 70.00 9.80 

C  ACCESS  FEES - - 
a PHOTOCOPIES  PER  A4 OR PART  THEREOF 1.10 0.15 
b PRfNTED  COPtES Q A4 2R PART ON  COMFUTER u.75 0.Al 
c COPY IN COMPUTER  READABLE  FORM - - 

1) STIFFY DISC 7.50 1.05 
2) COMPACT  DISC 70.00 9.30 

PART OF AN HCUR 2EASCNABLY ZECUIRED FCF? SUCH S€ARCH AND PREPARATICN 
0 TO S€b.RCH AND PREPARE THE RECORD FCR CISCLOSURE, FOR EACH HOUR OR 

30.00 4.20 3.20 
E POSTAGE 

THE  ACTUAL  COST OF THE  POSTAGE  WILL BE PAYABLE BY THE  REQUESTER IF 
A  COPY OF THE  RECCRD IS TO BE FGSTED. 

THE  FOLLOWING  WEBSITES  CAN BE ACCESSED TO CSTAIN OR CONFIRM  THE FEES: 
1 w.sahrc.ora,za SOUTH  AFRICAN  HUMAN  RIGHTS COMMISSON  WESSITE 
2 www.doi.oov.za DEPARTMENT  OF  JUSTICE A M 0  COMSTlTUTICNAL CNEFCPMENT 

F L!NKS FOR FEES 

8 PRESCRBED FORMS 
COPIES  OF  THE  FORMS  ARE  ATTACHED AS AN ADDENDUM TO THE MANUAL. 
COPIES OF THE FORMS ARE AVAILABLE AT THE PREMISES OF THE FOURIE 
FOUNDATION FAMILY  TRUST. 

9 GUIDELINES 
THE GUIDELINES AS LAID OUT BY THE  SAHRC FOR THE  COMPlLATIOM OF THE 
MANUAL,  WAS USED IN  THE PREPARATION OF THE  MANUAL. 
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eQuals Group-(Pty) Ltd 

eQuals House 
cnr Roos & Fourways Blvd e Q 1s Q [s 
Fourways 

Private Bag X99 
Bryanston 

202 1 

Tel: (01 1 ) 790 5000 
Fax: (81 I )  790 5299 

Manual 
prepared in accordance with Section 51 of 

The Promotion of Access to Information Act 
2 / 2000 

("the Act") 

Version 1 .O '.' 
0 eQuais Group (Pty) Ltd 2003 

0 
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Introduction 

The  Promotion  of Access to Information Act No 2 of 2000  was enacted to give effect  to  the 
constitutional  right  of access to any information  that i s  held by another person  and that is required 
for  the exercise or protection of any rights as well as to provide for  matters connected therewith. 

This  manual is to assist potential requesters as to  the procedure to be  followed when  requesting 
access to information  from the eQuals  Group in terms of  the Act. 

This  manual  may  be  amended from  time to time and  any  new  versions of the manual will be made 
public. 

eQuals Group Contact Information 
Head:  Stuart  Herd (COO) 

Authorised  Perscn: Eiaine :"\aist;all 

Postal  Address: Private Bag  X99 
Bryanston 
2021 

Physical  Address:  e(iuZik  House 
Fourways  Clffice  Park 
c/o Roos Et Fourways  Blvd 
Fourways 

Telephone:  01 1790500O 

Fax: 01 179052991 

E-mail Address:  csntact@eauals.co.za 

South African Human Rights Commission - Guide on the Act 

In terms of section 10 of the Promotion of Access to Information Act 2 of 2000, the Human  Rights 
Commission  has compiled  a  guide  on the use of this Act. It is available from  the Human  Rights 
Commission at any of  the following offices: 

Johannesburg: Private Bag  2700,  Houghton,  2041 
Tei: 01 1 484 8300 
Fax:  01 1 484 1360 

Bloemfontein: PO Box 4245, Bloemfontein, 9300 
Tek 051 447 11 30 
Fax:  051 447 1128 

Q 4 u a l s  Group IPtyILfd 2003 
Daurnent Type : Manual Confldenttal 
Filename: ManAtlA20030117.d~ I 2003/01121 092.8 AM 

eQ u a (5 Created on 21/01/2003 09:25 
Page 2 of 10 

Autha: Elaine Marshall Venton no: 1 .a 
. _.. 
- .  .. ,.. I * L  I < . , * ,  
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Port Elizabeth: PO Box 1854, Port Elizabeth, 6001 
Tel: 041 582 261 1 \ 

Fax: 041 582  2204 

Polokwane: 

Durban: 

Cape  Town: 

PO Box  55796,  Polokwane, 0700 
Tel:  015  291 3500 
Fax:  015  291  3505 

PO Box 1456, Durban,  4000 
TeUFax:  031  304 7323/4/5 

PC! Box 3563, Cape  Town, 8000 
Tel:  021  426  2277 
Fax: 021 426 2875 

Records Held by the eQuals Group 

Company Record C!assifjcatjon Key 
Classification 

Public Access Document 

Subject to Coovright 

I 

2 
------A 

! 
. ,  d ~ 

3 

4 May not be disclosed  Unreasonable  disclosure of personal information 

Personal information own to requester of information Limited disclosure 

5  May not be disclosed 

6 May not  be disclosed 

Legally privileged document 

information of company 

12 
ICould prejudice research  and  development information 1 May not be 1 of  the company or third party 
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Company Records 
- Area 
Websites 

Classification Subject 
Group  and  divisional profiles 2 
News  and Publications 2 
Company Structure 2 
Public  Product Information Communication 
Media Releases 2 
Promotion of Access to Information Act  Manual 

3, 4, 9 
2 

Employment  Contracts I 3, 4, 10 
Policies and  Procedures 3, 11 
Information Pertaining to Provident Fund 
Information Pertaining to Medical Aid j 3 , 4  

2 1 1 

Human  Resource 
1 

Staff Records 

3 

11 
(Company Et Employee) 

i 11  ~ 

11 

I 11 

1 

1 

11 
2 
11 

Laws of RSA i 11 
1 Agreements  and  Contracts 1 6, 7, 8, 11 

Policy Records 3, 11 1 

Operational Records Claim Records 
1 

3, 11 
Voice  Recordings 
Policy Documents 

, 3, 11 
2 

Sales  Records 3, 11 
Customer / Subscriber  Records 11 
Security Records 9 
lnternai Communication Records 3, 11 
Supplier Records ! 6, 7, 8, 11 

Customer  Service  Evaluation  Records (CY) 3, 11 
Quality Records 

Quality IS0 Documentation 11 

11 

Access to Records Held by the eQuals  Group 

To facilitate  the processing of a request, the requester  must:- 
* Use the prescribed form attached to this manual or on the eQuals website 

(www.equals.co.za); 
Address the request to  the authorised  person  supplied within this manual,  and  fax or  e-mail 

Provide sufficient particulars to enable the head of the organization to identify 
the request form as per provided  details; 
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o the  record/s requested; L 

o the requester; 
\ 

Indicate  which  form  of access is required; 
Specify  a postal address or fax  number of  the requester; 
Identify  the  right  the requester is seeking to exercise or  protect and provide an explanation 
of  why the requested record is  required for  the exercise  or protection  of  that  right; 
If the requester, in addition to a written reply,  wish to be informed  of the decision on the 
request in any other manner, state t.hat manner  and the necessary particulars to be so 
informed; 
If  the request is made  on behalf of a person,  submit proof  of the capacity in which the 
requester is making the request, to  the reasonable satisfaction of the organization. 

. -  

Prescribed Fees 

On request of access to information,  the head,  or duly  authorized person, will by notice  require the 
requester, other than a personal  requester, to pay the prescribed fee as set out below  (sourced 
from ww.doi.gcv.za), before processing the rcquest. 

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  authorized person shall notify  the requester to 
pay as a  deposit the prescribed portion of the access fee. 

A requester,  whose  request for access  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  arrangement to make it 
available in  the request  form. 

If a deposit has been paid in respect of a  request for access, which is refused, the deposit wil l be 
repaid to the requester. 

Prescribed Fees 
The fee  for a copy of  the manual for every  photocopy of an  A4-size  page  or part  thereof. 

R0,75 Printed copy of A4-size  page or part thereof 
R1,lO Photocopy of A4-size  page or part  thereof Fees for  reproduction 
R1 ,IO 

For a copy in PC format 
R7.50 o Stiffy Disc 

0 

o Compact Disc R70,OO , 

For a transcription of  visual images,  A4-size  page R40.00 - 

For a  copy of visual  images R60,OO 
For a transcription of audio record, A4-size  page 
For a  copy of an  audio record 

R20,OO 

R50,OO The  request fee payable by a  requester, other than  a  personal 
R30,OO 

. -  

~ 

I requester 



STAATSKOERANT, 31 JANUARIE 2003 No. 24316 121 

Access  fees payable  by  a [ Photocopy of A4-size  page  or part thereof I R1.10 1 
requester of A4-size  page or part thereof R0,75 

o Stiffy Disc 

For a transcription of visual images,  A4-size  page 
R70 , 00 o Compact  Disc 
R7,50 

R40,OO 
For a copy of visual images R60,OO 
For a transcription of audio  record,  A4-size  page I R20,OO ~ 

For a copy of an audio  record I R30,OO 
To search for and prepare a record for disclosure, for each  hour or part of an hour R?O,OO 
reasonable required for such  search  and  preparation. 
Six hours is  to be  exceeded  Sefore a deposit is payable,  and  one third of tne access fee is payable 
as a deposit by the requester. 
The actual postaqe is payable  when a ccoy of a record  must be posted to  a  requester. I 

*Ail fees exclude VAT 

Availability of the Manual 

This rnanuai is  avaiiable for inspection a t  the offices of the eQuals  Group free of charge; 
Copies of the manual may be obtained  by  request a t  the prescribed  fees from  the eQuals  Group; 

= The inanual can  also be accessed on the eQuals  Group website (www.equals.co.za), the South 
African Human Rights Ccmmission  website  (www.sahrc.oro,.za)  and will be published in the 
Government  Gazette. 

Divisions and Companies in the eQuals Group 

Divisions: 
Corporate Warrmty Administrators; 
Corporate  Maintenance  Administrators; 
callDynamics; 
callAlert; 
fleetNetics; 
warrantycare; 
eQuak Sales  and Marketing; 
Specialised  Warranty  Administrators; 
xtralnfo. 

Companies: 
Mead & McGrouther (Pty) Ltd; 
masSA (Pty)  Ltd; 
motorcare  (Pty) Ltd; 
Statsure (Pty) Ltd. 

0 eQualr Gmup (Pty)Ltd 1003 
DOcument Type : Manual Confldmtfal 
Filename: ManAIIA2W30117.doc 

_. 
~ - A *  
. .  
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Page6 of 10 

Author: Elaine Manhall 
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REQUEST FORM FOR ACCESS TQ RECOW OF PRIVATE BODY 
(Section 53(1) of  the Promotion of Access to Information Act, 2000 (Act No.2 of 2000)) 

[Regulation 101 

A. Particulars of private body 

Authorised Person: Elaine  Marshall 

Postal Address: Private Bag X99 
Bryanston 
202 1 

Physical  Address: eQuals  House 
Founvays Office Park 
C / O  800s Et fburnlays Blvd 
Founvays 

Telephone: 01 17905000 

Fax: 01 17905299 

E-mail Address: contact@equals.co.za 

6. Particulars of person  requesting access to the  record 

(a)  The particufars of the person who ,requests access to  the record must be given below. 
(b) The address andlor  fax number in the Republic to which the information is to be sent must 

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

Full names  and  surname: 

identity number: 

Postal  address: 
e 

Fax number: 

Telephone  number: 

E-mail address: 

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

OeQuals Gmup (Pty)Ltd 2003 
Document Type : Manual Confidmtlal 
Filename: ManAtlAZW30117.doc 

,>'. 

i I 
~~ 

2003101121 0928 AM 

eQ u a [s :;pIZm3 m:25 
Page 7 of 10 

Authar: Elaine Manhall 
\ 
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C. Particulars of person on whose behalf request is made 

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

Full names and surname: 

Identity number: 

D.  Particulars of record 

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

I (b) if the provided  spoce is inadequote, please continue on a separate folio and attach  it to this 
number i f  that is known to you, to enable the record to  be located. 

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

2. Reference  number, if avaikb!e: 

3. Any fu r the r  c,artiw!ars of record: 

(a) A request for access to a record, other than a record  containing  personal information about 
yourself, will be  processed cnly after a request f e e  has been paid. 

(b,) You wil l  be  notified of the m o m t  required to be paid us the request fee. 
(c)  The f e e  poyoble for access to a record depends on the  form in  which  access is required and 

( d )  I f  you quafify  for exemption of  the payment of any fee ,  please state  the reason for 
the reasonable time required to search for and prepare a record. 

exemption. 

Reason for exemption from  payment of fees: 

r 1 , 
OeQuals Group (Pty)Ltd 2003 

Createdon2110112003w25 eOua(s DOcument Type : Manual Confidentral 
Filename: ManAtlAlW30117.doc . ,. . 2003101 I21 0928 Ah3 Page 8 of 10 

Author: Elalne Manhail Version no: 1 .O 
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F. Form of access to record L 
Y 

view  or  listen to the record in  the  form of  access 
disability and indicate  in  which  form  the record is 

Disability: 

Form in which record is required: 

Mark the  appropriate box with an X 
NOTES: 

Compliance with your request in the specified form may  depend on the form in which the I 
record is available. i 

wil l  be informed if (ICCPSS w i l I  be y m t e d  ir! mother  form. 

which access is requested. 

] [b)  Access in the  form requested may bl? refused in certain circumstaflces. in such a case you 

(c) The fee payable for uccess to  the record, if any, wi l l  be determined  partly by the  form  in 

. If the  record i s  in  written  or  printed form: 

1- I , 

1 copy of record* I 1 Inspection of record 
I I I 

2. If record consists of visual images:: 
(this includes  photographs,  slides,  video  recordings, computer-generated images,  sketches, etc) 

I I I I 1 

view the images copy of the images* transcription of the 

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

listen to  the soundtrack transcription of soundtrack* 

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

printed copy of 

from recore 

copy in computer 

compact  disc) 
printer copy of record* readable form*  (stiffy or information  derived 

* I f  you requested a copy or transcription of a record  (above),  do  wish the I YES I NO 
copy or transcription to be  posted to you? 
Postage is  payable. 

. .  

.* , 

QeQualt Croup (Pty)Ltd 2003 
Confidential 

Filename: ManAtIA20030117.doc 
Document Type : Manuai 
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fr 2003/01121 09:28 A M  
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G. Particulars of right to be exercised or protected 

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

1. Indicate which right is to be  exer,cised or protected: 

- 

2. Explain  why the  reccrd requested is required for the exercise or protection  of  the 
aforementioned  right: 

H. Notice of decisim regardkg request for access 

YOU will be notified in writing whether you request has been approvedldenied. If you wish to  be 
informed in another  manner, please specify the manner  and provide the necessary particulars to 
enable compliance with ycur remest. 

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

SQned at thils day of 20 - 

SIGNATURE OF REQUESTERjPERSON 
ON WHOSE BEHALF REQUEST IS MADE 
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Mead & McGrouther 
(Pty) Ltd 

Private Bag X99 
Bryanston 

2021 

Tek (011) 790 5858 
Fax: (01 1) 790 5899 

Manual 
prepared in accordance with Section 51 of 

The Promotion of Access to information Act 
2/2000 

("the Act") 

Version 1 .O 
0 Mead & McGrouther  (Pty)  Ltd 2003 
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Introduction 

The Promotion of Access to Information Act No 2 of 2000 was enacted to give effect to  the 
constitutional right of access to any information that is  held by another person and that is required 
for  the exercise or protection of any rights as well as to provide for matters connected therewith. 

This  manual is to assist potential reques1:ers as to  the procedure to  be followed when  requesting 
access to information from the Mead 8 McGrouther in terms of the Act. 

This manual  may be amended from time  to  time and  any new  versions of the manual wiil be made 
public. 

Mead st McGrouther Contact  Information 

Head:  Tony  Stone  (Managing Director) 

Authorised Person:  Gavin Demblo 

Postal Address: Private Bag  X99 
BPjXStGn 
2021 

Physical  Address: eGuals House 
Fourways  OfFice Park 
cf  o Roos 8 Fourways  31vd 
Fourways 

Telephone: 01 17905858 

Fax: 0117905899 

E-mail Address:  info@mead.co.za 

South African  Human Rights  Commission - Guide on the Act 

In terms of section 10 of the Promotion of Access to Information Act 2 of 2000, the Human  Rights 
Commission  has compiled a guide on the use of this Act. It is available from  the Human  Rights 
Commission at any of the following offices: 

Johannesburg: Private Bag 2~00, Houghton, 2041 
Tel: 01 1 484 8300 
Fax:  01 7 484 1360 

Bloemfontein: PO Box  4245, Bloemfontein , 9300 
Tel:  051  447 1130 
Fax:  051 447 11 28 

I , 1 
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Port  Elizabeth: PO Box 1854, IPort Elizabeth, 60Q 
Tel:  041 582 2611 
Fax:  041  582  2204 

Polokwane: PO Box 55796,  Polokwane,  0700 
Tel: 015  291  3500 
Fax: 015  291  3505 

Durban: PO Box 1456,  Durban, 4000 
TelIFax: 031 304 73231415 

Cape Town: PO Box 3563, Cape Town,  8000 
Tel:  021  426  2277 
Fax: 021  426  2875 

Records Held by t h e  Mead a McGrouther 

Company Record Chssificntion Key 
Classification No Access Classification 

1 

Request after commencement of criminal proceedings May not  be disclosed 5 

Unreasonable  disclosure of personal information May not be  disclosed 4 

Personal information own to requester of information Limited disclosure 3 

Subject to Copyright 2 1 May be  disclosed 

Public Access  Document  May  be  disclosed 

6 Would  breach duty of confidence owed to a third party May not  be disclosed 

7 
third party 

May not  be disclosed Could  harm the commercial or financial interests of 

Could  harm the company or third party in contract  or 

Could  compromise the safety df individuals or 

8 

9 

May not  be disclosed other negotiations 

May not be disclosed 
protection of 

10 1 May not  be  disclosed 1 Legally privileged document 
i 

information of company 

research  and  development information 
or third party 

I I 

I 1 
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Company Records 
- Area Subject I Classification 
Websi tes Group  and divisional profiles 

2 Company Structure 
2 News  and Publications 
2 

Communication Public Product Information 2 
Media Releases 2 
Promotion of Access to information Act Manual 2 

Employment  Contracts 1 3, 4, 10 
Policies  and  Procedures 
Information Pertaining to Provident Fund 3 
Information Pertaining to Medical  Aid 
Financial  Statements 1 11 

Financial Records 1 Financial and 'Tax Records  (Company & Employee) i .I1 
Management  Accounts 11 
Operational Financial Records 11 
Asset  Register 11 

- 

Human  Resource 394, 9 Staff Records 

I 3117 

3, 4 

1 

p 7 m G F  2 
. .  

Statutory Records 
11 Records kept in Terms of Company  Laws of RSA 
11 

1 
Policy Records I 

I 6, 7, 8, 11 Agreements  and  Contracts 
3, 11 

Operational Records 
3, 11 Voice Recordin'gs 
3, 11 Claim Records 

Policy Documents 2 
Sales Records 3, 11 
Customer 1 Subscriber  Records 11 
Security Records 9 
Internal Communication  Records 

6 ,  7, 8, 11 Supplier  Records 
3, 71 

Customer  Service  Evaluation  Records (CSI) 3, 11 
Quality 

11 

11 IS0 Documentation 

Access to Records  Held by the Mead 8 McGrouther 

To facilitate  the processing of a  request, the requester must:- . Use the prescribed form attached to  this manual or on the Mead & McGrouther website 

Address the request to the authorised person supplied within this manual,  and  fax or e-mail 

0 Provide sufficient particulars to enable the head  of the organization to identify 

(www.rneadnet.co.za); 

the request form as per provided details; 

2003/01/17 03:s PM psgt4610  
Created m 1/17/2003 3 5 1  PM 
Versim no: 1 .O 1 
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o the record/s requested; L. 

o the requester; \ 

Indicate which form of access is required; 
Specify  a postal address or fax number of  the requester; 

0 Identify  the  right  the requester is seeking to exercise or  protect and provide an explanation 
of why the requested record is required for the exercise  or protection  of  that right; 

0 If the requester, in addition to a written reply,  wish to be informed of the decision  on the 
request in any other manner, state that manner  and the necessary particulars to be so 
informed; 

0 If the request is made  on behalf of a person, submit proof of the capacity in which the 
requester is making the request, to  the reasonable satisfaction of the organization. 

Prescribed fees 

On request 3f access to information, the head, or duly authorized person, will by notice require the 
requester, cther than a p n c n a l  requester, to pay the prescribed fee as set out below  (sourced 
from wwwdoi.sov.za), before processing 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 authorized person  shall notify  the requester to 
pay as a deposit the prescribed portion  of  the access fee. 

A requester, whose request for access  has been  granted,  must  pay an  access fee for reprcduction 
and for ssarch 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  arrangement to make it 
available in  the request  form. 

If a  deposit has been paid in respect of a  request for access, which is refused, the deposit will be 
repaid to the requester. 

Prescribed Fees 
The fee for a  copy of the manual for every  photocopy of an A4-size  page or part thereof. 

R0,75 Printed copy of A4-size  page or part thereof 
R1,lO Photocopy of A4-size  page or  part thereof F e e s  for reproduction 
R1,10 

For a  copy in PC format 
R7,50 o Stiffy Disc 

o Compact  Disc 
R40,OO For a transcription of visual images,  A4-size  page 
R70,OO 

, 

- . -  

For a  copy of visual ima2es 

R50,OO The request fee payable  by a requester, other than  a  personal 
R30,OO For a copy of an (audio record 
R20,oo For a transcription of audio  record,  A4-size  page 
R60,OO 

I requester J 
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Access  fees payable by a 

R70.00 o Compact  Disc 
R7,50 o Stiffy Disc 

R0,75 , Printed copy of  A4-size  page or part thereof requester 
R1 , IO  Photocopy  of  A4-size  page or part thereof 

For a copy  'rn PC format 

For a transcription of visual images,  A4-size  page 

R30,oo For a copy of an audio record 
RZ0,OO For a transcription of audio  record,  A4-size page 
R60,OO For a copy of visual  images 
R40,OO 

To search for and prepare a record for disclosure, for each hour or part of an hour , R30,OO 
reasonable required for such  search  and preparation. 
Six  hours is to be  exceeded before a  deposit is payable,  and  one third of the access f e e  is payable 
as a deposit by the requester. 
The actual postage is payable  when  a copy of a record  must be pcsted to  a requester. 

*All fees exclude VAT 

Availability of the Manual 
* This manual is available for inspection at the offices of  the Mead F3 McGrzuther free of charge; 

Copies of  the manual may be obtained by request at  the prescribed fees from the Mead Et 
McGrouther; 
The  manual  can  also be accessed on the Mead Et McGrouther website (www.meadnet.co.za), the 
South African Human  Rights  Commission website (www.sahrc.ora.za)  and will be published in 
the Government  Gazette. 

Divisions/Departments in the Mead 8 McGrouther 

Divisions: 
Managing Directors Office; 
Sales Et Marketing; 
Operations; 
Finance 8 Administration; 
Information Technology; 
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REQUEST FORM FOR ACCESS TB-RECORD OF  PRIVATE BODY 
(Section  53(1) of the Promotion of Access to Informat$n  Act, 2000 (Act No.2 of 2000)) 

[Regulation 101 

A. Particulars of private body 

Authorised Person:  Gavin  Dembo 

Postal Address: Private Bag  X99 
Bryanston 
2021 

Physical  Address:  eQuals  House 
Fourways Office Park 
C/O Roos Et Fourways Blvd 
Fouways 

Telephone: 01 17905858 

Fax: 01  17905899 

E-mail Address:  info@mead.co,,za 

B. Particulars of person requesting access to the  record . 
access to the record  must be  given below. 

to which the information is to be sent must 
be  given. 

if applicable, must be attached. 

Full names  and  surname: 

Identity number: 

Postal address: 

Fax number: c 0 

Telephone  number: 

E-mail address: 

Capacity in which  request is made,  when  made on beha(f  of  another  person: 
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C. Particulars of person  on  whose  behalf request is made 

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

Full names  and  surname: 

Identity number: 

D. Particulars of record 

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

(b) If the provided space is inadequate, please continue on a separate folio and attuch i t  to this 
number if that is known to you, to enable the record to be located. 

form. The  requester must sign all the additional folios. 

1. Description of record or  rdevant part of the record: 

2. Reference  number, if availabie: 

3. Any further  particulars of record: 

E. Fees 

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

(b) You will be notified of the amount required to be paid as the request fee. 
(c) The fee  payable for access to a record depends  on the  form in which access  is required and 

(d) If you qualify for exemption of the payment of  any fee, piease state  the remon for 
the reasonable time required to search for and prepare a record. 

exemption. 
~~ ~ ~ ~~~~~~ 

Reason for  exemption from payment of fees: 

OeQualr Gmrp (RyKtd 2003 
C a m e n t f a l  

Filename: Man*tlAZ0030117.doc 2003/01/17 0355 PM 
C r e a t e d  a, 1/17/2003 3 5 1  W DoamemTLpc:Manual 

Authw Elaine Ma*ll vemkfl MI: 1.0 

Pageldl0 
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F. Form of access to record L. 

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

\ 

Disability: 

Form in which  record is required: 

Mark the appropriate box with an X 
NOTES: 
(a) Compliance with your request in the specified form may  depend  on the  form in  which the 

(5) Access in the form requested may be refused  in  certain  circumstnnces. In such a case you 

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

record  is  available. 

wiil be informed if cccess w'il be  granted in another form. 

which  access  is requested. 

3 .  If the  record is in written  or  printed form: 1 I 
1 copy of record* 1 I Inspection of record 

t 

2. If record consists of visual images: 
(this includes  photographs,  slides,  video  recordings,  computer-generated  images,  sketches, etc) 

I I 8 

I I  view the images copy of the images* transcription of  the 

I I I I I 

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

listen to the soundtrack transcription of soundtrack* 
I I I 

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

printed copy of 

compact  disc) from record" 

copy in computer 
printer copy of record* readable  form" (stiffy  or information derived 

'If you  requested a copy  or transcription of a record  (above), do wish the 1 YES I NO 
copy or transcription to be  posted to you? 

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

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

1 .  indicate  which right is to be  exercised  or  protected: 

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

3. Notice of decision regarding request for access 

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

How wouid you prefer t o  b e  informed of the  decision regarding your request  for access to the  
record? 

Signed at this day of 20 - 

SIGNATURE OF REQUESTER~PERSON 
ON  WHOSE BEHALF REQUEST 15 MADE 


