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INFORMATION  MANUAL 

FOR 

CHARTER  WRAPMASTER (PTY) LlMiTED 
(“CHARTER  WRAPMASTER”) 

In terms of section 51 of the Promotion of Access to Information Act 
Act 2 of 2000 
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I INTRODUCTION L -+. 

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

(I) Everyone  has the right of  access to - 
(a)  any infomation held  by  the  state;  and 
(b) any  information  that is held by another  person  and  that is required for 

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

the  exercise  or  protection  of  any  rights. 

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

The  act  came  into  effect on 9 March 2001 with  the  exception of sections IO, 14,16 
and 51 which  sections  were  brought  into  operation  on 15 February 2002. 

2 WHO MAY REQUEST  INFORMATION IN TERMS 
OF THE ACT 

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

(1) A requester  must  be  given  access to any  record of a  private  body if - 
(a)  that  record is required for the  exercise or protection  of  2ny rights; 
(6)  that  person  complies with the procedural  requirements in this Act 

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

contemplated in Chapter ;4 of this Part. 

3 PROCEDURES FOR OBTAINING ACCESS 

3.1 Contact Details 
Any person who wishes to request any  information from Charter 
Wrapmaster with the object of protecting or exercising a right may 
contact the information officer whose contact details are as follows; 
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Postal  Address 

The  Information  Officer 
Charter  Wrapmaster (pty) Limited 
P 0 Box 11 250 
Johannesburg, 2000 

~ ;..- 

Physical  address 

I O  th Floor 
Cnr  Barry  Hertzog  Avenue  and  Napier  Road 
Richmond,  Johannesburg,  2092 

TeI: (01 I) 489-4000 
Fax (01 I) 489-4335 

3.2 Prescribed  Access Form 
In  terms  of  section 53, a request  for  access to a record  of  Charter 
Wrapmastet  must  be  made  in  the  prescribed  form  to  Charterwrapmaster at 
the  address, fax number  or  electronic  mail  address  given  above.  The  form 
requires  the  requestor  to  provide  the  following  information: 

sufficient  information  to  enable  the  information  officer  to  identify  the 
requestor; 
sufficient  information to enable  the  information officer to  identify  the 
record@)  requested; 
the form of  access  required; 
the  requestor's  postal  address  or fax number; 
identification of the  right  sought to be  exercised  or  protected; 
an  explanation  on  why  the  record is required to exercise  or  protect 
that  right; 
the manner in which  the  requestor  wishes  to  be  informed  of the 
decision  on  the  request, if in  a manner in  addition to written 
notification;  and 
if the  request is made on behalf  of  a  person,  the  submission  of  proof 
of the  capacity  in  which  the  requestor  makes  the  request, to the 
satisfaction of the  infor.q-@ion officer. 

For  a  specimen  of  the  request  form  see ANNEXURE A to  the  manual. 
Requestors  please  note  that all of the  information  as  listed  above 
should  be  provided,  failing  which  the  process  will  be  delayed  while  the 
private body  requests  such  additional  information.  The  prescribed  time 
periods  will  not  commence  until all pertinent  information  has  been 
furnished on the  private  body  by  the  requestor. 
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3.3 Prescribed Fees L 

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

z 

0 Request fee: This  is a n0.n- refundable  administration fee paid by all 
requestors  with the exclusion of  personal  requestors. It is  paid 
before  the  request is considered. 

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

Charter  Wrapmaster  may  withhold  a  record  until  the  request  fee  and  the 
deposit (if applicable)  have  been  paid. A schedule  of  the  prescribed  fees  is 
attached as ANNEXLIRE 8 to the manual. 

3.4 Requestor  other  than  Personal  Requestor 

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

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

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

3.5 Personal  Requestor 
0 

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

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

4 HUMAN RIGHTS COMMISSION GUIDELINE 

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

Private Bag 2700 
Houghton 
204 I 
Tel: 01 1 484  8300 
Fax0114841360 

5 TYPES OF RECORDS 
The  requestor may request  access  to the following types of documents; 

5.1 

5.2 

5.3 

Personnel  Records 

These include; 

Any  personal  records  provided  to  the  private  body  by their personnel; 
Any  records  a  third  party  has  provided to the private  body  about  any of 
their  personnel; 
Conditio& of  employment  and  other  personnel-related  contractual and 
quasi-legal  records; 
Internal  evaluation  records;  and 
Other  internal  records  and  correspondence. 

Customer-related  records 
A  customer  includes  any  natural  or  juristic  entity  who  receives  services from 
the  private  body.  Customer-related  information  includes the following: 

Any  records  a  customer .has provided to a third  party  acting for or on 

8 Any  records  a  third  party  has  provided to the  private  body;  and 
8 Records  generated  by  or  within  the  private  body  pertaining to  the 

behalf  of  the  private  body; 

customer,  including  transactional  records. 

Private body records 
This  includes  but is not  limited  to  the  following: 

Finzncial  records; 
Operational  records; ,._ 
Databases; 
Information  technology; 
Marketing  records; 
Internal  correspondence; 
Product  records; 
Statutory  records; 
Internal  policies  and  procedures; 
Treasury-related  records; 
Securities  and  equities;  and 
Records  held  by  officials  of  the  private  body. 
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5.4 Other Parties L 
N 

The  private  body  may  possess  records  pertaining  to  other  parties,  including 
without  limitation,  contractors,  suppliers, subsidiary/holding/sister companies, 
joint venture  companies,  service  providers.  Alternatively,  such  other  parties 
may  possess  records  which  can  be  said  to  belong  to  the  private  body. 

The  following  records fall under  this  category: 

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

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

5.8 2ecords Avaiiabie in terms of other iegisfaiion 
The requestor may also  request information which is available in terms 
of legislation, such as the following; 

alienation  of  land  act  (68 of 1981) 

basic  conditions of employment  act (75 of  1997) 

companies  act (61 of  1973) 

compensation  for  occupational  injuries & diseases  act  (130  of  1993) 

employment  equity  act . , 

financial  services  board  act  (97  of  1990) 

Income  tax  act 58 of  1962 

labour  relations  act  (66  of  1995) 0 

occupational  health  and  safety act (85 of  1993) 

promotion  of  equality  and  prevention  of  unfair  discrimination  act 

regional  services  councils  act  (1  09 of 1985) 

short  term  insurance  act  (53  of  1998) 

skills development  act  (97 of 1998) 

Skills  Development  Levies  act  (9 of 1999) 

South  African  Qualifications  Authority  act (58 of  1995) 
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VAT act (89 of 1991) 

The Information officer will take into. considerations  section 8 of the manual to 
decide on whether  or not  access’fo any of  the information  stated  above  should 
be given to the requester. 

6 DECISION-MAKING PROCESS 

6.1 

6.2 

6.3 

8.4 

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

Section 56 provides  that  the  information  officer  must  within 30 days of receipt 
of a  correctly  completed  request  notify the requestor  of  the  decision  as to 
whether  or wt to  grant  the  request. If the  request  is: 

Granted:  the  notification  .must  state the applicable  access  fee  required  to 
be  paid,  together  with the procedure to be  followed  should  the  requestor 
wish to apply  to  court  against  such fee, and the form in which  access  will 
be  given. 
Declined:  the  notification  must  include  adequate  reasons  for  the  decision, 
together  with  the  relevant  provisions  of  the  Act  relied  upon,  and  provide 
the  procedure  to be followed  should  the  requestor  wish to apply  to  court 
against  the  decision. 

The  information  officer  may  extend  the  period  of 30 days  by  a  further  period 
not  exceeding 30 days  if: 

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

0 the  request  requires  a  search for records  located in a  different  office  of  the 

consultation  between  divisions of the  private  body,  or  with  another  private 

ths requestor  consents  to !he extension. 

The  requestor must be ngtifiec’  within  the  initial 30 day period in writing of th3 
extension,  together with reasons  therefor,  and  the  procedure  involved  should 
the  requestor  wish  to  apply  to  court  against  the  extension. 

The  information  officer’s  failure to respond to the  requestor  within the30 day 
period  constitutes  a  deemed  refusal  of  the  request. 

Section 59 provides  that  the  information  officer  may  sever  a  record  and  grant 
access  only to that  portion  which the law  does  not  prohibit  access  to. 

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

large  number of records; 

private  body  not  situated  in  the  same  city; 

body is required;  or 
, ,I 

\ 
v 
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7 THIRD PARTIES L 4- 

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

8 GROUNDS FOR REFUSAL Of  A REQUEST 
Notwithstanding  complianca  with  section 50, the  request  may be deciined in 
accordance  with  one  of  the  prescribed  grounds  in  terms  of  the  Act,  namely: 

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

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

trade  secrets; 
financial,  commercial,  scientific  or  technical  information  where  disclosure 
would  be  likely  to  cause  harm to the  commercial  or  financial  interests  of 
that third party;  or 
information  supplied in confidence  by the third party,  the  disclosure of 
which  could  reasonably  be  expected  to  put  the  third  party  at  a 
disadvantage in contractual  or  other  negotiations,  or  prejudice  the third 
party  in  commercial  competition. 

# 

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

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

8.4 In terms  of  section 66, a  private  body  must  refuse a request  for  access to a 
record  of  the  body if disclosure  could  reasonably  be  expected  to: 

endanger  the  life  or  physical  safety  of  an  individual- 
prejudice  or  impair  the  security  of  a  building,  structure  or  system,  including 
but  not  limited to a  computer  or  communication  system,  means  of 
transport  or  any  other  property 
The  private  body  may  also  refuse  a  request  for  access  to  information 
which  would  prejudice  methods,  systems,  plans  or  procedures for the 
protection  of  an  individual  in  accordance  with  a  witness  protection  scheme 
or  safety  of  the  public. 
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8.5 Section 67 mandates  the  refusal  of  a  request if the  record is privileged  from 
production  in  legal  proceedings,  unless  the  person  entitled to the  privilege  has 
waived  the  privilege. 

8.6 Section 68 pertains to records  containing  information  about  the  private  body 
itself  and  unlike  the  other  provisions  pertaining  to  decline  of  a  request,  is  not 
mandatory,  but  rather  discretionary.  Charter  Wrapmaster may refuse  access 
to a  record if the  record: 

contains  trade  secrets of Charter  Wrapmaster 
contains  financial,  commercial,  scientific or technical  information,  the 
disclosure  of  which  would  be  likely to cause  harm  to  the  commercial or 
financial  interests  of  Charter  Wrapmaster 
contains  information  which, if disclosed,  could  reasonably  be  expected to 
put  the  private  body  at  a  disadvantage  in  contractual  or  other  negotiations, 
or prejudice  Charter  Wrapmaster in commercial  competition;  or 

0 consists of a  computer  program  owned  by  Charter  Wrapmaster 

Notwithstanding  the  above,  the  information  must  be  released if it pertains  to 
the results  of  product  or  environmental  testing,  the  disclosure  of  which  would 
reveal  a s&ious public  safety.or  environmental  risk. 

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

Notwithstanding  any  of  the  above-mentioned  provisions,  section 70 provides 
that a record  must  be  disclosed if its disclosure  would: 

reveal evidence of a substantial  contravention of or failure to  comply 
with  the law, imminent and serious public safety or  environmental 
risk; and - 
if the public  interest in the disclosure  clearly  outweighs  the harm. 

9 RIGHTS OF APPEAL 

k requestor  that  is  dissatisfied  with  the  information  officer‘s  refusal  to  grant  access to 
any infcrmztion nay.  witiir: 30 days of notificatior?, of the  decision,  apply to court for 
relief.  Likewise, a third  party  dissatisifed  with  the  information  officer’s  decision  to 
grant a request  may,  within 30 days of notification of the  decision,  apply to court  for 
relief. 

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

The  court  is  empowered to grant  any  order  that is just and  equitable,  including: 
confirming,  amending or setting  aside  the  information  officer’s  decision 

0 requiring  the  information  officer  to  take  any  action,  or  refrain  from  taking  any 

0 granting an  interdict,  interim  or  special  relief,  declaratory  order  or  compensation; 
action  as  identified  by  the  court  within  a  specified  period; 

or  costs. - 
.T 
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ANNEXURE A L 
z 

REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY - CHARTER 
WRAPMASTER (PTY) LIMITED 

(Section 53(1) of :he Promotion of Access to Information Act, 2000 (Act No 2 
of 2000) 

A. Particulars of private body 

The Head: 

B. Particulars of person requesting access  to the record 

(a) The  particulars of the  person  who  requests  access  to  the  records  must be 
recorded  below. 

I 

(b) Furnish  an  addmss  and/or  fax  number  in  the  Republic  to  which  information 
must  be  sent. 

(c) Proof of the  capacity  in  which  the  request  is  made,  if  applicable, musf be 
attached. 
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Full  name  and  surname: 

Identrty  number: 

Postal  Address: 

Telephone  number:  Fax  number: 

E-mail  address: 
~ ~- ~ 

I 

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

C. Particulars of person on whose behalf request is made: 

This  section  must be completed  only if a  request for information  is  made  on 
behalf of anofher  person. 1 

I I 

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 fo you, to enable  fhe 
record  to be located. 

(b) If  the  provided  space  is  inadequate  please  continue  on  a  separate  folio 
and  affach it to this  form. The  requester must sign  all  the  additional 
folios. 
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1. Description  of  record  or  relevankpart  ofLhe  record: 

2. Reference  number, if available: 

3. Any further  particulars of record: 

E. Fees 

(a) A request  for  accsss to a reord, other  than a record  containing  personal 
information about yoursel(  will  be  processed  only  after  a request fee has 
been  paid. 

(b) You will  be  notified of the  amount  required to be  pad as the  nsquest fee. 
(e) 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) I f  you  qualify  for  exemption  of  the  payment  of  any  fee,  please  state the 
1 reason  therefor. 

Reason for exemption  from  payment of fees: 

F. Form of access to record 

If you  are  prevented  by a disability  from  reading,  viewing  or  listening 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. 

I .  

Disability: Form in which  record is required: 

i 
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Mark the  appropriate  box  with  an “X” 

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

(6)  Access  in  the  form  requested  may  be  refused in cettain  circumstances. In 
such  a case you will be  informed  if  access  will be granfed  in  another  form. 

(c) The  fee  payable  for  access  to  the record, if  any, will be  determined patt/y 
by  the  form  in  which  access  is  reuuested. 

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

Copy of record*  inspection of record 

I 

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* 

L 

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

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

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

t 
Printed  copy of 

readable  form*  (stiffy information  derived record 
Copy  in  computer Printed  copy of 

from  the  .record* 

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

or  compact  disc) 

A   os tal fee is Davabie. 

25 
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G. Particulars of right to be exercisebr 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. 

\ 

indicate  which  right is to be  exercised  or  protected: 

Expiain why the  requested record is racuired fcr ths  exercisiog Or prctecticr: c i  
the  aioremefitioned right: 

H. Notice of decision  regarding  request  for  access: 

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

'. 1 4 . -  

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

Signed at this  day 

of 2003 

SIGNATURE OF REQUESTEFUPERSON ON 
WHOSE BEHALF REQUEST IS MADE 
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ANNEXURE B 

FEES IN RESPECT OF PRIVATE  BODIES 

1. The  fee for a  copy  of  this  manual  is R1 , I O  for  every  photocopy  of  an A4 size 
page  or  part  thereof. 

2. 

2. 

3. 

Where a private  body  has  voluntarily  provided  the  Minister  with  a  list of 
categories  of  records  that  will  automatically be made  available to any person 
requesting  access  thereto,  the only  charge that  may  be  levied  for  obtaining 
such  records,  will be a fee  for  reproduction of the record in question. 

These  fees  for  reproduction  are  as  follows: 

3) For wer] phctcczpy  of m A4 size page  or par! therecf ii I ,  ! I! 
b)  For  every  qrintec  czpy of an A4 size  page  or ?art thereci Fi 0,75 

held cn a  ccmpcter cr in  slectronic or  rnachice  readable 
form. 

c)  For a copy in a  computer  readabie  form  on - 
i) stiffy  disc R 7,50 
ii)  compact  disc fi70,CO 

d)  i)  For a transcription  of  visual  images  for  an  R40,00 
A4 size page  or  part  thereof 

ii)  For a copy of visual  images R60,GO 

e)  i)  For  a  transcription  of  an  audio  record,  for  an R20,00 
A4  size  page  or  part  thereof 

ii)  For  a  copy of an  audio record R30,!20 

The request fee payable by,a requester,  other  than a personal 
requester is R50,OO. 

The access fees payable  by  a  requester  are  as  follows: 

a)  For  every  photccopy  of  an  A4  page  or  part  thereof R 1,IO 

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

c)  For  a  copy  in  a  computer  readable  form  on - 
0 stiffy  disc R 7,50 
ii)  compact  disc R70,OO 

d) i) For  a  transcription of visual  images  for  an R40,OO 
A4  size  page  or  part  thereof 

ii) For  a  copy of visual  images 
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e) i)  For  a  transcription of an  audio  record  for  an R20,OO 
A4 size  page or part  thereof 

ii)  For  a  copy  of  an  audio  record R30,OO 

9 To search  for  and  prepare  a  record  that  must be disclosed, R30,OO for 
each  hour  or  part  of  an  hour  reasonably  required  for  such  search  and 
preparation. 

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

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

5. The  actual  postage is payable  when a copy  of a record  must  be  posted  to a 
requester. 
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INFORMATION  MANUAL 

FOR 

HOT-LINE  ADMINISTRATIVE SERVICES (PTY) LIMITED 
(“HOT-LINE”) 

In rems of section 51 of the Promcticn of Access to Informafhm Act 
Act 2 of 2000 
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1 INTRODUCTION 

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

(I) Everyone  has  the right of access to - 
(a)  any information  held  by the state;  and 
(b) any infomation that is held  by  another  person  and that is required for 

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

the  exemise or protection of any rights. 

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

The act  came  into  effect  on 9 March  2001  with  the  exception  of  sections 10, 14,16 
and 51 which sections  were  brought  into  operation on 15 February  2002. 

2 WHO MAY REQUEST INFORMATION IN TERMS 
OF THE  ACT 

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

(f) A requester  must be given  access to any  record of a private body if - 
(a) that  record is required for‘ZM exercise  or  protection of any righfs; 
(6) that  person  complies with the  procedural  requirements in this Act 

(c) access t3 that record is not refused in terms of any graond far refusal 
relating  to a request for access to that  record;  and 

contemptateed in Chapter 4 of this Pad. 

3 PROCEDURES FOR OBTAINING ACCESS 

3.2 Contact Detaiis 
Any person who wishes to request any information  from Hot-line with 
the object of protecting or exercising a right may  contact  the 
information officer whose  contact details are as follows; 
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Postal  Address 

The  Information  Officer 
Hot-line  Administrative  Services (Pty) Limited 
P 0 Box 11250 
Johannesburg, 2000 

Physicai  address 

10 th floor 
Cnr  Barry  Hertzog  Avenue  and  Napier Road 
Richmond,  dohannesburg, 2092 

3.2 Prescribed Access Form 
In terms  of  section 53, a request  for access to a record ofHot-line must  be 
made  in  the  prescribed  form to Hot-line at the  address,  fax  number or 
electronic mail address  given abcve. The i o m  requires  the  requestor tc 
prcvide  the fdlowing infcrmation: 

0 

0 

e 

0 

sufficient  information  to enable the  information  officer to identify  the 
requestor; 
sufficient  information  to  enable  the  information officer to identify  the 
record@)  requested; 
the form of  access  required; 
&he  requestor’s  postal  address or  fax  number; 
identification of the  right  sought to be exercised  or  prctected; 
an  explanation  on  why  the  record  is  required to exercise  or  protect 
that  right; 
the  manner  in  which  the  requestor  wishes  to  be  informed of the 
decision  on  the  request, if in  a  manner in addition to written 
notification;  and 
if the  request  is  made  on  behalf  of  a  person,  the  submission  of  proof 
of  the  capacity  in  which  the  requestor  makes  the  request,  to  the 
satisfaction  of  the  information  officer. 

For a specimen of the  request form see ANNEXURE A to  the  manual. 
Requestors  please note”th3t all  of  the  information  as  listed  above 
should  be  provided,  failing  which  the  process will be delayed  while  the 
private  body  requests  such  additional  information.  The  prescribed  time 
periods will not  commence until all pertinent  information  has  been 
furnished  on  the  private  body by the  requestor. 
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3.3 Prescribed Fees 7 ,. 

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

Request  fee:  This  is a non-  refundable  administration  fee  paid  by  all 
requestors  with  the exciusion of  personal  requestors. It is  paid 
before  the  request  is  considered. 
Access  fee:  This  is  paid  by  all  requestors  only  when  access is 
granted.  This  fee is intended  to  re-imburse  the  private  body  for  the 
costs  involved in searching  for a record  and  preparing it for  delivery 
to the  requestor. 

Hot-line  may  withhold a recxci until  the  request  fee  and  the  deposit  (if 
applicable)  have  been  paid. k schedule of the  prescribed  fees  is  attached  as 
ANNEXURE B to  the  manual. 

3.4 Requestor other than Personal Requestor 
The information  officer  must  give  written  notice to a requestor  other  than  a 
personal  requestor of the rsquesi fee and  amount to be  paid  before  the 
request  may  be  further  processed. 

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

The notise given by the  information  officer  must  advise the requestor  that slhe 
has a right  to  apply lo coufi against  the  payment of the request  fee or deposit, 
an? a!so ad~ise sf the  proseciure of the  appiicztion. 

3.5 Persona! Requestor 
A personal  requestor is desch t !  in  terms of the  Act  as a requestor  seeking 
access tc 2 recore  containin? informatior! 2!mu! the  requestor. 

k personal reqaesfcr is nor i i a e  tz pq; 2 reqrtes: fee, IS liable tor aayrnent of 
access fees in the even:  of B rsrjues: ming granred, but may not be required 
to  pay a deposit  before the granting of thc  record. 

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

Private  Bag 2700 
Houghton 
2041 
Tel: 01 1 484 8300 
Fax0114841360 

The requestor  may  request access to the following types of documents: 

5.1 Personnel Records 

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

Conditions sf amployinent  and  other  personnei-related  contractual  and 

Internal  evaluaticn  reccrds;  and 
Other  internal  rscords  and  correspondence. 

their  perscnnel; 

quasi-legal  reccrds: 

5.2 Customer-related records 
A customer  includes  any  natural  or  juristic  entity  who  receives  services  from 
the  private  body.  Customer-related  information  includes  the  following: 

Any  records  a  customer has provided to a  third  party  acting for or on 

Any  records a third  party  has  provided to the  private body; and 
Records  generated by  or within  the  private  body  pertaining to the 

behalf of the private  5cdy; 

customer,  including  transactional  records. 

5.3 Private body records 
This  includes  but is nct  limited  to  the  following: 

Financial  records; 
Operational  records; 
Databases; 
Information  technology; 
Marketing  records; 
Internal  correspondence; 
Product  records; 
Statutory  records; 
Internal  policies  and  procedures; 
Records  held  by  officials of the  private body. 
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5.4 Other  Parties 
The  private  body  may  possess  records  pertaining  to  other  parties,  including 
without  limitation,  contractors,  suppliers, subsidiary/holding/sister companies, 
joint  venture  companies,  service  providers.  Alternatively,  such  other  parties 
may  possess  records  which  can  be  said to belong  to the private  body. 

The  following  records  fall  under  this  category: 

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

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

5.5 Records  Available  in  terms of other  legislation 
The requestor may also  request  information which is  available in terms 
of legislation,  such  as  the following; 

alienation of land a d  (68 of 1981) 

basic conditions of empioyrnent  act (75 of 1997) 

companies  act (61 of 1973) 

compensation  for  occupational  injuries & diseases  act  (130 of 1993) 

employment  equity  act 

fi~ancisl sexvices  board  act (97 of 1990) 

Income  tax act 58 of 1962 

1 2 5 3 ~  refations  act (65 of 1985) 

occupational  health  and  safety  act (85 of 1993) 

prornoiim of eqsaiity and preveniiofi of unfair disxinination act 

regional  services  councils  act  (1  09 of 1985) 

short term  insurance  act  (53  of  1998) 

skills development  act (97 of  1998) 

Skills Development  Levies  act (9 of 1999) 

South  African  Qualifications  Authority  act (58 of 1985) 
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VAT act (89 of 1991) 

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

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

6.2 Section 56 provides  that  the  information  officer  must  within  30  days  of  receipt 
of  a  correctly  completed  request  notify  the  requestor of the decision as io 
whether  or nct to grant  the  request.  If  the  request is: 

Granted:  the  notification  must  state  the  applicable  access  fee  required  to 
be paid,  together  with  ?be  procedure to be fcllcwed should  the requestGr 
wish to apply  tc court against  soch  fee,  and  the  form  in  which  access  will 
be  given. 

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

6.3 The  information  officer  may  extend  the  period  of 30 days by a further  period 
not  exceeding 30 days  if: 

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

0 the request  requires a search  for  records  located in a  different  office  of  the 

0 consultation  between  divisions  of  the  private  body,  or  with  another  private 

the  requestor  consents  to  the  extension. 

large  number  of  records; 

private  body  not  situated  in  the  same  city; 

body  is  required; or 

The  requestor  must  be  notified  within  the initial30 day period  in  writing  of the 
extension,  together  with  reasons  therefor,  and  the  procedure  involved  should 
the  requestor  wish to apply to court  against the extension. 

The information  officer’s  failure to respond to the  requestor  within the30 day 
period  constitutes  a  deemed  refusal  of  the  request. 

.*.. 

6.4 Section 59 provides  that  the  information  officer  may  sever  a  record  and  grant 
access  only  to  that  portion  which  the  law  does  not  prohibit  access  to. 

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



26 No. 24373 GOVERNMENT GAZETTE, 14 FEBRUARY 2003 

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

8 GROUNDS FOR REFUSAL OF A REQUEST 
' Notwithstanding  compliance  with  section 50, the  request  may  be  declined in 

accordance  with  one  of  the  prescribed  grounds  in  terms  of  the  Act,  namely: 

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

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

trade  secrets; 
financial,  commercial,  scientific  or  technical  information  where  disclosure 
would  be  likely to cause  harm  to  the  commercial  or  financial  interests  of 
that third party;  or 
information  supplied in confidence  by  the  third  party,  the  disclosure  of 
which  could  reasonably  be  expected to put  the  third  party at a 
disadvantage  in  contractgal  or  other  negotiations,  or  prejudice the third 
party in Commercial  competition. 

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

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

8.4 In terms  of  section 66, a  private  body  must  refuse  a  request  for  access to a 
record  of  the  body if disclosure  could  reasonably  be  expected to: 

endanger  the life or  physical  safety  of  an  individual; 
prejudice or impair  the  security of a  building,  structure  or  system,  including 
but  not  limited to a  computer  or  communication  system,  means  of 
transport  or  any  other  property 
The  private  body  may  also  refuse  a  request  for  access to information 
which  would  prejudice  methods,  systems,  plans  or  procedures for the 
protection  of an individual in accordance  with  a  witness  protection  scheme 
or  safety of the  public. 
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8.5 Section 67 mandates  the  refusal of a  request if the  record  is  privileged  from 
production  in  legal  proceedings,  unless  the  person  entitled  to  the  privilege  has 
waived  the  privilege. 

8.6 Section 68 pertains to records  containing  information  about  the  private  body 
itself  and  unlike  the  other  provisions  pertaining to decline  of  a  request, is not 
mandatory,  but  rather  discretionary.  Hot-line may refuse  access to a  record  if 
the  record: 
s contains  trade  secrets  of  Hot-line 

contains  financial,  commercial,  scientific  or  technical  infcrmation,  the 
disclosure  of  which  would  be  likely to cause  harm  to  the  commercial  or 
financial  interests of  Hot-line 

8 contains  information  which,  if  disctosed,  could  reasonably  be  expected to 
put  the  private  body  at  a  disadvantage  in  contractual or other  negotiations, 
or prejudice  Hot-line  in  commercial empetition; or 
ccnsists of a computsr  prcgrarn owned by Zat-iine 

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

8.7 Section 69 prohibits  the  disclcsure  of  information  about  research  where 
disclcsurs  is  likely  to expose the  third  patty, the person  conducting  the 
research  on  behalf  of  the  third  party,  or  the  subject  matter  of  the  research  to 
serious  disadvantage.  Disclosure  is  discretionaty if such  research  pertains to 
Hot-line  itself. 

Notwithstanding any of the  above-mentioned  provisions,  section 70 provides 
that  a  record  must  be  disclosed  if its disclosure  would: 

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

0 if the  public interest in the  disclosure cleariy outweighs the harm. 

9 RIGHTS  OF APPEAL 
A requestor  that  is  dissatisfied  with the  information  officer’s  refusal to grant  access  to 
any information  may,  within 30 days  of  notification  of  the  decision,  apply  to  court  for 
relief.  Likewise,  a third party  dissatisifed  with  the  information  officer’s  decision  to 
grant  a  request  may,  within 30 days  of nctification of the decision,  apply to court for 
relief. 

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

.*.?* - 

The  court  is  empowered  to  grant  any  order  that is just  and  equitable,  including: 
confirming,  amending  or  setting  aside  the  information  officer’s  decision 
requiring  the  information  officer to  take  any  action,  or  refrain  from  taking  any 

granting an interdict,  interim or  special  relief,  declaratory  order  or  compensation; 
action  as  identified  by  the  court  within a specified  period; 

or  costs. 
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ANNEXURE A 

REQUEST  FOR  ACCESS  TO  RECORD OF PRIVATE BODY - HOT-LINE 
ADMINISTRATIVE  SERVICES (PTY) LIMITED 

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

A. Particulars of private body 

The Head: 

B. Particulars of person requesting  access to the record 

' (a) The particulaw of the  person who requests  access  to  the  records  must be ' 
recorded  below. 

(b) Furnish  an  addmss  and/or  fax  number in the  Republic  to  which  information 
must be sent. 

I 
' (c) Proof of the capacity  in  which  the  request is made, if appiicabie, must be 

attached. 
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Full name  and  surname: 

Identity  number: 
. .. 

~- 

Postal Address: 

Telephone  number: Fax number: 

E-mail address: 

Capacity in which request is made, when made cn behalf of another perscn: 

C. Particulars of person on whose  behalf request is made: 

This  section  must be completed  only if a  mquest for information is made  on 
behalf of another  person. i 

! 
L 

Full  names  and  surname: 

Identity number: 

D. Particulars  of  record: 

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

(b) I f  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. 
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1. Description of record  or  relevant  part of the  record: 

2. Reference  number, if available: 

~~ 

3. Any  further  particulars  of  record: 

E. Fees 

j (a) k request  for  access to a record, other than a record  confaining  personal 
i information  about  yourself,  will  be  processed  only  after  a request  fee has 

(b) You will be notified of the  amount  required to be pad as the  request  fee. 
(c) The fee  payable  for  access to a  record  depends  on  the fotm in which 

access  is  required  and the reasonable time required  to  search for and 
prepare a record. 1 (dl If you qua/;@ for exemptim of the payment of any fee, p/sase state  the 

I reason  thersfor. 

been  paid. 

Reason  for  exemption from payment  of  fees: 

F. Form of access ta record 

If you  are  prevented  by  a  disabilrty from reading,  viewing  or  listening 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. 

I 1 

Disability: Form in  which  record is required: 
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1 Mark  the  appropriate  box with an “X” 1 NOTES: 

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

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

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

1. if the record is in  written or printed fern: 1 
I 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* 

I I I I I I 

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

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

I , I I I 

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

Printed  copy  of 
readable  form*  (stiffy information  derived record 
Copy in computer Printed  copy of 

from  the  record’ 

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

or  compact  disc) 

A postal  fee is payable. 
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G. Particulars of right  to be  exercised  or  protected: 

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

Indicate  which  right is to  be  exercised  or protected: 

Explain  why the requested  record is required  for the exercising  or  protection  of 
the  aforementioned right: 

K. Fdofrice of decision  regarding  request for access: 

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

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

Signed a: this day 

of 2003 

SIGNATURE OF REQUESTEWPERSON  ON 
WHOSE BEHALF REQUEST IS MADE 

24373-1 
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FEES IN RESPECT OF PRIVATE BODIES 

1. The  fee  for  a  copy  of this'manual is R I  , lo  for  every  photocopy  of  an A4 size 

2. Where  a  private  bcdy  has  voluntarily  provided  the  Minister  with a list of 

page  or  part  thereof. 

categories  of  records  that  will  automatically  be  made  available  to  any  person 
requesting  access  thereto,  the  only  charge  that  may  be  levied  for  obtaining 
such  records,  will  be  a  fee  for  reproduction of the  record in question. 

These  fees  for  reprcduction  are as follows: 

a)  For  every  i;hotoccpy  of  an A4 size  page  or part thereof R 1 ~ 10 

b) For ever] printed copy o i  an A4 Jizz pase cr part thereof 8 5,75 
held on a computer or in  electronic  or  machine  readable 
form. 

c)  For a copy in a camputer  readable form on - 
i) stiffy  disc R 7,50 
ii)  compact  disc R70,OO 

d) i)  For  a  transcription of visual  images  for  an R40,OO 
A4 size  page  or  part  thereof 

ii)  For a copy of visual  images R60,OO 

e) 0 For  a  transcription  of  an  audio  record, for an R20, CO 
A4 size  page  or  part  thereof 

ii)  For  a  copy  of  an  audio  record R30,QO 

2. The request fee payable  by  a  requester,  other  than  a  personal 
requester is R50,OO. 

3. The access fees payable  by a requester  are  as  follows: 

a) For  every  photocopy  of  an A4 page  or  part  thereof R 1,lO 

b)  For  every  printed  copy  of  an A4 size  page  or  part I3 0,75 
thereof  held on a  computer  or  in  electronic  machine 
readable  form 

c)  For  a  copy  in  a  computer  readable  form  on - 
i)  stiffy  disc 
ii) compact  disc 

d) i) For  a  transcription  of  visual  images  for  an 
A4 size  page  or  part  thereof 

ii)  For  a  copy  of  visual  images 

R 7,50 
R70,OO 

R40,OO 

00331 886-2 24373-2 
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e)  i)  For  a  transcription of anaudio record  for an R20;OO 
A4 size  page  or  part  thereof z 

ii)  For  a  copy  of  an  audio  record R30,OO 

0 To search for and  prepare  a  record  that  must be disciosed, R30,OO for 
each  hour  or  part  of  an  hour  reasonably  required  for  such  search  and 
preparation. 

4. Where  a  private  body  receives  a  request  for  access to information held on a 
person  other  than  the  requester himselfherself and  the  information  officer 
upon  receipt  of  the  request is of  the  opinion  that  the  preparation of the 
required  record  for  disclosure will take  more  than 6 (six) hours, a deposit is 
payable  by  the  requester. 

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

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

0 
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INFORMATION  MANUAL 

FOR 

NAPIER GARDENS (PTY) LlMlTED 
(“NAPIER GARDENS”) 

in terms of secfiim 51 of the Promotion of Accsss to !nicmat,+.m Act 
Act 2 or’ 2C00 
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1 INTRODUCVON 

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

(7) Everyone  has the right of  access to - 
(a)  any information held by the state;  and 
(b) any information that is held  by  another  person  and that is required for 

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

the exercise or protection of any  rights. 

The  Promotion of Access  to  Information  Act, 2 cf X00 (“the Act”),was enacted on 3 
February 2GG2 to give effx: to section 32 of the  Constiiuticn, that is givir?~ tffect to 
the constittitlcnal  right of access tc any infcrmaticn he!d by the State w d  any 
information  that  is  held by  another  person  and  that  is  reqtiired  for  the  exercise cr 
protection of any  rights.  Where  a  request is made  in  terms  of  this  Act,  the  private  or 
public  body ?o whom  the  request is made is obliged  to  release  the  informaticn, excect 
where  the  Act  expressly  provides  that  the  infcrmation  must not be  released.  The Act 
sets  out  the  requisite  procedural  issues  attached io such  request. 

The  act  came  into  effect  on 9 March  2001  with  the  exception cf secticns 10, 14,!6 
and 51 which  sections  were  brought  into  operation on 15 February  2002. 

.I .- 

2 WHO MAY REQUEST INFORMATION IN TERiblS 
OF THE ACT 

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

(7) A requester must be given  access fo any record of a private body 3 - 
(a) that record is required for the exercise  or protection of  any rights; 
(b) that person complies with the procedural  requirements in this Act 

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

contemplated in Chapter 4 of fhis Part. 

3 PROCEDURES FOR QBTAINING ACCESS 

3.1 Contact Details 
Any  person who wishes to request any information from  Napier 
Gardens  with the object of protecting or exercising a right may  contact 
the information officer whose contact details are as follows; 



STAATSKOERANT, 14 FEBRUARIE 2003 NO. 24373 37 

Postal  Address 

The Information Officer 
Napier  Gardens  (Pty)  Limited 
P 0 Box 11250 
Johannesburg, 2000 

Physical  address 

10 th Floor 
Cnr  Barry Hertzcg Avenue  and  Napier  Road 
Richmond,  Johannesburg, 2092 

Tel: (01 I) 4894000 
Fax (Of 1) 4894335 

3.2 Prescribed Access Form 

. .  
,I ' 

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

0 sufficient information  to  enable  the  information officer to identify  the 

0 sufficient  information  to  enable  the  information officer to identify  the 

0 the  form  of  access  required; 
the  requestor's  postal  address or fax  number; 

0 identification  of  the  right  sought to be  exercised  or  protected; 
0 an explanation on why  the record is required  to  exercise  or  protect 

that  right; 
0 the  manner  in which  the  requestor  wishes to  be  informed  of  the 

decision on the  request, if in a manner  in  addition  to  written 
notification;  and 
if the request  is  made  on  behalf  of a person,  the  submission of proof 
of  the  capacity  in  which  the  requestor  makes  the  request,  to  the 
satisfaction  of  the  information officer. 

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

requestor; 

record($)  requested; 
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3.3 Prescribed  Fees L 
4 

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

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

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

Napier  Gardens may withhold a record  until  the  request fee and  the  deposit (if 
applicable)  have  been  paid. A schedule  of  the  prescribed  fees  is  attached  as 
ANNEXURE B to the  manual. 

3.4 Requestor  other than Personal Requestor 
The  information  officer  must  give  written  notice to a requestor  other  than a 
personal  requestor of the  request fee and  amount to be  paid  before  the 
request  may be further  processed. 

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

The  notice  given by the  information  officer  must  advise  the  requestor  that she 
has a right  to  apply  to  court  against  the  payment  of  the  request  fee or deposit, 
and also advise  of  the  procedure  of  the  application. 

3.5 Personal Requestor I 

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

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

4 
In terms of section 10 of  the  Act,  the  Human  Rights  Commission  must  compile 
a  guide  by 14 August 2003. This guide is intended to assist  users in the 
interpretation of the Act. The guide  will  contain a description of the  objects of 
the Act, the  contact  details of the information officers of all the public  bodies, 
particulars of the  public  bodies,  the  manner of access to the  records  of those 
public  bodies  and  the  remedies  available in law  regarding  a  breach of any of 
the provisions of the Act. 
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The South  African  Human  Rights Commission’s contact details  are as follows; 

Private Bag 2700 
Houghton 
2041 
Tel: 01 1 484 8300 
Fax0114841360 

The requestor may request  access to the following types of documents; 

5.1 

5.2 

5.3 

Personnel  Records 

1 hese inciude; 
o Any  personal  rsccrds  provided to the  private  body  by  their  persofinel; 
a Any  records a third  party  has  provided to the  private  body  about  any  of 

8 Ccnditions of employment  and  other  personnel-related  contractual and 

0 internal evaiuation  records;  and 
Gther  internal  records  and  correspondence. 

Customer-related  records 
A customer  includes  any  natural or juristic  entity  who  receives  services  from 
the  private  body.  Customer-related  information  includes the following: 

Any  records a customer  has  provided  to  a  third  party  acting for or on 

0 Any  records  a  third  party  has  provided to the  private  body;  and 
Records  generated  by  or  within  the  private  body  pertaining  to  the 

- 

their  personnel; 

quasi-legal  records; 

behalf of the private  body; 

customer,  including  transactional  records. 

Private body  records 
This  includes  but  is  not  limited  to  the  following: 

9 Financial  records; 
0 Operational  records; 
0 Databases; 
0 Information  technology; 

Marketing  records; 
Internal  correspondence; 
Product  records; 
Statutory  records; 
Internal  policies  ana  procedures; 
Treasury-related  records; 
Securities  and  equities;  and. 
Records  held  by  officials of the  private  body. 
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5.4 Other Parties L- 
z 

The  private  body  may  possess  records  pertaining  to  other  parties,  including 
without  limitation, contractoqAsuppliers, subsidiary/holding/sister companies, 
joint  venture  companies,  service  providers.  Alternatively, such other  parties 
may  possess  records  which  can  be  said  to  belong  to  the  private  body. 

The  following  records fall under  this  category: 

0 Personnel,  customer or private  body  records  which  are  held by another 
party  as  opposed  to  being  held by the  private  body;  and 
Records  held  by  the  private  body  pertaining  to  other  parties,  including 
without  limitation  financial  records,  correspondence,  contractual  records, 
records  provided by the  other  party,  and  records  third  parties have 
provided  about  the  contractors / suppliers. 

5.S Records  Available in terms of other legidation 
The requestor may also request information  which is available in terms 
of legislation, such as the following; 

alienation  of  land  act  (68 of' lQ8l) 

basic  conditions of employment  act (75 of 1997) 

companies  act  (61 of 1973) 

compensation  for  occupational  injuries & diseases  act (1 30  of  1993) 

employment  equity  act 

financial  services  board  act  (97 of 1990) 

Income  tax  act  58 of 1962 

labour  relations  act (66 of 1995) I 

occupational  health  and  safety  act  (85  of  1993) 

promotion  of  equality  and  prevention of unfair  discrimination  act 

regional  services  councils  act  (109  of  1985) 

short  term  insurance  act  (53 of 1998) 

skills  development  act  (97  of  1998) 

Skills  Development  Levies  act (9 of  1999) 

South  African  Qualifications  Authority  act  (58  of  1995) 
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VAT act (89 of 1991) 

The lnformaticn officer will take into considerations  section 8 of the manual to 
decide on whether or not access to any of the information stated above  should 
be given to the  requester. 

6.1 

6.2 

5.3 

6.4 

In terms of Section 55, the  information  officer  will  take all reasonable  steps  to 
find a record  that  has  been  requested. If the  record  cannot  be  found  or  does 
not  exist,  the  infcrmaticn cfficsr must  notiFj  the  requestor  by  way  of  affidavit 
or aifirmaticn thai it is nct  pcssibie io give  access  to  the  record.  This  is 
deemed to 'ze 3 refidsal 3f :he request. if, hcwever, the record  is  later found, 
the  recuestcr must se given access l i '  the request wculd othernrjse have been 
g;snied. 

Section 56 provides  that  the  information  officer  must  within 30 days  of  receipt 
cf 3 csrrectly  cornpieted  request  notify  ?he  requestor  of  the  decision  as  to 
whether  or  not io gar;? the request. if the  request is: 
0 Granted:  the  ncjtification  must  state  the  applicable  access  fee  required to 

be  paid,  together  with ihe procedure io be  foilowed  shouid the requesicr 
wish to apply Zo ccur? against  such  fee,  and  the f c m  in  which access will 
be  giver;. 

0 Declined:  the  notification  must  include  adecuate  reasons  for the decision, 
together  with :he re!evant  provisions of the  Act  relied  upon,  and  provide 
the  procedure to be  followed  should  the  requestor  wish  to  apply to court 
against  the  decision. 

The  information ,sfficzr m y  iGt;ltend sericd :! X days by a f c t - ~ r  ;escd 
not  exceeding  30  days if: 

the  request  is  for  a  large  number  of  records  or  requires  a  search  througn  a 

the  request  requires  a  search  for  records  located in a  different  office of the 

0 consultation  between  divisions of  the  private  bcdy,  or  with  another  private 

the  requestor  consents  to  the  extension. 

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

The information officer's failure  to  respond to the  requestor  within the30 day 
period  constitutes  a  deemed  refusal of  the  request. 

Section 59 provides  that theMorrnation officer  may  sever a record and grant 
access  only  to  that  portion  which  the  law  does  not  prohibit  access to. 

If access  is  granted,  access  must  be  given in the  form  that  is  reasonably 
required  by  the  requestor,  or if the  requestor  has  not  identified  a  preference, 
in  a  form  reasonablv  determined bv the  information  officer. 

large  number  of  records; 

private  body  not  situated  in  the same city; 

body is  required;  or 

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

8 GROUNDS 
Notwithstanding  compliance  with  section 50, the  request  may  be  declined  in 
accordance  with  one  of  the  prescribed  grounds  in  terms  of  the  Act,  namely: 

8.1  Section 63 of  the  Act  prohibits  the  unreasonable  disclosure of the  personal 
information  of  natural-person.&jrd  parties to requestors.  This  includes the 
personal  information  of  deceased  persons.  However  Section 63(2) does 
provide  excepticns to this. 

8.2 Section 64 states  that  a  request  must  be  refused  if it relates to records 
containing  third  party  information  pertaining  to: 
0 trade  secrets; 
0 financial,  commercial,  scientific  or  technical  information  where  disclosure 

would  be  likely  to  cause  harm to the  commercial or financial  interests of 
that third party;  or 
information  supplied in confidence  by  the  third  party,  the  disclosure  of 
which  could  reasonably  be  expected  to  put  the  third  party  at  a 
disadvantage  in  contractual  or  other  negotiations,  or  prejudice  the third 
party in commercial  competition. # 

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

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

8.4 In terms  of  section 66, a  private  body  must  refuse  a  request  for  access to a 
record of the body if disclosure  could  reasonably  be  expected  to: 
0 endanger  the life or  physical  safety  of an individual; 
0 prejudice  or  impair  the  security of a  building,  structure  or  system,  including 

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

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

’ t . w.., 



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

8.6 Section 68 pertains to records  containing  information  about  the  private  body 
itself  and  unlike  the  other  provisions-pertaining to decline  of  a  request, is not 
mandatory,  but  rather  discretionary.  Napier  Gardens may refuse  ac- &ss to a 
record if the  record: 

contains  trade  secrets  of  Napier  Gardens 
contains  financial,  commercial,  scientific  or  technical  information,  the 
disclosure of  which  would  be  likely to cause harm to the  commercial  or 
financial  interests  of  Napier  Gardens 
contains  information  which,  if  disclosed,  could  reasonably  be  expected  to 
put  the  private body  at a disadvantage in contractual  or  other nesctiatiocs. 
or  prejudice  Napier  Gardens  in  commercial  comcetiticn;  cr 
consists  of a computer prcgam awned by Napier Garcetx 

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

8.7 Section 69 prohibits  the  disclosure  of  information  about  research  where 
disciosure  is  likely  to  expose  the third party,  the  person  conducting  the 
research on behalf  of  the  third  party,  or  the  subject  matter of the research to 
serious  disadvantage.  Disc!osure Is discretionary if such  research  pertains to 
Napier  Gardens  itself. 

Notwithstanding any of the  above-mentioned  provisions,  section 70 provides 
that  a  record  must  be  disclosed if its  disclosure  would: 

reveal evidence of a substantial  contravention of or  failwe to comply 
with the law, imminent-and  serious  public safety cr envircnmentA 
risk; and 
if the public  interest in the disclosure  clearly outweighs the harm. 
- 

9 RIGHTS OF APPEAL 
A requestor  that  is  dissatisfied  with  the  information  officer’s  refusal  to  grant  access to 
any information  may,  within 30 days  of notification  of  the  decision,  apply  to  court  for 
relief.  Likewise,  a  third  party  dissatisifed  with  the  information  officer’s  decision  to 
grant  a  request  may,  within 30 days  of  notification  of  the  decision,  apply to court  for 
relief. 

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

The  court is empowered  to  grant  any  order  that  is just and  equitable’  including: 
confirming,  amending  or  setting-aside  the  information  officer‘s  decision 
requiring  the  information  officer  to  take any  action,  or  refrain  from  taking  any 

granting an interdict,  interim or  special  relief,  declaratory  order  or  compensation; 
action  as  identified  by  the  court  within a specified  period; 

or  costs. 
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ANNEXURE A L 
z 

REQUEST FOR ACCESS  TO  R,ECORD OF PRIVATE  BODY - NAPIER 
GARDENS (PTY) LIMITED 

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

A. Particulars of private  body 

Tine Head: 

. "  ..,. 

B. Particulars of person requesting  access  to  the  record 

(a) The  particulars of the  person who requests  access to the records  must be 
mcorded  below. 

I 

(b) Furnish an  address  and/or fax number  in  the  Republic  to  which  information 
must be sent. 

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

I I 
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Full  name  and  surname: 

identity  number: 
~~ - 

Postal  Address: 

Telephone  number: Fax number: 

E-mail address: 

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

C. Particulars of person on  whose  behalf  request is made: 

This  section  must be completed  only if a Equest for  infonnation is made  on 
behalf  of  another  person. 

Full names  and  surname: 

Identity  number: 

D. Particulars of record: 

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

(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. 
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1, Description of record or relevantpart of ~e  record: 

2. Reference  number,  if  available: 

3. Any iucher particulars of  record: 

E. Fees 

(a) A request  for  access io a record,  other  than a record cmtaining personal 1 
information about yourself,  will  be  processed  only afler a request fee has 1 
been paid. 

(b) You will  be  notified of the  amount  required io be pad  as  the  request  fee. 
(c) The fee payable for access to a record depends  on  the fom in  which I 

access  is  required  and  the  reasonable time required to search for and 1 
prepars a record. I 
reason therefor. 

_ _  

(d) I f  you qualify  for  exemption of the  payment of any  fee,  please  state  the 

, 

Reason for exemption  from  payment of fees: 

F. Form of access to record 

If you are  prevented  by a disability  from  reading,  viewing or listening 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: 



STAATSKOERANT, 14 FEBRUARIE 2003 No. 24373 47 

N O E S :  

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

(b) Access in the  form requested  may be refused in certain  circumstances. In 
such a case you will be  infomed 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. 

Copy of record* 1 inspection of record 

2. If record ccnsists of visual images: I 
(this  includes  photographs,  slides,  video  recordings,  computer-generated images, 
sketches,  etc) 

View  the  images Transcription of the  Copy  of  the 
4rnages* images* I 

I 

3. If record  consists of recorded  words  or  information  which  can be 1 
reproduced in sound: ! 

Listen to the  soundtrack 
(audio  cassette) 

Transcription of soundtrack” 
(written  or  printed  document) 

I I I I I 

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

Printed  copy  of 
readable fom* (stiffy information  derived record 
Copy in computer Printed  copy of 

from  the  record* 
*if you requested a copy  or transcription of a  record  (above),  do YES NO 

or  compact  disc) 

you  wish  the  copy  or  transcription to be posted to you? 

k p o s t a l  fee is payable. 
I 
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G. Particulars of right to be exercised-or  protected: 
! VI" 4.- 

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. 

Indicate  which  right is to be  exercised or protected: 

Explain why the requested record is requirsd for the exercising or  prctection of 
the aforementioned right: 

H. Notice of decision  regarding  request  for  access: 

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

I I 

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

Signed at this  day 

of 2003 

SIGNATURE OF REQUESTERIPERSON ON 
WHOSE BEHALF REQUEST IS MADE 



STAATSKOERANT, 14 FEBRUARIE 2003 NO. 24373 49 

ANNEXURE B 

FEES IN RESPECT OF PRIVATE BODIES 

1. The  fee  for  a  copy  of  this  manual  is R1 , 10 for  every  photocopy of an A4 size 

2. Where  a  private  body  has  voluntarily  provided  the  Minister  with  a list of 

page  or  part  thereof. 

categories of records  that  will  automatically  be  made  available to any person 
requesting  access  thereto,  the  only  charge  that  may  be  levied for obtaining 
such  records,  will  be a fee  for  reproduction  of  the  record  in  question. 

These  fees  for  reproduction  are  as  follows: 

a) For  every  photcczpy of an A4 size  page or part thereof R 1,lO 
b) For  every  printed ccpy of an A4 size  page  or part thereof R 0,75 

held on a computer cr in electronic cr machine  readable 
form. 

C)  For  a  copy in a  computer  readable  form  on - 
i)  stiffy  disc R 7,50 
iij compact  disc R70,OO 

d) 0 For  a  transcription  of  visual  images  for an R40,OO 
A4 size  page  or  part  thereof 

ii)  For  a copy of visual  images 
c I ' 

R60,OO 

e)  i)  For  a  transcription  of  an  audio  record,  for  an R20,OO 
A4 size  page  or  part  thereof 

ii)  For  a  copy  of  an  audio  record R30,GO 

2. The request fee payable  by  a  requester,  other  than  a  personal 
requester  is R50,OO. 

3. The access fees payable by a  requester  are  as  follows: 

a)  For  every  photocopy  of  an A4 page  or  part  thereof R 1,70 

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

c)  For a copy  in  a  computer  readable  form  on - 
i)  stiffy  disc R 7,50 
ii)  compact  disc R70,OO 

d)  i) ' For  a  transcription  of  visual  images  for  an R40,OO 
A4 size  page  or  part  thereof 

ii)  For  a  copy  of  visual  images 
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e) i> For  a  transcription ofan audio  record  for  an R20,OO 
A4 size  page  or  part  thereof % 

ii) For  a  copy of an  audio  record R30,OO 

9 To search  for  and  prepare  a  record  that  must  be  disclosed, R30,OO for 
each  hour  or  part of an  hour  reasonably  required  for  such  search  and 
preparation. 

4. Where  a  private  bcdy  receives  a  request for access  to  information held on  a 
person  other  than  the  requester  himselflherself  and  the  information  officer 
upcn receipt of the request is of the  opinion  that  the  preparation of the 
required  record  for  disclosure will take  more  than 6 (six) hours, a deposit is 
payable  by  the  requester. 

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

5. The  actual  postage is payable+when a copy  of  a  record  must  be  posted to a 
requester. 

. 
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INFORMATION MANUAL 

FOR 

NIOTOWISE (PTY) LIMITED 
("MOTOWISE") 
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1 INTRODUCTION L 
\ 

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

(7) Everyone  has the right of access to - 
(a)  any information held by the  state;  and 
(b) any infomation that is held by another  person  and that is required for 

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

the exercise  or protection of  any rights. 

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

The  act  came into effect on 9 March  2001  with  the  exception of sections 10, 14,16 
and 51 which  sections  were  brought  into  operation  on 15 February  2002. 

2 WHO MAY  REQUEST  INFORMATION IN TERMS 
OF THE ACT 

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

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

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

contemplated in Chapter 4 of this Part. 

3 PROCEDURES  FOR  OBTAINING  ACCESS 

3.1 Contact Details 
Any  person  who  wishes  to  request  any  information from Motowise  with 
the object of protecting or exercising  a  right  may  contact  the 
information  officer  whose  contact  details  are as follows; 
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Postal  Address 

The  Information Officer 
Motowise  (Pty)  Limited 
P 0 Box 1 1250 
Johannesburg, 2000 

Physical  address 

10th  Floor 
Cnr  Barr] fiertzcg Avenue  and  Napier  Rcad 
Richmond,  Johannesburg, 2092 

Tel: (01 A )  489-4000 
Fax (01 1) 489-4335 

3.2 Prescribed Access Form 
In terms of section 53, a request for access to a record  ofMotowise  must be 
made  in  the  prescribed form to Mctowise at the address, fax number  ar 
electronic mail address  given  above.  The form  requires the requestor to 
provide  the  foilcwing  information: 

e 

8 

8 

8 

sufficient  information to enable  the  information  officer  to  identify  the 
requestor; 
sufficient  informaticn to enable  the  information  officer to identie! :he 
record(s)  requested; 
the  form  of  access  required; 
the  requestor's postal address or fax  number; 
identification of the  right  sought  to be exercised or  protected; 
an  explanation  on  why  the  record  is  required to exercise or proizci 
that  right; 
the  manner  in  which  the  requestor  wishes  to be informed  of  the 
decision  on  the  request, if in  a  manner  in  addition to written 
notification;  and 
if  the  request is made  on  behalf  of  a  person,  the  submission of proof 
of  the  capacity  in  which  the  requestor  makes  the  request, to the 
satisfaction of the  information  officer. 

For a  specimen  of  the  request  form see ANNEXURE A to the manual. 
Requestors  please  note  that all of the  information  as  listed  above 
should be provided,  failing  which  the  process  will be delayed  while  the 
private  body  requests  such  additional  information.  The  prescribed  time 
periods  will not commence  until all pertinent  information  has  been 
furnished  on  the  private  body  by  the  requestor. 
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3.3 Prescribed  Fees L 
2- 

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

0 Request fee: This is a non- refundable administration fee paid by all 
requestors  with  the  exclusion  of  personal  requestors. It is paid 
before  the  request  is considered. 
Access fee: This is  paid  by all requestors  only  when  access is 
granted.  This  fee is intended  to reimburse  the  private  body for the 
costs  involved in searching  for a record  and  preparing it fcr deliver! 
to  the  requestor. 

Motowise  may  withhold  a  record  until  the  request  fee  and  the  deposit  (if 
appiicabie)  have  been  paid.  A  schedule of the pescriced fees  is  attached as 
ANNEXURE B to the  manual. 

3.4 Requestor  other  than  Personal  Requestor 
The  information  officer  must  give  written  notice  to  a  requestor  other  than 
personal  requestor  of  the  request  fee  and  amount  to  be  paid  before the 
request may be  further  processed. 

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

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

3.5 Personal  Requestor I 

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

A  personal  requestor is not  liable to pay a request  fee, is liable  for  payment of 
access  fees in the  event of a  request  being  granted,  but  may  not be required 
to  pay  a  deposit  before  the  gcanting  of  the,  record. 

4 HUMAN RIGHTS COMMISSION GUIDELINE 
In terms  of section 10 of the Act, the  Human  Rights  Commission  must  compile 
a guide  by . I4 August 2003. This  guide is intended to assist users in the 
interpretation  of the Act. The  guide will  contain a description of the  objects of 
the Act, the contact  details  of the information  officers of all the  public  bodies, 
particulars of the  public  bodies, the manner  of  access to the records of those 
public  bodies and the  remedies  available in law  regarding a breach of any of 
the  provisions  of  the Act. 
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The South  African  Human  Rights  Commission’s  contact  details are as follows; 

Private  Bag 2700 
Houghton 
204 1 
Tel: 01 1 484 8300 
Fax0114841360 

The requestor may request  access to the following types of documents; 

5.1 

5.2 

5.3 

Personnel  Records 

These include; 
Any perscnal  rscords  provided to the  private  body  by  their  perscnnel; 
Any records  a  third  party  has  provided  to  the  private  body  about  any  of 

Conditions of employment  and  other  personnel-related  contractual  and 

internal  evaluation  records;  and 
Other  internal  records and  correspondence. 

Customer-reiated  records 
A  customer  includes  any  natural  or  juristic  entity who receives  services  from 
the  private  body.  Customer-related  information  includes  the  following: 

Any  records a customer  has  provided to a third party  acting  for  or on 

Any  records  a  third  patty  has  provided to the  private  body;  and 
0 Records  generated  by  or  within  the  private  body  pertaining to the 

their  personnel; 

quasi-legal  records; 

behalf of the  private  body; 

customer,  including  transactional  records. 

Private body records 
This  includes  but  is  not  limited to the  following: 

0 Financial  records; 
Operational  records; 
Databases; 

0 Information  technology; 
0 Marketing  records; 
0 Internal  correspondence; 
0 Product  records; 
0 Statutory  records; 
0 Internal  policies  and  procedures; 
0 Treasury-related  records; 
0 Securities  and  equities; and 
0 Records held by  officials  of  the  private  body. 
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5.4 Other Parties A - 
The  private  body  may  possess  records  pertaining to cther  parties,  including 
without  limitation,  contractcrs,  suppliers, sut=sidiaryihc!cin~isister corrtpacies, 
joint  venture  companies, ser\iice providers.  Alternatively,  such  other parties 
may possess  records  which  can  be  said to belong to the  private body. 

The  following  rec3rds  fall  under  this  category: 

* Fsrscnnel,  custcmer  sr  private Scdy recercis wkic5 a-2 > d e  b.j acctker 
party  as  opposed to being  held by the private body;  and 
Records held by the  private body pertainizg tc cther ?ar!ies. incfudin~ 
without  limitation  financial  reccrcls,  corrsspondencz,  contractual  records, 
records  prcvided by the cther p a q ,  and reccrds  third  parties  have 
provided  about  the  ccntractcrs I suppiiers. 

3.6 Rzcards Available In terms ~i oiher 1egisia:ion 
The requestor may also request inicrmaticn '~h ich is avaiiable in terms 
cf iegisiation, such as the ioilcwing; 

alienation a i  land act (68 of 1981 ) 

basic  concitior,s of empicymeni act (75 ~i ? 327) 

companies  act (El of 1973) 

compensation  for  occupational  injuries 8 diseases  act (? 30 of 7 S93) 

employment  equity act 

financial  services  board  act (97 of 1990) 

Income  tax  act 58 of  4962 

labour  relations  act (66 of  1995) I 

occupational  health  and  safety act (85 of 1993) 

promotion of equality and prr2vention of unfair  discriminaticjn  act 

regional  services  councils act (1 09 of 1985) 

short term  insurance  act (53 of 1998) 

skills development  act (97 of 1998) 

Skills  Development  Levies  act  (9  of  1599) 

South  African  Qualifications  Authority  act (58 of 1995) 
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VAT act (89 of 1991) 

The Information officer will take into considerations section 8 of the manual to 
decide cn whether or not access to any of the information  stated  above  should 
be given to the  requester. 

6.1 

6.2 

6.3 

6.4 

terms of Section 55, the  information  officer  will  take all reasonable  steps  to 
find a  cord that  has  been  requested. If the  record  cannot befound or  does 
not  exist,  the  informaiion officer must  notify  the  requestor  by  way of affidavit 
Gr affirmation  that i t  is not,  possible  to  give  access  to  the  record.  This  is 
deemed to be a refusal of the  request.  If,  however,  the  record is later found, 
the recgesm ;nust be  given  acc8ss if the  request  would cthewise halie been 
crantzc. - 
Section 56 provides  that  the  information  officer  must  within 30 days of receipt 
of a  correctly  completed  request  notify  the  requestor  of  the  decision  as  to 
whether  3r nct tc  grant :he request. ff the  request  is: 
0 Granted:  the  notification  must  state the applicable  access  fee requirsd to 

be  paid,  together  with  the  procedure to be followed  should  the  requestor 
wish to apply to court against  such  fee,  and  the  form In which  access  will 
be given. . Declined:  the  notification  must  include  adequate  reasons  for  the  decision, 
together  with  the  relevant  provisions of the Act  relied  upon,  and  provide 
the  procedure to t e  foilcwed  should  the  requestor  wish to apply to court 
against  the  decision. 

The information  officer  may,  extend  the  period  of  30  days by a  further  period 
not  exceeding 30 days if: 
0 the  request  is  for  a  large  number  of  records  or  requires a search  through a 

the  request  requires  a  search  for  records  located in a different  office of the 

consultation  between  divisions  of  the  private  body,  or  with  another  private 

the  requestor  consents  to  the  extension. 

The  requestor  must  be  notified  within  the initial30 day  period  in  writing  of  the 
extension,  together  with  reasons  therefor,  and  the  procedure  involved  should 
the  requestor  wish  to  apply to court  against  the  extension. 

The  information  officer's  failure  to  respond to the  requestor  within the30 day 
period  constitutes  a  deemed  refusal  of  the  request. 

Section 59 provides  that  the  information officer  may sever  a  record  and  grant 
access  only to that  portion  which  the  law  does  not  prohibit  access  to. 

If access  is  granted,  access  must  be  given in the form that is reasonably 
required by the requestor,  or if the  requestor  has  not  identified  a  Preference, 
in a  form  reasonablv  determined  bv  the  information  officer. 

large  number  of  records; 

private  body  not  situated  in  the  same  city; 

body  is  required:  or 
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7 THIRD PARTIES L 

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

Notwithstanding  compliance  with  section 50, the  request  may  be  declined in 
accordance  with  one  of  the  prescribed  grounds  in  terms  of  the  Act,  namely: 

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

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

trade  secrets; 
financial,  commercial,  scientific  or  technical infohation where  disclosure 
would  be  likely to cause  harm to the  commercial  or  financial  interests  of 
that  third  party;  or 
information  supplied  in  confidence by  the  third  party,  the  disclosure  of 
which  could  reasonably be expected to put  the third party  at  a 
disadvantage in contractual  or  other  negotiations,  or  prejudice the third 
party in commercial  competition. 0 

The  information  must,  however,  be  released if  it pertains  to  the  results  of 
product  or  environmental !,e$jipg, the  disclosure  of  which  would  reveal  a 
serious  public  safety  or  envlronmental  risk. 

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

8.4 In terms  of  section 66, a private  body  must  refuse  a  request  for  access to a 
record  of  the  body if disclosure  could  reasonably  be  expected  to: 

endanger  the life or  physical  safety of an  individual; 
prejudice  or  impair  the  secunty of a  building,  structure  or  system,  including 
but  not  limited  to  a  computer  or  communication  system,  means  of 
transport  or  any  other  property 
The  private  body  may  also  refuse  a  request  for  access  to  information 
which  would  prejudice  methods,  systems,  plans  or  procedures for the 
protection  of an individual in accordance  with  a  witness  protection  scheme 
or  safety  of the public. 
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8.5 Section 67 mandates  the  refusal  of  a  request if the  record  is  privileged  from 
production in legal  proceedings,  unless  the  person  entitled to the privilege  has 
waived  the  privilege. 

8.6 Section 68 pertains  to  records  containing  information  about the private  body 
itself  and  unlike  the  other  provisions  pertaining to decline  of  a  request,  is  not 
mandatory, but rather  discretionary.  Motowise may refuse  access  to a record 
if the  record: 

contains  trade  secrets  of  Motowise 
0 contains  financial,  commercial,  scientific  or  technical  information,  the 

disclosure  of  which  would  be  likely  to  cause  harm  to the commercial  or 
financial  interests  of  Motowise 

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

0 consists of a computer  program  owned  by  Motowise 

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

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

Notwithstanding  any  of  the  above-mentioned  provisions,  section 70 provides 
that  a  record  must  be  disclosed if its disclosure  would: 
0 reveal evidence of  a substantial contravention of or failure to comply 

with the law, imminent  and  serious public safety or environmental 
risk; - and 

0 if the public interest in the disclosure clearly outweighs the harm. 

9 RIGHTS OF APPEAL 
A  requestor  that  is  dissatisfied  with  the  information  officer’s  refusal to grant  access to 
any  information  may,  within 30 days  of  notification  of  the  decision,  apply  to  court for 
relief.  Likewise,  a third party  dissatisifed  with  the  information  officer’s  decision to 
grant  a  request  may,  within 30 days  of  notification  of  the  decision,  apply to court  for 
relief. 

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

The court is empowered to grant  any  order  that is just  and  equitable,  including: 
0 confirming,  amending  or  setting  aside  the  information officer‘s decision 
0 requiring  the  information  officer to take any  action,  or  refrain  from  taking  any 

0 granting  an  interdict,  interim or special  relief,  declaratory  order  or  compensation; 
action  as  identified  by the court  within  a  specified  period; 

or  costs. 



60 No. 24373 GOVERNMENT  GAZETTE, 14 FEBRUARY 2003 

ANNEXURE  A L 

REQUEST  FOR  ACCESS  TO  RECORD OF PRIVATE BODY - MOTOWISE 
(PTY)  LIMITED 

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

A. Particulars of private body 

The Head: 

B. Particulars of person requesting access to the record 

(a) The particulars of the  person who requests  access to the  records  must be 

(b) Furnish  an  address  and/or  fax  number  in  the  Republic to khich information 

recorded  below. 

must be sent. 

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

I 1 
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Full name  and surname: 

Identity  number: 

Postal Address: 

Telephone  number: Fax number: 

E-mail address: 

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

C. Particulars of person on whose behalf request is made: 

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

Full names  and  surname: 

Identity  number: 

D. Particulars of record: 

(a) Provide  full  particulars  of  the  record  to  which  access is requested, 
including  the  reference  number i f  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. 
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1. 

2. 

3. 

Description of record or relevant part of the  record: 
cs 

Reference  number, if available: 

Any further  particulars of record: 

E. Fees 

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

(b) You will  be  notified of the  amount  required  to  be  pad  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  sfate  the 
reason  thbrefor. 

Reason  for  exemption  from  payment of fees: 

F. Form of access to record 

If you are  prevented  by  a  disability  from  reading,  viewing  or  listening to the 
record in the  form of access  provided for in 1 to 4 hereunder,  state  your 

I disability  and  indicate in which  form  the  record  is  required. 

1 Disability: 1 Form  in  which  record  is  required: I 
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Mark the  appropriate box with an “X” 

NOTES: 

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

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

(c)  The  fee  payable  for  access  io  the recod, if  any,  will be deienined partly 
by the  form in which  access  is requested. 

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

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* I images* 

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

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

L I I I 1 

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

Printed copy of 
readable form* (stiffy information  derived record 
Copy in computer Printed  copy of 

from the record* 

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

or  compact  disc) 

A postal  fee is payable. 
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G. Particulars of right to be  exercised w protqted: 

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

Indicate  which right is to be exercised  or  protected: 

Explain why the requested record is required for the zxerclsing or protection of 
the afcrementioned right: 

H. Notice of decision  regarding  request for access: 

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

How would  you  prefer to be informed of the decision  regarding  your  request 
for access to the record? 1 ;  

Signed at this day 

of 2003 

SIGNATURE  OF  REQUESTEWPERSON ON 
WHOSE BEHALF REQUEST IS MADE 

24373-2 
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ANNEXURE B 

FEES IN RESPECT OF PRIVATE BODIES 

1. The fee for a  copy of this manual is R1 ,IO for every photocopy of an A4 size 

2. Where a private body has voluntarily  provided the Minister with  a list of 

page or part thereof. 

categories of records that w i l l  autcmaticafly be made available to any  person 
requesting access thereto, the only charge  that may be levied for obtaining 
such records, will be a fee for reproduction of the record in question. 

2. 

3. 

These fees for reprcducticn are  as follows: 

a) For ever] phctccopy of ar; A4 S~ZE paGe or part thereci 
b) Fcr ever- p:iKted ZCFI/ of an A3 sizs page or pae thereof 

keid on a computer or in electronic or machine readable 
form. 

C) For a ccpy in 3 computer readable form on - 
0 stiffy disc 
ii) cmpazt disc 

d) i> For a transcription of visual images for an 
A4 size page or  part thereof 

ii) For a copy of visual images 

e) i )  For  a  transcription of an audio record, fcr an 
A4 size ?age or part thereof 

ii) For  a ccqy gf an  acdio m x r d  

The request fee payable by a requester, other than a personal 
requester is R50,OO. 

The access fees payabie by a requester  are as  follows: 

a) For every photocopy of an A4 page  or part thereof 
bj For every printed  copy of an A4 size page or part 

thereof held on a computer or in electronic machine 
readable form 

c) For a copy in a computer readable form  on - 
i )  stiffy disc 
ii) compact  disc 

dl i) For  a transcription of visual images  for an 
A4 size page or part thereof 

ii) For a copy of visual images 

R ? , l o  
2 0,75 

R 7,50 
R70,OO 

ii40,OO 

R60,CO 

R20,CO 

3iZ0,CC 

R 1,lO 

R 0,75 

R 7,50 
R70,OO 

R40,OO 

00331 8 8 6 3  24373-3 
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e) i) For a transcription of an mdio recgrd for an R20,OO 
A4 size  page or  part  thereof 

ii) For a copy of an audio record R30,OO 

9 To search for and  prepare  a record that must be disclosed, R30,OO for 
each hour or part of an hour reasonably required for  such  search  and 
preparation. 

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

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

5. The actual postage is payable when a copy of a record must be posted to a 
requester. 
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INFORMATION  MANUAL 

FOR 

AUTO & GENERAL INSURANCE COMPANY LIMITED 

(“AUTO & GENEML~’) 

In terns of section 51 of the Prmotion of Access to Information Act 
Act 2 cf 20co 
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Section 32 of the  Constitution  of  the  Republic  of  South  Africa, No. 108 of 1996(“the 
Constitution”) provides: 

(1) Everyone  has the right of access fo - 
(a)  any information held by the stafe; and 
(b) any information that is held by another person and  that is required for 

(2) National legislation must be  enacted io give effecf fo this  right, and  may 
provide for reasonable  measures to alkwiate fhe administrative and 
financial burden on the state. 

the exercise or protection of any rights. 

The  Promotion of Access to infermation  Act, 2 of X 0 0  (“the Act”j,was enaczec m 3 
Fsbruarj 2002 :c give effeci tc section 32 of the  Constitution,  that is .;ivir;g 25ec: :o 
the  constitutional  right  of  access to any inicrmation held by the  State acd m y  
information  that is held by  another  person  and  that is required  for  the  exerc’  :se or 
protection of any rights.  Where  a  request is made in  terms of this  Act,  the  private  or 
public body to whom  the  request is made is obliged to release  the  infcrmaticn,  except 
where  the  Act  expressly  provides  that  the  information  must  not  be  released.  The  Act 
sets  out  the  requisite  procedurai issues attached  to  such  request. 

The  act  came  into  effect  on 9 March 2001 with  the  exception c i  secticns 10, 14,16 
and 51 which  sections  were  brought  into  operation on 15 February 2C02. 

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

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

(c) access to that record is not refused in terms of any ground for refusal 
relating to a requesf for access to that record; and 

contemplated in Chapter 4 of fhis Part. 

3 PROCEDURES FOR OBTAiNlNG ACCESS 

3.1 Contact Details 

Any  person who  wishes  to  request  any  information  from  Auto & 
General  with  the  object  of  protecting or exercising a right  may  contact 
the information  officer  whose  contact  details  are  as  follows: 
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Postal  Address 

The  Information  Officer 
Auto & General  Insurance  Company  Limited 
P 0 Box 11 250 
Johannesburg, 2000 

Fhysical  address 

10 th  Floor 
Cnr  Barry  Hertzog  Avenue  and  Napier  Road 
Richmond,  Johannesburg, 2092 

Tei: (0 1 1 4 8 9 4 0 0  
Fax (07 1) 489-4169 
e-msii sddress: acc~ssinfo~autcgen.c~.za 

3.2 Prescribed Access Form 

In terms of section 53, a  request for access  to  a  record of Auto & General 
must  be  made  in  the pnscribed form to  Auto & Generai  at  the  address, [ax 
number  or  electronic  mail  address  given  above.  The form requires the 
requestor to provide  the  following  information: 

sufficient  information to enable  the  information  officer  to  identify  the 
requestor; 

record(s)  requested; 
e sufficient  information to enable  the  infcrmation  officer  to  identify  the 

e the form of access  required; 
a the  requestor's  postal  address or  fax number; 
0 identification  of  the  right  sought to be exercised or protected; 

0 the  manner in which  the  requestor  wishes to be informed  of  the 

an  explanation on why  the  record is required  to  exercise cr 
protect that right; 

decision  on  the  request, if in a manner in addition  to  written 
notification;  and if the  request  is  made  on  behalf  of  a  person,  the 
submission  of  proof  of  the  capacity in which the requestor 
makes  the  request,  to  the  satisfaction of the  information officer. 

For  a  specimen  of  the  request  form  see ANNEXURE A to the  manual. 
Requestors  please  note  that  all of the  information as listed  above 
should be provided,  failing  which  the  process  will  be  delayed  while  the 
private  body  requests  such  additional  information.  The  prescribed  time 
periods will not  commence  until  all  pertinent  information  has  been 
furnished on the private  body  by  the  requestor. 
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3.3 Prescribed  Fees 

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

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

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

Auto & General  may  withhold  a  recsrd  until  the  request fze snd  the  deposit (if 
applicable)  have  been  paid. A schecuie of the  prescribed  fees is attached as 
ANNEXtiRE 8 to the  manuai. 

3.4 Requestor  other than Personal  Requestor 

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

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

The  notice  given  by  the  information  officer  must  advise  the  requestor  that she  
has  a  right  to  apply to court  against  the  payment of the  request  fee  or  deposit, 
and  also  advise  of  the  procedure  of  the  application. 

. I 8 ' )  

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

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

4 HUMAN RIGHTS COMMISSION GUIDELINE 

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

Private Bag 2700 
Houg hton 
204 1 
Tel: 01 1 484 8300 
Fax0114841360 

The requestor may request access to the following types of documents; 

5.1 

5.2 

5.3 

Personnel Records 
These incicde; 
3 Any personal  records  provided to  the  private body by their personnel; 
e Any  records a third  party  has  provided  to  the  private  body  about  any  of 

e Conditions of employment  and  other  personnel-related  contractuai 

e Internal  evaluation  records;  2nd 
e Other  internal  records  and  correspondence. 

Customer-related  records 

A customer  includes  any  natural or juristic  entity who receives  services from 
the  private  body.  Customer-related  information  includes  the  following: 

their  personnel; 

and  quasi-legal  records; 

r .jr . 

e Any  records  a  customer  has  provided  to  a third party  acting for or an 

e Any  records  a  third  party  has  prcvided  to  the  private  body;  and 
behalf of the  private  body; 

b Records  generated by or within  the  private  body  pertaining to the 
customer,  including  transactional  records. 

Private body records 

This  includes  but  is  not  limited  to  the  following: 

0 Financial  records; 
0 Operational  records; 
e Databases: 
e Information  technology; 
e Marketing  records; 
0 Internal  correspondence; 
e Product  records; 
0 Statutory  records: 
e Internal  policies  and  procedures; 
e Treasury-related  records; 
e Securities  and  equities;  and 
e Records  held  by  officials of the  private  body. 

. ,  
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5.4 Other Parties 
The  private  body  may  possess  records  pertaining  to  other  parties,  including 
without  limitation,  contractors,  suppliers, subsidiary/holding/sister companies, 
joint  venture  companies,  service  providers.  Alternatively,  such  other  parties 
may  possess  records  which  can  be  said  to  belong  to  the  private  body. 

The  following  records  fall  under  this  category: 

0 Personnel,  customer  or  private  body  records  which  are held by 

a Records  held by the  private  bcdy  pertaining to other  parties,  including 
another  party  as  opposed to being  held  by  the  private  body;  and 

without  limitation  financial  records,  correspondence,  contractual 
records,  records  provided  by  the  other  party,  and  records  third  parties 
have  provided  about  the  contractors / suppliers. 

5.5 Records Available in terms of other iegisiation 
The  requestor  may also request  information which is available in terms 
of legislation, such as t h e  following; 

alienation of land  act  (68 of 1981) 

basic  conditions of employment  act (75 of 1997) 

companies  act (61 of 1973) 

compensation  for  occupational-injuries & diseases  act (1 30 of 1993) 

employment  equity  act 

financial  services  board  act  (97 of 1990) 

Income  tax  act  58  of  1962 

labour  relations act (66 of 1995) 

occupational  health  and  safety  act (85 of ,1993) 

promotion  of  equality  and  prevention of unfair  discrimination act 

regional  services  councils  act  (1  09  of  1985) 

short  term  insurance  act (53 of  1998) 

skills  development  act  (97  of  '7'998) 

Skills  Development  Levies  act  (9 of 1999) 

South  African  Qualifications  Authority  act  (58 of 1995) 
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VAT act (89 of 1991) 

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

6 DECISION-MAKING PROCESS 

6.1 

6.2 

6.3 

6.4 

In terms  of  Section 55, the  information  officer will  take all reasonable  steps to 
find  a  record  that  has  been  requested. If the  record  cannot befound or  does 
not  exist,  the  information  officer  must  notify  the  requestor by  way of affidavit 
or  affirmation  that it is not  possible to give  access to the  record.  This is 
deemed to be a refusal of the  request.  If,  however,  the  record is later  found, 
:he rzqtiestor  must be given access  if  the  request  wouid  otherwise  have  been 
Granted. 

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

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

decision,  tosether  with  the  relevant  provisions  of the Act  relied  upon, 
and  provide  the  procedure to be  followed  should  the  requestor  wish to 
apply to court  against  the  decision. 

0 Declined:  the  notification  must  include  adequate  reasons for the 

The  information  officer may extend  the  period  of 30 days  by a further  period 
not  exceeding 30 days if: 
e the  request  is  for  a  large  number  of  records  or  requires  a  search 

0 the  request  requires  a  search  for  records  located in a different  office of 

0 consultation  between  divisions of the  private  body,  or  with  another 

through  a  large  number of records; 

the  private body not  situated  in  the  same  city; 

private  body is required;,  or 
0 the  requestor  consenG'to  the  extension. 

The  requestor  must  be  notified  within  the initial30 day  period in writing of the 
extension,  together  with  reasons  therefor,  and  the  procedure  involved  should 
the  requestor  wish to apply to court  against  the  extension. 

The  information  officer's  failure  to  respond  to  the  requestor  within the30 day 
period  constitutes  a deemed  refusal  of  the  request. 

Section 59 provides  that  the  information  officer  may  sever  a  record  and  grant 
access  only  to  that  portion  which  the  law  does  not  prohibit  access  to. 

If access is granted,  access  must  be  given  in  the  form  that  is  reasonably 
required  by  the  requestor,  or if the  requestor  has  not  identified  a  preference, 
in a  form  reasonably  determined  by  the  information  officer. 
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7 THIRD PARTIES 
L 

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

Notwithstanding  compliance  with  section 50, the  request  may  be  declined  in 
accordance  with  one  of  the  prescribed Grounds in  terms  of  the  Act,  namely: 

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

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

trade  secrets; 
0 financial,  commercial,  scientific  or  technical  information  where  disclosure 

would  be  likely to cause  harm  to  the  commercial  or  financial  interests  of 
that  third  party;  or 

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

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

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

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

prejudice  or  impair  the  security of a  building,  structure  or  system,  including 
but  not  limited to a  computer  or  communication  system,  means  of 
transport  or  any  other  property 

e The  private  body  may also refuse  a  request  for  access to information 
which  would  prejudice  methods,  systems,  plans  or  procedures  for  the 
protection  of  an  individual in accordance  with  a  witness  protection  scheme 
or  safety  of  the  public. 
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8.5 Section 67 mandates  the  refusal  of a request if the record is privileged from 
production in legal proceedings,  unless the person entitled to the privilege has 
waived the privilege. 

8.6 Section 68 pertains to  records  containing information about the private body 
itself and unlike the  other  provisions  pertaining to decline of a request, is not 
mandatory, but rather discretionart. Auto & Genersllmay rduse acczss to a 
record if the record: 

contains trade secrets of Auto & General 
contaifis financial,  commercial,  scientific  or technical information, the 
disclcsurz of which  would  be  !il<ely to came harm to the mmmexial er 
financial interests of  Auto & General 

8 contains information which,  if  disclosed., could reasonably be expected to 
put the private body at a disadvantage  In contractual Or other negotiaticns. 
cr ?r+udica Auto 8 Generai h mmerc is i  c~mpetiticr;; cr 
cxsisis ~f a ccmptw p q r a m  :wrec! by r?uts 3 LGer.erai 

Nctwithstanding  the  above, the inicrmation must  be  released if it ;;ertains to 
the results of product or envircnnental  testing, the discfcsurs cf which wculd 
reveal a serious public safety or environmental risk. 

8.7 Section 69 prohibits the  disclosure cf informatior: accct research  where 
disclesure is likzly to expose the third party, tke sersct? mvduciing the 
research zr: benaif cf the third pak;;, Gr the sh jec i  n;a~:er s i  :he  Tesearca to 
serious  disadvantage. Discksure Is discretionary if such  research pertains to 
Auto & General itself. 

Nctwithstanding any of the  above-nentioned prcvisicrx, secticn 70 provides 
that  a record must  be  disclosed  if  its  discicsura WGUI~: 
0 reveai evidence of a substxtial contravention ~ i :  c i  iaiiure to comply 

M f 7  the !aw, inE?ir!ez..t x c !  ss-iccs pkiic saiz:; 3r xvircmezis i  
risk; and 

0 if the public interest in the discicsura clearly outweighs the harm. 
- 

9 
A requestor that is dissatisfied with  the ir.fcrmaticn officar’s refusal to grant access to 
any information may, within 30 days of cctirlcation c i  the decision, apply to court for 
relief.  Likewise,  a third party  dissatisifed :Nith the information officer’s decision to 
grant  a  request  may, within 30 days  of cctification of the decisicn, apply to court for 
relief. 

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

The court is  empowered to grant  any  order  that is just and equitable, inc!uding: 
confirming, amending o r  setting  aside :he information officer’s decision 
requiring the information officer to take  any  action,  or refrain from taking any 
action as identified by the  court  within  a  specified  period; 
granting an interdict, interim  or  special relief, declaratory  order  or  compensation; 
or costs. 
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ANNEXURE A 

REQUEST FOR ACCESS  TO  RECORD OF PRIVATE  BODY - AUTO & 
GENERAL INSURANCE COMPANY  LIMITED 

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

A. Particuiars of private body 

The Head: 

B. Particulars of person requesting access to the record 

(a) The particulars  of  the  person  who  requests  access  to  the  records  must be 
recorded  below. 

(b) Furnish an  address  and/or fax number  in  the  Republic  to  which information 
must be sent. 

(c) Proof of the  capacity  in  which the request is made,  if  applicable,  must be 
attached. 
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Full name and surname: 

Identity  number: 

Pcstal Address: 

T 
I eiephox number: Fax numiser: 

E-mail address: 

PC. Lapacity in which request is made, when made cn behalf of ancther perscn: 

C. Particulars of person on whose behalf request is made: 

Tnis  section  must be completed only if  a  request  for  informarion is made on 
behalf  of  another person. 

Full names and surname: 

Identity number: 
~~~ ~ ~ 

D. Particulars of record: 

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

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

c 
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1. Description of record  or  relevant part of the  record: 

2. 

3. 

Reference  number, if available: 

Any fukher  particular3 cf record: 

E. Fees 

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

(b) You will be  notified of the  amount  required to be pad  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) I f  you  qualify  for  exemption of the  payment  of  any  fee,  please  state the 
reason  therefor. 

9 

Reason  for  exemption  from  payment of fees: 

F. Form of access to record 

If you are  prevented  by  a  disability  from  reading,  viewing  or  listening to the 
record in the form of access  provided  for  in 1 to 4 hereunder,  state  your 
disability  and  indicate in which  form  the  record is required. 

Disability: Form in which  record  is  required: 
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Mark  the  appropriate box with an “X” 

NOTES: 

(a) Your  indication as fo the  required form o f  access  depends  on the form in 
which  fhe  record is available. 

(b) Access ;n 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 fGr iiccess to the  record, if any, will be  determined  pad& 
by the form in which  access is rsquested. 

j I Copy of record*  Inspection of record 
I I 

_I. . 

j 2. if record consists of visual  jmages: 
(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 
(written  or  printed  document) (audio  cassette) 
Transcription of soundtrack* 

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

Printed  copy of 
readable  form*  (stiffy information  derived record 
Copy in computer Printed  copy  of 

from  the  record* 

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

or  compact  disc) 

A postal fee is payable. 



80 No. 24373 GOVERNMENT GAZETTE, 14 FEBRUARY 2003 

G. Particulars of right to be exercised% protected: 

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

,I 

Indicate wbich right is to be exercised or  protected: 

H. Notice of decision regarding request for access: 

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

L I 

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

Signed  at this day 

of 2003 

SIGNATURE OF REQUESTER/PERSON ON 
WHOSE BEHALF REQUEST IS MADE 
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a 

ANNEXURE B 
. .  

FEES IN RESPECT OF PRIVATE BODIES 

1. The fee for a copy  of  this  manual is R l  , 10 for  ever]  phctocopy of an A4 sizs 
page  or part thereof. 

2. Where  a private body  has  voluntarily  provided the Minister with a list of 
categories of records  ?hat  will  automatically  be  made available to any  person 
requesting access  thereto,  the cniy charge  that  may  be levied fcr obtaining 
such records, will be a  fee  for  reproduction  of  the record in question. 

These  fees  for  reproduction  are as foollows: 

a) For every photocap c;i x A4 sizs  age cr pait: therzci R !,? C 
2;) For tverj   yinted copy of an A4 3128 pase or gan thereof 2 0.75 

held on a computer  or  in  electronic or machine  readable 
form. 

d) i> For  a  transcription of visuai  images  for  an 340,co 
A4 size  page  or pari  therzci 

ii)  For a copy  of visual images R60,GO 

e) i )  For  a tra-anscripticn cf  an xdic reczrd, icr 2~ -e 3L9, co 

i i ) For  a  copy of an acdic reccrd 3 G , 2 C  

A4 sizs page  r?r ;ar! tkerecf 

2. The request fee payable by a requester,  other  than a personal 
requester is R50,OO. 

3. The access fees payable  by  a  requester  are as follows: 

a) For  every  photocopy of an A4 page  or part thereof 2 1,lO 

b) For  every printed copy of an A4 size  page  or part R 0,75 
thereof held on a computer  3r in electronic  machine 
readable  form 

c) For a copy in a  computer  readable  form  on - 
i> stiffy disc 
ii) compact  disc 

4 i )  For a  transcription  of  visual  images  for an 
A4 size  page  or  part  thereof 

iij For  a  copy of visual  images 

R 7,50 
R70,OO 

R40,OO 
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e) 0 For a transcription an  audio record for  an R20,OO 
A4 size  page  or  part  thereof 

ii)  For a copy  of  an  audio  record R30,OO 

9 To search  for  and  prepare a record  that  must be disclosed, R30,oo for 
each  hour  or  part of an hour  reasonably  required  for  such  search  and 
preparation. 

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

0r;e third sf the sccsss fee is payable as a deposit by the  requester 

5. The  actual  postage is payable  when a copy of a record must be posted to a 
requester. 
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INFORMATION  MANUAL 

FOR 

BUDGET  INSURANCE  BROKERS (PTY) LIMITED 

(“BUDGET”) 

In terms cf section 51 of the  Promotion of Access  to Information Act 
Act 2 Gf 2OOG 



~ 

84 No. 24373 GOVERNMENT  GAZETTE, 14 FEBRUARY 2003 

1 INTRODUCTION L % 

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

(7) Everyone  has  the right  of access to - 
(a)  any  information  held  by  the  state;  and 
(b) any  information  that is held by another  person  and  that is requir2d for 

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

the  exercise  or protecfion of any  rights. 

T i e  Promotion of  Access to hformation Act, 2 of 2000 (“the Act”),was enacted on 3 
Fsbruarj 2902 to give effect to sectim 32 of the Constitution, that is giving effect io 
the cmstituticnal right =i access  to any informaticn held by the State artd any 
information that  is held by another  person  and  that is required for the exercise or 
protection of any rights.  Where a request is made in terms of this Act,  the private or 
pubiic  body to whom  the  request is made is obliged to release the information, except 
where  the  Act  expressly  provides that the  information  must not De released. T i e  Act 
sets  out  the  requisite  procedural  issues  attached to such  request. 

The  act  came  into effect on 9 March 2001 with the exception of sections IO, 14,16 
and 51 which  sections  were  brought into operation  on 15 February 2002. 

2 WHO MAY REQUEST- INFORMATION IN TERMS 
OF THE ACT . . .* 5 9. r 

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

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

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

contemplated in Chapter 4 of this Parf. 

3 PROCEDURES FOR OBTAINING ACCESS 

3.1 Contact Details 
Any person who wishes &*request any information  from Budget  with 
the object of protecting or  exercising a right  may  contact  the 
information officer whose  contact  details  are  as follows; 
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Postal  Address 

The  Information  Officer 
Budget  Insurance  Brokers (Pty) Limited 
P 0 Box 11 250 
Johannesburg, 2000 

Physical  address 

10 th  Floor 
Cnr  Barry Heftog Avenue  and  Napier  Road 
Richmond,  Johannesburg, 2092 

Td: (0; 1) 42S4CCC 

e-mail address: acc~~sinic~SLldgetins.co.za 
Fax (0: 7 )  48' $ 4  "Q C Y  I v r  

3.2 Prescribed Access Form 
In terms of section 53, a request for access to a record of Budget must be 
made in the prtscribed form to Gudget at the address, fax nbmber Qr 
electronic mail address given above. The form requires the requestcr ic 
provide the foilowing information: 

e 

0 

sufficient  information to enable the information  officer to identify the 
requestor; 
sufficient  information  to enable the information  officer to identify the 
record(s)  requested; 
the fGrm cf 3ccass required; 
the  requestzr's postal address or fax mmber; 
identification of the right sought to be exercised or protected; 
an  explanation  on wny  the  record  is  required to exercise  or  protect 
that  right; 
the  manner in which  the  requestor  wishes to be informed of the 
decision  on  the  request, if in a  manner  in  addition  to  written 
notification;  and 
if the  request is made  on  behalf of a  person,  the  submission of prcof 
of the  capacity in which  the  requestor  makes  the  request, to the 
satisfaction  of  the  information  officer. 

-9 1- 

For a  specimen  of  the  request form see  ANNEXURE A to  the  manual. 
Requestors  please  note  that  all of the  information  as  listed  above 
should be provided,  failing  which  the  process  will be delayed  while  the 
private  body  requests  such  additional  information.  The  prescribed  time 
periods  will  not  commence  until  all  pertinent  information  has  been 
furnished  on  the  private  body  by  the  requestor. 
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3.3 Prescribed Fees 
Payment  of  fees is regulated in terms of section 54 of the Act. The 
Regulations to  the Act provide  for  two  types of fees: 

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

9 ACCESS fee: T'iiis is paid by all reqcestors only when access is 
granted. This fee is ifitended to re-imburse the  private body for the 
casts kvlslved In searching  for a record  and preparing it fcr deiivery 
to  the  requestor. 

3.4 Requestor other  than  Personal  Requestor 
The  infcrrnation cificcr musi 3ive writtsn nctice to a requestor other than a 
personai  requestor cf the  request fee  and  amount to be paid before the 
request  may  be  further  processed. 

ff In the infcrmaticn dficzr's opicicn the search fcr a record, Gr preparation of 
ihe record  for  disclosure will require  more than the prescribed hours, the 
information officer may require the requestor to pay a deposit,  not being more 
than one third of the  access  fee that would be payable if the request is 
granted. If the  request is declined,  the  deposit  must  be repaid to the 
requestor. 

T'ne zotica r;iven by the infcrmticr? cfficzr must advise the iaqUeStGr that s h e  
has a right to apply tc czurt-against the  paymer?,t  of  the  request fee or deposit, 
and  also  advise  of  the  procedure of the applicaticn. 

3.5 Personal Requestor I 

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

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

4 HUMAN RIGHTS COMMlSSlON GUlDEElNE 

In  terms  of  section 10 of the  Act,  the  Human  Rights  Commission  must  compile 
a  guide by 14 August 2003. This  guide is intended  to  assist  users in the 
interpretation of the Act.  The guid5will contain  a  description of the  objects of 
the Act,  the  contact  details of the  information  officers of all the public bodies, 
particulars  of  the  public  bodies,  the  manner of  access to the  records of those 
public  bodies  and  the  remedies  available  in  law  regarding a breach of any of 
the  provisions of the  Act. 
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The South African  Human Rights Commissicn’s contact  details as follows; 

Private  Bag 2700 
Houghton 
2041 
Tel: 01 1 484 83CO 
Fax011 48413E0 

The requestor  may  request access to the following types cf dccuments: 

0 Any  perscnai  recards  prcviced to the private body by !heir perscnnei; 
Any  records a third  catty has provided to the private body about  any c i  

Conditions of enpicynesi arid  other  personr;el-;eiated ccnt;ac::.:ai zcc 

* !nternal ?mluaticn i-eczrds; mi 
Other iniemai reccriis and carr2spondence. 

their perscnnel; 

quasi-legal  records: 

5.2 Customer-related recards 
A customer  includes any natural or juristic  entity who r?cE-ives Szriicas frcrn 
the  private  body.  Custcmer-related  information  includes the fc,ilcwing: 

5.3 Private body records 
This  includes  but  is  not  limited to the  following: 

Financial  records: 
Operational  records; 
Databases; 
Information  technology; 
Marketing  records; 
Internal  correspondence; 
Product  records; 
Statutory  records; 
internal  policies  and  procedures; 
Records  held by officials  of  the  privste  body. 
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5.4 Other Parties 
The private bcGy may pcsssss records pertaining to  other  parties, including 
withoLt iiniiaticn. CGntiaCiGrS, suppliers, subsidiary/holding/sister companies, 
joint vecture ccmpanies,  servics providers. Alternatively, such  other  parties 
may possess  reccrds wnich can be said to belong to the private body. 

alienailcn of land act (8% of 1 $81) 

companies act (51 cf 1972) 

compensation for ccci;Fa?icnal injtiries & diseases act (130 of 1993) 

ernpfsyrect sccity x: 

Income tax act 58 c i  1 G62 

cccupationai health m d  safety  act (85 of 1993) 

promcticn o f  quality and srever?tion of unfair discrimination act 

regional sswices ccunciis  act (1 CS of 1985) 

short term insurance 3ct (53 s i  1998) 

skills develcprnent act (37 of IS981 

South African  2Gaiifica:ions  Authcrity act  (58 of 1995) 
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VAT  act (89 of 1991) 

The  Information officer will take into consideraticns section 8 of the manual to 
decide on whether  or  not  access to any of tke inr'crmation sated above should 
be  given to the  requester. 

6 

6.3 The  infcrrnaticn  officer may 3::fercj : kg  n,ericd ci 2~ cav4 3 3.rker seycc 
not  exceeding 30 days if: 

the  request is for  a  large  number reccrds 3r :ec;ui;zs a 3~3rz5 ~:!xL~,: 2 

the  request  requires  a  search icr :ax& lccatsd ir a ,:i,czrz:2 z f f k  ci :he 

0 consultation  between  divisions c i  ike privatz Sccy. 8: wiih anciher 7rivaie 

0 the  requestor cmsents to thsextensisn. 

large  number  of  records; - 

private  body  not  situated in the sane ~ i t y ;  

body is required; or 

. _ r  

The  requestor  must  be  notified  within h initial CC day x r i c d  3 writirrs of tke 
extension,  together  with reasms [herafcr, and A-2 x c x w e  invclved shcuid 
the  requestor  wish to apply to court a p m i  the s:::msic?. 

The  information  officer's  failure to respond to the reqcestcr within the30 day 
period  constitutes  a  deemed  refusal cf the Teauest. 

6.4 Section 59 provides  that  the  iniormaricn Dfficar nay sever a rscsrd ar?c p n i  
access  only  to  that  portion  which  the law dces  not  Drohicit acczss to. 

If access  is  granted,  access  must  be  given in the i o m  thar 's reascnabiy 
required  by  the  requestor,  or  if  the  requestor  has  not  identified  a  preference, 
in a form reasonably  determined  by  the  information  officer. 



90 No. 24373 GOVERNMENT GAZETTE, 14 FEBRUARY 2003 

7 THIRD PARTIES L \ 

If the request is for a record pertaining to  a third party, the information officer must 
take all reasonable  steps to inform that third party  of the request. This  must be done 
within 21 days of receipt  of the request.  The  manner  in  which this is done  must be  in 
the fastest means  reasonably  possible, but if orally, the information officer must 
ther2after give the third party a written confirmation  of  the notification. The third party 
may within 21 days thereafter either  make representation to the private body  as to 
why the request  should  be rsfused, alternatively grant written ccnsent to the 
disclosure of :he record.  The third party  must be advised sf the decision  taken  by the 
iniorrnaticn officer on  whether  to  grant  or decline the request,  and  must  also be 
advised cf hisiherlits right to appeal  against  the  decision  by  way  of application to 
c m ?  within 30 days after ihe notice. 

>ict.;viihtmc$?S cmpiiarxe w:fh section 50, the  reqsest may be declined in 
accmiancz with  one of the prsscribed grounds in terms or' the Act, namely: 

iL-1 Section 63 ci the Act prohibits the unreasonable  disclosure of the personal 
information of natural-person third parties to requestors. This includes the 
persona! information or' deceased persors. Hcwever  Section 63(2: does 
prcvide e x ~ z p t i ~ r ; ~  to this. 

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

trade secrets; 
financial, commerciai, scientific or technicai information where disclosure 
wculd  be  likely  to  cause  harm to the commercial or financial interests of 
that third party; or 

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

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

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

8.4 In terms  of  section 66, a private  body  must refuse a  request for access to a 
record of the body if disclosure  could  reasonably  be  expected  to: 

endanger  the life or physical safety  of  an  individual; 
8 prejudice or impair the security of a  building, structure or  system, including 

but not limited to a  computer  or  communication  system, means of 
transport  or  any  other  property 
The private body  may  also refuse a  request for access to information 
which  would prejudice methods,  systems,  plans or procedures for the 
protection of  an individual in accordance with a  witness protection scheme 
or  safety  of the public. 
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8.5 Section 67 mandates  the  refusal  of a request if the record is privileged from 
production in legal proceedings,  unless  the  person entitled to the privilege has 
waived  the  privilege. 

8.6 Section 68 pertains to  records  containing information about the private body 
itself and unlike the  other  provisions  pertaining  to  decline of a request,  is not 
mandatory, but rather  discretionary.  Budget may refuse acc- bss to a record if 
the  record: 
0 contains trade secrets  of  Budget 
0 contains  financial,  commercial,  scientific cr technical information,  the 

disclosure  of  which  would  be  likely to cause  harm to the ccmmercial or 
financial interests of  Budget 

0 contains  information  which, if disclosed, could reasonably be expected to 
put  the private bcdy at a disadvantage in contractual  or  other negotiations, 
cr prejudice BudGet in cmmerclal  smpetition: cr 
cansists of a dzmp1;ter 7rcgrarn owned 5y Sudget 

Notwithstanding  the  above,  the  information  must  be  reieased if it  pertains to 
the  results  of  product c)r environmental  testing,  the  disclosure of which  would 
reveal a serious ptibiic safety or anvironmentai  risk. 

8.7 Section 69 prohibits  the  disclosure of information about research whers 
disclosure is likeiy to expose  the third party, the person  Conducting the 
research on behalf of the  third party, or  the  subject matter Of the research to 
serious  disadvantage.  Disclosure  is  discretionary if such  research  Pertains to 
Budget itself. 

* Notwithstanding any  of  the  above-mentioned  provisions, section 70 provides 
that a record  must  be  disclosed if  its disclosure  would: 

reveal  evidence of a substantial  contravention  of or failure to  comply 
with the law, imminent and serious public sakty or  envircnrental 
risk;  and 

0 if the  public  interest  in  the  disclosure  clearly  outweighs  the  harm. 
- 

9 RIGHTS OF APPEAL 

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

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

The  court  is  empowered  to  grant  any  order  that is just and  equitable,  including: 
0 confirming,  amending  or  setting  aside  the  information officer’s decision 
0 requiring the information officer to take any action,  or refrain from taking any 

0 granting  an interdict, interim  or  special  relief,  declaratory  order or compensation; 
action as identified by  the  court  within a specified  period; 

or  costs. 
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ANNEXURE A 

REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY - BUDGET 
INSURANCE BROKERS (PTY) LIMITED 

(Section 53(1) of the Promotion of'Access to  Informstion Act, 2000 (Act No 2 
of 2000) 

A. Particulars of private body 

The Head: 

3. Particulars of person requesting access to the record 

(a) The patficulars of the  person  who  requests  access  to  the  records  must be 
recorded beiow. 

I 

(b) Furnish an  address  and/or  fax  number in the  Republic  to  which information 
must be sent. 

(c) Proof of the  capacity in which  the  request is made, if appiicable,  must be 
attached. 
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Full name  and  surname: 

Identity  number: 

FzstaI Address: 

C. Particulars of person en whose  behaif request 3s made: 

1 This  section  must  be  completed  only if a request for information  is  rnade on i 
' behaif of another perscn. I I I 

Full names and surname: 

identity  number: 

D. Particulars of record: 

(a) Provide full particulars of the  record to which  access is requested, 1 inchding the reference number if that is known to you, to enable the 
record to be located. 1 (b) If the  provided  space is inadequate  please continue on a separate folio 
and attach it t~ this form. The requester must sign all the additional 
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1. Description  of  record  or  relevant pa4 of  thezecord: 

2. Reference  number,  if  available: 

3. Any further particslars of record: 

E. Fees 

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

(b) You wi/i be  notified  of  the  amount  required to be pad as the  request  fee. 
(c) The fee payable for access to a record  depends on the form  in  which 

access is required  and  fhe  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  therefor. 

1 I 
I 

Reason  for  exemption  from  payment  of  fees: 

F. Form of access to record 

If you  are  prevented  by  a  disability’from  reading,  viewing or listening to the 
record  in  the  form  of  access  provided  for  in I to 4 hereunder,  state  your 
disability  and  indicate in which  form the record is required. 

Disability: Form  in  which  record is required: 
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Mark the appropriate box with  an “X” 

NOTES: 

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

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

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

-i. if the  record is in written or  printed form: i 
I 
I 

Copy of record” , 
Inspection of record 

1 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: 

Listen to the  soundtrack 
(audio  cassette) 

Transcription of soundtrack* 
(written  or  printed  document) 

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

Printed  copy of 
readable  form* (stiffy information  derived record 
Copy in computer Printed  copy of 

from  the  record* 

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

or compact disc) 

A postal fee is payable. 
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G. Particulars of right to be  exercised pr protected: 
4. 

' I f  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. 

Indicate which right is to be exercised or protected: 

H. Notice of decision  regarding  request for access: 

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

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

Signed at this day 

of 2003 

SIGNATURE OF REQUESTEWPERSON  ON 
WHOSE  BEHALF  REQUEST IS MADE 

24373-3 



STAATSKOERANT, 14 FEBRUARIE 2003 No. 24373 97 

ANNEXURE B 

FEES IN RESPECT OF PRIVATE BODIES 

1. The fee  for  a  copy  of  this  manual  is R l  , 10 for  every  photocopy of an A4 size 
page  or  part  thereof. 

2. Where  a  private bcdy has vcluntarily  provided  the  Minister  with  a  list of 
categories of records  that  will  automatically  be  made  available  to  any  person 
requesting  access  thereto,  the only  charge  that  may be levied  for  obtaining 
such  records,  will  be a fee  for  reproduction  of  the  record in question. 

These  fees fcr reprcducticn  are as follows: 

3) :-ST ever] 2nctccopy of an A4 size  psge or part thered R 1,lO 
2 ,  Fc,r aver/ printed cspy o i  an A4 size page or pafi thereof 8 0,75 

- 

keid =n 2 c m p t z r  cr in  slectronic or machine  readable 
icrm. 

-1 
U! For a cccy in a czmpuier  readacie form on - 

1) stiffy  disc 
: I )  cmcac: disc ... 

d) i) For a iranscription of visual  images  for  an 
A4 size page  or  part  thereof 

i i ) For a czpy  of  visual  images 

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

ii)  For  a c w y  of  an'audio  record 

2. The request fee payable by a requester,  other  than  a  perscnal 
requester is R50,OG. 

3. The  access fees payable  by  a  requester  are  as  follows: 

a) For every  phctcccpy of an A4 page  or  part  thereof 

b) For  every  printed capy of  an A4 size  page  or  part 
thereof  held on a computer  or in electronic  machine 
readable form 

c) For a  copy in a computer  readable  form on - 
0 stiffy  disc 
ii)  compact  disc 

d) i)  For  a  transcription cf visual  images  for an 
A4 size  page or part  thereof 

ii) For  a  copy  of  visual  images 

R 7,50 
H70,OO 

R40,OO 

R60,OO 

R20,OO 

R30,OO 

R 1,IO 

R 0,75 

R 7,50 
R70,OO 

R40,OO 

00331 8 8 6 4  243734 
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e) 9 For  a  transcription of a," audio  record  for  an R20,OO 
A4 size  page  or  part  thereof - 

ii) For a  copy of an  audio  record R30,OO 

9 To  search  for  and  prepare  a  record  that  must  be  disclosed, R30,OO for 
,- C I . _  

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

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

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

V. 
c The actual postage is payable  when  a  copy of a record  must  be  posted to a 

requester. 
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INFORMATION MANUAL 

FOR 

IS SERVICES PTY LIMITED 
(‘‘E SERVICES”) 

In terms of section 51 of the P rcrnot,icn of Access to Information Act 
Acf 2 of 2000 
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I INTRODUCTION L cs 

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

(I) Everyone  has the right of  access  to - 
(a)  any information held by the  state;  and 
(b) any information that is held by another  person  and that is required for 

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

the exercise  or protection of any rights. 

The  Promotion of Access  to Inimnaticn Act, 2 of 2000 (“the Act”],:vas enacted cn 3 
F&ruay 2002 to give effect to section 32 of the Consiiiuiion, that is giving effect tc 
the constitutional  right of access to  any  information  heid by the  State  and  any 
information  that  is  heid by  another  person  and  that is required for the  exercise or 
protection of any rights.  Where  a  request  is  made  in  terms  of  this  Act,  the  private or 
public  body to whcm  the  request is made  is  obliged  to  release  the  infcrmation,  excapt 
where  the  Act  expressiy  provides  that  the  informatior; must not be reieased. Tifie Act 
sets  out the requisite  procedural  issues  attached  to  such  request. 

The  act  came  into  effect on 9 March 2001 with  the  excepticn cf secticns I O ,  14,,16 
and  51  which  sections  were  brought  into  operation on 15 February 2002. 

2 WHO MAY REQUEST INFORMATION IN TERMS 
OF THE ACT 

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

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

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

contemplated in Chapter 4 of this Part. 

3 PROCEDURES FOR OBTAINING ACCESS 

3.1 Contact Details 
Any  person who  wishes  to  request  any  information from IS Services 
with  the  object  of  protecting or exercising a right may contact  the 
information  officer  whose  contact  details  are as follows; 
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Postal  Address 

The  Information  Officer 
IS Services 
P 0 Box 11 250 
Johannesburg,  2000 

Phvsicaf  address 

10 th Floor 
Cnr  Barry  Hertzog  Avenue  and  Napier  Road 
Richmond,  Johannesburg, 2092 

Tel: (01 1) 4894000 

a-mail addrsss: acc~?ssinfc@is ssrvic2s.zz.za 
Fax (O? 1) 489-4335 

3.2 Prescribed Access Form 
in terms of section 53, a  request  for  access to a  record of IS Services zust be 
made  in  the  prescribed  form to is Services  at  the  address,  fax  number or 
electronic mail aaaress  given  above.  The  form  requires  the  requestor to 
provide the following  information: 

e 

e 

sufficient  information  to  enable  the  information  officer to identifij the 
requestor; 
sufficient  information  to  enable  the  information  officer to identify  the 
record(s)  requested; 
the  form of access required,; 
:he iequestor’s postal address or fax  number; 
identification  of  the  right  sought to be  exercised  or  protecied; 
an  explanation  on  why  the  record is required to exercise or protect 
that  right; 
the  manner in which  the  requestor  wishes  to  be  informed of the 
decision  on  the  request, if in  a  manner  in  addition to written 
notification;  and 
if the  request  is  made  on  behalf  of  a  person,  the  submission  of  proof 
of the  capacity  in  which  the  requestor  makes  the  request, to the 
satisfaction  of  the  information  officer. 

For a specimen of the  request  form  see ANNEXURE A to the  manual. 
Requestors  please  note  that all of the  information  as  listed  above 
should be provided,  failing  which  the  process  will be delayed  while  the 
private  body  requests  such  additional  information.  The  prescribed  time 
periods  will  not  commence  until  all  pertinent  information  has  been 
furnished  on  the  private body by  the  requestor. 
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3.3 Prescribed  Fees L 
\ 

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

0 Request  fee:  This is a  non-  refundable  administration  fee  paid  by  all 
requestors  with  the  ex'ciusion of perscnal  requestors. It is paid 
before  the  request is considered. 

e' Access  fee:  This is paid  by all requestors  only  when  access is 
granted. This fee is intended to re-imburse  the  private  body  for the 
costs  invoived in searching  for a record and preparing it  ?or deliver] 
to the requestor. 

IS Services  may  withhold  a  record  until  the  request  fee  and  the  deposit (if 
applicable) have been paid. A schedule of the  prescribed  fees is attached as 
ANNEXURE S to the manual. 

3.4 Requestor  other  than  Personal  Requestor 
The  information  officer  must  give  written  notice  to  a  requestor  other  than a 
personal  requestor of the  request  fee  and  amount  to  be  paid  before the 
request  may be further  processed. 

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

T'ne notice  given by the information  oificer  must  advise  the  requestor  that  s/he 
has a right to apply to court  against  the  payment of the  request  fee  or  deposit, 
and  also  advise of the  procedure  of  the  application. 

e 

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

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

4 HUMAN RIGHTS COMMISSION GUIDELINE 

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

Private Bag 2700 
Houghton 
2041 
Tel: 01 1 484 8300 
Fax0114841360 

-. 
1 ne requestor may request access to the ioilcwing types  of dccuments; 

5.1 Personnel Records 

T'rese incfude; 

9 Any personal  recards  prcvided lo the private bcdy by their  personnel; 
Any records a third party has provided to the private  body  about  any of 

Conditions of empioyrnent and  other  personnel-related  contractual  and 

3 !nternal evaication mccrds; and 
s rJther internai recsrds  and  correspcnaencs. 

their  perscnnei; 

quasi-legal  records; 

5.2 Customer-related  records 
A customer  inciudes  any  natural  or juristic  entity who receives services from 
the private bcdy. Customer-related information includes  the following: 

Any records a customer has provided to a third party  acting for or on 

9 Any recorcs a third patty has provided to the  private boay; ana 
Reccrcs senerated by or within the private body pertaining  to the 

behalf of the private  body; 

customer, inctuding transactional  records. 

5.3 Private body records 
This  includes  but is not limited to the following: 

Financial records; 
Operational  records; 
Databases; 
Information technology; 
Marketing records; 
Internal correspondence; 
Product  records; 
Statutory  records; 
Internal policies and  procedures;  and 
Records held by officials of the private  body. 



104 No. 24373 SOVERNMENT  GAZETTE, 14 FEBRUARY 2003 

5.4 Other Parties L 

The  private  body  may  possess  records pertai?ng to other  parties,  including 
without  limitation,  contractors,  suppliers, subsidiary/holding/sister companies, 
joint  venture  companies, seriice providers.  Alternatively,  such  other  parties 
may  possess  records  which  can  be  said  to  belong  to  the  private  body. 

The  following  records fall under  this  category: 

0 Personnel,  customer  or  private  body  records  which  are  held by another 
party as oppcsed to being  held  by  the  private  body;  and 
Records  held  by  the  private  body  pertaining to cther  parties,  including 
without  limitation  financial  records,  correspondence,  contractual  records, 
records  y-ovided by the  other  party,  and  recz-rds  third parties have 
provided  abcut  the  contractcrs / suppliers. 

5.6 Records Ava:l!abk in terms d other IegJsJaficrJ 
The requestor may also request  information  which is available in terms 
of legislation, such as the following; 

aiienaticn of land  act (68 of.IS81) 

basic  ccnditicns of employmefit  act  (75 of 1397) 

companies  act  (61 of 1973) 

compensation  for  occupational  injuries & diseases  act  (1  30  of  1993) 

employment  equity  act 

finar,cial  services board act (Si' of 1990) 

Income  tax  act 58 of 1962 

labour  relations  act (66 of 1995) . 
occupational  health  and  safety  act (85 of 1993) 

promotion of equality  and  prevention  of  unfair  discrimination  act 

regional  services  councils  act  (109 of 1985) 

short term  insurance  act  (53 of 1998) 

skills  development  act (97 of 1998) 

Skills  Development  Levies  act (9 of 1999) 

South  African  Qualifications  Authority  act (58 of 1995) 
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VAT  act  (89  of  1991) 

The  information  officer will take into considerations  section 8 of the  manual  to 
decide  on  whether or not access  to  any of the  information  stated above should 
be given to the  requester. 

8.1 

6.2 

6.3 

6.4 

I l 7  k i i n S  Of S€CtiOrl 55, the  information  officer  will take all  reasonabie  steps io 
find a reczrd that  has  been  requested.  If  the  record  cannot befound or  does 
not  exist,  the  information Gfficzr  must notify  the  requestor  by  way of affidavit 
or  affirmation  that it is m t  pcssible  to  cjive  access to the  record.  This is 
deemed to be 3 rait;sai c i  the recuest. If,  however, the rzcard is later fcur;d, 
:he  7ecl;estcr musi be  Given acczss if  the  request  wouic  oIherwise  have  been 
grantsd. 

Section 56 provides  that  the  information  officer  must  within 30 days  of  receipt 
of a correctly ccrnpkted request  notify  the  requestor  of  the  decjsicn as to 
whether  or  not to grant  the  request.  If  the  request  is: 
* Granted: the notificaticn  mcst  state  the  applicable BCCZSS fee  required to 

be  paid,  together  with  the  procedure to be  followed  should the requestor 
wish io apply to court  against  such  fee,  and  the  form  in  which  access  wiil 
be  given. 
Declined:  the  notification  must  include  adequate  reasons  for  the  decision, 
together  with  the  relevant  provisions of the  Act  relied  upon,  and  provide 
the  procadure to be  followed  should  the  requestor  wish to apply to court 
against  the  decision. . .. . 

The information  officer may extend  the  period  of 30 days  by  a  further  period 
not  exceeding 30 days if: 
e the  request  is  for a large  number  of  records  or  requires a search  through a 

the  request  requires a search  for  records  located in a  different  office of the 

0 consultation  between  divisions of  the  private  body, or with  another  private 

* the  requestor  consents to the  extension. 

The  requestor  must  be  notified  within  the initial30 day  period  in  writing  of  the 
extension,  together  with  reasons  therefor,  and  the  procedure  involved  should 
the  requestor  wish to apply to court  against  the  extension. 

The  information  officer’s  failure to respond  to  the  requestor  within the30 day 
period  constitutes a deemed  refusal of the  request. 

Section  59  provides  that  the  information  officer  may  sever  a  record  and  grant 
access  only  to  that  portion  which  the  law  does  not  prohibit  access  to. 

If access  is  granted,  access  must  be  given  in  the  form  that  is  reasonably 
required by the requestor,  or if the  requestor  has not identified  a  Preference, 
in a  form  reasonably  determined  by  the  information  officer. 

large  number  of  records; 

private  body  not  situated in the  same  city; 

body is required: or 
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7 THIRD PARTIES 4- 

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

8 
Notwithstanding  compliance  with  section 50, the  request  may  be  decjined in 
accordance  with  one of the  prescribed  grounds in terms  of  the  Act,  Ramely: 

8.1 Section 63 of the  Act  prohibiiq,the  unreasonable  disclosure of the personal 
information  of  natural-person  third  parties to requestors.  This  includes  the 
personal infamation of  deceased  persons.  However  Sectisn 6242) does 
provide  exceptions  to  this. 

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

trade  secrets; 
0 financial,  commercial,  scientific  or  technical  information  where  disclosure 

would  be  likely to cause  harm  to  the  commercial or financial  interests  of 
that  third  party;  or 

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

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

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

8.4 In terms  of  section 66, a  private  body  must  refuse  a  request  for  access to a 
record  of  the  body if disclosure  could  reasonably  be  expected  to: 

endanger  the life or  physical  safety of an  individual: 
0 prejudice  or  impair  the  security  of  a  building,  structure  or  system,  including 

but not  limited to a  computer  or  communication  system,  means  of 
transport  or  any  other  property 
The  private  body  may  also  refuse  a  request  for  access to information 
which  would  prejudice  methods,  systems,  plans  or  procedures for the 
protection  of  an  individual in accordance  with  a  witness  protection scheme 
or  safety  of  the  public. 
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8.5 Section 67 mandates  the  refusal  of  a  request  if  the  record  is  privileged  from 
production in legal  proceedings,  unless  the  person  entitled  to  the  privilege  has 
waived  the  privilege. 

8.6 Section 68 pertains to records  containing  information  about  the  private  body 
itself  and  unlike  the  other  provisions  pertaining  to  decline of a  request,  is  not 
mandatcry,  but  rather  discretionary. IS Services may refuse  access to a 
record if the  record: 

contains  trade  secrets  of  IS  Services 
contains  financial,  commercial,  scientific or technical  information,  the 
disclosure  of  which  wculd  be  likely to cause  harm to the csmwerciai or 
financial  interests  of IS Services 

a contains  informaticn  which, if disclosed,  cculd  reasonably be expected to 
put  the  private body  at a  disadvantage  in  contractual or other  negctiations, 
cr prajucica is Sewices  in cmmercial ccmpetition; c)r 

s cmsisis ~f a csmcuter  program  cwned ‘cy is Services 

Notwithstanding  the  above,  the  information  must be released if it  pertains  to 
the  results of product or environmental  testing,  the  disc!osure c i  which  would 
reveal a serious  public  safety  or  environmental  risk. 

8.7 Section 69 prohibits  the  disclosure  of  information  about  research  where 
diszlcsure Is like!y to expose the third  party,  the  perscn cendl;cting the 
research on behalf cf the  third  party, or the  subject  matter  of  the  research to 
serious disadvantage.  Disclosure is discretionary if such  research  pertains  to 
IS Services  itself. 

Notwithstanding any  of  the  above-mentioned  provisions, secticn 70 provides 
that  a  record  must  be  disclosed.  if  its  disclcsure  would: 
0 reveal  evidence of a substantial  contravention of or  failure  to comply 

with the law, imminent and serious pubiic s a k t j  cr zwirmmental 
risk; - and 

0 if the public interest in the disclosure clearly outweighs the harm. 

9 RIGHTS OF APPEAL 
A requestor  that  is  dissatisfied  with  the  information officer’s refusal to grant  access to 
any  information  may,  within 30 days of notification  of  the  decision,  apply to court  for 
relief.  Likewise,  a third party  dissatisifed  with  the  information  officer’s  decision to 
grant  a  request  may,  within 30 days  of  notification of the  decision,  apply  to  court  for 
relief. 

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

The  court  is  empowered  to  grant  any  order  that is just  and  equitable,  including: 
confirming,  amending  or  setting  aside  the  information  officer’s  decision 
requiring  the  information  officer  to  take any  action,  or  refrain  from  taking  any 

0 granting  an  interdict,  interim or special  relief,  declaratory  order  or  compensation; 

- .4 .- . 

action as identified by  the  court  within  a  specified  period; 

or  costs. 
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ANNEXURE A 

REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY - IS 
SERVICES (PTY) LIMITED 

(Section 53(1) of the Drcmoticn of Access to Information Act, 2000 (Act No 2 
o i  2000) 

A. Particulars of private body 

The Eead: 

8. Particulars of person  requesting  access to the  record 

(a) The  particulars of the  person  who  requests  access  to  the recotds must be 
recorded  below. 

I 

(b)  Furnish  an  address andor fax number in the  Republic  to  which information 
must  be  sent. 

(c) Proof of the  capacity  in  which  the  request is made, if applicable,  must  be 
aftached. 
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Full name and  surname: 

Identity  number: 

Postal Address: 

Telephcne numcer: Fax number: 

E-naii address: 

Capacity in which request is made, when made  on behslf of amther person: 

C. Particulars of person on whose behalf  request is made: 

This section  must be compieted  only i f  a request  for  information is made on 
behalf of another  person. 

I 
I I 

Full names  and surname: 

identity  number: 

D. Particulars of record: 

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

(b) If the  provided  space is inadequafe  please  confinue  on  a  separafe  folio 
and  attach it to this form. The requester  must sign all the additional 
folios. 
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1. Description  of  record  or relevantpart of Qe record: 

2. Reference  number, if available: 

3. Any further  particulars  of  record: 

E. Fees 

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

(b) You will be  notified of the  amount  required to be  pad  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 qualitjl for  exemption of the  payment  of  any  fee,  please  state the 
reason  therefor. 

Reason  for  exemption  from  payment of fees: 

F. Form of access to record 

If you  are  prevented  by a disability  from  reading,  viewing  or  listening to the 
record in the  form of access  provided  for in I to 4 hereunder,  state  your 
disability  and  indicate in which form the  record is required. 

Disability: Form in which  record is required: 



STAATSKOERANT, 14 FEBRUARIE 2003 No. 24373 11 1 

Mark  the  appropriate box with  an "X" 

NOTES: 

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

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

(c) The  fee  payable for access to the record, i f  any, will be determined  parfly 
by the form in which  access is requested. 

f . If the r m x d  is in written or printsd f ~ m :  

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* 

I 
~ ~~ . 

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

Listen to the  soundtrack 
(audio  cassette) 

Transcription of soundtrack* 
(written  or  printed  document) 

L I 1 

4. If record is held on computer or in an electronic or machine-readable  form: I 
Printed  copy of 

readable  form*  (stiffy information  derived record 
Copy in computer Printed  copy of 

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

or compact  disc) 

you wish  the  copy  or  transcription to be posted to you? 

A postal fee is payable. 
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G. Particulars of right to be  exercised Irr protwted: 

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

Indicate  which  right is to be  exercised or protected: 

Expiain why the  requested r e e d  is required  for  the  exercising  or  protection o f  
the aforementioned right: 

H. Notice of decision  regarding  request for access: 

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

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

Signed  at  this  day 

of 2003 

SIGNATURE OF REQUESTEWPERSON ON 
WHOSE BEHALF  REQUEST IS MADE 
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1. The  fee  for  a  copy  of  this  manual  is R1 , 10 for  every  photocopy  of  an A4 size 

2. Where  a  private  bcdy  has  voluntarily  provided  the  Minister with,a list of 

page or part  thereof. 

categories of records  that  will  automatically  be  made  available to any  person 
requesting  acc8ss  thereto,  the  only  charge  that  may  be  levied  for  obtaining 
such  records,  will be a  fee  for  reproduction  of  the  record  in  question. 

These  fees  for  reprcduction  are as follows: 

21 inur everj $-stcc=~y zf an A4 size  page cr part. thereof 
.~ 
c) Fcr every printed copy of an A4 size  page or par: rhereci 

held  on  a  camputer  or  in  electronic  or  machine  readable 
form. 

c)  Fcr a copy in a computer  readabie form on - 
0 stiffy disc 
iii ccrnpact  disc 

dl  i)  For a transcription of visual  images  for an 
A.4 size page..o.c.part  thereof 

ii) For  a  copy of visual  images 

e) i)  For 3 transcription  of  an  audio  rscord,  for an 
A4 sizs page or part thereof 

ii) For 3 copy of an  audio record 

2. The request fee payable  by  a  requester,  other  than  a  personai 
requester is R50,OO. 

3. The access fees payable  by a requester  are  as  follows: 

For  every  photocopy  of  an A4 page  or  part  thereof 

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

3 1:lC 
R ($75 

R 7.50 
Fi70,OQ 

R40,OQ 

R60,OO 

R20.00 

R30,00 

R 1,IO 

R 0,75 

R 7,50 
R70,OO 

R40,OO 
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,e) i) For  a  transcription ofan audie-record  for  an R20,OO 

ii) For a copy  of  an  audio record R30,OO 
A4 size  page  or  part  thereof 

9 To search  for  and  prepare  a  record  that  must  be  disclosed, R30,OO for 
each  hour  or  part  of  an  hour  reasonably  required  for  such  search  and 
preparation. 

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

One  third  of  the access fee is payabie as a deposit by the  requester. 

5. The  actual  postage  is  payable'when  a  copy  of  a  record  must  be  posted  to a 
requester. 

. 
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INFORMATION  MANUAL 

FOR 

TELESURE INVESTMENT HOLDINGS (PTY) LIMITED 
(“TELESURE”) 

In terms cf section 57 of the Frcmcticn c i  Access  to  information  Act 
Act 2 o i  2000 
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I INTRODUCTION \ 

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

(7) Everyone  has  the right of  access to - 
(a)  any  information  held by the  state;  and 
(6) any  information  that is held  by  another  person  and  that is required for 

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

the  exercise  or  protection of any  rights. 

Tne  Promotion  of  Access  to Infomation Act, 2 of 2000 (“the Act”),was  enacted on 3 
February 2002 io give effect to secticn  32 of the  Constitution, that is  giving e$fec: to 
the constitutional  right of access to any infcrmaiion  held by the Slate and  any 
information  that  is  held by another  person  and  that is required  for  the  exercise or 
protection of any rights.  Where  a  request  is  made in terms of this  Act,  the  private or 
pcblic  bcdy to  whom  the  request is made is obliged  to  release  the  infc;rn;ation,  except 
where  the  Act  expressly  provides  that  the  information  must  not  be  released. T i e  Act 
sets  out  the  requisite  procedural  issues  attached  to  such  request. 

T i e  act  came  into effect on 9 March 2001 with  the  exception of sections IO, 14, :E 
and 51 which  sections  were  brought  into  operation  on 15 February 2002. 

2 WHO MAY REQUEST INFORMATION IN TERMS 
OF THE  ACT 

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

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

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

contemplated in Chapter 4 of this Part. 

3 PROCEDURES FOR OBTAINING  ACCESS 

3.1 Contact Details 
Any  person  who  wishes  to  request  any  information from Telesure  with 
the  object of protecting or exercising a right may contact the 
information  officer  whose  contact  details are as follows; 



Postal  Address 

The  Information  Officer 
Telesure  Investment  Holdings (Pty) Limited 
P 0 Box 11250 
Johannesburg, 2000 

Physical  address 

10 th FioGr 
Cnr carry Hertzog Avenue and Napier Rcad 
Richmond,  Johannesburg, 2092 

Tei: (0 1 1 ) 4&40GO 
F 3 x  (07 1; 439-4335 

3.2 Prescribed Access Form 
In terms of section 53, a  request  for  access to a record  ofTelesure  must be 
made  in  the  ?rescribed  form to Telesure  at  the  address,  fax  number  cr 
electronic mail address  given  above. The icrm requires the requestor tc 
provide  the following information: 

a 

e 

sufficient infcrmaticn to  enable the information  officer  to  identify  the 
requestor: 
sufficient  information to enable  the  information officer to identify  the 
record(s)  requested; 
the  form  of  access  required; 
the  requestor's postal address  or  fax  number; 
identification of the  right  sought to be exercised  or  protected; 
an  explanation  on  why  the  record  is  required  to  exercise or protect 
that  right; 
the  manner in which  the  requestor  wishes to be  informed of the 
decision  on  the  request, if in  a  manner in addition  to  written 
notification;  and 
if  the  request  is  made  oii'behalf of a  person,  the  submission  of  proof 
of  the  capacity  in  which  the  requestor  makes  the  request, to the 
satisfaction  of  the  information  officer. 

For  a  specimen  of  the  request  form see ANNEXURE A to  the  manual. 
Requestors  please  note  that  all  of  the  information  as  listed  above 
should  be  provided,  failing  which the process  will be delayed  while the 
private  body  requests  such  additional  information.  The  prescribed  time 
periods  will  not  commence  until all pertinent  information  has been 
furnished  on  the  private  body  by  the  requestor. 
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3.3 Prescribed  Fees L 
\ 

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

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

0 Access fee: This is paid by all requestors  only  when  access  is 
granted. This fee is intended  to  re-imburse  the  private  body  for  the 
costs inmlvecf in searching  for a m o r d  and  preparing it for  delivery 
to  the  requestor. 

Telesure  may  withhold a reccrd  until  the  request  fee  and  the  depcsit (if 
applicabie)  have  been paid. A scnedule of the prescribed  fees is attached as 
ANNEXURE 3 to :he manual. 

3.4 Requestor  other than Personal Requestor 
The  information  officer  must  give  written  notice  to a requestor  other  than a 
personal  requestor  of  the  request  fee  and  amount  to  be  paid  before  the 
request  may be furthw processed. 

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

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

I 

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

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

4 HUMAN RIGHTS COMMISSION GUlDELiNE 

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

Private  Bag 2700 
Houg  hton 
204 1 
ie l :  01 : 484 8300 
Fax0114841260 

-1 .. 

The requestcr may request access to the fckwing types of documents; 

5.1 

5.2 

5.3 

Personnel Records 
-. 
i nese i t ~ i c C ~  

a Any personal  records prcvicfed to the private  body by their personnel; 
4 Any records a third party has pvided to :he private Sody about any of 

Conditions of employment  and  other  personnei-related  contractual  and 
their personnei; 

quasi-!egzl  recards: 
lnfernal  evaiuaticrr :zczrds; and 

.. . I  

0 Cther  internal  reccrds  and  correspondence. 

Customer-related  records 
A customer  includes  any  natural or  juristic  .entity  who receives services from 
the private b ~ d y .  Custcmer-related informatien  includes the follcwins: 

Any records a customer has proviaea io a Third p a q  m i n g  ;or cr G n  

Any records a third party has provided to the private body; and 
* Records generated by or within the private bcdy pefiaining to the 

behalf of the private body; 

customer, including  transactional  records. 

Private body records 
This indudes but is not limited to the following: 

Financial records; 
Operational  records; 

4 Databases; 
Information  technology; 
Marketing records; 

0 internal correspondence; 
Product records; 
Statutory  records; 
Internal  policies  and procedures; 
Treasury-related  records; 
Securities  and equities; and 
Records held by officials of the private  body. 
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5.4 Other  Parties 
L 

.2. 

The  private  body  may  possess  records  pertaining  to  other  parties,  including 
without  limitation,  contractors,  suppliers, subsidiary/holding/sister companies, 
joint  venture  companies,  service  providers.  Alternatively,  such  other  parties 
may  possess  records  which  can  be  said  to  belong  to  the  private  body. 

The  following  records  fall  under  this  category: 

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

0 Records  held  by  the  private  body  pertaining  to  other  parties,  including 
without  limitation  financial  records,  correspondence,  contractual  records, 
records  provided by the  other  party,  and  records  third  parties  have 
Frovided  about  the  cantractors / suppiiers. 

5.5 Records  Available  in terns of other legislation 
The requestor may also request information which is available in terms 
of legislation, such as the following; 

alienation of land  act  (68  of  1981) 

basic  conditions  of  employment  act  (75  of  1997) 

companies  act  (61 of 1973) 

compensation  for  occupational  injuries & diseases  act  (130  of  1993) 

employment  equity  act 

financial  services  board a d  (97 of 1SSG) 

Income  tax  act  58 of 1962 

labour  relations  act (66 of 1995) 
0 

occupational  health  and  safety act (85 of 1993) 

promotion  of  equality  and  prevention  of  unfair  discrimination  act 

regional  services  councils  act (1 09 of  1985) 

short  term  insurance  act  (53 of  1998) 

skills  development  act  (97  of  1998) 

Skills  Development  Levies  act  (9  of  1999) 

South  African  Qualifications  Authority a d  (58 of 1995) 
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VAT act (89 of 1991) 

The information oficer will take  into  considerations  section 8 of the  manual to 
decide  on whether or not access to any  of  the  information  stated  above  should 
be given to  the  requester. 

6 DECISION-MAKING PROCESS 

8.1 

6.2 

5.3 

6.4 

In terms of Section 55, the  information  officer  will  take  all  reasonable  steps  to 
find  a  record  that has been  requested. If the  record  cannot befound ar  does 
net  exist, the information  officer  must  notify  the  requestor by  way of  affidavit 
or affirmation  that it is not  pcssible to give  access to the record.  This is 
deemed  to  be a refusal zf the  request.  If:  however, :he recard is later  found, 
the recuestor  must  be  given acc2ss if :$e faquest would othewise have been 
granted. 

Section 56 provides  that  the  information  officer  must  within  30  days  of  receipt 
of a correctly  completed  request  notify  the  requestcr of the  decision as to 
whether  or  not to grar?t  the  request. If the  request is: 

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

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

The information  officar m y  exisnd the  per of ZC days by a further pericd x t  
exceeding 30 days if: 

0 the  request  is  for  a  large  number of records  or  requires a search  throush a 

the  request  requires  a  search  for  records  located in a  different  office of the 

consultation  between  divisions of the  private  body,  or  with  another  private 

0 the  requestor  consents  to  the  extension. 

The  requestor  must  be  notified  within  the initial30 day period in writing of the 
extension,  together  with  reasons  therefor,  and  the  procedure  involved  should 
the  requestor  wish  to  apply  to  court  against  the  extension. 

The information  officer’s  failure to  respond  to  the  requestor  within the30 day 
period  constitutes  a  deemed  refusal of the  request. 

Section 59 provides  that  the  information  officer  may  sever a record  and  grant 
access  only to that  portion  which  the  law  does  not  prohibit  access  to. 

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

large  number of records; 

private  body  not  situated  in  the  same  city; 

body is required; or 
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7 THfRD PARTES 
If the  request  is  for  a  record  pertaining to a  third  party;  the  information officer must 
take all reasonable  steps  to  inform  that  third  party  of  the  request.  This  must  be  done 
within 21 days  of  receipt of the  request.  The  manner  in  which  this  is  done  must  be  in 
the  fastest  means  reasonably  possible,  but if orally,  the  information  officer  must 
thereafter  give  the  third  party a written  confirmation  of  the  notification. The third  party 
may within 21 days  thereafter  either  make  representation  to  the  private  body  as to 
why  the  request  should  be iaiused, alternatively  grant written cmsent to the 
disclosure  of the record.  The  third party must-be advised of the  decision  taken by the 
information  officer on  whether to grant  or  decline  the  request,  and must also  be 
advised of his/her/its  right  to  appeal  against  the  decision by  way  of application io 
czurt  within 30 days  after  the  noticz. 

8 GROUNDS FOR REQUEST 
Nchvithstancing  ccmpliance with sectisn 50, the  request may be decficed ir: 
accordance  with  one of the  prescribed  grounds in terms of the  Act,  namely: 

8.1 Secticn E3 si the Act ychibits the  unreasonabie disdosurz of the persocal 
information of natural-person  third  parties  to  requestors.  This  includes  the 
personal  infcrmation of ceceased  persons. licwever Section 63(2) does 
provide  exceptions to this. 

I _, 3'. 

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

trade  secrets; 
financial,  commercial,  scientific  or  technical  information  where  disclosure 
would  be  likely to cause  harm  to  the  commercial  or  financial  interests  of 
that  third  party; cr 

which  could  reasonably  be  expected to put  the  third  party  at a 
disadvantage in ccntractual or other  negotiations, or prejudice  the third 
party  in  commercial  competition. 

information  supplied in confidence by the third party,  the  disclosure  of 

# 

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

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

8.4 In terms of section 66, a  private  body  must  refuse  a  request  for  access to a 
record of the body if disclosure  could  reasonably  be  expected to: 

endanger  the  life  or  physical  safety  of  an  individual; 
prejudice  or  impair  the  security  of  a  building,  structure or system,  including 
but  not  limited to a computer or communication  system,  means of 
transport  or  any  other  property 
The  private  body  may  also  refuse  a  request  for  access  to  information 
which  would  prejudice  methods,  systems,  plans  or  procedures for the 
protection  of an  individual  in  'accordance  with  a  witness  protection  scheme 
or  safety of the public. 
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8.5 Section 67 mandates  the  refusal  of  a  request if the  record  is  privileged from 
production  in  legal  proceedings,  unless  the  person  entitled to the  privilege  has 
waived  the  privilege. 

8.6 Section 68 pertains to  records  containing  information  about  the  private  body 
itself  and  unlike  the  other  provisions  pertaining  to  decline  of  a  request, is not 
mandatory,  but  rather  discretionary.  Teiesure may refuse  access to a  record if 
the  record: 

contains  trade  secrets  of  Telesure 
0 contains  financiai,  commercial,  scier;tific cr techr;ical  information, the 

disclosure of which  would  be  likely to cause  harm to the zmmerciai ûr 
financial  interests of Telesure 

0 contains  information  which, if disciosed,  couid  reascnably  be  expected to 
put  the  private  body ai a  disadvantage  in  ccntractual  or  other  negotiations, 
or prejcdica Telesurz in commercial cmcetiiicn; t r  

= cmsists ci 3 ccrr:FL;ter  ?rcc;ran; c;~vr,ed by T&sw 

Notwithstanding :he above,  the  information  must  be  released if it pertains  to 
the  results of product or environmental  testing,  the  disclosure  of  which  would 
reveal a sericl;s  public safety or environmental  risk. 

8.7 Section 69 prohibits  the  disclosure of information  about  research  where 
disclosure  is  iikeiy to expose  the  third  party, the person  concucting the 
research on behalf  of  the  third  party,  or  the  subject  matter sf the  research to 
serious  disadvantage.  Disclosure  is  discretionary if such  research  pertains to 
Telesure  itself. 

Notwithstanding  any  of  the  above-mentioned  provisions,  section 70 provides 
that a record  must  be  disclosed if its  disclosure  would: 

reveal evidence of a substantial contravention cf or failurz to 
comply with the law, imminent: and ser ic~s public safety zr 
environmental risk; - and'+ 

0 if the public interest in the disclosure  clearly outweighs the harm. 

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

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

The  court is empowered to grant  any  order  that is just and  equitable,  including: 
confirming,  amending  or  setting  aside  the  information  officer's  decision 
requiring  the  information  officer to take  any  action,  or  refrain  from taking any 

granting an interdict,  interim or special  relief,  declaratory  order  or  compensation; 
action  as  identified  by  the  court  within  a  specified  period; 

or  costs. 
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REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY - TELESURE 
INVESTMENT  HOLDINGS (PTY) LIMITED 

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

A. Particulars of private body 

Tine Head: 

8. Particulars of person requesting access to the record 

(a) The  particulars of the  person  who  requests  access  to  the  records  must  be 
recorded  below. 

(b)  Furnish an  address  and/or  fax  number  in  the  Republic to which  information 
must  be  sent. 

(c) f roof  of the  capacity  in  which the request is made,  if  applicable, must be 
attached. 
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Full name  and  surname: 

Identity number: 
~~ 

Postal Address: 

Telephone number: Fax number: 

E-maii address: 

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

C. * Particulars of person on whose  behalf  request is made: 

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

Full names and surname: 

Identity  number: 

D. Particulars of record: 

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

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

! 
i 

d 
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1. Description of record or relevant part of therecord: 

2. Reference number, if available: 

3. Any further  particulars of recard: 

E. Fees .. 

{a) A request  for access to a record, other  than  a m o d  containing  personal 
information  about  yourself,  will  be  prucessed  only  after  a request fee has 
been  paid. 

(b)  You will  be  notified of the  amount  required to be  pad  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 
p r e p m  a  record. 

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

I I 
I 

Reason  for  exemption  from  payment of fees: 

F. Form of access to record 

If you  are  prevented by a  disability  from  reading,  viewing  or  listening 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. 

I I 

Disability: Form in  which  record  is  required: 



! Mark  the  appropriate box with  an “X” 

NOTES: 

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

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

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

I .  If the record is in writfen  or  printed  form: i 
Copy of reccrd* Inspection of record 

1 2. ff record  consists of visual images: 
(this  includes  photographs,  slides,  video  recordings,  computer-generated  images, 
sketches,  etc) 

View  the  images 1 Transcription of the 

Copy of the 
images* Images* 

I I I 1 I I I 

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

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

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

Printed  copy of 
readable form* (stiffy information  derived record 
Copy in computer Printed  copy of 

from the  record* 

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

or  compact  disc) 

A postal fee is payable. 

r 
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G. Particulars of right to be exercisedor protected: 
. , . I , )  N 

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. 

Indicate  which  right is to be  exercised or protected: 

Expiain $why the  recpested record is required  for the  exercising cT)r sr.=;testicn of 
ihe aforementionea rignf: 

H. Notice of decision  regarding request for access: 

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

I 

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

Signed at this day 

of 2003 

SIGNATURE OF REQUESTEWPERSON ON 
WHOSE BEHALF REQUEST IS MADE 

243734 
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ANNEXURE B 

FEES IN RESPECT OF PRIVATE BODIES 

1. The  fee for a  copy  of  this  manual is R1,IO for  every  photocopy  of  an A4 size 
page  or  part  thereof. 

2. Where  a  private  body  has  voluntarily  provided  the  Minister  with  a list of 
categories of records  that  will.  automatically  be  made  available  to  any  person 
requesting  access  thereto,  the  only  charge  that  may be levied for obtaining 
such  records,  will  be  a  fee  for  reproduction of  the  record  in  question. 

2. 

3. 

These  fees  for  reproduction are as follows: 

a> 
b) 

For every  photccspy of an A4 size  page or part therecf 
For every  printed copy of an A4 size page or part thereof 
held  on  a  compliter or in  electronic  or  machine  readable 
form. 

For a copy in  a  computer  readable form on - 

ii)  compact  disc 
i)  stifYy  disc 

i) For a  transcription of visual  images  for  an 
A4  size  page  or  part  thereof 

ii) For a copy  of  visuai  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 

The request fee payable  by a  requester,  other  than  a  personal 
requester  is R50,OO. 

The access fees payable  by a  requester  are  as  follows: 

a) For every  photocopy  of  an  A4  page or part  thereof 

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

c) For a copy in a  computer  readable  form  on - 
i> stiffy  disc 
ii)  compact  disc 

d) i> For  a  transcription of visual  images  for  an 
A4 size  page  or  part  thereof 

ii) For a copy of visual  images 

R 1,lO 
R 0,75 

R 7,50 
R70,00 

R40,OO 

R60,OO 

R20,OO 

R30.00 

R 1,IO 
R 0,75 

R 7,50 
R70,OO 

R40,OO 

00331 886-5 24373-5 
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e) i) For a transciiption  of an  audio  record  for an R20,OO 
A4 size  page  or  part  thereof 

ii) For  a  copy of an  audio  record R30,OO 

9 To search for and  prepare  a  record  that  must  be  disclosed, R30,OO for 
each  hour  or  part  of  an  hour  reasonably  required for such  search  and 
preparation. 

4. Where  a  private  body  receives  a  request  for  access to information  held on a 
person other  than  the  requester  himself/herself  and the information officer 
upon  receipt of the  request is of  the  opinion  that  the  preparation of the 
requ,ired  record  for  disciosure will take  more  than 6 (six)  hours, a deposit is 
payable  by  the  requester. 

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

5. The  actual  postage is payable  when  a  copy  of  a  record  must  be  posted to a 
requester. 
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SECTION 51 MANUAL  FOR VISICARE Pty (Lm) 
Reg number: 1996004553/07 
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2. PARTICULARS IN TERMS OF SECTION 51 

A. The functions  and  structure  of the VISICARE Ptv (LTD) [Section 51.(l)(a)] 

1. The functions of the  VISICARE  Pty 0;TD) 

As an ophthalmic distributive company provide a service to  the ophthalmic field in regards to 
(a) Ophthalmic surgical equipment 
(b) Information on surgical techniques 
(c) Wide range of ophthalmic products 

Safes Representatives 
1 

iii The structure of the VISICARfi: Pty (LTD) 

VISICARE Pty (LTD) consists of offices that is situated in Gauteng 

VISICARE pty (LTD) is made  up of a CEO Mr. D van Wyk 
The Full Time Administrative staff is Me CE Barnardo, Mrs. k",. S a n a  and M r .  S Dhlamini 
and Sales Representatives Mr. A. Thompson, LW. C.  Small, Mrs. F Green, 

8. Contact details [Section 51(l)(a)] 

Information  officer: 

Mr. D van Wyk - CEO deonvanwvk@.visicare.co.za 

Deputy  information  officer: 

Me CE Barnardo - Administration carolb@visicare.co.za 
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General  information: 

Address :269 Beyers  Naude  Ave 
Visiomed  Office Park 
Building  NO. 5 
Cresta 
Johannesburg 

Postal address : PO Box 1010 
Cresta 
21 18 

Telephone +27 11 478 - 3431 
Fax : +27 11 478 - 0524 
General enquiries : decn.janwv!cc~~isicarz.co.za 

C. The  section 10 Guide on how to use  rhe Act [Section 51(l)(b)J 

The  guide  will  be  available 5crn the South M c a n  Human Rights Commission. 

D. Access to the  records  held by VISICMU I9-y (LTD) {Section 53jl ) (c)]  

i. Automatic  disclosures  [Section  51(1)(c)] 
A notice in terms of section 52(1) describes  the  categories of reccrds of the  bodies 
that  are  available  without a person having to request  access in terns of the Act. 

Voluntary  disclosures: 

1. Booklets 
2. Pamphlets 
3 .  Posters 
4. Newsletters 

ii.  Records that may be requested  [Sections 51(1)(d)J 

Description of the  subjects and categories of records  held by WICRF,  Pty (LTD): 

1. PHARMACY RECORDS 

2. FINANCE AND ADlWJNISTRATION 

1. HUMAN RESOURCES 

Policies on staff  recruitment and other staff related  policies 
Employment records and  other  related  policies 

2. PROCUREMENT 
Asset  register 

3. FINANCIAL MANAGEMENT 
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Budgets 
Strategic plans 

L. - 
3. DIRECTORS 

1 .  Minutes of meetings of Directors and senior management 
2. Records of workshops and conferences  attended 

iii. The request procedures 

Reference: Chapter 3 on the  Promotion of access  to  information act 

0 
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Manual contemplated in terms of the Promotion of Access to Information Act 2 of 2000( 
the Act), section 51 

((RBG No. IT l a o a m  ,(EN C O ~ M A N D ~ P ~ )  

Tel +27 -(O) 11- 957-2000 Fax +27-(0) 11- 957-2020 Email  tunde@sinet.co.za 
PO BOX 961, MULDERSDRIFT. 1747 

- - - - - - -  TAX SPECIALISTS -ACCOUNTING - BUSINESS SOLUTIONS - ESTATES - - - - - - - - 
(TRmQHE4D)cHRIs~~mmER 

PLOT 305, RIETFON7ElN 189 IQ, DlST KRUGERSDORP 

CVT TRUST is a  private  body as contemplated in the Act 

A request in terns of *e Act will  be  considered  by  CVT TRUST upon  receipt by CVT TRUST of the duly 
completed  prescribed form per Repiation 10 i.r.0. sec 53(1) of the ACT (FORM C) The form must be 
cornpiered in either Zngiisn or A g k m s  ; 

The  form  will  inter  alia require you to specifi: 
0 particuiars of requester and person on  whose  behalf  request is made 
G particulars of the  record 
E the form of access  required -(which form might not be available to you) 
0 particulars of right  to  be  exercised or protected  and  give  a  detailed  explanation  why the record is 

(FORM C  can  be  obtained ficm CVT TXUST at the prescribed i&(s) should  you  require) 
needed. 

1.t.o. sec 10 of the  Act  the Human Rights Commission(HRC) will compile  a guide containing inter alia in each 
official  language: 

CI particulars of every private body as are practicable 
Cl the manner and  form  required to make  a  request 
t2 any assistance available by  information officers of public  bodies k HRC 

0 what the objects of the Act  are 

a how to get access to the manuaI of a  private  body 
R all (sic) remedies available in  law  to you. 
The guide to be  published in the Government  Guzette should be available for inspection by you at the offices of 
the HRC who can be contacted at, tel: 01 1 454 5300; fax 01 1 484 7146; www.sahrc.org.za  (www.sahrc.org.za) 

Records  which are automatically  available  without  a  request for access in terms of the Act  being  necessary are!: 
D List of companies & close corporations  who use the offices of CVT TRUST as their  registered address 

c1 This  manual ( to be  viewed  only) 
(to be  viewed  only). 

NO OTHER RECORDS/  INFORMATION IS FREELY  AVAILABLE  WITHOUT A REQUESTER HAVING TO 
REQUEST ACCESS IN TERMS OF THE ACT AND PAY THE PRESCRlBED  FEE(S) AND THE HEAD OF 
CVT TRUST  APPROVING AND GRANTING  ACCESS. 

GROUNDS FOR REFUSAL OF ACCESS TO RECORDS 
S e c  62 to 69 of the Act  specifL some grounds for  refusal to access  which are: 
0 Mandatory  protection of privacy  of a third party  who is a natural person or its deceased estate. 
cl Mandatory  protection of privileged  records  subject to legal proceedings. 
CI Certain  commercial  information of any  private body 
Cl Mandatory protection of research  information of third party and any private body. 

Apart from the above grounds there are or may be  other grounds for refusal of access to records or parts thereof 
and CVT TRUST reserves all its rights 
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A  non  exhaustive  list of other legislation  in  terms wh.ereof athow records are kept  where applicable fiom time to 
time (if any) arc 

\ 

Administration of Estates  Act 66 of 1965 
Arbitration  Act 42 of 1965 
Basic  Conditions of Employment  Act 75 of 19971 Sectoral  determinations 
Bills of Exchange  Act 34 of 1964 
Close Corporations Act 69 of 1985 
Campanies  Act 61 of 1973 
Compensation  for  Occupational Injuries and Diseases Act 130 of 1993 
Customs  and Excise Act 9 1 of 1964 
Electronic  Communications  and  Transactions  Act 25 of 2002 
Employment  Equity  Act 55 of 1998 
Estate Duty Act 45 of 1955 
Financial  Intelligence Centre Act 38 of 2001 
Financial  Advisory  and  Intermediary Services Act 37 of 2002 
h o m e  fax Act 5% of 1962 
hoivency Act 24 of 1936 
Labour  Relations  Act 66 of 1995 
Occupational  Health  and  Safety  Act 85 of 1993 
Prevention of Organised Crime 121 of 1998 
Price  Control  Act 25 of 1964 
Regional Services Councils Act 109 of 1985 
Skills  Development  Act 97 of 1998 
Skills  Development  Levy  Act 9 of 1999 
Stamp Duties Act 77 of 1968 
Trust  Property Control Act 57 of 1988 
Unemployment  Insurance Contributions Act 4 of 2002 
Unemployment Insurance Act 63 of 2001and 30 of 1966 
Value  Added Tax 89 of 199 1 

Subjects on  which  records are held  resort  under “OWN RECORDS” and  “CLIENT/OTHER PERSONS RECORDS” 
and  resort  under the following  types: 

OWN RECORDS 
0 accounting,  commercial & financial 
P compliance 
0 created & generated,  notes,  letters, etc. 
m human resources and  related  matters 
D new  technology 
Q operational/  technology 
Q research/ reference 
D stakeholders ie shareholder/ member  /owner/  trustee/  partner 
c3 s t ra tw ,marketing & advertising 
Q third party records subject to a  lien or hypothecate 

CLIENT / OTHER  PERSONS  RECORDS 
Q accounting,  commercial & financial 
D qompliance 
Cl created & generated,  notes, letters, etc. 
Q human  resources  and  related  matters 
Q new  technology 
Q operational/  technology 
P personal records/ items  belonging to s t a f f  
Q research/ reference 
P stakeholders ie  shareholder/  member  /owner/ trusted partner 
Ll strategy ,marketing & advertising 
D third party records subject to a  lien or hypothecate 
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GROUNDS FOR REFUSAL OF ACCESS TO RECORDS 
Sec 62 to 69 of the Act specify some grounds for refusal to access which are: 
I 2  Mandatory  protection of privacy of a third  party  who is a natural person or its deceased  estate. 
0 Mandatory  protection of privileged  records  subject to legal  proceedings. 
Q Certain  commercial  information of any  private body 

Mandatory  protection of research  information of third  party  and any private body. 
Apart fiom the above  grounds there are or may be other grounds  for refusal of access to records or parts  thereof and 
CVT TRUST reserves  all its rights 

E&OE 

Date of manual 29/1/2003 
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L 

Van Wyk 6 Associates 
ATTORNEYS & CONVEYANCERS 

Manual in terms of Section 51 of  the Promotion of Access to Information, Act 

1. 

2. 

3. 

4. 

No. 2 of 2000 

CONTACT  DETAILS 

Head of Body - Gary  Van  Wyk 
212  St  Thomas  Road,  Musgrave,  DURBAN,  4001 
P 0 Box 50873, MUSGRAVE  ROAD,  4062 
Tel. 031-2028500, Fax 031-2014345 
DX 392,  DURBAN 

GUIDE IN TERMS OF SECTION 10 OF THE  ACT 

In  terms  of  the  above  Section,  the  South  African  Human  Rights  Commission  (SAHRC)  must 
compile  a  guide  containing  information  any  person may require  who  wishes  to  exercise  a  right in 
terms  of  this  Act.  At  the  date of drafting  this  manual,  such  guide had not  yet  been  made  available 
by the SAHRC.  The  contact  details  for  the  SAHRC  are as follows: 

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

Tel. 011-4848300, Fax 01 1-4840582 
Website:  www.sahrc.org.ra 
E-Mail: PAIA@lsahrc.oraza # 

NOTICE IN TERMS OF SECTION 52(2) 

No voluntary  disclosure in terms of the  abovementioned  section  has  been  made  by  Van  Wyk 8, 
Associates. 

RECORDS HELD BY VAN W K  & ASSOCiATES IN ACCORDANCE WITH OTHER 
LEGISLATION 

Van  Wyk & Associates  keeps  information in accordance with  the  following  legislation: 

4.1 Income Tax Act,  Act No. 58 of 1962; 

4.2 Value  Added Tax Act,  Act No. 89 of  1991; 

4.3 Unemployment  Insurance  Act,  Act  No. 30 of 1966; 

4.4 Basic  Conditions of Employment  Act,  Act No. 75 of 1997; 

4.5 Compensation for Occupation  Injuries  and  Diseases  Act,  Act No. 130 of 1993; 

4.6 Occupation  Health  and  Safety  Act,  Act No. 85 of 1993; 
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4.7 Attorneys  Act,  Act No. 53 of 1979; 

Please  note  that  the  above  list  may  not  be  exlhaustive. 

5. SUBJECTS AND CATEGOWES OF INFORNlATlON HELD BY VAN WYK & ASSOCIATES 

Please  note  the  following: 

5.1 A person  requesting  information  from  Van  Wyk & Associates  must  use  the  prescribed 
form  (Form C of Annexure B of the Regulations  under  this  Act - GNR. 187 of  15  February 
2002). This form may  also  be  obtained  from  :he  SAHRC  website. 

5.2 A request for access to a record,  other  than  a  record  containing  personal  information 
about  yourself w i l l  be prOC8SSed  only after  the  request  fee in terms of the 
aforementioned  regulations  has  been  paid. 

5.3 Should access be Granted, you will &o be  feqUir8d  to  pay the  prescribed  acc8ss and 
BFrOdUdiGn fees as sei oui in !he  ai'crsmentioned rsgulations. 

(No. Subject 

Employee  Details 

c_ 

- 

~ 

Client  Details 

Categories of Information 

Contact  details  of employees; 
full names  and  identity  numbers; 
Salaries and benefits; 
Employment  Contracts; 
"viscipiinary or performance  records. 

Contact  details; 
Details of legal  work  undertaken  on  behalf 
of  clients. 
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WIZQRD UNIVERSAL PENSION 
- ("Fund") 

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

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

A. CONTACT DETAILS 

I .  Head of  the  Fund: 1 Wessel Adriaan Swart - 7  
2. Registrar  of  Pension  Funds PF Number of the  Fund: 12/8/36828 I 
The  registered  address of the  Fund: I 2 Strand Road, Bellviile, 7530 1 

3.  The postal address of the Fund: 

4.' The contact  telephone  number  for the Fund: 

I P.O. Box I, Sanlamhofi 7532 I 

I (021) 947-2397 

5 .  The contact  facsimile  number for the Fund: (021) 947-5787 I 
6. The e-mail  address of the Head of the  Fund: I Wesse/.swart@san/am.co.za I 
B. SOUTH AFRICAN HUMAN RIGHTS COMMISSION GUIDE 

In terms of section 10 of the Act,  the  Human  Rights  Commission is required to compile  a  guide  to the Act  to 
assist  people to exercise  their  rights  under  the  Act. This guide will become  available  not  later  than  August 
2003. The  Human  Rights  Commission may  be contacted at: 

Address  Private  Bag 2700 Houghton 2041, 
Telephone: (0 1 1) 484 8300 
Facsimile: (01 1) 484 0582 
Website:  www.sahrc.org.za. 
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C. FUND RECORDS AVA1LAB:LE IN TERMS OF THE PENSION 
FUNDS ACT 24 of 1956 

(a) Copies  of the following  records  of the Fund are available  on  request by a member ofthe Fund  afier 
payment of any  fees  determined by the  rules of the  Fund: 

(i) The registered  rules of the  Fund (including amendments); 
(ii) The last  revenue  account  and  the  last  balance  sheet  prepared in terms of section 15( 1) of the 

Pension  Funds  Act,  1956. 

(bj The  following  records  are  available on request by a member for inspection  at  the  registered  address 
of the Fund  (see A3 above)  at no charge: 

(i) the  documents  referred to i n  Cja) above; 
(ii) the  last  report (if any) by a  valuator  prepared in terms of section 16 of the  Pension  Funds 

(iii)  the  last  statement  (if any) and  report  thereon  prepared in terms of section 17 of the  Pension 

(iv)  any &erne which is being  carried  out  by the Fund in accordance  with  the  provisions of 

Act,  1956; 

'Funds Act,  1956; 

section  18 ofthe Pension  Funds  Act,  1956. 

(c) Anv person (upon  payment of prescribed  fees)  may  inspect at the  office  of  the  Registrar of Pension 
Funds  any  record  referred to in (a) and (b) above  and  make  a  copy  thereof or take  extracts  therefrom, 
or obtain  from the Registrar  a  copy  thereof or extract  therefrom.  The  Registrar may  be  contacted  at: 
Address: 446 Rigel  Avenue  Pretoria 
Telephone (012) 425 8000 
Facsimile: (0 12) 347022 1 
Website:  www.fsb.co.za. 

D. INFORMATION TO FACILITATE A REQUEST FOR ACCESS 

TO FUND RECORDS 
e 

e 

e 

e 

e 

e 

e 

The request  must  be  made to the  person  specified in A1 above  and  at  the  contact  details  specified in A 
above. 
Any  request  for  access to records in terms  of the Act  must be completed on the  prescribed  form in terms 
of the Act  and the Regulations  thereto. 
Please  note  that  the  Fund  is  a  separate  legal  entity from the  employer(s)  that  participate in the Fund as 
well as from the Fund's  administrators  and  other  atlvisors/service  providers. 
The  requester  must  provide  sufficient  detail on  the  request  form  to  enable the head of the private  body to 
identify  the  record  and the requester.  The  requestelr  should  also  indicate  what  form of access is required. 
The requester  must  identify the right that he or she is seeking  to  exercise or protect  and  provide an 
explanation  of  why  the  requested  record is  required for the  exercise or protection of that  right. 
If a  request is made on  behalf of a  person,  the  requester  must  then  submit  proof of the capacity in which 
the  requester is making the request  to  the  satisfaction of the  head of the  Fund 
The  head of the  Fund  must notie the  requester by notice,  requiring  the  requester  to  pay  the  prescribed 
fee (if any) before  further  processing  the  request 
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The head of the Fund  will  then  make  a decision'whether .& grant  the  request  or  not  and  notify the 
requestor in the required form. 
If the  request is granted,  then  a  further  access  fee  must  be  paid  for  the  search,  reproduction  and 
preparation,  and for any  time  that  has  exceeded the: prescribed  hours  to  search  and  prepare the record  for 
disclosure. 

E. AVAILAIHLITY OF THE MANUAL , 

The Fund's  manual is available for inspection  free  of  charge  at the registered  address of the Fund  (see A3 
above). A copy is also  available from the Human  Rights  Commission  (see  contact  details in E above). 

Claims /Withdmwals. Xerirernents, Deaths & {where snpiicsbie) Disabilities! 

Claim  Notification Forms 
Calculations  (where  available),  or  computerised  statement of claim 
Tax Application  (where  applicabie) 
Tax Directive  (where  applicable) 
IT 88 notifications 
Tax Certificate  (Duplicate  -where  applicabie) 
Client /broker payment  instruction  (where  applicabde). 
Section 37D- deduction  instruction  (where  applicabie). 
Copy of any  other  court  order  against  benefits 
Payment  letter 
Copy of cheque (or cheque/EFT  payment  reference) 
Beneficiary  nomination form (death only) 
Pc-tential  beneficiary  schedule (if completed by mernber) 
Potential  beneficiary  data  affidavits  (where  applicable) 
Insurance  received  -statement by insurer  (deaths  only) 
Copy of death  certificate 
Statement by Employer  (disability only) 
Statement  by  Employee  (disability only) 
Acceptance / Declination  Letter  (disability only) 

Member Data 

New  entrant  data 
Contribution  records 
Member  investment  choice  investment  option  forms  (where  applicable) 
Installation & Acquisition  data 
Statement  of  member  fbnd  value 
Additional  benefit  calculations 
Member  investment  choice  investment  switch  forms  (where  applicable) 
Flexible  benefit  member  option  forms  (where  applicable) 
Housing lotin application  and  confirmation  (where  applicable) 
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Section 14 Transfers / Liauidations 

Calculations 
Option forms (where  applicable) 
Tax application  forms  (where  applicable) 
Tax directives  (where  applicable) 
Tax certificates  (duplicate  -where  applicable) 
Payment  letter  (liquidations only) 
Copy  of  Section 14 application  lodged  (transferor  fund) 
Copy of Section14 (1) (e) certificate  (transferee  and  transferor  funds) 

0 Special tax directives or court  orders 
a Commutation of pensions -calculations 
a Annuity  option  forms 
a Trustee  instruction  regarding  payments 
0 Certificate of existence 

Disabilitv (if amlicable): 

a Medical  Reviews  -correspondence  (where  applicable) 
0 Certificate of continued  disability 
0 Payment/Benefit  confirmation 
a EFT payment  reference 
0 Recovery  Documentation 
a Letter of SuspensiodReinstaternent from  underwriter 

Accountiw records 

If audit  exempt: 
a Abbreviated  financial  returns  prescribed by Pension  Funds  Act 

Ifsubject to audit: 

Cashbooks  and  reconciliations  to  bank 
General  Ledgers. 
Trial  Balances 
Annual  financial  statements 
Audit  files  with  working  papers 
Bank  statements of find bank  accounts 
EFT  files  (ACB  whilst still applied) 
Deposit  slips  (where  applicable) 
Trustees’  annual  reports 

Copies of signed rules and  amendments 
Confirmation of registration  and tax approval 
Minute  books 
Trustees  registers 
Original  or  copies of any  insurance  policy  documents  relating to risk  benefits  and  investments 
Documentation  relating to the review of insurances  on  an  annual basis 
Agendas for all  meetings to be  held  (if  applicablt:  secretarial services are performed) 
Investmentmanager mandates or policies  of  insurance  depending on the nature of the investment 
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Copies of statements  detailing the asset values for a f h d  
Copies of communication  sent  to  members of ih; fund z 

Copy of service  agreement  between  fund  and  Administrator  and  any  other  service  provider 
Correspondence to the trustees  in  respect of fu.nd  matters 
Correspondence to members/beneficiaries/pensioners, where  applicable 
Fund  statutory  valuation  reports,  where  applicable 
Copies of Pension  Funds  Adjudicator  complaints  lodged 
Certain  communication  with the Adjudicator, SARS and FSB 
Copy of investment  strategy 
Original or copy of fidelity  and  professional  indemnity  policy (where applicable) 
Housing loan documents  (where  applicable)  including  any  suretyship  granted  to  a  bank 
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WIZ@RD UNIVERSAL  PROVIDENT  FUND 
("Fund") 

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

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

A. CONTACT DETAILS 

12/8/368 I 3 
I 

2. Registrar of Pension  Funds PF Number of the  Fund: 

The  registered  address of the  Fund: 2 Strand Road, Bellville, 7530 1 

3.  The postal  address of the Fund: I P.O. Box I ,  Sanlamhcf, 7532 I 

4. The contact  telephone  number  for  the  Fund: I (021) 947-2397 I 

5. The  contact  facsimile  number  for the Fund: 

6. The  e-mail  address of the Head of the Fund: 

(02 I )  94 7-5787 
I 1 

~ 

Wessei.swart@sanlam.co. 

B. SOUTH AFRICAN HUMAN RIGHTS COMMISSION GUIDE 

In terms of section 10 of the Act,  the  Human  Rights  Commission is required to compile  a  guide to the  Act to 
assist  people  to  exercise their rights  under  the  Act.  This  guide  will  become  available  not  later  than  August 
2003. The  Human  Rights  Commission may  be contacted  at: 

Address  Private Bag 2700 Houghtoa  204 1, 
Telephone: (01 1) 484 8300 
Facsimile: (01 1) 484  0582 
Website:  www.sahrc.org.za. 
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C. FUND RECORDS AVAILABIil3 IN TERMS OF THE PENSION 
FUNDS ACT 24 of 1956 

\ 

(a) Copies of the  following  records of the Fund  are  available  on  request by a member of the  Fund after 
payment of any  fees  determined by the rules alf the Fund: 

(i) The  registered  rules of the  Fund  (including  amendments); 
(ii) The last revenue  account and the last  balance  sheet  prepared in terms of section  15( 1) ofthe 

Pension  Funds  Act,  1956. 

(b) The  following  records are available  on  request by a member for  inspection  at the registered  address 
of the Fund  (see A3 above)  at  no  charge: 

(i) the  documents  referred  to i n  C(a) above; 
(ii)  the  last  report  (if  any)  by  a  valuator  prepared in terms  of  section 16 of  the  Pension  Funds 

(iii)  the  last  statement (if any)  and  report  thereon  prepared in terms of section 17 of  the  Pension 

(iv)  any  scheme  which is being  carried cut by the Fund in accordance  with  the  provisions  of 

Act,  1956; 

Funds  Act,  1956; 

' section 18 of  the  Pension  Funds  Act,  1956. 

(c) Anv  uerson (upon  payment  of  prescribed  fees) may inspect  at  the  office of the Registrar of Pension 
Funds any record  referred to in (a) and (b) above  and  make  a  copy  thereof or take  extracts  therefrom, 
or obtain  from the Registrar a copy  thereof or extract  therefrom.  The  Registrar  may  be  contacted  at: 
Address:  446  Rigel  Avenue  Pretoria 
Telephone (012) 428 8000 
Facsimile: (012) 3470221 
Website:  www.fsb.co.za. 

D.  INFORMATION  TO FACILITATE A REQUEST FOR ACCESS 

TO FUND RECORDS # 

The request  must  be  made to the  person  specified  in  A1  above and at  the  contact  details  specified in A 
above. 
Any request for access to records in terms of the A.ct must be completed on the  prescribed  form in terms 
of the Act  and  the  Regulations  thereto. 
Please  note  that  the  Fund  is  a  separate  legal  entity  from  the  employer(s)  that  participate in the  Fund  as 
well  as from the  Fund's  administrators  and  other  advisors/service  providers. 
The requester  must  provide  sufficient  detail  on the request  form  to  enable the head of the private  body  to 
identify the record  and  the  requester.  The  requester  should also indicate  what  form of access is required. 
The requester  must  identify the right  that  he  or  she is seeking to exercise or protect  and  provide an 
explanation  of  why  the  requested  record is required  for the exercise or protection of that right. 
If a request is made  on  behalf of a  person,  the  requester  must  then  submit  proof of the capacity in which 
the requester is making  the  request to the satisfaction of the  head of the  Fund 
The head of the Fund  must  notify  the  requester by notice,  requiring  the  requester to pay the prescribed 
fee (if  any)  before hrther processing  the  request 
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e The head of the Fund will then  make  a  decision  whether  to  grant the request or not  and  notify  the 
requestor in the  required form. 

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

E. AVAILA3ILITY OF THE MANUAL 
The  Fund's  manual is available for inspection  free  !sf  charge at the registered  address of the  Fund (see A3 
above). A copy is also  available  from  the Human Rights  Commission (see contact  details in B above). 

Claim  Notification Forms 
Calculations  (where  available), or computerised  statement of claim 
Tax Application  (where  applicabie) 
Tax Directive  (where  applicable) 
IT 88 notifications 
Tax Certificate  (Duplicate  -where  applicabie) 
Client / broker  payment  instruction  (where  applicable). 
Section 37D- deduction  instruction  (where  applicable). 
Copy of any  other  court order against  benefits 
Payment  letter 
Copy of cheque (or chequeEFT payment  reference) 
Beneficiary  nomination form (death  only) 
Potential  beneficiary  schedule (if xmpleted by member) 
Potential  beneficiary data affidavits  (where  applicabie) 
Insurance  received  -statement  by  insurer  (deaths  only) 
Copy of death  certificate 
Statement  by  Employer  (disability  only) 
Statement by Employee  (disability  only) 
Acceptance / Declination  Letter  (disability  only) 

Member Data 

New  entrant  data 
Contribution  records 
Member  investment choice investment  option forms (where  applicable) 
Installation & Acquisition  data 
Statement of member  fund  value 
Additional  benefit  calculations 
Member  investment  choice  investment  switch forms (where  applicable) 
Flexible  benefit  member  option forms (where  applicable) 
Housing loan application and confirmation  (where  applicable) 
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Section 14 Transfers / Liquidations L 
.5. 

Calculations 
Option  forms  (where  applicable) 
Tax application  forms  (where  applicable) 
Tax directives  (where applicable) 
Tax certificates  (duplicate  -where  applicable) 
Payment letter (liquidations only) 
Copy of Section 14 application  lodged (transferor fund) 
Copy  of  Section14 (1) (e) certificate (transferee and transferor funds) 

Pensioners  (where  applicable): 

0 Special  tax  directives  or  court  orders 
0 Commutation of pensions -calculations 
0 Annuity  option  forms 
0 Trustee instruction  regarding  payments 
0 Certificate of existence 

0 Medical  Reviews  -correspondence  (where  applicable) 
0 Certificate of continued  disability 
0 PaymenVBenefit  confirmation 
0 EFT payment  reference 
0 Recovery  Documentation 
0 Letter of SuspensionReinstatement from  underwriter 

AcconntinP  records 

If audit  exempt: 
0 Abbreviated  financial returns prescribed by Pension  Funds  Act 

If subject to audit: 

Cashbooks  and reconciliations to  bank 
General  Ledgers. 
Trial  Balances 
Annual financial statements 
Audit files with  working  papers 
Bank statements  of fund bank  accounts 
EFT files (ACB  whilst still applied) 
Deposit slips (where applicable) 
Trustees' annual  reports 

Miscellaneous 

c 

Copies of signed  rules  and  amendments 
Confirmation of registration  and tax approval 
Minute  books 
Trustees registers 
Original or copies of any insurance  policy  documents relating to risk  benefits  and  investments 
Documentation relating to the review  of  insurances  on an annual  basis 
Agendas  for  all  meetings  to be held (if applicable secretarial services are performed) 
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e 

0 

e 

e 

0 

e 

0 

e 

e 

0 

0 

e 

Investment'manager  mandates or policies  of  insurance  depending on the  nature ofthe investment 
Copies of statements  detailing  the  asset  values;  for  a  fund 
Copies of communication  sent  to  members of the  fund 
Copy of service agreement  between hnd and  Administrator and any  other  service  provider 
Correspondence to the  trustees in respect  of  fund  matters 
Correspondence to members/beneficiaries/pensioners, where  applicable 
Fund  statutory  valuation  reports,  where applkabie 
Copies of Pension  Funds  Adjudicator  complaints  lodged 
Certain  communication  with  the  Adjudicator, SARS and FSB 
Copy of investment  strategy 
Original or copy of fidelity  and  professional  indemnity  policy  (where  applicable) 
Housing  loan  documents  (where  applicable)  including any suretyship  granted to a  bank 
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PROMOTION OF ACCESSTO INFORMATION ACT 
(Act 2 of 2000) 

SECTION 51 MANUAL FOR TSG cc 
1999/43030/23 

A. CONTENTS 

1 
2 
3 
4. 
5. 

6.  
7. 
8. 
9. 
10. 

Introduction to TSG cc 
Contact demls 
The section 1 C Guide on how to use the Act 
Records available in terms of any other legislation 

i Classification of records held by the body 
ii Categcries of records of the body, which are available  without a person having 

111 Records that may be requested in terns of Section 52(3) of fie Act. 
iv The request procedures 
Other information as may be prescribed 
Availability of the manual 
Prescribed  fees 
Prescribed forms 
Acknowledgements 

Access  to  the records held by TSG cc 

to request access in : e m  ofthis Act in terms of section 52(2). ... 

1 Introduction to TSG cc 

TSG cc is a specialist consuitancy delivering services  with  regard to the 
implementation of the Skills Development Act, the Skills  Development  Levies  Act, 
the Employment  Equity  Act, the Occupc&onal  Health & Safety  Act,  and the 
Promotion of Access to Information Act. 

2. Contact details 

Peter  Riches 
TSG cc 
3 de Kock Ave 
Constantia 
7806 

Tel (02 1) 794-8242 

E-mail priches@iafiicacom 
Fax (02 1) 794-8242 
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3. The  section 10 Guide  on  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 queries to: 

The South Atiican Human hghts Commission: 

PAIA Unit 
The Research and Documentation Department 

Postal address: Private Bag 2700 
Houghton 
204 1 

Telephone: +27 1 I 484-5300 
Fax: +27 1 1 484-0582 
Website: wvw.sahrc.orn.m 
E-mail: PAIA@sahrc.org.za 

4. Records available in terms of any other legislation 

TSG cc holds details of its own registration as a company, together with  its  financial 
statements and all other documentation relating to  its business as a company as 
outlined in the "Introduction to TSG cc" above. 

5. Access  to  the  records  held by TSG cc 

i Company Record Classification  Key 

Classification Number 
Public Access Documents 1 
Classification 

1 

2 
May not  be  disclosed - would  breach a confidence owed to a h r d  3 
Limited  Disclosure - Personal  information known to the individual 

4 May not  be  disclosed - likely to harm the commercial or financial 
interests of the company. 

ii Categories of records of the  body  which are available without  a  person 
having to request  access  in terms of section 52(2) of this Act 

Record 
Description 
Demographic 
company details 

Correspondence 
with students on 
SDF, IDTT and 
I A A  programmes 

Record 
Format 
Hard Copy 

Hard copy 
and 
electronic 

Maintained 
by 
Member 

Member 

Stored at 

3 de Kock- 
Ave 
Constantia 
3 de Kock 
Ave 
Constantia 

Indefinite 

I Indefinite 
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iii Categories of records that may be reque&d  in  terms of Section 52(2) of 
the  Act, and the categories in which  these  subjects  are  classed 

No 

Member  Hard copy Details of third 3 
by Format Description 
Maintained Record  Record 

Party and 
relationships electronic 

correspondence and 
and 

- documentation 
electronic 

4 Member Hard copy Company 

Stored at Retention Classification 

Constantia 
3 de Xock Indefinite 4 
Ave 
Constantia 

iv The request  procedures 

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

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 any other manner  is  to  be  used to inform the requester and state the necessary 
particulm to be so informed. 

The requester must identifi, 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 

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

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

The head of the private body  must  notify the requester (other than a personal 
requester) by notice, requiring the requester to pay the  prescribed fee before 
firther processing the request. 

The fee  that the requester must pay to a private body is R50. The requester may 
lodge an application to the court against the  tender  or payment of the request fee. 
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0 After the head of the private  body  has made a decision  on the request, the 
requester must be notified in the required form. 

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

6. Other information as may be  prescribed 

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

7. Availability of the manual 

This Manual is available for scrutiny at the ofices of TSG cc at 3 de Xock Ave, Constantia, 
7506, and copies are available from b e  SAEXC, and in the Government Gazette. 

8. Fees in  respect of private bodies 

1. The  fee for a copy of the manual as contemplated in regulation 9(2)(c) is R1,!0 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 form 
For a copy in a computer-readable form  on - 
(i) st i f fy 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 
(ii) For a copy of an audio record 

R 

1 , l O  

0,75 

7,50 
70,00 

40.00 
60,OO 

20,oo 
30.00 

3. The request fee  payabie by a requester, other than a personal requester, referred to in 
regulation 1 l(2) is R50,OO. 
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4. The access  fees  payable by a requester refixred to in regulation 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) stiffji disc 7,30 
(ii) compact disc 70,OO 

(i) For a transcription of  visual  images, 
for an Ail-size  page or part thereof 40,oo 

(ii) For a copy of visual  images 6O:OO 

(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 
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 prepardon. 

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. 

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

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 
. .  

k Particulars of prlvate body 

The  Head: 
TSG cc 
3 de KO& Ave 
Constantia 
7806 

B. Particulars of person requesting  access to the  record 

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

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

C. Particulars of person  on whose behalf  request is made 

~ 

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

Full names  and  surname: 
Identity  number: 
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0. Particulars of record L- - 
(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 ail the additional folios. 

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

E. Fees 
(a) A requesi for acczss to a record, other thhan a record cantaining  ,serscnai I 
information about yourself, will be prccessed  oniy ar7er a request fee has been 
paid. 
(b) You will  be  notified of the amount  required to De 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 requited to search for and  prepare a 
record. 
(d) If you qualify for exemption of the payment  of  any  fee,  please state the 
reason for exemption. 

Reason  for  exemption  from  payment  of  fees: 

F. Fonn of access to record 

If  you  are prevented by a  disabilify to read, view or listen to rhe record  in the form of 
access provided for in 7 to 4 hereunder, state your  disability  and indicate in which 
form the record is required. I 

Disability: 
Mark the appropriate box with an X. 

Form in which record is required: 

NOTES: 

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

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

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

copy in computer printed copy of information . .  .. : :. . printed copy of record* 
derived from the record* readable form' 

(stiffy or  compact 
disc) 

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

. .  . .  

G. Particulars of right to be  exercised or protected 

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

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

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

aforementioned right: 

H. Notice  of'decision  regarding  request for access 

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

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

record? 

Signed  at this day of 20 

SIGNATURE OF REQUESTER / PERSON 
ON WHOSE BEHALF REQUEST IS MADE 
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to  request  access in terms of this  Act  in  terms of section 52 i 1 ) i c )  

... 

Introduction to Industri-Bag cc 

Industri-Bag cc is a manufacturer of liquid  packaging,  supplying products to the food 
and  beverages  industry,  and  is  situated in Blackheath in the Western  Cape. 

Contact details 

Christa  McIver 

PO Box 20 
Blackheath 
7581 

Industri-Bag cc 

Tel/Fax (021) 905-1431 

E-mail  christa0,ibbag.co.z.a 
Fax (021) 905-1632 
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3. The section 10 Guide on how to use the Act 
\ 

The Guide  will  be available from the South African Human Rights Commission by 
not later thm August 2003. Please direct any,queries to: 

The South African Human Rights Commission: 

PAIA  Unit 
The Research  and Documentation Department 

Houghton 
304 1 

Postal address: Private Bag 2700 

4. Records available in terms of any other leolsiation 

Industri-Bag cc holds details of its own registration as a closed corporation, together 
with its h a n d  statements and J i  other documentation relating to its business as a 
company as outlined  in the “Introduction to Industri-Bag cc”  above. 

5. Access  to  the  records  held bv Industri-BaP  cc 

Company Classification Schedule 

Classification Number i Classification 
1 
2 Limited Disclosure - Personal information known to the individual 

I 

1 Public Access Documents 

i 3  lMay not be disclosed - would breach a confidence owed to a third 1 
Party. I 

4 May not be disclosed - likely to harm the commercial or financial I 
j I interests ofthe company. # 

I Categories of records of the body  which are available without a person 
having to request access in terms of Section 51 (l)(c) 

No I Record 1 Record I Maintained 1 Stored at I Classification I Retention i 

Description 
Public company 1 

‘ Period I bY Format 

Bag  cc records 
Indefinite i 1 Industri Member Hard Copy 

i 

Blackheath I 

2 I Records relative [ Hard  copy 1 Member 1 Industri 12 1 Indefinite 
to  past  employees Bag cc and 

electronic i i  Blackheath 

24373-5 
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4 

L 

ii  Records that may be  requested in terms of Section 51 (1) (e) of the Act 

Record 

3 lndustri Member  Hard  copy  Records  relevant 
Period by Format Description 
Retention Classification  Stored at Maintained  Record 

to thud parties and  Bag  cc 
electronic Blackheath 

Indefinite 1 Company Hard  copy Member  Industri 4 

documentation 
~ 

and 
Blackheath electronic 1 correspondence 

1 Bag cc and specific 
Indefinite , 

iii The  request  procedures 

Form of request: 
0 The requester  must  use  the  prescribed  form  to  make  the  request  for  access  to  a 

record. This must be made  to the head  of  the  private  body. This request  must be 
made to the address, fax number or electronic  mail  address of the body  concerned. 

0 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 any other  manner is to  be  used  to inform the requester  and state the  necessary 
particulars  to  be so informed 

0 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 fa- 
the  exercise or protection of that  right [s 53(2)(d)]. 

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

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

0 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 before 
hrther processing the request. 

0 The fee that the requester  must pay to a  private body  is MO. The requester may 
lodge an application  to  the  court  against  the  tender or payment  of  the  request  fee. 

After the head of the private  body  has  made  a  decision  on the request, the 
requester  must  be  notified in the  required form. 

00331 aa- 243734 
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0 If the request is granted  then  a fur tkr  accessfee 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. 

6. Other information as mav be wescribed 

The Minister  of  Justice and Constitutional  Development  has  not  made any regulations in t h ~ s  
regard. 

7. Availability of the manual 

This Manual is  available  for  scrutiny  at  the  offices of Industri-Bag  cc, 20 Nebula  Crescent, 
Blackheath, and  copies  are  available from the SAHRC, and in the Government  Gazette. 

8. Fees in resnect of  Drivate  bodies 

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

2. The fees for reproduction  referred  to in regulation I 1 ( I )  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 
(ii)  For  a  copy of an audio record 

R 

1,lO 

0,75 

7,50 

70,OO 

40,OO 
60,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 regulation 11 (3) are as follows: 
R 

(l)(a) For  every  photocopy  of an A4-size  page or 
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part thereof 1,10 
For every  printed  copy of an A4-size page or part 
thereof  heid  on a computer or in electronic or machine- 
readable  form 0,75 
For a copy in a computer-readable form on - 
(i) . s i @  disc 7 3 0  
(ii> compacr  disc 70.00 
(i) For a transcription 13f visual images, 

fcr rn A4-size  page or part thereof 40100 

(ii)  For 3 ccpy of visual images 6(!.00 
;;? - r3r 2 rrmsc5Flicn  of an audio recxd. 

k r  3 .42-<ize ?age cr p . ~  +ereof' ?,'., ;-!,-: J 

; ij'j For z "opy oc' x audio record 3i].gj 

To search for and prepare  %e  record  for  disclosure, R20,Nl for  each hour or 
nf m hour resonably requird  fcr  such  sexch xc! ;reFzzicn. 

P Ld!2r p ~ q o s e s  of section 54(2j of  the Act, the fcllowing applies: 
(a) Six hours as the hours to be mceeded  before 8 depcsit is payable; and 
(b) one third ofthe access  fee is payable as a  deposit by the  requester. 

Tne actual postage is 3ayabie  when a copy of a  record must be posred to 2 

requester. 
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9. Prescribed forms 

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: 
Industti-Bag  cc 
PO 80x 20 
Elackheath 
7581 

B. Particulars of person  requesting  access to the record 

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

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

C. Particulars of person on whose  behalf  request is made 

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

Full names and  surname: 
Identity  number: 
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D. Particulars of record 

(a) Provide full particulars of the record to which access  is requested, including 
the reference  number  if thaf 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 affach it to this form. The requester  must sign all the  additjonal 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 request for iiccess io a record, ctfier than a recad ccntaining  personal 1 
information about  yoursel[  will be processed  only after a request  fee has been 
paid. 

I (b) You will  be  notified offhe amount  required io be  paid as the request fee. 1 (c) The fee payable for access to a  record  depends  on the form in which 
access is required  and tbe reasonable  time  required to search for and  prepare  a 
reCOK!. 
(d) If  you qualify for exemption of rhe  payment of any fee, piease state the 
reason for exemption. 

Reason for exemption from  payment of fees: 

F. Form of access to record 

If you  are prevented  by  a disability fo read, view or listen to the record  in the form o 
access provided for in 7 to 4 hereunder, state your disability and indicate in which 1 
[form  the record is required. 
I Disability: I Form in which record is required: 

1 
J 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. 1 
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L 

I. 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, computergenerated images,  sketches,  etc.): 

view the images 

3. If rec'ord consists of recorded  words  or  information  which  can  be  reproduced in 

transcription of the copy of the images* . .  :. . 
I 

images* 

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

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

printed copy of record* copy in computer printed copy of information 
derived from the record* readable form* 

I (stiffy or compact 
disc'; 

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

NO 

Postage is payable. 
I 

G. Particulars of right to be  exercised or protected 

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

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

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

aforementioned right: 

H. Notice  of  decision  regarding  request  for  access 

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

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 T6INFORMATION ACT 
(Act 2 of 2000) 

SECTION 51 MANUAL  FOR  Uniplastics 2002 (Pty) Ltd 
2001/018938/07 

A.  CONTENTS 

1 
2 
3 
4. 
5. 

6.  
7. 
8. 
9. 
i 0. 

Introduction  to  Uniplastics 2002 (Pty)  Ltd 
Contact  details 

The section 10 Guide on how to use  the  Act 
Records  available in terms  of any other  legislation 
Access  to  the  records  held by Uniplastics 2002 (Pty) Ltd 
1. The latest  notice  regarding the categories of records of the  body;  which are 

available Rithout a person  having to request access in terms ofthis Act in 
terms of section 52(3). 

ii. Records  that may be requested 
iii. The request  procedures 
Other  information as rna]l' be prescribed 
Availability  of  the manual 
Prescribed  fees 
Prescribed forms 
Ackr,owledgernents 

1 Introduction  to  Uniplastics 2002 (Pty) Ltd 

Uniplastics 2002. (Pty)  Ltd is a specialist  manufacturer  of  refuse  bags in a variety of 
colours,  plain  and  printed, in flat  format or rolls.  It  also  manufactures products to 
service the building  industry,  including damp proof course,  roof  underlay  and  hazard 
tape. 

2. Contact details 
, 

Ronald  George  Sampson 
Uniplastics 2002 (Pty)  Ltd 
Tederic  Ave 
Stickland  Industria 
Bellville 
7530 

Tel (021) 945-1017/8 

E-mail 
Fax (02 1) 948-1 864 
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3. The section 10 Guide on  how to use the Act 

The Guide will be available from the South  African  Human kghts Commission by 
not  later  than  August 2003. Please  direct  any  queries  to: 

The South African Human Rights  Commission: 

PMA Unit 
The  Research  and  Documentation  Department 

Postal  address:  Private Bag 2700 
Houghton 
20.1 1 

Telephone: +27 11 484-8300 
Fax: -37 1 1 484-0382 
Website: www.sahrc.ore.za 
E-mail: P.UA@sahrc.org.za 

4. Records available in  terms of any other legislation 

Uniplastics 2002 (Pty)  Lid  holds  details of its own registration as a  company, 
together  with  its  financial  statements  and all other documentation  relating  to  its 
business as a  company as outlined  in  the  "Introduction  to  Uniplastics 2002 (Pty) Ltd" 
above. 

5. Access to the records  held by Uniplastics 2002 (Pty) Ltd 

Company  Record  Classification Key 

Classification  Number 

Limited  Disclosure - Personal  information  known to the individual 2 
Public  Access  Documents 1 
Classification 

3 

May  not  be  disclosed - likely to harm  the  commercial or financial 4 

May not be  disclosed - would  breach  a  confidence  owed to a k r d  
Party. 

interests of the company. . 

i. Categories of records of the  body  which  are available without a person 
having to  request  access  in  terms of this Act in terms of section 51  (l)(c) 

No 

Indefinite I Tedric  Ave Member Hard  Copy Demographic 1 

Retention Classificati Stored  at Maintained Record Record 
Description 

Stickland company  details 

Period on by Format 

. .  

Industria 
2 

Industria Electronic 
Stickland and employees 

Indefimte 2 Tedric  Ave Member Hard  Copy Details of past 
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ii. Records that may be  requested ihterms &Section 51 (1) (e) of the Act 

Records 

No  Retention Classification Stored  at  Maintained Record i Record 
Description ~ Format Period , by 

i -_ 

3 ' Detaiis teiatmg ~ Hard copy Tedrlc Indefinite 3 
1 to thlrd  parties  and i 
i I electronic Stickland 

4 j Company ~ Harn copy I Member i Tedric j 4 
1 correspondence j and 1 Ave I Indefinite 

1 Ave 

1 Industria 

S tickland 
Industria 

iii. The  request  procedures 

Form of request: 
Tne requester  must  use  the  prescribed form to make the request  for  access  to a 
record. This must be made  to the head  of the private  body. This request  must  be 
made  to  the  address,  fax number or eiectronic mail address of the  body  concerned. 

The requester  must  provide, suffkient detail on the request  form to enable the head 
of the  private  body  to  identifjr 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. 

The requester  must  identifjl the right  that is sought to  be  exercised or to be 
protected and provide an  explanation of why the requested  record is required for 
the exercise or protection of that right , 

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

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

The head  of  the  private  body  must n o m  the  requester (other than a personal 
requester) by notice,  requiring the requester  to pay the  prescribed  fee  before 
further  processing the request. 
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The fee that the requester  must pay to a private body  is R50. The requester may 
lodge an application  to  the court against the tender or payment  of  the  request  fee. 

0 After the head  of  the  private  body  has  made  a  decision  on  the  request,  the 
requester  must be notifed in the  required form. 

If the request is granted  then  a M e r  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. 

6. Other information as may be prescribed 

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

7.  Amiilability of the manual 

This Manual is available for scrutiny  at  the ofices of Uniplastics 2002 (Pty) Ltd  at  Tedric 
Ave,  Stickland  Industria,  Bellville,  and  copies are available  from  the SAHFK, and in the 
Government  Gazette. 

8. Fees in respect of private bodies 

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 i,10 

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

(c) For a copy in a  computer-readable form on - 
(i) stif@  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 G0,OO 
(e) (i)  For a transcription of ah 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. 
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4. The access  fees  payable by a  requester  referrsd to in Egulation 1 l(3) are as follows: 
R 

(l)(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) st@  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) Fr3r I copy sf visual images 4G,CO 

(ej (1) For a transcription of an audio  record, 
for an A k i z e  page or part thereof 20,oo 

(ii)  For a c o p  of an audio record 30,oo 
(0 To search for and  prepare the record for disclosure, R30,OO for each hour or 

part ~ f m  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 t~ a 
requester. 

, 
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9. Prescribed forms 

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 ‘IO] 

A. Particulars of private body 

The Head: 
Uniplastics 2002 (Pty) Ltd 
FO Box 503 
Sanlamhof 
7532 

B. Particulars of person  requesting access to the record 

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

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

C. Particulars of person  on whose behalf request is made 

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

Full  names  and  surname: 
Identity  number: 
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D. Particulars of record L .r. 

(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 fhe 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 
(‘3) A request icr access tc a rsccrd, other than a ~ c c r d  csniainicg ,cerscnal 
information about yourseif, 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 requesf fee. 
(c) The fee payable for access to a reCOfd depends cn !he form in which 
access is required  and the reasonable time  required to search for and prepare a 
record. 
(d) If you qualify  for exemption of the payment of any fee, please state the 
reason for exemption. 

Reason for exemption from payment of fees: 

F. Form of access to record 

If you are prevented by a disability to read, view or listen to the record  in the  form of 
access provided for in 7 to 4 hereunder, state your disability and  indicate in which 
form the record is required. . 
Disability: 
Mark the appropriate box  with  an X. 

Form in which record is required: 

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

. .I::.. .:.' copy of record' inspection of record . .  

. . .  . . . .  .. 

2. If record  consists of visual  images 
(this includes photographs, slides, video recordings, computer-generated images.  sketches, etc.): 

. .  1 
. .  

view the images 
. .  

copy  of the images* transcription of the 

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

. ' printed copy of record* printed copy of information copy  in  computer 

I i (stiffy or compact 
~ I disc) I 

'if you requesred a copv or transcilotion of a iec3rQ  above), do you wtsh the  i Y E 3  i NG 1 
copy or transcription to De posted to you? I 

. .  - images* 

. .  

. .  (audio cassette) (written or printed document) 

. .  

1. ! i I derived  from the record* 1 readable form* . 
; I  i 

- Postage is payable. 

G. Particulars of right to be exercised or protected 

If the provided space is inadequate, please continue on 9 separate folio ana attach it to this fcrm. 
73e requester must sign all the additional folios. 

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

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

aforementioned right: 

H. Notice of decision  regarding  request for access 

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

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

record? 

Signed at this day  of 20 

SIGNATURE OF REQUESTER I PERSON 
ON WHOSE BEHALF REQUEST IS MADE 
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XCME (PTY) LTD PROVIDENT FUND 
~ ~ ~~~~~ 

("Fund") 

MANUAL IN TERMS OF SECTION 51 OF THE PROMOTION OF 
ACCESS TO INFORiiUTION ACT 20/2000 ("Act") 

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

I I 

The registered address of the Fund: 

3. T3e postal address ofthe ?,mi: 

1. The contact telephone number for the Fund: 

MONTREAL DRIVE, AIRPORT  INDUSTRIA,  7490 
\ 

I 1 

5. The contact facsimile number for the Fund: 1 (021) 386 2514 

6 .  The e-mail address of the Head of the Fund: 

In terms of section 10 of the Act, the Human Rights Commission is required to compile a guide to the  Act  to 
assist people to exercise their rights under  the Act. This guide will become available not later than August 
2003. The Human Rights Commission may  be contacted at: 

Address Private Bag 2700 Houghton 3041, 
Telephone: (01 1) 484 8300 
Facsimile: (01 1) 484 0582 
Website: www.sahrc.org.za. 

FUNDS ACT 24 of 1956 

(a) Copies of the following records of the  Fund are available on request by a member of the Fund after 
payment of any fees determined by the rules of the Fund: 
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(i) The registered rules of the Fund (including amencments); 
(ii) The last revenue account and the last balance sheet prepared in terms of section 15( 1) of the 

Pension Funds Act, 1956. 

(b) The following records are available on request by a member for inspection at the registered address 
ofthe Fund (see A3 above) at no charge: 

(i) the documents referred to in C(a) above; 
(ii) the last report (if any) by a valuator prepared in terms of section 16 of the Pension Funds 

(iii) the last statement (if any) and report thereon prepared in t e rm of section 17 of the Pension 

(iv) any scheme which is being carried out by the Fund in accordance with the provisions of 

Act,  1956; 

Funds Act, 1956; 

section 18 of the Pension Funds Act, 1956. 

(c) h'~ ~ e r ~ o n  (upon payinent G f  piescribed fees) xay  inspect at the office of the Registrar of Tension 
Funds any record referred 10 in (a) and (bj above and make a copy thereof or take extracts therefrom, 
or obtain from the Registrar a copy thereof or extract therefrom. The Registrar may be contacted at: 
Address: 446 Rigel Avenue Pretoria 

Facsimile: (012) 347022 1 
Website: \wx.fsb.co.za. 

I Telephone (012) 425 8000 

D. INFORMATION TO FACILITATE A REQUEST FOR ACCESS 

TO FUND RJXORDS 
The request must be made to the person specified in AI above and at the contact details specified in A 
above. 
Any request for access to records in terms of the Act must be completed on the prescribed form in terms 
of the Act and the Regulations thereto. 
Please note that the Fund is a separate legal entity from the employer(s) that participate in the Fund as 
well as from the Fund's administrators and other advisors/service providers. 
The requester must provide sufficient detail on the request form to enable the head of the private body to 
identify the record and the requester. The requester should also indicate what  form of access is required. 
The requester must identify the right that he or she is seeking  to exercise or protect and provide an 
explanation of why the requested record is required for  the exercise or protection of that right. 
If a request is made on behalf of a person, the requester must then submit proof of the capacity in which 
the requester is making the request to the satisfaction of the head of the Fund 
The head of the Fund  must notify the requester by notice, requiring the requester to pay the prescribed 
fee (if any) before further processing the request 
The head of the Fund will then make a decision whether to grant the request or not and notify the 
requestor in the required form. 
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E. AVAILABILITY OF THE MANUAL 
The Fund's manual is available for inspection free of charge at  the registered address of the Fund (see A3 
above). A copy is also available from the Human Rights Commission (see contact details in B above). 

F. DESCRIPTION OF RECORDS HELD BY THE FUND 
Claims  (Withdrawals,  Retirements,  Deaths & (where  apnlicable) Disabilities1 

e 

e 

e 

e 

e 

e 

e 

e 

e 

a 

e 

e 

a 

e 

e 

a 

e 

e 

e 

Claim Notification Forms 
Calculations (where available), or computerised statement of claim 
T m  Application (where applicable) 
Tax Directive (where applicable) 
IT 93 notifications 
TLY Certificate (Duplicate -where appiicabie) 
Client / broke: payment instruction (where appiicable). 
Section 37D- deduction instruction (where applicable). 
Copy of any other court order against benefits 
Payment ietter 
Copy of cheque (or chequeiEFT payment reference) 
Beneficiary nomination form (death only) 
Potential beneficiary schedule (if completed by member) 
Potential beneficiary data affidavits (where applicable) 
Insurance received -statement by insurer (deaths only) 
Copy of death certificate 
Statement by Employer (disability only) 
Statement by Employee (disability only) 
Acceptance / Declination Letter (disability only) 

Member  Data 

New entrant data 
Contribution records 
Member investment choice investment option forms (where applicable) 
Installation & Acquisition data 
Statement of member fund value 
Additional benefit calculations 
Member investment choice investment switch forms (where applicable) 
Flexible benefit member option forms (where applicable) 
Housing loan application and confirmation (where applicable) 

Section 14 Tramfers / Liquidations 

Calculations 
Option forms (where applicable) 
Tax application forms (where applicable) 
Tax directives (where applicable) 
Tax certificates (duplicate -where applicable) 
Payment  letter  (liquidations only) 
Copy of Section 14 application lodged (transferor fund) 
Copy of Section14 (1) (e) certificate (transferee and transferor funds) 
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Pensioners  (where  applicable): 

0 Special tax directives  or  court  orders 
Commutation of pensions -calculations 

0 Annuity  option  forms 
0 Trustee  instruction  regarding  payments 
0 Certificate of existence 

DisabiIitv (if aeelicable): 

0 Medical  Reviews  -correspondence  (where  applicable) 
0 Certificate of continued  disability 
0 Payment/Benefit  confirmation 
0 EFT payment  reference 
0 Recovery  Documentation 
0 Letter of SuspensionReinstatement from underwriter 

Accounting records 

If audit exempt: 
0 Abbreviated  financial  returns  prescribed by Pension  Funds  Act 

If subject to audit: 

Cashbooks  and  reconciliations  to  bank 
General  Ledgers. 
Trial Balances 
Annual financial  statements 
Audit files with  working  papers 
Bank  statements of fund  bank  accounts 
EFT files (ACB  whilst still applied) 
Deposit slips (where  applicable) 
Trustees’  annual  reports 

Miscellaneous 

Copies of signed  rules  and  amendments . 
Confirmation of registration  and tax approval 
Minute  books 
Trustees registers 
Original or copies of any  insurance  policy  documents relating to risk benefits  and  investments 
Documentation  relating to the  review of insurances on an  annual basis 
Agendas for all meetings  to  be  held (if applicable  secretarial  services are performed) 
Investment  manager  mandates or policies of insurance  depending on the nature of the investment 
Copies of statements  detailing the asset  values  for  a  fund 
Copies of communication  sent to members  of  the  fund 
Copy of service  agreement  between fund and Administrator  and  any  other  service  provider 
Correspondence to the trustees in respect of fund  matters 
Correspondence  to members/beneficiaries/pensioners, where  applicable 
Fund statutory  valuation  reports,  where  applicable 
Copies of Pension  Funds  Adjudicator  complaints  lodged 
Certain  communication  with  the  Adjudicator,  SARS  and  FSB 
Copy of investment  strategy 
Original or copy of fidelity  and  professional  indemnity  policy (where applicable) 
Housing loan documents  (where applicable) including  any  suretyship  granted to a bank 
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Pryde Trussus and Roofing Supplies cc. 
(Registration Number  CK97/28504/23) 

Manual  prepared  in  accordance  with  Section  51 of the Promotion of 
Access to Information Act, No 2 of 2000 (“The Act”) 

1. Name of bcdy (lousiness) : Pryde Trussus and Roofing 
Supplies cc. 

Chief  executive  officer : Stephen Ronald Mostert 

The appointed information  officer : M.A. Baird 

Address : 

Postal  Address : 

Telephone : 

Fax Number : 

E-Mail : 

20 Kariga Street, StiMand, 7530 

P.O. Box 6154, Welgemoed, 7535 

0219498344 

021 949 0099 
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2. INFORMATION / DOCUMENTSAVAILABLE IN 
ACCORDANCE WITH OTHER LEGISLATION 
(Section 5 1 (l)(d) of the Act) 

The business  keeps  information / documents in  accordance  with the 
following legislation (please note that this is not  an  exhaustive list) :- 

Companies  Act,  Act No. 6  1 of 1973 
Income Tax Act,  Act No. 58 of 1962 (Section 75) 
Value-Added Tax Act,  Act No. 89 of 1991  (Section 65) 
Unemployment Insurance Act,  Act No.30 of 1966 (Section 32) 
Basic Conditions of Employment  Act,  Act No. 75  of 1997 
(Section 3 1) 
Employment  Equity  Act,  Act no. 55 of 1998 (Section 26) 
Compensation  for  Occupational Injuries and Diseases  Act, Act No. 
130 of  1993  (Section 97) 
Occupational  Health  and Safety Act, Act No. 85 Of 1993 
Skills Development  Act 

It is  recorded that any  and  all documents / information  requested 
pertaining to the  aforesaid  shall always only  be  made  available to a 
requestor subject to the  provisions of the Act. 

3. DOCUMENTS / INFORMATION HELD  BY THE BUSINESS 
IN TERMS OF THE  ACT 
(Section 5 1 (l)(e) of the  Act) 

4 

Operational Information 

The business keeps  information on 

0 Personnel  related  issues: Employees records,  conditions of 
employment  and  company policy, address lists,  etc. 

0 Clients: contact  information,  product  subscriptions, contractual 
agreements, accounting  information and general  communication. 

Suppliers:  contact  information, contractual agreements, 
accounting information  and  general  communication. 

Technical  product  information. ,’ 
/ 



STAATSKOERANT, 14  FEBRUARIE  2003 No. 24373 183 
- 

0 Financial  statements 

The above-mentioned  records are of a confidential  nature  and only 
accessible to authorised  people. 

4. GUIDE IN TERMS OF SECTION 10 OF THE ACT 
(Section 5 1 (l)(b) of the  Act) 

In  terms of section 10 of the  Act a guide will  be  compiles by the S a c  
containing such infomation as may be  required by a person who wishes 
to exercise any righ contemplated in the Act. The guide will be  made 
available by the SX-XC by not later than August 2003. 

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

Telephone : +27 11 484 8300 

Fax : +27 114840582 

Website : www.sahrc.orE.za 

E-Mail : PAIA@,sahrc.org.za 

5. NOTICE@) IN TERMS OF SECTION 52(2) OF THE ACT 
(Section 5 1( l)(c) of the  Act) 

At this stage no notice(s)  has / have  been  published. 

6. FEES 

The fees  applicable to any application for information, is displayed 
on the South African Human Rights Commission’s website at. 
m . s a  hrc.0rP.m 
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Gromek Investments  cc t?5 Cupbards & Kitchens 
(Registration  Number  CK1995/47840/23) 

Softform  Components 
(Registration  Number  CK1997/05882/23) 

Manual  prepared  in  accordance  with  Section 51 of the  Promotion of 
Access to Information  Act, No 2 of 2000 (“The  Act”) 

1.  Name of body  (business) : Gromek  Investments cc t/a 
Cupboards & Kitchens 

Registration  Number : CK1995/47840/23 

Name  of  Body  (business) : Softform  Components 
Registration  Number : CKl997/05882/23 

Chief executive  officer : A.H Grobbelaar & E.M.  Mekel 

The  appointed  information  officer : A. Vorster 

Address : 60 Gemini  Street,  Brackenfell  7560 

# 

Postal  Address : P.O.  Box  1472,  Durbanville,  755  1 

Telephone : 021  981  4924 

Fax Number : 0219814997 

E-Mail : cupkit@,mweb.co.za 
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2. INFORMATION / DOCUMENTS AVAILABLE IN 
ACCORDANCE  WITH OTHER LEGISLATION 
(Section 5 1 (l)(d) of the  Act) 

The  business  keeps  information / documents in accordance  with the 
following  legislation  (please  note  that  this is not  an  exhaustive list) :- 

Companies  Act,  Act No. 61 of  1973 
Income Tax Act,  Act No. 5 8 of 1962 (Section 75) 
Value-Added Tax Act,  Act No. 89 of  1991  (Section 65)  
Unemployment  Insurance  Act,  Act No.30 of 1966 (Section 32) 
Basic  Conditions of Employment  Act,  Act No. 75  of 1997 
(Sectim 3 1 ) 
Employment  Equity  Act,  Act  no. 55 of  1998  (Section 26) 
Compensation  for  Occupational  Injuries  and  Diseases  Act,  Act No. 
130  of  1993  (Section 97) 
Occupational  Health and Safety  Act,  Act No.  85 Of 1993 
Skills  Development  Act 

It is recorded  that  any and all  documents / information  requested 
pertaining  to  the  aforesaid  shall  always  only  be  made  available to a 
requestor  subject to the provisions of the  Act. 

3. DOCUMENTS / INFORMATION HELD BY PYIE BUSINESS 
IN TERMS OF THE  ACT 
(Section 5 1 (l)(e) of the  Act) 

Operational  Information 

The  business  keeps  information on 

Personnel  related  issues:  Employees  records,  conditions of 
employment and company  policy,  address lists, etc. 

Clients:  contact  information,  product  subscriptions,  contractual 
agreements,  accounting  information  and  general  communication. 

Suppliers:  contact  information,  contractual  agreements, 
accounting  information  and  general  communication. 

Sub-Contractors  records 
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Financial  statements 
L- - 

The  above-mentioned  records are of a  confidential  nature and only 
accessible  to  authorised  people. 

4. GUIDE IN TERMS OF SECTION 10 OF THE ACT 
(Section 5 1( l)(b) of the  Act) 

In  terms of section  10 of the  Act  a  guide  will  be  compiles  by the SAHRC 
containing  such  information as may be  required  by  a  person who wishes 
to exercise any right  contemplated  in the Act.  The  guide  will  be nade 
available by the SAHRC by not later than August 2003. 

Contact  details of the  South African Human Rights Commission: 

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

Telephone : +27 11 484 8300 

Fax : +27 11 484 0582 

Website : www.sahrc.org.za 

E-Mail : PAIAOisa hrc.org.za 
~ 

--.---- 

,- 

5. NOTICE(S) IN TERMS OF SECTION 52(2) OF ACT 
(Section 5 1( l)(c) of the  Act) 

At  this  stage no notice(s)  has / have  been  published. 

6. FEES 

The  fees  applicable to any application  for  information,  is  displayed 
on  the  South  African  Human Rights Commission’s  website at 
wwwsa hrc.orp.za 
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Sale’s  Hire 
(Registration  Number CW5/52972/23 

Manual  prepared in accordance  with  Section 51 of the  Promotion of 
Access to Information  Act, No 2 of 2000 (“The  Act”) 

1. Name of body (business) : 

Registration  Number : 

C‘nief executive officer : 

Sale’s  Hire 

Shaun  Sale 

The appointed  information  officer : Hermann Voigt 

Address : 140 Joubert  Street, Parow Valley, 7500 

Postal  Address : 140 Joubert  Street,  Parow  Valley 7500 

Telephone : 021 936 8606 

Fax Number : 

E-Mail : 

021 931 4163 
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2. INFORMATION / DOCUM%NTS kVAILABLE IN 
ACCORDANCE WITH OTHER LEGISLATION 
(Section 5 1 (l)(d) of  the  Act) 

The  business  keeps  information / documents  in  accordance  with the 
following  legislation  (please  note  that  this  is  not an exhaustive list) :- 

Companies  Act,  Act No. 6 1 of 1973 
Income  Tax  Act,  Act No. 58 of 1962  (Section 75) 
Value-Added  Tax  Act,  Act No. 89 of 1991 (Section 65) 
Unemployment  Insurance Act, Act N0.30 of 1966 (Section 32) 
Basic  Conditions  of  Employment Act, Act No. 75 of 1997 
(Section 3 1 ) 
Employment  Equity  Act,  Act  no. 55 of 1998 (Section 26) 
Compensation  for  Occupational  Injuries  and  Diseases  Act,  Act No. 
130 of 1993 (Section 97) 
Occupational  Health md Safety  Act? 14ct No. 35 Of 1993 
Skills  Development  Act 

It is recorded  that  any  and all documents / information  requested 
pertaining  to  the  aforesaid  shall  always  only be  made  available to a 
requestor  subject to the  provisions  of  the  Act. 

3. DOCUMENTS / INFORMATION HELD BY T H E  SUSINESS 
IN TERMS OF THE ACT 
(Section 5 1 (l)(e) of the  Act) 

, 

Operational  Information 

The  business  keeps  information on 

0 Personnel  related  issues:  Employees  records,  conditions of 
employment  and  company  policy, address lists,  etc. 

0 Clients:  contact  information,  product  subscriptions,  contractual 
agreements,  accounting  information and general  communication. 

Suppliers:  contact  information,  contractual  agreements, 
accounting  information  and  general  communication. 

Technical  product  information. 
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0 Financial  statements 

The above-mentioned  records  are  of  a  confidential  nature and only 
accessible to authorised  people. 

4. GUIDE IN TERMS OF SECTION 10 OF THE ACT 
(Section 5 1 (l)(b) of the  Act) 

In  terms of section  10 of the  Act  a  guide  will  be  compiles  by  the SAHRC 
containing  such  information  as may be required by a person who wishes 
to exercise  any  right  contemplated  in  the  Act.  The  guide  will  be  made 
available by the SLIHRC by not later than August  2003. 

Contact details of the South African Human Rights Commission: 

PAIA Unit 
n e  Research  and  Documentation  Department 
Private  Bag 2700 
204 1 Houghton 

Telephone : +27 11  484 8300 

Fax : +27 114840582 

Website : www.sahrc.orP.za 

E-Mail : PAIA@,sahrc.ore.za 

5. 

6. 

NOTICE@) IN TERMS OF SECTION 52(2) OF THE ACT 
(Section 5 1( l)(c) of the  Act) 

At this  stage no notice(s)  has / have  been  published. 

FEES 

The  fees  applicable to any application  for  information,  is  displayed 
on the South African Human Rights Commission's  website  at 
www.sahrc.ore.za 
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Leather-Cbem (pi) Ltkand 
Leather-Chem (Pty) Ltd. t/a Papillon Pigment Pastes 

(Registration  Number 1998/007811/07) 

Manual  prepared  in accordance with Section 51 of the Promotion of 
Access to Information Aci, No 2 of 2000 (“The Acf”)  

1. Name of body (business) : 1. Leather-Chem  (Pty) Lid. and 

Registration Number : 1998/0075 1 1/07 

Chief  executive  officer : Jan H e m e s  

Tie appointed  information  officer : Jan H e m e s  

Address : 

Postal  Address : 

Telephone : 

Fax  Number : 

E-Mail : 

12 Jig Ave, Montague Gardens 
, 

P.O. Box 122, Goodwood, 7459 

021  551 5656 or 55 1 5657 

021 552 4439 

Jan@.Leatherchem.co.za 
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3. JNFORMATfON 1 DOCUMENTS AVAILABLE IN 
ACCORDANCE  WITH  OTHER  LEGISLATION 
(Section 5 1 (l)(d) of the  Act) 

The business  keeps  information / documents in accordance  with the 
following  legislation  (please  note  that  this is not an exhaustive  list) :- 

Companies  Act,  Act No. 61 of 1973 
Income  Tax  Act,  Act No. 58 of  1962  (Section  75) 
Value-Added  Tax  Act,  Act No. 89 of 1991  (Section  65) 
Unemployment  Insurance  Act,  Act No.30 of 1966  (Section 32) 
Basic  Conditions of Employment  Act,  Act No. 75 of 1997 

Employment  Equity  Act,  Act  no. 55 of  1998  (Section  26) 
Compensation  for  Occupational  Injuries  and  Diseases  Act,  Act No. 
130 of 1993  (Section 97) 
Occupational  Health  and  Safety  Act,  Act No. 85 Of 1993 
Skills Development  Act 

(Section 3 1) 

It is recorded  that  any and all  documents / information  requested 
pertaining to the  aforesaid  shall  always  only  be  made  available to a 
requestor  subject  to  the  provisions  of  the  Act. 

3. DOCUMENTS / INFORMATION HE2.B BY THE BUSI,W,CS 
IN TERMS OF THE ACT 
(Section 5 1 (l)(e) of the  Act) 

Operational Information 

The  business  keeps  information  on 

0 Personnel  related  issues:  Employees  records,  conditions of 
employment  and  company  policy,  address  lists, etc. 

Clients:  contact  information,  product  subscriptions,  contractual 
agreements,  accounting  information and general  communication. 

0 Suppliers:  contact  information,  contractual  agreements, 
accounting  information  and  general  communication. 

Technical  product  information. 

Import  documentation 
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Financial  statements L - 
The  above-mentioned  records  are of a  confidential  nature and only 
accessible to authorised  people. 

4. GUIDE IN TEmIS OF SECTION 10 OF THE ACT 
(Section 5 1 (I)@) of the  Act) 

In terms of  section 10 of the  Act  a  guide  will  be  compiles by the S A H R C  
containing such information as may  be  required by a  person who wishes 
to exercise any right  contemplated in the  Act.  The  guide  will  be made 
available by the S A H R C  by  not later than August 2003. 

Contact details of the  South  African  Human Rights Commission: 

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

Telephone : +27 11 484 8300 

Fax : +27 11 454 0582 

Website : www.sahrc.ore.za 

E-Mail : PAIA@,sahrc.orp.za 

5. NOTICE(S)  IN  TERMS OF SECTION 52(2) OF THE ACT 
(Section 5 l(l)(c) of the  Act) 

At this  stage no notice(s)  has / have  been  published. 

6. FEES 

The  fees  applicable to any application  for  information,  is  displayed 
on  the South African Human Rights  Commission’s  website at 
m . s a  hrc.org.za 

243736 
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Drs. Schnetler, Corbett & Partners  Incorporated 
Radiologists 

Manual prepared  in  accordance  with Section 51 of the Promotion of 
Access to Information Act, No 2 of 2000 (“The Act”) 

1. Name of body  (business)  Registration  Number : 
and all subsidiary  companies : 

Drs. Schnetler,  Corbett & Partners Inc. 
Practice  Number:  3903279  1994/00733 112 1 
Northern  Radiology  Trust  IT3294/97 
26 Dorp Street, t‘pty) Ltd. 1 99610 1 63 5 9/07 
28 Dorp Sireet (Pty) Ltd.  1993/003065/07 
30 Dorp Street  (Pty)  Ltd.  1993/003066/07 
42 Oxford Street (Pty) Ltd.  1992/G0257  1/07 
SCP  Trust IT4662196 
P a l  Radiolcgy  Trust IT5053197 
Diagnostic  Management  Services (Fty) Ltd.  1994/000632/07 
Roentgen  Equipment (Pty) Ltd.  1997/003033/07 
Durbanville  Doctors  Properties (Pty) Ltd.  1996/005609/07 
Delta  Trust  (Travel  Trust)  IT5 03 8/97 
Dr. Melonas & Partners 
Dr.  Truter & Partners 
Durbanville  Crthopedic  Centre - Body  Corporate 

Chief executive  officer : J.S. Kruger 
Body  Corporate : Dr. Rocco de Villiers 

The  appointed  information  officer : J.J.B. Louw 

Address : 30 Dorp Street,  Panorama,  7500 

Postal  Address : P.O.  Box  15094,  Panorama  7506 

Telephone : 0219305564 

Fax Number : 021  930  4464 

E-Mail : bennie0,xray.co.za 

00331 886-7 24373-7 
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2. INFORMATION / DOCUMEWS AYAILABLE IN 
ACCORDANCE WITH OTHER LEGISLATION 
(Section 5 1( l)(d) of  the  Act) 

The business  keeps  information / documents in accordance  with the 
following legislation  (please note that this is not an exhaustive list) 1- 

Companies  Act,  Act No. 61 of 1973 
Income  Tax  Act,  Act No. 58 of 1962  (Section 75) 
Value-Added  Tax  Act,  Act No. 89 of 1991 (Section  65) 
Unemployment  Insurance  Act,  Act  No.30 of 1966  (Section 32) 
Basic  Conditions of Employment  Act,  Act No. 75 of 1997 

Employment  Equity  Act,  Act  no. 55 of 1998  (Section 26) 
Compensation  for  Occupational Injuries and Diseases  Act, Act NO. 

Occupational  Health  and  Safety  Act,  Act No. 85 Of 1993 
Skills  Development  Act 

(Section 3 1) 

130 of 1993  (Section 97) 

It  is  recorded  that any and  all  documents / information  requested 
pertaining to the  aforesaid  shall  always  only  be  made  available to a 
requestor  subject to the  provisions of the Act. 

3. DOCUMENTS / INFORMATION HELD BY THE BUSINESS 
IN TERMS OF THE ACT 
(Section 5 1( l)(e) of  the  Act) 

I 

Operational Information 

The business  keeps  information on 

0 Personnel  related  issues:  Employees,  records,  conditions of 
employment  and  company  policy,  address  lists,  etc. 

0 Patients:  contact  information, product subscriptions, contractual 
agreements,  accounting  information and general  communication. 

0 Suppliers:  contact  information,  contractual  agreements, 
accounting  information  and  general  communication. 

0 Technical  product  information. 
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Financial  statements 

The  above-mentioned  records are of a  confidential  nature  and only 
accessible to authorised  people. 

4. GUIDE IN TERMS OF SECTION 10 OF THE ACT 
(Section 5 1 (l)(b) of the Act) 

In terms  of  section 10 of  the  Act  a  guide  will  be  compiles by the SAHRC 
containing such information as may  be  required  by  a  person who wishes 
to exercise any right contemplated in the Act. Tne guide will be made 
available by h e  S m C  by not later  than  August 2003. 

Contaci details of the South African Human Rights Commission: 

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

Telephone : +27 11 484 8300 

Fax : +27 1 1  4840582 

Website : www.sahrc.orv.za 

E-Mail : PAU@,sahrc.orP.za 

5. NOTICE(S) IN TERMS OF SECTION 52(2) OF THE ACT 
(Section 5 1 (l)(c) of the  Act) 

At this stage no  notice(s)  has / have  been  published. 

6. FEES 

The  fees  applicable to any  application  for  information, is displayed 
on the South  African  Human Rights Commission’s  website  at 
www.sa  hrc.orp.za 
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Weskem  Apteek . 
(Registration  Number  BK92/15484/23) 

Manual  prepared in accordance with Section  51 of the Promotion of 
Access  to  Information  Act, No 2 of 2000  (“The  Act”) 

1.  Name of  body  (business) : Engelbrecht & van Heerden BK t/a 
Weskem  Apteek 

Registration Number : BX92/15454/23 

Chief executive  officer : Mnr.  Ben van Heerden 

The  appointed  information  officer : Mnr. Ben  van  Heerden 

Address : Pick  ‘n  Pay  Centre,  Hoofstraat, 
Vredenburg, 73 80 

Postal  Address : Pick  ‘n  Pay  Centre,  Hoofstraat, 
Vredenburg, 73 80 

Telephone : 

Fax Number : 

E-Mail : 

022 713 1184 

022 713  1851 

Weskem@,Webmail.co.za 
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2. INFORMATION / DOCUMENTS  AVAILABLE IN 
ACCORDANCE WITH OTHER LEGISLATION 
(Section 5 1 (l)(d) of  the  Act) 

The  business  keeps  information / documents  in  accordance  with  the 
following,legislation (please  note  that this is  not  an  exhaustive list) :- 

Companies  Act, Act No. 6 1  of  1973 
Income Tax Act,  Act No. 5 8 of 1962  (Section  75) 
Value-Added Tax Act,  Act No. 89 of 199 1 (Section 65)  
Unemployment  Insurance  Act,  Act No.30 of 1966  (Section 32) 
Basic Conditions of Employment  Act,  Act No. 75 of 1997 

Employment  Equity  Act,  Act  no.  55 of 1998  (Section 26) 
Compensation  for  Occupational  Injuries  and  Diseases  Act,  Act No. 

Occupational  Health  and  Safety  Act,  Act No. 85 Of 1993 
Skills  Development  Act 

(Section 3 i 

130  of  1993  (Section 97) 

It  is  recorded  that  any  and  all  documents / information  requested 
pertaining to the  aforesaid  shall  always  only  be  made  available to a 
requestor  subject to the  provisions of the Act. 

3. DOCUMENTS / INFORMATION HELD BY BUSINXSS 
IN TERMS OF THE ACT 
(Section  5  1 (I)(e) of  the  Act) 

Operational Information 

The  business  keeps  information  on 

Personnel  related  issues:  Employees  records,  conditions of 
employment  and  company  policy,  address lists, etc. 

Clients:  contact  information,  product  subscriptions,  contractual 
agreements,  accounting  information  and  general  communication. 

Suppliers:  contact  information,  contractual  agreements, 
accounting  information  and  general  communication. 

Technical  product  information. 
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0 Financial  statements - 
The  above-mentioned  records are of a  confidential  nature  and  only 
accessible to authorised  people. 

4. GUIDE IN TERMS OF SECTION 10 OF THE ACT 
(Section 5 1 (I)@) of the  Act) 

In  terms of section 10 of  the  Act  a  guide  will  be  compiles by the SAHRC 
containing  such  information as may  be  required  by a person  who wishes 
to exercise any right  contemplated in the  Act.  The  guide  will be Zade 
available by the S A H R C  by not later than  August 2003. 

Contact details of the South African Human Rights Commission: 

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

Telephone : +27 11 484 8300 

Fax : +27 114840582 

Website : www.sahrc.orP.za 

E-Mail : PAIAasa hrc.orJr.za 

5. NOTICE(S) IN TERMS OF SECTION 52(2) OF THE ACT 
(Section 5 1 (l)(c) of the  Act) 

At this stage no notice(s) has / have  been  published. 

6. FEES 

The fees applicable to any  application  for  information, is displayed 
on the South African Human Rights Commission’s  website at 
www.sahrc.orP.za 



YTAATSKOERANT, 14 FEBRUARIE 2003 No. 24373 199 

Hannasbaai  Fishing Company (Pty) Ltd. 
(Registration  Number 92/002567/07) 

Manual  prepared in accordance  with  Section 51 of the  Promotion of 
Access to Information Act, No 2 of 2000 (“The Act”) 

1. Name of body  (business) : Hannasbaai  Fishing  Company 
(Pty) Ltd. 

Registration Number : 92/002567/07 

Name of body (business) : Jaioersbaai (Fty) Lid. 
Registration  Number : 92/02 1 3 59/07 

Chief  executive officer : (MD) Sarel Meiring 

The  appointed  information  officer : Bernie Pols 

Address : 

Postal Address : 

Telephone : 

Fax Number : 

E-Mail : 

Main Road, St. Helena Bay, 7390 

P.O. Box 78, St. Helena  Bay 7390 

022 736 1028 

022 7361308 

bernie@,vdn.co.za 
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2. INFORMATION / DOCUh4XJWS AVAILABLE  IN 
ACCORDANCE  WITH OTHER LEGISLATION 
(Section 5 1 ( l)(d) of the  Act) 

The  business  keeps  information / documents in accordance  with the 
following  legislation  (please  note  that  this  is  not an exhaustive list) :- 

Companies  Act,  Act No. 6 1 of 1973 
Income  Tax  Act,  Act No. 58 of 1962 (Section 75) 
Value-Added Tax Act,  Act No. 89 of 1991 (Section 65) 
Unemployment  Insurance  Act,  Act No.30 of  1966  (Section 32) 
Basic  Conditions of Employment Act, Act No. 75 of 1997 
(Secficn  3 1) 
Employment  Equity  Act,  Act no. 55 of 1998  (Section 26) 
Compensation  for  Occupational  Injuries  and  Diseases 4ct, Act KO. 
130  of  1993  (Section 97) 
Occupational  Health and Safety  Act,  Act No. 85 Of 1993 
Skills  Development  Act. 1998 
Marine  Living  Resources  Act.  1998 

It is recorded  that  any  and  all  documents / information  requested 
pertaining to the  aforesaid  shall  always  only be  made available to a 
requestor  subject to the  provisions of the  Act. 

3. DOCUMENTS 1 INFORMATION HELD BY THE BUSINESS 
IN TERMS OF THE  ACT 
(Section 5 1 (1 )(e) of the  Act) , 

Operational  Information 

The business  keeps  information on 

0 Personnel  related  issues:  Employees  records,  conditions of 
employment  and  company  policy,  address  lists,  etc. 

Clients:  contact  information,  product  subscriptions,  contractual 
agreements,  accounting  information and  general  communication. 

Suppliers:  contact  information,  contractual  agreements, 
accounting  information and general  communication. 

Technical  product  information. 
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Export documentation. 

HACCP  Documentation 

Financial  statements 

The above-mentioned  records  are of a confidential natwe and only 
accessible to authoriseci  people. 

4. GUIDE IN TERNIS OF SECTION 10 OF THE ACT 
(Section  5 1 (1 >@) of the  Act) 

In terns of section 10 of h e  Act a suide will be compiles by the S X ! C  

to exercise any right  contemplated  in  the  Act.  The  guide  wiil be made 
available by the SAHRC by not  later than 14wgst 2003. 

ccntaifiing  such icfcm2tticn 2s x2y kc required by a person who Wishes 

Contact derails ofthe South African Human Rights Commission: 

PAIA  Unit 
The Research and Docurnentation  Department 
Private Bag 2700 
204 1 Houghton 

Telephone : +27 1 1 454 8300 

Fax : +27 114840552 

Website : www.sahrc.orP.za 

E-Mail : PAIA@sahrc.ora.za 

5. NOTICE@) IN TERMS OF SECTION 52(2) OF  THE ACT 
(Section 5 1 (l)(c) of the  Act) 

At  this  stage no notice(s)  has / have been  published. 

6. FEES 

The  fees  applicable to any application  for  information,  is  displayed 
on  the South Afiican  Human Rights Commission's website  at 
www.sahrc.ore.za 
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Bongolethu Fishing En’ferpriw (Pty) Ltd. 
(Registration Number 1998/016997/07) 

Manual prepared  in accordance with Section 51 of the Promotion of 
Access to Information Act, No 2 of 2000 (“The Act”) 

1. Name of body  (business) : Bongoiethu  Fishing Enterprises 
(Pty) Ltd. 

Registration  Number : 1998/016997/07 

Chief executive officer : Mr. Abe  Esau 

The appointed  information  officer : Mrs. A. Barnard 

Address : Kreef Avenue, Pepper Bay,  Saldanha, 
7395 

Postal  Address : P.O. Box 1044, Saldanha, ?395 

Telephone : 022 714 45104 

Fax Number : 022  714 4493 

E-Mail : bong@,imaginet.co.za 



STAATSKOERANT, 14 FEBRUARIE 2003 No. 24373 203 

2. INFORMATION / DOCUMENTS  AVAILABLE IN 
ACCORDANCE  WITH  OTHER  LEGISLATION 
(Section 5 1 (l)(d) of  the  Act) 

The business  keeps  information / documents  in  accordance  with the 
following  legislation  (please  note  that  this is not an exhaustive  list) :- 

Companies  Act,  Act No. 6 1 of 1973 
Income Tax Act,  Act No. 58 of  1962  (Section 759 
Value-Added Tax Act,  Act No. 89 of  199 1 (Section 65) 
Unemployment  Insurance  Act,  Act No.30 of 1966 (Section 32) 
Basic  Conditions of Employment  Act,  Act No. 75 zf 1997 
(Section 3 'I 1 
Employment  Equity  Act,  Act  no. 55 of  1998  (Section 26) 
compensation for  Occupational  Injuries  and  Diseases  Act,  Act No. 
130 of 1993  (Section 97) 
Occupational  Health  and  Safety  Act,  Act No. 85 Of 1993 
Skills  Development  Act.  1998 
Marine  Living  Resources  Act.  1998 

It is recorded  that any and  all  documents / information  requested 
pertaining  to the aforesaid  shall  always  only  be  made  available  to  a 
requestor  subject  to  the  provisions of the  Act. 

3. DOCUMENTS / INFORMATION HELD BY THE BUSINESS 
IN TERMS OF THE ACT 
(Section 5 1 (l)(e) of the  Act) 

Operational Information 

The business  keeps  information on 

Personnel  related  issues:  Employees  records,  conditions of 
employment  and  company  policy,  address  lists,  etc. 

Clients:  contact  information,  product  subscriptions,  contractual 
agreements,  accounting  information  and  general  communication. 

Suppliers:  contact  information,  contractual  agreements, 
accounting  information  and  general  communication. 

Technical  product  information. 
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Export documentation. 
L - 

HACCP Documentation 

Financial  statements 

The above-mentioned  records are of  a  confidential  nature  and only 
accessible to authorised  people. 

4. GUIDE  IN TERMS OF SECTION IO OF THE ACT 
(Section 5 1 (l)(b) of the  Act) 

In terms of section  10 of the  Act a guide  will be compiles by the SAHRC 
containing  such  information as may  be required by a  person who wishes 
to exercise any right  Contemplated  in  the  Act. The guide  will be made 
available by the SAHRC by not  later than August  2003. 

Contact details of the  South  African  Human Rights Commission: 

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

Telephone : +27 1 1 484  8300 

Fax : +27114840582 

Website : www.sahrc.orp.za 

E-Mail : PAIA@,sahrc.orp.za 

9. 

6. 

NOTICE(S) IN  TERMS OF SECTION 52(2) OF THE ACT 
(Section 5 1( l)(c) of the  Act) 

At this  stage  no  notice(s)  has / have  been  published. 

FEES 

The  fees  applicable to any application for information, is displayed 
on the  South  African Human Rights Commission’s website  at 
www.sahrc.orP.za 
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A.J.F. Eigelaar & Seuns (Edms) Bpk 
(Registration  Number SSlOOSZll07) 

Manual prepared in accordance with Section 51 of the Promotion of 
Access to Information  Act, No 2 of 2000 (“The Act”) 

1. Name of body  (business)  Registration  Number : 
and  all  subsidiary  companies : 

A.J.F.  Eigelaar & Seuns (Edms) Bpk 5 8/0082 1/07 

Hoedjiesbaai  Eiendomme (Edms) Bpk  70/02669/0’7 

Yredenburg Kelders (Edms) Spk. 56/01753!07 

Laaiplek  Handelshuis (Edms) Bpk. 6302388107 

King’s Cellm Hotel (Pty) Ltd. 60/02543/07 

Diazvill  Liqour  Sales (Pty) Ltd.  94/0 1 706/07 

Chief executive  officer : A.J.F.  Eigelaar 

The appointed  information  officer : A.J. Gresse 

Address : de  Villiersstraat,  Laaiplek 

Postal  Address : P.O. Box 242,  Velddrif, 7365 

Telephone : 022  783  1125 

Fax Number : 022 783 061 8 

E-Mail : 
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2. INFORMATION / DOCUMENTS  AVAILABLE IN 
ACCORDANCE WITH  OTHER LEGISLATION 
(Section 5 1 (l)(d)  ofthe Act) 

The business  keeps  information / documents in  accordance  with  the 
following  legislation  (please  note  that  this is not  an  exhaustive list) :- 

Companies  Act,  Act No. 6 1 of 1973 
Income Tax Act, Act No. 58 of 1962 (Section  75) 
Value-Added Tax Act,  Act No. 89 of 1991  (Section 65) 
Unemployment  Insurance  Act,  Act No.30 of 1966  (Section 32) 
Basic  Conditions  of Employment Act,  Act No. 75 of 1997 
(Section 3 1) 
Employment  Equity  Act,  Act  no. 55 of 1998  (Section 26) 
Compensation  for  Occupational  Injuries  and  Diseases  Act, Act No. 
130 of 1993  (Section 97) 
Occupational  Health  and  Safety Act, Act No. 85 Of 1993 
Skills  Development  Act.  1998 
Marine Living  Resources  Act. 1998 

It is  recorded  that any and  all documents / information  requested 
pertaining to the  aforesaid  shall always only  be  made  available to a 
requestor  subject  to  the  provisions of the Act. 

3. DOCUMENTS / INFORMATION  HELD BY THE BUSINESS 
IN TERMS OF THE ACT 
(Section 5 1 (l)(e) of the  Act) 0 

Operational  Information 

The business  keeps  information  on 

0 Personnel  related  issues: Employees records,  conditions of 
employment  and  company  policy,  address  lists,  etc. 

0 Clients:  contact  information,  product  subscriptions,  contractual 
agreements,  accounting  information  and  general communication. 

Suppliers:  contact  information,  contractual  agreements, 
accounting  information  and  general  communication. 

0 Technical  product  information. 
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D 

e Export  documentation. 

HACCP Documentation 

e Financial  statements 

The  above-mentioned  records are of a  confidential  nature and only 
accessible  to  authorised  people. 

4. GUIDE IN TERMS OF SECTION 10 OF THE ACT 
(Section 5 1 (I)(b) of the  Act) 

In terms of section 10 of the  Act  a  guide  will  be  compiles  by the SAHRC 
containing  such  information as may  be required  by  a  person who wishes 
to exercise  any  right  contemplated  in  the  Act. The guide will be  made 
available by the SAHRC by not  later than August 2003. 

Contact details of the South African Human Rights Commission: 

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

Telephone : +27 11 484 8300 

Fax : +27 114840582 

Website : www.sahrc.orP.za 

E-Mail : PAIA@,sahrc.org.za 

5. NOTICE(S) IN TERMS OF SECTION 52(2) OF THE ACT 
(Section 5 1( l)(c) of  the  Act) 

At  this  stage  no  notice(s)  has / have  been  published. 

6.  FEES 

The fees  applicable  to  any  application for information, is displayed 
on  the South African Human Rights Commission’s  website  at 
www.sahrc.ore.za 
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Komicx ProductqPty) Ud.  
(Registration Number 1995/012949/07) 

Manual prepared in accordance with Section 51 of the Promotion of 
Access to Information Act, No 2 of 2000 (“The Act”) 

1. Name of body  (business) : Komicx  Products (Pty) Ltd. 
Registration  Number : 19WO 12949/07 

Name of body  (business) : Biz Afrika 13 1 (Pty) Ltd. 
Registration  Nurnber : 1999/C4543/07 

\ 

Chief executive  officer : Keith  Anthony Anderson 

The appointed  information oficer : Michelle  Shortt 

Address : 25 Fish Eagle Place,  Fish  Eagle  Park, 
Kommetjie,  7975 

Postal Address : P.O. Box 48145, Kommetjic,  7976 

Telephone : 

Fax Number : 

E-Mail : 

021  783  5016 

021 783 5020 

komicx@,gem.co.za 

24373-7 
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2. INFORMATION / DOCUMENTS AVAILABLE IN 
ACCORDANCE WITH OTHER LEGISLATION 
(Section 5 1 (l)(d) of the Act) 

The  business keeps information / documents in accordance with the 
following legislation (please  note  that this is not an exhaustive list) :- 

Companies Act,  Act No. 6 1 of 1973 
Income Tax Act,  Act No. 58 of 1962  (Section 75) 
Value-Added Tax Act,  Act No. 89 of 1991  (Section 65)  
Unemployment  Insurance  Act,  Act No.30 of 1966 (Section 32) 
Basic  Conditions of Employment  ,4ct,  Act No. 75 sf 1997 

Employment Equity  Act,  Act  no. 55 of  1998 (Section 26) 
Compensation  for  Occupational Injuries and Diseases Act,  Act NO. 
I30 of 1993 (Section 97) 
Occupational Health  and  Safety  Act,  Act No. 85 Of 1993 
Skills Development  ,4ct. 1998 
Marine Living Resources  Act. 1998 

(Section 3 1) 

It is recorded that any  and  all  documents / information requested 
pertaining to the aforesaid  shall  always  only  be  made available to a 
requestor subject to the  provisions of the Act. 

3. DOCUMENTS / INFORMATION  HELD BY THE BUSINESS 
IN TERMS OF THE ACT 
(Section 5 1 (1  )(e) of the Act) 

Operational Information 

The  business keeps information on 

Personnel  related  issues:  Employees  records, conditions of 
employment and company  policy, address lists, etc. 

Clients:  contact  information,  product subscriptions, contractual 
agreements, accounting  information  and general communication. 

Suppliers: contact  information,  contractual  agreements, 
accounting information  and  general  communication. 

Technical product information. 

243734 
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Export documentation. h 
cc 

HACCP Documentation 

Financial  statements 

The above-mentioned  records  are of a confidential  nature and only 
accessible to authorised  people. 

4. GUIDE @y TERMS OF SECTION 10 OF THE ACT 
(Section 5 1 ( 1 )(b) of the  Act) 

In terms of section 10 of the  Act  a  guide  will be compiles  by the SAHRC 
containing such information as may be required by a  person who wishes 
to exercise any right  contemplated in the Act. The  guide  will  be made 
available by the SAHRC by  not  later than August 2003. 

Contact details of the  South  African  Human Rights Commission: 

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

Telephone : +27 11 484 8300 

Fax : +27114840582 

Website : www.sa hrc.ore.za 

E-Mail : PAIA@,sahrc.orP.za 

5. NOTICE(S) IN TERMS OF SECTION 52(2) OF THE ACT 
(Section 5 1( l)(c) of the  Act) 

At  this  stage  no  notice(s)  has / have been  published. 

6. FEES 

The fees  applicable  to any application for information,  is  displayed 
on the South African Human Rights Commission’s  website at 
www.sahrc.orp.za 
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Y 
DE JAGER + KRUGER + VAN BLEW 

Attorneys 

INDEX 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

PAGE 

Introduction 1 

Contact details 2 

Guide  in terms of section 10 of the  Act 3 

Notice(s) in terms of section 52(2) of the  Act 4 

Information/documents  available in accordance 5 
with  other legislation 

Documents / information  held by De  Jager,  Kruger 6 
Van  Blerk in terms of the Act 

Other  information 7 

Availability of the  manual 8 
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1. INTRODUCTION 

The  manual  is to assist  potential  requestors  as to the procedure to be 
followed  when requesting access  to  information / documents from De 
Jager, Kruger, Vw, Blerk as contemplated in terms of the Act. 

The  manual  may be amended from 'time  to  time and as SOCII as any 
amendments have  been  finalised  the  latest  version of the manual will 
be made pubiic. 

Any requestor is advised to contact  Philip De Jager should he / she 
require any assistance in respect of the  utilisation of this manual and / 
or  the requesting of documents / information  from De  Jager,  Kruger, 
Van  Blerk. 

The  following words will bear the  following  meaning in this manual:- 

"the Act" 

" the/ this manual" 

shall mean  the  Promotion of Access 
to  Information Act, No. 2 of 2000, 
together with all Teelevant regulations 
published in terms  thereof; 

shall  mean this manual together 
with  all  annexures  thereto  as 
available at the  offices of De  Jager, 
Kruger, Van Blerk from time  to  time; 

"De Jager,  Kruger,  Van  Blerk"  shall  mean  De  Jager,  Kruger, Van 
Blerk Attorneys; 

"SAHRC shall mean  the  South  African 
Human Rights  Commission. 
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PAGE 2 

2. CONTACT DETAILS (Section 51(l)(a) of the Act) 

Name of body: 

Partner  and  appointed 
idormation Officer: 

Address: 

Postal Address: 

Telephone: 

Fax: 

E-mail: 

De lager,  Kruger,  Van Blerk Attorneys 

Philip Ge Sager 

Lexforum 
Comer 5th Street and 7th Avenue 
Springs, 1560 

P.O. Box 835 
Springs 
1560 

(011) 512-1455 

(011) 362-4493 

PdeJager@webmail.co.za 



214 No. 24373 GOVERNMENT GAZETTE, 14 FEBRUARY 2003 

P A G ~  - 

3. GUIDE IN TERMS OF SECTION 10 OF THE ACT 
(Section 51(1)@) of the Act) 

In terms of section 10 of the  Act  a guide will be  compiled  by the 
SAHRC containing such  information as may be required  by  a person 
who wishes to exercise any right contemplated in the Act. The guide 
will be made available by the S m C  by no later than August 2003. 

Contact details of the South African Human Rights Commission: 

PAM Unit 
The  Research and Documentation  Department 
Private Bag  2700 
HOUGHTON 
2041 

Telephone:  +27 11 484 8300 

Fax: +27 11 484 0582 

Website:  www.sahrc.org.za - 

E-mail:  PAIA@sahrc.org.za - 

J 



STA JTSKOERANT, 14 FEBRUARIE 2003 No. 24373 215 

PAGE 4 

4. NOTICE(S) IN TERMS OF SECITON 52(2) OF THE ACT 
(Section 51(1)(c) of the Act) 

At this stage no notice(s) has / have been published. 
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PAGE 5- 

5. INFORMATION / DOCUMENTS  AVAILABLE IN ACCORDANCE 
WITH OTHER  LEGISLATION (Section 51(l)(d) of the Act) 

De  Jager,  Kruger, Van Blerk keeps  information / documents in 
accordance with the  following  legislation  (please note that this is not an 
exhaustive list) :- 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Income Tax Act,  Act No. 58 of 1962  (Section 75) 
Valued-Added Tax Act, Act No. 89 of 1991  (Section 65) 
Unemployment  Insurance Act,  Act No. 30 of 1966  (Section 32) 
Basic Conditions of Employment Act,  Act No. 75 of 1997  (Section  31) 
Employment  Equity Act,  Act No. 55 of 1998  (Section 26) 
Compensation for Occupational Injuries and Diseases  Act,  Act No. 
130 of 1993  (Section  97) 
Attorneys Act,  Act No. 53 of 1979 
Skills  Development  Act,  Act No. 97 of 1998 
Regional  Services  Act,  Act No. 109 of 1985 as amended 
Promotion of Access  to information Act,  Act 2 of 2000 

4 
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6. DOCUMENTS / INFORMATION HELD BY DE TAGER, KRUGER, 
VAN BLERK IN TERMS OF THE ACT (Section 51(l)(e) of the Act) 

The  documents / information  listed  herein  below pertain to  the  day-to- 
day management of the  business of De lager,  Kruger, Van B1erk:- 

a Stzndzrd Employment Cori2acts 
Human Resources  Manual 
Insurance  Policies 
Rules and regulations  relating to Pension funds 

* Other commercial  contracts 

It is recorded that any and  all  documents / information  requested 
pertaining to the aforesaid  shall  always only be  made  available  to a 
requestor  subject  to  the  provisions of the Act. 
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L 
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7. OTHER INFORMATION (Section 51(1)(f) of the Act) 

The Minister of Justice and Constitutional  Development has to date not 
published any regulations in terms of this section, 
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8. AVAILIBILITY OF THE MANUAL (Section 51(3) of the  Act) 

1.1 This manual is  available  for  inspection at the offices  of  De Jager, 
Kruger,  Van  Blerk free of charge. 

1.2 Copies of the manual may be obtained, subject to the prescribed fees, at 
the offices of De Jager,  Kruger,  Van BZerk. 

1.3 The manual can  also  be  accessed  on  the  websites of the SAHRC 
(www.sahrc.org.za) and will be published in the Government Gazette. 
However, it should be noted that the manual accessible on the  website 
of SAHRC and in the Government  Gazette, does not include the request 
forms  or  fee  structure. The request forms and fee structure can be 
obtained on the SAHRC website jwww.sahrc.org.za) - or the website of 
the Department of Justice and Constitutional  DeveIopment 
(www.doi.nov.za1 - (under "regulations"). 
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DE JAGER, KRUGER, VAN B L E ~  EIENDOMME (PTY) LTD 
(95/011667/07) 

PROPERTY OWNING COMPANY 

INDEX 
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1. INTRODUCTION 

The manual  is  to  assist  potential requestors as  to  the procedure to  be 
followed when requesting access  to information / documents from De 
Jager,  Kruger, Van Blerk  Eiendomme (Pty) Ltd as  contemplated  in 
terms of the Act. 

The manual  may 5e amended from‘time to  time and as soon as any 
amendments have been  finalised  the  latest  version of the  manual will 
be made  public. 

Any requestor  is  advised  to  contact  Philip De Jager should he / she 
require any assistance in respect of the  utilisation of this manual and / 
or  the requesting of documents / information from De Jager,  Kruger, 
Van Blerk  Eiendomme (Pty) Ltd. 

The following words will bear the  following  meaning in this manual:- 

“the Act” 

“the/ this manual” 

shall  mean the Promotion of Access 
to Information Act, No. 2 of 2000, 
together with all relevant regulations 
published in terms  thereof; 

shall  mean  this manual together 
with  all annexures thereto as 
available at the offices of De Jager, 
Kruger, Van Blerk  Eiendomme (Pty) 
Ltd from  time to time; 

”De Jager,  Kruger, Van Blerk 
Eiendomme (Pty) Ltd”  shall  mean De Jager,  Kruger, Van 

Blerk Eiendomme (Pty) Ltd 

“SAHRC“ shall  mean  the South African 
Human Rights Commission. 
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~ PALGE~ - 
2. CONTACT DETAILS (Section 51(l)(a) of the Act) 

Name of bodv: 

Postal Address: 

Telephone: 

Fax: 

E-mail: 

De  Jager,  Kruger, Van Blerk Eiendomme 
(Pty) Ltd 

Philip De Jager 

Lexforum 
Corner 5th Street and 7th Avenue 
Springs, 1560 

P.O. Box 835 
Springs 
1560 

(011) 812-2455 

(011) 362-4493 
I 

PdeJager&ebmail.co.za 
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3. GUIDE IN TERMS OF SECTION 10 OF THE ACT 
(Section 51(1)@) of the Act) 

In terms of section 10 of the Act a guide will  be  compiled  by  the 
SAHRC containing such information as may be required by a person 
who wishes to exercise any right contemplated in the Act.  The guide 
will be made available by the SAHRS by no later than August 2203. 

Contaci details of the South African Human Rights Commission: 

PAIA unit 
The Research and Documentation  Department 
Private Bag 2700 
HOUGHTON 
2042 

Telephone: +27 11 484 8300 

Fax: +27 11 484 0582 

Website: www.sahrc.org.za - 

E-mail: PAIA@sahrc.orgza - 
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4. NOTICE(S) IN TERMS OF SECTION 52(2) OF THE ACT 
(Section 51(l)(c) of the Act) 

At this stage no notice@) has / have been published. 

, 



STAATSKOEFLiNT, 14 FEBRUARIE 2003  No.  24373 225 

PAGE 5 

5 .  INFORMATION / DOCUMENTS AVAILABLE IN ACCORDANCE 
WITH OTHER LEGISLATION (Section 51(l)(d) of the Act) 

De Jager,  Kruger, Van Blerk  Eiendomme (Pty) Ltd keeps  information ,/ 
documents in accordance with the  following  legislation  (please  note 
that this is not an exhaustive  list) :- 

Income Tax Act, Act No. 58 oi 1962  (Section 75) 
Valued-Added Tax Act,  Act No. 89 of 1991  (Section  65) 
Unemplovment I ,  Insurance Act,  Act No. 30 of 1966  (Section 32) 
Basic Conditions of Employment Act,  Act No. 75 of 1997  (Section 31) 
Emplcynent Equity Act,  Act No. 55 of 2998 (Section 26) 
Compensation for Occupational Injuries and Diseases  Act,  Act No. 
130 of 1993 (Section  97) 
Skills  Development Act,  Act No. 97 of 1998 
Regional  Services  Act,  Act No. 109 of 1985 as amended 
Promotion of Access  to information Act,  Act 2 of 2000 
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6. DOCUMENTS 1 INFORMATION HELD BY TAVLIN 
INVESTMENTS CC IN  TERMS OF THE ACT (Section 51(l)(e) of the 
Act) 

The documents / information  listed  herein below pertain to the day-to- 
day management of the business of De  Jager,  Kruger, Van Blerk 
Eiendomme (Pty) Lid:- 

* Standard Employment  Contracts 
Human Resources Manual 
Insurance Policies 
Rules and regulations relating to  Pension funds 
Other  commercial  contracts 

It is recorded that any and all documents / information requested 
pertaining to the aforesaid  shall  always  only be made available to a 
requestor subject to the provisions of the Act. 
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7. OTHER INFORMATION (Section 51(l)(f) of the Act) 

The  Minister of Justice and Constitutional  Development has to date not 
published any regulations in terms of this section. 
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8. 

1.1 

1.2 

1.3 

AVAILIBILITY OF THE MANUAL (Section 51(3) of the Act) 

This manual is available for inspection at the offices of De Jager, 
Kruger, Van Blerk Eiendomme (Pty) Ltd free of charge. 

Copies of the manual may be obtained,  subject  to  the prescribed fees, at 
the offices of De Jager, Kruger, Van Blerk  Eiendomme (Pty) Ltd. 

The manual can also be  accessed on the  websites of the SAHRC 
@mw.sahxc.org;.zal and will  be published in the Government  Gazette. 
However, it should be noted that the manual accessible on the  website 
of SAHTC and in the Government  Gazette, does not include the request 
forms or fee  structure. The request forms and fee structure can be 
obtained on the SAHRC website {www.sahrc.org.za) or the website of 
the Department of Justice and Constitutional Development 
lwww.doi.gov.za) (under "regulations"). 
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.-I. INTRODUCTION 

The manual is to  assist  potential  requestors  as  to the procedure to  be 
followed  when requesting access  to  information / documents from 
Javlin Investments CC as contemplated in terms of the Act. 

The manual  may be amended from time to time and as soon as any 
amendments have been finalised the latest  version of the manual will 
be made public. 

Any requestor is advised to  contact Philip De Jager should he / she 
require any assistance in respect of the  utilisation of this manual and / 
or the requesting of documents / information  from Javlin Investments 
cc. 

The following words will  bear the following  meaning in this manual:- 

"the Act" 

"the/ this  manual" 

"Javlin  Investments CC" 

"SAHRC"  

shall  mean  the  Promotion of Access 
to  Information Act, No. 2 of 2000, 
together with all relevant regulations 
published in ter&  thereof; 

shall mean this manual together 
with all annexures thereto as 
available at the offices of Javlin 
Investments CC from  time  to  time; 

shall  mean Javlin Investments CC 

shall mean the South African 
Human Rights Commission. 
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2. CONTACT  DETAILS  (Section 51(l)(a) of the Act) 

Name of body: 

Address: 

Postal Address: 

Telephone: 

Fax: 

E-mail: 

Javlin  Investments CC 

Lexforum 
Comer 5th Street and 7th Avenue 
Springs, 1560 

P.O. Box 835 
Springs 
1560 

(011) 812-1455 

(011) 362-4493 

PdeJageh.vebmai1.co.za 
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3. GUIDE IN TERMS OF SECTION 10 OF THE ACT 
(Section 51(l)(b) of the Act) 

In terms of section 10 of the Act a guide will  be  compiled  by  the 
SAHRC containing  such  information as may  be required by a person 
who wishes to exercise any right contemplated in the Act.  The guide 
will be made  available by  &e SAHRC by no later than August 2003. 

Contact details of the South African Human Rights Commission: 

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

Telephone: +27 11 484 8300 

Fax: +27 11 484 0582 

Website:  www.sahrc.org;.za 

E-mail:  PAIA@sahrc.org.za - 
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4. NOTICE(S) IN TERMS OF SECTION 52(2) OF THE ACT 
(Section 5T(l)(c) of the Act) 

At this stage no notice@) has / have  been  published. 
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5. INFORMATION / DOCUMENTS AVAILABLE IN ACCORDANCE 
WITH OTHER  LEGISLATION (Section 51(l)(d) of the Act) 

Javlin Investments CC keeps  information / documents in accordance 
with the  following  legislation  (please  note that this is not an exhaustive 
list) :- 

0 Income Tax Act,  Act No. 58 of 1962  (Section 75) 
0 Valued-Added Tax Act,  Act No. 89 of 1991  (Section  65) 
0 UnempIoyment  Insurance Act, Act No. 30 of 1966  (Section  32) 
0 Basic Conditions of Employment  Act,  Act No. 75 of 1997  (Section 31) 
0 Employment  Equity Act,  Act No. 55 of 1998 (Section  26) 
0 Compensation for Occupational  Injuries  and  Diseases  Act,  Act No. 

0 Skills Development Act,  Act No. 97 of 1998 
0 Regional Services  Act,  Act No. 109 of 1985 as  amended 
0 Promotion of Access to information Act,  Act 2 of 2000 

130 of 1993  (Section  97) 
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6. DOCUMENTS / INFORMATION HELD BY TAVLIN 
INVESTMENTS CC IN TERMS OF T H E  ACT (Section 5l(l)(e) of the 
Act) 

The documents / information  listed  herein below pertain to the day-to- 
dag management O€ the business of Javlin  Investments CC:- 

e Standard Employment Contracts 
Human Resources Manual 
Insurance  Policies 
Rules and regulaticns relating to Pension funds 
Other corr,?lerclal contracts 

It  is  recorded that any and all  documents / information requested 
pertaining to the aforesaid  shall  always only be made available to a 
requestor subject to the  provisions of the Act. 
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7. OTHER INFORMATION (Section 51(1)(f) of the Act) 

The Minister of Justice and Constifxtional  Development has to date not 
published any regulations in terms of this section. 
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8. AVAILIBILITY OF THE MANUAL (Section 51(3) of the Act) 

1.1 T%is manual is  available for inspection at the offices of Javlin 
Investments CC free of charge. 

1.2 Copies of the manual may  be obtained,  subject  to the prescribed fees, at 
the offices of javlin Investnents CC. 

1.3 The manual can also  be  accessed  on  the  websites of the SAHRC 
Iwww.sahrc.org.zal and will be published in the Government Gazette. 
However, it should be noted that the  manual  accessible on the  website 
of SAHRC and in the Government  Gazette, does not include the  request 
forms or fee  structure. The request forms and fee structure can be 
obtained on the S M R C  website jwww.sahrc.orp;.za\ or the  website of 
the Department of Justice and Constitutional  Development 
1www.doi.gov.zal (under "regulations"). 
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