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SECTION 51 MANUAL FOR PRODUCTIVE ASSET SUPPORT SOLUTIONS CC
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1.

FTHE SE 3
Lontact details [Section 51{1}{al}
Postal Address: P O Box 2751, Bedfordview, 2007
Street Address: 32 5t. Ann Road, Hurlyvale, Edenvale, 1608
Telephone number: +27 86 101 7277
Fax number: +27 86 103 7277
Company Registration: 1892/003625/23
Wat Registration number: 4810215808
The Head is; Paul Cob
Web address: http:/fwww. passafrica.com
E-mail address: info@passafrica.com
The section 10 Guide on how to use the Act [Section 51{1){b}]

A guide has been compiled in term of section 10 of PAIA by the Human Rights Commission. it cortains information reguired
by a person wish to exercise any right, contemplated by PAIA. It is aveilable in all of the official languages. Please direct
gueriesto;

The South African Human Rights Commission - PAIA Unit

The Research and Documentation Department

Postal address: Private Bag 2700, Houghton, 2041

Street address: 28 Princess of Woles Terrace, onr York ond 5t Andrews Street, Parkiown
Telephone number: +27 11 484-8300

Facsirmile number: +27 11 4B4-7146

Websita: m&éhr&m

E-mail: i hre.

Wﬁmmwmmmzsemn 51{1j{d}}
+  Basic Conditions of Employment No. 75 of1897

+  Closed Corporations Act no. 69 of 1984

*  Employment Equity Act No. 55 of 1398

* Income Tax Act No, 95 of 1967

* Intellectual Property Laws Amendments Act No. 38 of 1997

*  Labour Relations Act No. 66 of 1995

»  Occupational Health & Safety Act No. B5 of 1993

»  Skills Development Levies Act No. 8 of 1899

*  Unemployment Contributions Act No. 4 of 2002

+  Unemployment Insurance Act No, B3 of 2001
»  Value Added Tax Act No. 83 of 1591

3 guestion [Sections 53{1}{c} and 51{1}{e}}
i At this 5tage no nat;ce{s} hasfhaue been published on the categories of records thet are automatically available
without a person having to request access in terms of PAIA

i, Administration:

*  Certificate of incorporation
s BEE Certificate
¢  Correspondence
s {ontracts
*  Timesheets
s Lloghooks

Human Resources:

*  Bemuneration records
*  leave Hecords
&  Training Records
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Pradvotir At Siolt Boles
s  Employment Contracts
»  Disciplinary Code
s Disciplinary Records
»  Policies and Procedures
Operations:
#»  (Cliert database
+  Salesrecords
*  Timesheets
* Logbooks
+« Expense Sheets
Finance:
»  Annual financial statements

*  Agset Register
*  Accounting Records
+ Bank Records
*  lrwoices
* Rental Agreements
Taxation and other Statutory Compliance:
# Income Tax Returns & Assessments
Paye, 501 & UIF Returns
Vat Returns
workmans Compensation Returns
BalA information Manual
The request procedures

% % & &

Form of request:

*

The requester must use “Forrs " to make the request for access to @ record, This must be made to the head of the
private body. This request must be made to the address, fax number or electronic mall address of the body concerned
[s 5371}

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 [s 5312){o) and {b) and {c}].

The requester must identify the right that is sought to be exercised or 10 be protected and provide an explanation of
why the requested record is reguired for the exercise or protection of that right [s 53(2){d}].

if a request is made on behalf of 8 another person, the requester must then submit proof of the capacity in which the
requester is making the reguest to the satisfaction of the head of the private body [s 53/2){f}].

Fees:

L 4

*

A requester who seeks access to a record containing personal information about thet reguester is not reguired to pay
the request fee, Every other requester, who is not 2 personal reqguester, must pay the required request fee.

The head of the private body must notify the requester {uther than a personal requester} by notice, requiring the
requester to pay the prescribed fee {if any)} before further processing the request {s S4{1J1.

The fee that the requester must pay to a private body is RS0, The requester may lodge an application to the court
against the tender or payment of the request fee [s 54(3){bJ}.

After the head of the private body has made a decision on the request, the requester must be notified in the required
form.

if the reguest 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 [s 54/6)1.

Dther information as may be prescribed [Section 511}

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

®  * ® *

Availablilty of the manual [Section 53{3)}

The offices of Productive Asset Support Solultions;
The Website of Productive Asset Support Solutions;
The South Africon Humon Rights Commission;
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