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

!NTRODUCTION o

“T he sysrem of govemment in South Afrfca before 27 April 1994, amongst omers,
-resulted in a secretive and unresponsive culture in public and pnvate bodies whfch
oﬂen !ed to the: abuse of power and human rights violations.”

g _.':I.ThlS staternent appears |n the preamble of the Promotion of Access to Information Act
- _(PAIA) and was undoubtedly one of the reasons why access of information was made a
oonstltunonally protected human right in terms of section 32(1) of the Constftuﬁon '

: 'j’-'Section 32 of the Constltutuon prowdes as follows,

- 1 ) Eve:yone has the right of access to ~
", (a) any information held by the State; - ---
- (b) any information that is held by another pe:son and that is requ:red for the
exerc:se or protection of any rights. -

2) Nariona! n‘eg:sfatfan must be enacted to give effecr to this right, and may prowde |
for reasonable measures fo alle viare the admm:straﬁve and financral burden on
the State.

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

- information in terms of the Act.

Section 50(1) of the Promotion of Access to Infbnnaﬁon Act provideé for the right of acéess
to reconds of private bodies and states that, : '

A requester must be given access to any record of a pdvate body if-
(a) that record is required for the exercise or promotion of any rights;
(b) that person complies with the procedural requirements in this Act relating o a
request for access to that record; and
(c) access to that record is not refused in terms of any ground for refusal contempratad
in Chapter 4 of this Part.

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

PROCEDURE FOR OBTAINING:ACCESS TO INFORMATION

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

Any person wishing to request any information from the Fund may use the following contact
details [Section 51(1)(a)].
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Contact Details for the Principal Officer of the Fund

Principal Officer.  Mr Frans Wessels

Physical Address: 4 Ferreira Street
French House
MARSHALLTOWN
2001

Postal Address: - ‘P O Box 61523
" MARSHALLTOWN
2107 |

Tel: ' (011) 240-0402
Fax: (011) 240-0538
E-mail: fw_essels@indoseuz.oo.za

THE SouTH AFRICAN HuMAN RigHTS CommissioN [SecTion 51(1)(b)]

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

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

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

1 PAIA Unit

The Research and Documentation Department
Private Bag 2700

Houghton

2041 '

Tel: (011) 484-8300
Fax: (011) 484-1360

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

RECORDS AVAILABLE IN TERMS OF THE PeNnsioN FunDps AcT 24 oF 1956

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

Section 35(1) provides that a fund will deiiver to a member a copy of "any of the following
documents on demand by a member and upon payment of any fee prescribed by the rules
of the fund. Such documents include - ' '
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¢ The rules of the fund,
* The last revenue aocount and the last balanoe sheet prepared in terrns of the Act.

Section 35(2) further pro\ndes that any member may inspect without charge a eopy of any of
the following documents at the registered office of the fund ~

¢ The documents referred to under section 35_(1)_above;

e The last report by a valuator (if any) in terms of section 16;

« The last statement (if any) and report thereon prepared in terms of section 17,

e Any scheme which is being carried out by the fund in accordance with the provisions of
section 18. ;

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

Section__ 22(2) further pre_vlde's that the registrer may eicerrlpt any person from paying the
prescribed fees if this would further the public interest.

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

Contact details for the Registrar of Pension Funds

The Registrar of Pension Funds
P O Box 35655

Menlo Park

0102

446 Rigel Avenue South
"Erasmusrand
Pretoria

Tel: (012) 428-8000
Fax: (012) 347-0221
Website: www.fsb.co.'za

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

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

Personal Informatlon about Members
The records requested may relate to the followlng infonnahon but is not limited thereto.

o Remunerationlincome of members

e Member's contributions and employer eontribut:ons

¢ The value of benefits and benefit statements past and current
‘e PAYE paid or payable in respect of a member's benefit '
‘e Medical records obtained in respect of any disability benefit
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- » Reasons for withdrawal — for example resignation, dismissal etc. ... - =~ =
» Details of tax directives, deductions, applications and certificates - -+~

Private Body Records '
Thls would include the following records but wouid not be Ilmited thereto

e Documented proof of FSB reglstratron
e Documented proof of SARS approval
'« Financial records of the Fund
» Administrative records ‘
« Contracts including policies of insurance and administration agreements
» Correspondence
e Statutory records .
 Minutes of trustees meetings _
» Rules, resolutions and amendments
+ Databases and spreadsheets
-» Investments -

Third Parties

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

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

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

e The request must contain the following information:

It must contain sufficient parhculars to enable the Principal Officer of the.
retirement fund to identify the record requested as well as the requester; '

It must contain information as to the form of access required,;

It must provide a postal address or fax number for the requester in the Republic;
it must indicate what right will be protected or exercised by pmwdrng the
requester with access to the record and reasons why the record is required to
exercise or protect that right;

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

If the request is made on behalf of another person, the requester must submit . -
proof of the capacity in which he/she is making the requeet to the reasonable
satisfaction of the Pnncrpai Officer. _ L ; :

FEES IN RESPECT OF A REQUEST [ANNEXURE A]

A requester who seeks access to a record contalmng persenal mfonnehon about that
requester is not required to pay the request fee. Every other requester who isnota personal

requester must pay the requured request fee.

arf
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« The Principal Officer must notify the requester (other than a personal requester)
by notice, requiring the requester to pay the prescribed fee (if any) before further
processing the request. - .

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

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

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

¢ A record may be withheld until the requester concemed has paid the applicable
fees (if any). ' : '

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

 [f the request is granted then a further access fee must be paid for reproduction
and search and preparation respectively and for any time that has exceeded the
prescribed hours to search and prepare the record for disclosure.
OTHER INFORMATION AS MAY BE PRESCRIBED [SECTION 51(1)(f)]
The Minister of Justice and Constitutional Development has not made any regulations in this
regard.
AvAILABILITY OF THE MANUAL [SECTION 51(3)]

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

DECISION ON REQUEST AND NOTICE THEREOF

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

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

¢ The access fees payable, g B

¢ The form in which access will be given; and E '

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

e Reasons for the refusal with reference to the provisions of PAIA relied upon to reach
this conclusion;
Any reference to the content of the record must be excluded from the notice;
Notice that the requester may lodge an application Wlth a court against the refusal of
the request and matters relating thereto.

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

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

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

WHAT RECORDS MAY BE REFUSED?

PAIA provides for a number of categories of information that may not be disclosed when a
request for access to information is received. The Pnncnpal Officer must in such lnstances

refuse access.
Mandatory protection of pﬂvacy of third party who is a natural person

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

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

Where an individual has eonsented to its disclosure;

e The information is already publicly available; _

Where the information was given to the private body by the individual and the
" individual was advised that such information would or might be made available to the
public;

o Information about an individual’s physical or mental health, or well-being, who is
under the care of the requester and who is under the age of 18 years or is incapable
of understanding the nature of the request and if giving access would be in the
individual's best interests;

e Where the information is about an individual who is deceased and the requester is
the individual's next of kin or made the writien request with the consent of the
deceased’s next of kin;

e Where the information relates to the position or function of the individual who is or
was an official of a private body.

Hlandatory protection of commercial information of third party

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

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

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

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

Mandatory protection of safety of individuals and protection of property
The Pﬁﬁcipal Officer must refuse access to the reeiardé of the fund where:

. Such disclosure can reasonably be expected to endanger the Ilte or physical safety
-of an mdwidual or may refuse a request where:

« Such disclosure is likely to pre;ud;oe or impair the security of a building, structure or
©  system including but not limited to, a computer ‘or communication system or any
other property.
e Such disclosure may prejudice or impair memods ‘systems, plans or procedures for
- the protection of an individual in accordance with a wllness protectuon scheme or the
safety of the public or the security of property i guii

Mandatory protection of records privileged from production in legal proceedings

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

cdmmerclal Information of a prlv_até body

" The Principal Officer may refuse to grant access to the records of the private body where the
- disclosure pertains to the following information in rela’uon to the private body itself and not
~ third parties. Where the information pertains to: '

Trade secrets of the private body; :

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

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

e A computer program owned by the private body

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

Mandatory disclosure is required ;'v'heré such disé!osﬂré’ would be in the public interest.

THIRD PARTIES

When the Principal Officer is con3|dering a request for access to a record that pertains to a
third party, he/she must take all reasonable steps to inform the thlrd party to whom the
record relates of the request. The notification must:

e Be made as soon as in reasonably possible but within 21 days of receiving the
request, :
¢ By the fastest means possible Where this is orally, this must be followed by written
notification.
e State that he/she is considering a' request for access that may pertain to the third
* party and the content of the record in question;
e Fumish the name of the requester.

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

The Principal Officer must advise the third party within a reasonable time but not exceeding
30 days after the third party was informedqu his/she decision.
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ANNEXURE A

1. The fee for a copy of the manual as contemplated in regulatlon 9(2)(0) is Fi1 ,10 for every
photocopy of an Ad-size page or part thereof.

2. The fees for reproduction referred to in regulation 11(1) are as follows:
(@)  Forevery photocopy of an A4-size page or
part thereof - - 1,10
(b) For every printed copy of an A4-size page or part
thereof held on a computer orin eleclronlc or machme-

readable form ' ' 0,75
(c) Foracopyina oomputer—readable form on -
0] stiffy disc R L
(i) compact disc - 70,00
(d) 0] For a transcription of visual images,
for an Ad-size page or part thereof 40,00
(ii) For a copy of visual images 60,00
(e) (i) For a transcription of an audio record,
for an Ad-size page or part thereof 20,00
(i) Fora copy of an audio record . - 30,00
3. The request fee payable by a requester, other than a personal requester, referred to
in regulation 11(2) is R50,00.
4. The access fees payable by a requester referred to in regulation 11(3) are as follows:
R .

(1)(@) For every photocopy of an Ad-size page or
part thereof 1,10
(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 - '
D) stiffy disc ' 7,50
()  compactdisc | 70,00
(@ () For a transcription of visual images, _
for an Ad-size page or part thereof 40,00
(i) For a copy of visual images 60,00

(e) ()] For a transcription of an audio record,
for an Ad-size page or part thereof 20,00
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(i)  Foracopy of an audio record 30,00
- ®  To search for and prepare the record for dlsclosure Fl30 00 for each hour or
part of an hour reasonahly requu'ed for such search and preparatnon

(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 . g ms
(b)  one third of the access fee is payabie‘ asa deposit_by the requester.

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

. REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY ;
(Section 53(1) of the Promotion of Access to lnfonnatlon Act, 2000_
(Act No 2 of 2000)) :

'[nogula'ﬂon 10]
~ A. Particulars of private body
The Head:

B. Particulars of person requesting access to the recbrd

(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 me 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 sumame:
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 whosé behalf request is made

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

Full names and surname: -
Identity number:

D. | Particulars of record

(a)  Provide _fu!Tparﬂcu!a:s of the record to which access is requested, including the

reference number if that is known to you, to enable the record to be located.

(b)  Ifthe provided space is madsquate please continue on a separate folio ana‘ attach
it to this form. The requoster must sign all the additional folios.

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

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

(b)  You will be notified of the amount required to be paid as the request fee.

{c) The fee payable for access to a record depends on the form in which access is
required and the reasonable time required to search for and prepare a record.

(d)  If you qualify for exempﬂon of the payment of any fee, please state the reason fot
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 acce
provided forin 1 to 4 hereunder, state your dlsab.'my and indicate in which form the record i

required.

Disability: Form in which record is required:

Mark the appropriate box with an X.

NOTES:

(a Compliance with your request in the speoiﬁed form may depend on the fon'n 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 payab!e for access to the record, if any, will be determined partly by the
form in which access is requested.

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

copy of record* inspection of record

2. If record consists of visual images :

(this includes photographs, slides, video recordlngs, computer-generated |mages
skeiches, eic.):

view the i |mages copy of the images™ | transcription of the
images”

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

listen to the soundtrack transcription of soundtrack*
(audio cassette) (written or printed document)
4, if record is held on computer or in an electronic or machine-readable form:
printed copy of record” printed copy of copy in computer
information derived from |. readable form*
the record* (stlffy or compact

*If you requested a copy or transcription of a record (above), do you wnsh YES | NO
the copy or transcription to be posted to you?
Postage 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 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 nofified 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 compliance with your request. i

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

Signed at : __ this day of __ 20

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

INTRODUCTION

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

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

Section 32 of the Constitution provides as follows, -

1) Everyone has the right of access to —
(a) any information held by the State;
(b) any information that is held by another person and that is requfred for the
exercise or protection of any rights.

2) National legislation must be enacted to give effect to this right, and may provide
for reasonable measures to a!leviate the administrative and financial burden on
the State. .

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

Section 50(1) of the Promotion of'Aocess to Information Act p'rovides for the right of access
to records of private bodies and states that;

A requester must be given access to any record of a private boay if-
(a) that record is required for the exercise or promotion of any rights;
(b) that person complies with the procedural requirements in this Act relating to a
request for access to that record; and '
(c) access to that record is not refused in terms of any ground for refusal contemplated
in Chapter 4 of this Part.

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

PROCEDURE FOR OBTAINING ACCESS TO INFORMATION

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

Any person wishing to request any mfonnatlon from the Fund may use the following contact
details [Secﬂon 51(1)(@).
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" Contact Details for the Principal Officer of the Fund

Principal Officer: Ms Diana Simpson

Physical Address: 291 Surrey Avenue
1 Femdale Sl
'RANDBURG

2194

Postal Address: P O Box 3529
RANDBURG
2125

Tel: (011) 293-2723
FaX' (011) 293-2827 o
E-mail: ~ DSimpson@glenrandmib.co.za |

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

Section 10 of the PAIA commissioned the SAHRC to compile a guide in évery official
language containing information that is easily comprehensible to any person wishing to
exercise any nght as contemplated in PA!A. %

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

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

PAIA Unit

The Research and Documentation Department
Private Bag 2700 -
Houghton

2041

Tel: (011) 484-8300
Fax: (011) 484-1360

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

Reconns AVAILABLE IN TERMS OF THE PENSiON Funns Act 24 OF 1956

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

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

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

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

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

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

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

Contact déwlls for the Registrar of Pension Funds

The Reglstrar of Pension Funds
P O Box 35655

Menlo Park

0102

446 Rigel Avenue Souih
Erasmusrand -
Pretoria

Tel: (012) 428-8000
Fax: (012) 347-0221
Website: www.fsb.co.za

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

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

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

¢ Remuneration/income of members

e Member's contributions and employer contributions _

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

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

Private Body Records s
This would include the following necords but would not be Iimited thereto

e Documented proof of FSB reglstrahon

-« Documented proof of SARS approval

e Financial records of the Fund

- o Administrative records ; :

¢ Contracts including policies of insurance and administration agreements
» Correspondence

« Statutory records

« Minutes of trustees meetlngs

' Rules, resolutions and amendments

» Databases and spreadsheets

~e Investments

Third Parties

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

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

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

e The request must contain the following information: |

It must contain sufficient particulars to enable the Principal Officer of the
retirement fund to identify the record requested as well as the requester;

It must contain information as to the form of access required;

It must provide a postal address or fax number for the requester in the Republic;
it must indicate what right will be protected or exercised by providing the
requester with access to the record and reasons why the record is required to
exercise or protect that right;

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

If the request is made on behalf of another person, the requester must submit
proof of the capacity in which he/she is making the request to the reasonabte
satisfaction of the Principal Officer. :

FEES IN RESPECT OF A REQUEST [ANNEXURE A]

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

- If the search for a recond heid by the Fund In respect of which a request for

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

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

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

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

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

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

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

The Mmlster of Justice and Constitutional Development has not made any regulatlons in this

regard.

AVAILABILITY OF THE MANUAL [SECTION 51(3)]

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

DECISION ON REQUEST AND NOTICE THEREOF

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

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

+ The access fees payable;

e The form in which access will be given; and

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

o Reasons for the refusal with reference to the provisions of PAIA relied upon to reach
this conclusion;,
Any reference to the content of the record must be excluded from the notice;
Notice that the requester may lodge an application with a court against the refusal of
the request and matiters relating thereto.

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

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

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

WHAT RECORDS MAY BE REFUSED?

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

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

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

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

Where an individual has consented to its disclosure;

o The information is already publicly available; '

¢ Where the information was given to the private body by the individual and the -
individual was advised that such information would or might be made available to the
public,

e Information about an individual's physncal or mental health, or well-being, who is
under the care of the requester and who is under the age of 18 years oris mcapable
of understanding the nature of the request and if giving access would be in the
individual's best interests;

e Where the information is about an individual who is deceased and the requester is
the individual's next of kin or made the written request with the consent of the
deceased’s next of kin;

e Where the information reiates to the position or functlon of the mdmduai who is or
was an official of a private body.

Mandatory protection of commercial information of third party

A request for access to records that pertain to the following must also be refused;
e Trade secrets of a third party

-
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¢ Financial, commercial, scientific or technical information, other than trade secrets, of
a third party which would be likely to cause harm to the commercial or financial
- interests of the third party if it were disclosed.
¢ Information that was disclosed in confidence by the third pany, the disclosure of
which could reasonably be expected to put the third party at a disadvantage in
contractual or other negotiations or to prejudice the third party m commercia!
-competition.
e The information must however be granted if the third party has consented to the
disclosure or where it pertains to the results of any product or environmental testing
- supplied by or carried out by the third party and the disclosure of which would reveal
a serious public safety or environmental risk - :

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

Mandatory protection of safety of individueis and protection of property
The Principal Officer must refuse access to the records of the fund where:

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

e Such d:sclosure is likely to prejudice or umpalr the security of a buﬂdang, structure or
system including but not limited to, a computer or communication system or any
other property.

e Suchdisclosure may prejudice or impair methods, systems plans or procedures for
the protection of an individual in accordance with a wnmess protection scheme or the
safety of the pubhc or the security of property. _

Mandatory protection of records privileged from production in legal proceedings

A request for access to a record where the record is privileged from production in legal
proeeedings unless the person entitled to the priw!ege has waived the pﬂvilege

Commercial information of a prlvate body

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

e Trade secrets of the private body;

e Financial, commercial, scientific or technical information, other than trade secrets, of
the private body which would be likely to cause harm to the commerctal or financial

interests of the private body if it were disclosed. -

e The disclosure information which could reasonably be expected to put the private

body at a disadvantage in contractual or other negotiations or to prejudice the private
body in commercial competition. _

e A computer program owned by the private body.

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

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

THIRD PARTIES

When the Pnncipal Officer is oonsaderlng a request foraccess to a record that pertalns to a
third party, he/she must take all reasonable steps to inform the third party to whom the
record relates of the request. The notification must: -

e Be made as soon as in reasonably posslble but within 21 days of receiving the
request,

e By the fastest means possible. Where this is orally, this must be followed by wntten
notification.

o State that he/she is considering a request for access that may pertain to the third
party and the content of the record in questlon

» Furnish the name of the requester. &

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

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

1. The fee fora copy of the manual as oontemplated m regulatuon 9(2)(0) is Fl1 ,10 for every
photocopy of an A4-size page or part thereof.

2. The fees for reproductlon reférred to in regulation 11(1) are as follows:
(a) For every photocopy of an Ad-size page or
' part thereof 1,10
(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 -
()  stiffy disc 7,50
| (i)  compact disc - | 70,00
(d) (i) For a transcription of visual images,
for an A4-size page or part thereof 140,00
(i) For a copy of visual images . 60,00
© o For a transcription of an audio record,
for an Ad-size page or part thereof 20,00
(i) Fora copy of an audio record 30,00

3. The request fee payable by a requester, other than a personal requester, referred to
in reguiation 11(2) is R50,00.

4. The access fees payable by a requester referred to in regulation 11(3) are as follows:
o B .
(1@) For every photocopy of an A4~saze page or '
_ part thereof : 1,10
(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
(©) Foracopyina computer-foadable form on - ‘
() stiffydisc ' ' o 7,50
(i)  compactdisc 70,00
(d @)  Foratranscription of visual images, ‘
for an Ad-size page or part thereof 40,00

(i)  Fora copy of visual images 60,00
() ()  Fora transcription of an audio record, :
for an Ad-size page or part thereof 20,00

¢
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(i) For a copy of an audio record 30,00
To search for and prepare the record for disclosure, R30,00 for each hour or

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

For purposes of section 54(2) of the Act, the following applies:
(@  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 depbsit by the requester.

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

REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY
(Sect:on 53(1) of the Promotion of Access to: Information Act, 2000
(Act No 2 of 2000)) S

[Regulation 10] - "
A.  Particulars of private body
The Head:

B. Particulars of person requesting access to the record

(a The particulars of the person wha 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 capac:ty in which the request is made, if applicable, must be attached

Full names and surname:
_ldentity number: . .
Postal address =~ - _
Fax number: _ ___ Telephone number:
'E-mail address: - ' ' LR E,
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 :f a mquest for mfonnat;an is made on behalf ol
another person. ; _

Full names and surname:
Identity number:

D.  Particulars of record

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

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

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

(a) A request for access to ‘a'record, other than a record containing personai
information about yourself, will be processed only after a request fee has been paid.
(b) You will be notified of the amount required to be paid as the request fee.

(c) The fee payable for access to a record depends on the form in which access is
required and the reasonable time required to search for and prepare a record. _
(d)  If you qualify for exemption of the payment of any fee, please state the reason for
exemption. ' g 58 - o

- 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 acce
provided for in 1 to 4 hereunder, state your disability and indicate in which form the record i

Disability: - s Form in which record is required:

Mark the appropriate box with an X.
NOTES: _ :
(a)  Compliance with your request in the specified form may depend on the form in
| which the record is available. _

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

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

1. if the record is in written or printed form:
copy of record* - iﬁspectlon of record

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

view the images _ { copy of the images” transcription of the
' : images” '
3. if record consists of recorded words or information which can be
reproduced in sound: ' :
listen to the soundtrack transcription of soundtrack*
- | (audio cassette) (written or printed document)
4, if record is held on computer or in an electronic or machine-readable form:
printed copy of record* printed copy of copy in computer
- | information derived from readable form*
the record* (stiffy or compact
' disc -

*If you requested a copy or transcription of a record (above), do you wish | YES | NO
the copy or transcription to be posted to you? ' _
Postage is payable.
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G. Particulars of right to be exarcised or proteeﬁed

If the provided space is inadequate, please continue on a separate folio and attach it}

this form. The requester must sigg all the additional folios.

1. Indicate which right is to be exemised or protected
2. Explain why the record requested ls requirad for the exercise or protection of
the aforementioned right: :

H. Notice of decislon regardlng request for access

You will be notified in writing whether your request has been appmveﬂdemed ff yvu
wish to be informed in another manner, please specify the manner and. pmwde the
necessary particulars to enable oompﬂance with jour request.

How would you prefer to be mformed of the decision regarding your nequest for
access to the record?

Signed at this_______dayof _ 20

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

INTRODUCTION

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

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

Section 32 of the Constitution provides as foilows,

1) Everyone has the right of access to - ) _
(a) any information held by the Siate; . = '
(b) any information that is held by another person and that is required for the
exercise or protection of any rights.

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

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

A requester must be given access to any record of a private body if-
(a) that record is required for the exercise or promotion of any rights;
(b) that person complies with the procedural requirements in this Act relating to a
request for access to that record; and _ :
(c) access to that record is not refused in terms of any ground for refusal contemplated
in Chapter 4 of this Part.

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

PROCEDURE FOR OBTAINING ACCESS TO INFORMATION

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

Any person wishing to request any inforrnatioﬁ from the Fund may use the following contact
details [Section 51(1)(a)).
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Contact Details for the Prlncipal' Officer of the .Fqnd

- Principal Officer: Mr Peter Buchner

Physical Address:  Stonewedge
- No.1 Wedgelink Road

- BRYANSTON.
Postal Address: < Private Bag X93
4 BRYANSTON
2021
Tel: ~ (011) 706-0000
Fax: ' (011) 706-0044
E-mail: pbuchner@idwala.co.za

Website: ' www.idwala.co.za

THE SouTH AFRICAN HumAN RiGHTS CommissioN [SEcTiON 51(1)(b)]

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

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

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

PAIA Unit

The Research and Documentation Department
Private Bag 2700

Houghton

2041

Tel: (011) 484-8300
Fax: (011) 484-1360
Website: www.sahrc.org.za
E-mail: PAIA@sahrc.org.za

RECORDS AVAILABLE IN TERMS OF THE PE_NSION FunDs AcT 24 oF 1956

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

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

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

« The documents referred to under section 35(1) above

« The last report by a valuator (if any) in terms of section 16;

« The last statement (if any) and report thereon prepared in terms of section 17;

e Any scheme which is belng carried out by the fund in accordanw with the provisions of
section 18.

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

Section 22(2) further provides that the reglstrar may exempt any person frem paylng the
prescribed fees if this would further the public interest. ;

Section 22(3) provides that the registrar will provide any apptieant.free of c‘harge' with the
registered address and the name of the principal officer of any registered fund.

Contact detailé for the 'Raglstr.ar of Pension Funds'.

'The Ftegnstrar of Pensron Funds
| P OBox35655 - ' _
Menlo Park
0102

446 Rigel Avenue South
Erasmusrand
Pretoria

- Tel: (012) 428-8000 -
Fax: (012) 347-0221
- Website: www.fsb.co.za

Access TO THE RECORDS HELD BY THE FUND [SE'cnoN' 51(1)(c)]

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

Persona! Informatlon about Members
‘The records requested may relate to the following information but is not limited thereto.

» Ftemuneratlonf noom ot rnembers

» Member's contributions and employer contributions .

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

« Medical records obtained in respect of any disability benefit
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'« Reasons for withdrawal ~ for example resignation, dismissal etc.
' Details of tax directives, deductions, applications and certificates

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

] Documented proof of FSB registration
e Documented proof of SARS approval
- » Financial records of the Fund -
e Administrative records _ '
 Contracts including policies of insurance and administration agreements -
 Correspondence _

e Statutory records S AL \
« Minutes of trustees meetings ; . ' '
 Rules, resolutions and amendments
e Databases and spreadsheets
» Investments ;

Third Parties

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

THE REQUEST Pn'ocsnuns [SecTion 51(1)(e)]

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

e The request must contain the foliowing information:

e It must contain sufficient particulars to enable the Principal Officer of the
retirement fund to identify the record requested as well as the requester; :

e It must contain information as to the form of access required;

« It must provide a postal address or fax number for the requester in the Republic;

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

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

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

FEES IN RESPECT OF A REQUEST [ANNEXURE A]

A requester who seeks access to a record containing personal information about that -
requester is not required to pay the request fee. Every other requester, wha isnota personal
requester, must pay the required request fee. _ . Ry 3
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« The Principal Officer must notify the requester (other than a personal requester)
by notice, requiring the requester to pay the prescribed fee (if any) before further
processing the request. -

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

« In respect of the notice mentioned above, such notice must state the amount of

- the deposit payable, if applicable and must advise the requester that he/she may
lodge an application with a court against the tender or payment of a deposit and
the procedure for such application. -

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

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

e After the Principal Officer 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 reproduction
and search and preparation respectively and for any time that has exceeded the
 prescribed hours to search and prepare the record for disclosure.

OTHER INFORMATION AS MAY BE PRESCRIBED [SECTION 51(1)(f)]
The Minister of Jushce and Constitutional Development has not made any regulations in this

regard.

AVAILABILITY OF THE MANUAL [SecTION 51(3)]

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

DECISION ON BEQUEST AND NOTICE THEREOF

The Principal Officer must within 30 dajrs of receipt of a request for access to a record
decide in accordance with the provisions of PAIA whether or not to grant the request. He/she .
must also notify the requester of the decision. '

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

¢ The access fees payable;

¢ The form in which access will be given; and

¢ Notice that the requester may lodge an appllcatnon with the court against the access
fee and matters relating thereto.
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If the request is refused the notice must contaln the follow:ng details

» Reasons for the refusal with reference to the provrsaons of PAIA re!red upon to reach
this conclusion,; -
Any reference to the content of the record must be excluded trom the notice;
» Notice that the requester may lodge an application with a court agarnst the refusal of
~ the request and matters relatrng thereto

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

Where circumstances warrant the Principal Officer may extend the period in whlch a
deciston and notrfrcatron must be made by an additional 30 days

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

WHAT RECORDS MAY BE REFUSED?

PAIA provides for a number of categones of information that may not be dlsclosed when a
request for access to mformatron is reoelved The Principal Officer must in such instances

refuse access.
Mandatory protectlon of prwacy of thtrd party who is a natural person '_

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

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

e Where an individual has consented to its disclosure;
_ The information is already publicly availabie;

e Where the information was given to the private body by the individual and the
individual was advised that such information would or mrght be made avar!ab!e to the
public; '

¢ Information about an individual's physlcal ‘or mental health or wel|~be|ng, who is
under the care of the requester and who is under the age of 18 years or is lncapabte
of understanding the nature of the request and if gwing access would be in the
individual's best interests;

e Where the information is about an rndwrdual who is deoeased and the requester is
the individual’s next of kin or made the written request with the consent of the
deceased’s next of kin,

e Where the information relates to the position or functton of the indrvrdual who is or
was an official of a private body. ' .

Mandatory protection of commercial tnformatlon of third party

A request for access to records that pertain to the followrng must also be refused
e Trade secrets of a third party '
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. Fmancial commercial, scientific or technical informatlon other than trade secrets, of
a third party which would be likely to cause hamm to the commercial or financial

~ interests of the third party if it were disclosed.

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

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

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

Mandatory protection of safety of individuals and protection of property
The Principal Officer must refuse access to the records of the fund where:

e Such disclosure can reasonably be expected to endanger the life or physncal safety' :
of an individual; or may refuse a request where v ,

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

¢ Such disclosure may prejudice or impanr metl'lods, systems plans or procedures for

- the protection of an individual in accordance with a witness protection scheme orthe
safety of the public or the security of property : '

Mande;tory protection of records privileged from production in legal proceedings

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

Commercial Information of a private body

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

o Trade secrets of the private body,

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

e _ The disclosure information which could reasonably be expected to put the private
body at a disadvantage in contractual or other negotiations or to prejudice the private

: body in commercial competition.
e Acomputer program owned by the private body.

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

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

THIRD PARTIES

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

e Be made as soon as in reasonably possnble but within 21 days of reoetvmg the
request,

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

» State that he/she is considering a request for access that may pertain to the third
party and the content of the record in question,

e Fumish the name of the requester.

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

The Principal Officer must advise the third party within a reasonable time but not exceeding
30 days after the third party was informed of his/she decision.
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1. The fee for a copy of the manual as contemplated in reguiation 9(2)(c) is R1,10 for every
photocopy of an A4~suze page orpartthereof.

2, The fees for reproduction referred to in regulation 11(1) are as follows:
: | o .
(@  Forevery photocopy of an Ad-size page or
part thereof 1,10
(b)  Forevery printed copy of an A4-size page or part
thereof held on a computer or in electronic or machine-

readable form : 0,75
(©) ~  Foracopyina oomputer-readablé_ formon -
()  stiffydisc 7,50
()  compactdisc . - % 70,00
d () Foratranscription of visual images, '
- for an Ad-size page or part thereof | 40,00
) For a copy of visual images 60,00
_(e) - () For a transcription of an audio record, '

© " foran Ad-size page or part thereof 20,00
(i) Foracopy of an audio record 30,00

3. The féqoest- fee payable' by a requester, other than a personal requester, referred to
in regulation 11(2) is R50,00. '

4. The access fees payable by a requester referred to in regulation 11(3) are as foliows:
| | | R
) (1 )(a) For every photooopy of an A4-slze page or
~ partthereof _ 1,10
(b) For every printed copy of an A4-size page or part
* thereof heldon a computer or in electronic or machine-

readable form - 0,75
(©) Foracopy in a computer—readable formon-
()  stiffy disc ) 7,50
- (i)  compactdisc 70,00
(d) ()  Fora transcription of visual images, | ;
- foran Ad-size page or part mereof B 40,00
(i)  Fora copy of visual Images ' 60,00

(e) " ()  For a transcription of an audio record,
~ for an A4-size page or part thereof _ 20,00
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(i) - Foracopy of an audio record ' . 30,00
()  To search for and prepare the record for disclosure, R30,00 for each hour or
| part of an hour reasonably required for such search and preparation.

2) For purposes of section 54(2) of the Act, the following applies:
(@)  Six hours as the hours to be exceeded before a deposit is payable;
_ and | .
(b)  one third of the access fee is payable as a deposit by the requester.

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

REQUEST FOR ACCESS TO RECOFID OF PRIVATE BODY
(Section 53(1) of the Promotion of Access to Informahon Act, 2000
' “(Act No. 2 of 2000))

" [Regulation 10]
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 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 sumame:
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 ol
another person.

Full names and surname:
Identity number:

D.  Particulars of record

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

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

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

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

(b) You will be notified of the amount required to be paid as the request fee.

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

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

Reason for exemption from payment of fees:

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 acce
provided for in 1 to 4 hereunder, state your dlsabﬂity and indicate in which form the record i

required.

Disability: — Form In which record 1S required:

Mark the appropriate box with an X.

NOTES:

(a  Compliance with your request in the specmred 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. If the record is in written or printed form:
copy of record* inspection of record

2. If record consists of visual images

(this includes photographs, slides, video recordings, computer—generated images,

sketches, etc.): :

view the images copy of the images™ transcription of the
im L

3. if record consists of recorded words or information which can be

reproduced in sound: '

listen to the soundtrack transcription of soundtrack™

- | (audio cassette) (written or printed document)
4, if record is held on computer or in an electronic or machine-readable form:
printed copy of record* printed copy of _ copy in computer
information derived from readable form*
the record* (stiffy or compact
disc

*If you requested a copy or transcription ot a record (above), do you wish | YES | NO
the copy or transcription to be posted to you?
Postage is payable.
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G.  Particulars of right to be exercise’d or protected

['If the provided space is madequate please continue on a separate folio and artach :t to
this form. The requestsr must sign all the addfﬂona! folios.

1. Indlcate which right is to be exercused or pmtected .
2. ' “Explain why the record requested is requnred for the exercise or protectlon of
" the aforementioned right: :

H. Notice of decision regarding request for acceé.s

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
"neoessa;y particulars to enable compliance with your request.

: How would you prefer to be mfon'ned of the decision negarding your request for
" access to the record?’ '

Signed at | this __dayof 20

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

INTRODUCTION

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

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

Section 32 of the Constitution provides as follows,

1) Everyone has the right of access to—
(a) any information held by the State; :
(b) any information that is held by another person and that is required for the
exercise or protection of any rights.

2) National legislation must be enacted to gfve effect to this right, and may provide
for reasonable measures to aﬂewate the adnﬂnfstratwe and ﬂnancfal burden on
the State

The SACM Retirement Fund (the Fund) isa duly reglstered rehrement fund in terms of the
Pension Funds Act. As a separate legal entity, the Fund is required in terms of the
Promotion of Access to Information Act to make provision for the accaes of certain
information in terms of the Act. = - .

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

A requester must be given access to-any record of a private body if-
(a) that record is required for the exercise or promotion of any rights;
(b) that person complies with the procedural requiremenrs in this Act relating to a
request for access to that record; and .
(c) access to that record is not refused in terms of any ground for refusal oontemplated
in Chapter 4 of this Part.

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

PROCEDURE FOR OBTAINING ACCESS TO INFORMATION |

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

Any person mshmg to request any information from the Fund may use the followmg contact
details [Section 51(1)(a)] I ;
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" Contact Details for the Principal Officer of the Fund

Principal Office:  Mr Kenneth Ross
Physical Address: 291 Surrey Avenue
: . Femndale -
RANDBURG
21 94 :
| Postal Address: P OBox 3529 -
' " RANDBURG
2125
Tei: . (011)203-2751
Fax: (011) 293-2802
E-mail: kross@glenrandmtb co.za

THE SoUTH AFRICAN HUMAN RIGHTS Comlsmou [SecTioN 51(1)(b)]

Section 10 of the PAIA commissioned the SAHHC to dompile a guide in every official
Ianguage containing information that is easily comprehensable to any person wishing to
- exercise any right as contemplated in PAIA. - ]

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

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

PAIA Unit

The Research and Documentation Department
{ Private Bag 2700

Houghton

2041

Tel: (011) 484-8300

Fax: (011) 484-1360
Website: www.sahrc.org.za
E-mail: PAIA@sahrc.org.za

REconos AVAILABLE m TERMS OF THE PENSION FUNDS AcT 24 oF 1956

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

Sectlon 35(1) provides that a fund will deliver to a member a copy of any of the following
documents on demand by a member and upon payment of any fee presoribed by the rules
of the fund. Such documents mclude - .
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e The rules of the fund, : e
e The last revenue account and the last balance sheet prepared in terms of the Act

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

¢ The documents referred to under section 35(1) above;

¢ The last report by a valuator (if any) in terms of section 16;

« The last statement (if any) and report thereon prepared in terms of section 17;

o Any scheme which is bemg carried out by the fund in accordance with the provisions of
section 18. . :

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

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

Section 22(3) provides that the registrar will provide any app!icant free of c_:harge with the
registered address and the name of the principal officer of any registered fund.

Contact details for the Registrar of Pension Funds

The Registrar of Pension Funds
- P O Box 35655

Menlo Park

0102

446 ngel Avenue South
Erasmusrand
Pretoria

Tel: (012) 428-8000
Fax: (012) 347-0221
Website: www.fsb.co.za

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

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

Personal Information about Members
The records requested may relate to the followmg information but is not Ium:ted thereto.

e Remuneration/income of members : '

» Member’s contributions and employer contributions

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

e Medical records obtained in respect of any disability benefit



STAATSKOE’HANT, 31 JANUARIE 2003 No. 24316 45

- » Reasons for withdrawal — for example mlgnatton dismissal etc.
« Details of tax directives, deductions, applications and eertlﬁcates

Private Body Records w2 ? A T e
This would include the following records but would not be lirnited thereto.

« Documented proof of FSB reglstratlon
« Documented proof of SARS approval =~ -
« Financial records of the Fund R
‘e Administrative records
 Contracts including policies of insurance and admlmstration agreements
e Correspondence
o Statutory records
« Minutes of trustees meetmgs
"o Rules, resolutions and amendments
¢ Databases and spreadsheets
.. Investments

Third Parties

The Fund may be in possession of records that- pertam to third part:es “These records may
include but are not limited to details pertaining to dependants and/or nominees of members,
divorce and maintenance orders.

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

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

e The request must eontaln the followlng lnfon'naﬁon

e It must contain sufficient particulars to enable the Principal Officer of the
retirement fund to identify the record requested as well as the requester;

¢ It must contain information as to the form of access required;

¢ It must provide a postal address or fax number for the requester in the Republic;

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

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

o If the request is made on behalf of another person, the requester must submit

_proof of the capacity in which he/she is maklng the request to the reasonable

satisfaction of the Principal Officer. _ _

'FEES IN RESPECT OF A REQUEST [ANNEXURE A]

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

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

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

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

e A record may be withheld until the requester ooneerned has paid the applicable
fees (if any). ; :

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

o [f the request is granted then a further access fee must be paid for reproduction

and search and preparation respectively and for any time that has exceeded the
prescribed hours to search and prepare the record for disclosure.

OTHER INFORMATION AS MAY BE PRESCRtBED [SecTion 51(1)(f)]

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

AVAILABILITY OF THE MANUAL [SECTION 51(3)]

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

DECISION ON REQUEST AND NOTICE THEREOF

The Principal Officer must within 30 days of receipt of a request for aoeess to a record
decide in accordance with the provisions of PAIA whether or not to grant the request He/she
must also notify the requester of the decision. -

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

e The access fees payable;

e The form in which access will be given; and

* Notice that the requester may lodge an application with the court against the access
fee and matters relating thereto.



-'.STAATSKOEFIANT, 31 JANUARIE 2003 . No.. 24316 47

' It the nequest is refused the notice must. oontarn the foliowrng detarls

. Reasons for the refusa! wrth referenoe to the provrsrons of PAIA relied upon to reach
- this conclusion;
Any reference to the content of the record must be excluded from the notice;
Notice that the requester may lodge an apphoatron wrth a court agarnst the refusal of
the request and matters relating thereto

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

Where crrcumstanees wanant the Principal Officer may extend the period in which a
decision and notrfrcatron must be made by an addltronal 30 days ;

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

WHAT RECORDS MAY BE REFUSED’

PAIA prowdes fora number of oategories of rnformatron that may not be drsclosed when a
request for access to inforrnat;ion is received The Pnnolpa! Officer must in such instances

refuse access.
Mandatory protection of privacy of third party who is a n_atural person

PAIA requires that the Principal Officer must refuse access to the records of a third person if

- such disclosure would involve the unreasonable disclosure of personal information about a
third party including a deoeased person. There are however several exceptions to this
provision.

i request for access to a reoord that pertalns to a third party who is a naturai person may
_not be refused if where the mformatton is of the following nature:

. Where an individual has consented to its disclosure;
The information is already publicly available;
e Where the information was given to the pnvate body by the individual and the
individual was advrsed that such mformatron would or might be made available to the
- public; ' '
¢ Information about an mdwlduals physicat or mental health, or well- belng, who is
under the care of the requester and who is under the age of 18 years or is incapable
of understanding the nature of the request and if grvmg access would be in the
individual’s best interests; .
e - Where the information is about an indlwduai who is deceased and the requester is
- the individual's next of kin or made the written request with the consent of the
- deceased’s next of kin; - '
e Where the information relates to the posrtion or function of the indivrduai who is or
‘was an official of a private body

Mandatory proteotion of commercial intormtion of third perty

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

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

* The information must however be granted if the third party has consented to the

: disclosure or where it pertains to the results of any product or environmental testing
supplied by or carried out by the third party and the disclosure of which wouk:l reveal
a serious public safety or en\nronmental risk.

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

Mandatory protection of safety of individuals and protection of property . -
The Principal Officer must refuse access to the records of the fund where:

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

e Such disclosure is Iikely to prejudice or impair the security of a bui!ding‘, structure or
system including but not limited to, a computer or communication system or any
other property. -

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

Mandatory protection of records privileged from production in legal proceedings

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

Commercial Informa_tion of a private body

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

o Trade secrets of the private body;

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

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

* A computer program owned by the private body.

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

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

THIRD PARTIES

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

* Be made as soon as in reasonably possible but withln 21 days of recelwng the
 request;
o By the fastest means possible. Where this is orally, this must be followed by written
notification.
o State that he/she is considering a request for access that may pertain to the third
party and the content of the record in question;
e Fumish the name of the requester.

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

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

i The fee for a copy of the manual as contemplat_ed |n regulatlon 9(2)(c) is R1,10 for every

photocopy of an A4-size page or part thereof.

2. The fees for reproduction réfe'ned fo_ in regulation .i 1(1) are as follows: |

(@)  Forevery photocopy of an ) Ad-size page or
part thereof
(b)  Forevery printed copy of an A4-size page or part

thereof held on a computer or in electronic or machine-

readable form
() Foracopyina computer-readable form on -
()] stiffy disc
(ii) compact disc
(d) ()] For a transcription of visual images,
for an A4-size page or part thereof
(i) For a copy of visual images
(e) (M For a transcription of an audio record
for an Ad-size page or part thereof
(i) Fora copy of an audio”record '

"R

1,10

0,75

7,50
70,00

40,00
60,00

20,00
30,00

3. The request fee payable by a requester, other than a personal requester, referred to -

in regulation 11(2) is R50,00.
4. The access fees payable by a requester referred to in regulation 11(3) are as follows:
- R
(1)(@) For every photocopy of an A4-size page or
part thereof - 1,10
- (b) For every printed copy of an A4-size page or part
thereof held on a computer or in electronic or machine-
readable form 0,756
(c) For a copy in a computer-readable form on -
(i) . stiffy disc 7,50
(ii) compact disc 70,00
(d) () For a transcription of visual images,
for an Ad-size page or part thereof 40,00
(ii) For a copy of visual images 60,00
e ) For a transcription of an audio record, )
for an Ad-size page or part thereof 20,00
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®

@)

©)

(ii) For a copy of an audio record : -+ 30,00

‘To search for and prepare the record for disclosure, R30,00 for each hour or

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

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

(@)  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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ANNEXURE B

REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY
(Section 53(1) of the Promotion of Access to Information Act, 2000
(Act No. 2 of 2000))

[Regulation 10]
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 record 'musr 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 atrached

Full names and sumame:
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 sumame:
Identity number:

D. Particulars of record

(@  Provide full particulars of the record to which access is requested :nca‘udmg rhe
reference number if that is known to you, to enable the record to be located.

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

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

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

(b) You will be notified of the amount required to be paid as the request fee.

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

(d)  If you qualify for exemption of the payment of any fee, please state the reason for
exemption. '

Reason for exemption from payment of fees:

F. Form of access to record

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

|required. «

Disability: - Formm in which record is required:

Mark the appropriate box with an X. '

NOTES:

(a) Comphance 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. if the record is in written or printed form:
copy of l_'eoord* inspection of record

2. | record consists of visual images

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

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

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

iisten to the soundtrack transcription of soundtrack*
(audio cassette) (written or printed document)
4. If record is held on computer or in an electronic or machine-readable form:
printed copy of record* | | printed copy of copy in computer
- ‘information derived from readable form*
the record* (stiffy or compact
disc

*If you requested a copy or transcription of a record (above), do you msh YES |[NO
the copy or transcription to be posted to you?
Postage is payable.
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G Particulars of right 10 be exercised or protected

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

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

H.  Notice of decision regarding request for access

You will be notiﬁéd 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 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 HEQUESTER / PERSON
ON WHOSE BEHALF REQUEST IS MADE
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PROMOTION OF ACCESS TO INFORMATION ACT (PAIA)
SECTION 51 MANUAL FOR THE JIC MINNG PROVIDENT FUND

INTRODUCTION

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

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

Section 32 of the Constitution provides as follows,

1) E#e:j/one has the right of access to
(a) any information held by the State;

‘(b) any information that is held by another person and that is required for the

exercise or protection of any rights.

2) Nat:ona! fegfslation must be enacted to give effect to th.'s right and may provide
for reasonable measures to alleviate the administrative and financial burden on
the State.

The JIC Mining Provident Fund (the Fund) is a duly registered provident fund in terms of the

" Pension Funds Act. As a separate legal entity, the Fund is required in terms of the
Promotion of Access to Information Act to make provisuon for the access of certain
information in terms of the Act :

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

A requester must be given access to any record of a private body if-
(a) that record is required for the exercise or promotion of any rights;
(b) that person complies with the procedural requirements in this Act relating to a
request for access to that record; and
(c) access to that record is not refused in terms of any ground for refusal con templated
in Chapter 4 of this Part.

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

PROCEDURE FOR OBTAINING ACCESS TO INFORMATION |

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

Any person wishing to request any mformatlon from the Fund may use the following contact
details [Section 51(1)(a)].
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~ Contact Details for the Principal Officer of the Fund

Principal Officer. - ‘Mr Ge:t Van den Berg

Physical Address: 28 \Fsagle Street

PRETORIA
"0001\
Postal Address: 28 Vi V‘sﬁgie Street
PFIETOFIIA
0001 '
[te: ~ (oizysea-s320 T e e
Fax ~ (012)323-2027 . |
E-mail: gentv@jic.co.za

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

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

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

~The contact details for the South African Hurhan Rights Commission ére as fcllows:

PAIA Unit

The Research and Documentation Department
Private Bag 2700

Houghton

2041

Tel: (011) 484-8300
Fax: (011) 484-1360

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

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

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

Section 35(1) provides that a fund will deliver to a member a copy of any of the following
documents on demand by a member and upon payrnent of any fee prescﬁbed by the rules
of the fund. Such documents include -
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» The rules of the fund, '
« The last revenue account and the last balance sheet prepared in terms of the Act

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

« The documents referred to under section 35(1) above; :

e The last report by a valuator (if any) in terms of section 16;

« The last statement (if any) and report thereon prepared in terms of section 17;

» Any scheme which is being caried out by the fund in aooordance with the provisions of
" section 18.

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

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

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

Contact details for the Registrar of Pension Funds

The Registrar of Pension Funds
P O Box 35655

Menio Park

0102

446 Rigel Avenue South
Erasmusrand
Pretoria

Tel: (012) 428-8000
Fax: (012) 347-0221
Website: www.fsb.co.za

ACCESS TO THE RECORDS HELD BY THE FUND [SECTION 51 (_1 )c)]

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

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

e Remuneration/income of members =
e Member's contributions and employer contributions
- e The value of benefits and benefit statements past and current
* PAYE paid or payable in respect of a member's benefit
2 Med!cal records obtained in respect of any disability benefit
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 Reasons for withdrawal — for example resignatlon, dismissal efc.
« Details of tax directives, deductions, applications and_e_ertiﬁcates

Private Body Records
This would Include the followrng records but would not be Izmrted thereto.

C Documented proof of FSB reg:stmbon
» Documented proof of SARS approval
e Financial records of the Fund '
« Administrative records o
« Contracts including policies of insurance and admlnistration agreements
e Correspondence

_ ) Statutory records -
» Minutes of trustees meetrngs ,
e Rules, resolutions and amendments
» Databases and spreadsheets
e Investments

Third Parties

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

THE REQUEST PBOCEDURE [SE_C‘HON 51 (1 )e)l

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

e The request must contain the following information:

e It must contain sufficient particulars to enable the Principal Officer of the
retirement fund to identify the record requested as well as the requester,
It must contain information as to the form of access required;
It must provide a postal address or fax number for the requester in the Republic;
e It must indicate what right will be protected or exercised by provndmg the
requester with access to the record and reasons why the record is required to
exercise or protect that right;
o If the requester wishes to be informed of the dec!sion in terms of the request in
_ any form other than a written notification, this must be stated in the request;
o [f the request is made on behalf of another person, the requester must submit
proof of the capacity in which he/she is making the request to the reasonable
- satisfaction of the Pdncipal Officer. .

FEES IN RESPECT OF A REQUEST [ANNE_xunE A]

A requester who seeks access to a record oontainlng personal information about that
requester is not required to pay the request fee. Every other requester, who is nota personal
requester must pay the requrmd request fee. e
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e The Principal Offtcer must notify the requester (other than a personal requester)
by notice, requiring the requester to pay the preecnbed fee (if any) before further
processing the request. 2

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

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

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

~» A record may be withheld until the requester eoncemed has paid the appitcabte
' _tees(fany) ' . .

o After the Pnncrpal Officer has made a dectsion on the request, the nequester .
must be notified in the required fdrm

e |f the request is granted then a turther aeeesefee n'tust be paid for reproduction'
and search and preparation respectively and for any time that has exceeded the
prescribed hours to search and prepare the record for disclosure.

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

The Minister of Justice and Constatutronal Development has not made eny regulations in thls
regard

AVAILABILITY OF THE MANUAL [SECTION 51 (3)]

~ The manual is available for inspectlon at the offices of JlC Mrnrng (Pty) Ltd free of charge,
copres are todged with the SAHRC pu_bitshed m_ the Gevernme_nt Gazette.

DECISION ON REQUEST AND NOTICE THEREOF

The Pnnmpat Officer must wrthrn 30 days of reeerpt of a requ%t for access to a record
decide in accordance with the provisions of PAIA whether or not to grant the request. He/she
must also notify the requester of the decision

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

s The access fees payable ' =
e The form in which access will be given; and
« Notice that the requester may lodge an apphcatien with the court against the access
fee and matters relating thereto.
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If the request is refused the notl-ce must contaln the followmg detalls

e Reasons for the refusai wnh rsferenoe to the provisions of PAIA relied upon to reach
this conclusion, -~
* Any reference to the content of ths record rnust be exciuded from the notice;
-« Notice that the requester may lodge an application with a court agamst the rsfusal of
the request and matters relating thereto

A rsquest for access to a reoord may be granted in pan and refused in part.

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

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

WHAT nsconns MAY BE REFUSED?

PAIA provides for a number of categoﬁes of information that may not be dlsclosed when a
request for access to mformatlon is recsived The Principal Officer must in such mstanoes
refuse access.

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

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

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

e Where an individual has consented to its disclosure;
The information is already publicly available;
Where the information was given to the private body by the mdwnduaj and the
individual was advised thai such information would or m;ght be made available to the
public;

* Information about an individual's physical or mental heaith, or well- bsing, who is
under the care of the requester and who is under the age of 18 years oris mcapable
of understanding the nature of the request and if giving access would be in the
individual's best interests;

* Where the information is about an individual who is dsceased and the requester is

' the individual's next of kin or made the written request with the consent of the

- deceased’s next of kin; R

¢  Where the information relates to the position or function of the indiwdual who is or

- was an official of a private body. .

Mandatory protection of commerciai information of third party

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

The Princrpal Officer must refuse a request for aooese toa recoro where such drsclosure
would be in breach ofa duty of confidenoe owed to a third party in terms of an agreement

Marrdatory protection of safety of individua!s.and protecﬂon ot-property |
The Principal Officer must refuse access to the records of the fund where '

e Such disclosure can reasonably be expected to endanger the lfe or physlcal safety "
- of an individual; or may refuse a request where: .

° Such dreelosure is likely to pre;udroe or imparr the secunty of a burldrng, structure or
system including but not limited to, a computer or oommunrcahon system or any_
other property.

e Such disclosure may prejudrce or rmpair methods systems, pians or procedures for
the protection of an individual in accordance with a wrtness protection scheme or the
_safety of the public or the. security of property

Mandatory protection of records privileged from product'ion in legal proceedings

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

Commercial Information of a private body

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

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

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

Mandatory disclosure is required where such dlsclosure would be in the pu blic interest.

THIRD PARTIES

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

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

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

e State that he/she is consndering a request for access that may pertain to the third
party and the content of the record in question;

* Fumish the name of the requester.

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

The Principal Ofﬁoer must advise the third pa&y,'withiri a reasonable time but not exceeding
30 days after the third party was informed of his/she decision.
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ANNEXURE A -

1. The fee for a copy of the manual as contemplated in regulaﬁon 9(2)(0) ls Fl1 10 for every
photocopy of an A4-size page or part thereof.:

2. The fees for reproduction réferred to in regulation 11(1) are as follows: -
f "_(a) ~ Forevery photocopy of an Ad-size page or e '. o
' part thereof S i LA 10
(b)  Forevery pnnted copy of an A4-size page or pa:t
~ thereof heldon a computer orin electromc or machlne-

readable form CPRRLAS T8 ST T
(¢ Foracopyin aqomputerrreadah_le formon- .
() stfydsc . ... 750
()  compactdisc T 70,00
d (@)  Fora transcription of visual images | oo .
: for an Ad-size page or part theneof - 40,00 \
(i) Foracopyofvisualimages = R 60,00 T
e ) For a transcription of an audio reoord
for an A4-size page or part thereof 20,00
(i)  Foracopy of an aubio_'ifecord'_, - 30,00

3. ‘The request fee payable by a mquester, other than a pemonal requester, referred to
in regulation 11(2) is R50,00.

4, ‘The access fees payable by a requester referred to in regulation 11(3) are as follows:
: R
(1)) For every photocopy of an A4-size page or
part thereof s - 1,10
(b) For every printed copy of an A4-size page or part
thereof held on a computer or m electronic or machine-

readable form : 0,75
(c) Foracopyina computer-readable form on -
() stiffy disc o | 7,50
()  compactdisc © 70,00
(d) @) For a transcription of wsual images,
for an A4-size page or part thereof 40,00
(i)  Fora copy of visual images 60,00

e @ For a transcription of an audio record, .
' for an Ad-size page or part thereof 20,00
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(i) For a copy of an audio record 30,00
(h  To search for and prepare the record for disclosure, R30,00 for each hour or
part of an hour reasonably required for such search and preparation.

2) For purposes of section 54(2) of the Act, the following applies:
(@)  Six hours as the hours to be exceeded before a deposit is payable;
and . _
(b)  one third of the access fée is payable as a deposit by the requester.

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

- REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY . =
(Sectlon 53(1) of the Promotlon of Access to Information Act 2000 _
(Act No. 2 of 2000)) Y

it i bl S8
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 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 sumame:
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 behall request is made

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

Full names and surname:
Identity number:

D.  Particulars of record

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

it to this form. The requester must sign all the additionaf folios.

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

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

(b) You will be notified of the amount required to be paid as the request fee.

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

(d)  If you qualify for exemption of the payment of any fee, please state the reason for
exempition. : .

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 1 to 4 hereunder, state your disability and indicate in which form the record is

required. ) :
| Disability: Form in which record is required: -
Mark the appropriate box with an X.
NOTES: ' _
(a)  Compliance with your request in the specified form may depend on the form in
which the record is available.

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

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

1. If the record is in written or printed form:
copy of record* ' inspection of record

2 if record consists of visual images

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

view the images copy of the images™ transcription of the
images™

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

listen to the soundtrack transcription of soundtrack*®
(audio cassetie) (written or printed document)
4, If record is held on computer or in an electronic or machine-readabie form:
printed copy of record* printed copy of ' copy in computer
. : information derived from readable form*
| the record* (stiffy or compact
- disc

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

If the provided space is inadequate, please continue on a separate folio and attach it to |
this form. The requester must sign all the 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 particuiars to enable compliance with your request.

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

Signed at ___ e - this dayof ____ ' 20

SIGNATURE OF REQUESTER / PERSON
ON WHOSE BEHALF REQUEST IS MADE
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SPENCER STUART & ASSOCIATES (PTY) LTD (“the Company”)

PRO“OT!ON OF ACCESS TO INFORMATION ACT MANUAL (“the Act”)
SECTION 51MANUAL

A. INTRODUCTION TO SPENCER STUART

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

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

Industry Practices: Functional Practices:

Consumer Goods & Services Board Services

Financial Services ' Chief Information Ofﬁcer
Industrial . Diversity :
Life Sciences Financial Officer
Not-for-Profit

Technology, Communications & Media

In addition to senior-level executive search, Spencer Stuart offers a range of
human capital solutions including board director appointments, strategic

. leadership assessment and mid-level recruiting. Our Internet-enabled middle
management recruiting practice combines advanced online research and
dedicated consulting talent to match the most qualified mid-level executives
with positions in leading companies. This fulfills our clients' leadership needs
quickly and with the same quality, personal touch that has been the Spencer
Stuart standard for years.

B. PARTICULARS IN TERMS OF SECTIO THE ACT

1. Contact Details:

Address: Fountain Grove Office Park
5 2™ Road
Hyde Park
~Johannesburg, Gauteng,
- . South Africa
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Telephone: 27 (11) 880-2217
Facsimile: 27 (11) 880-4051 :
Email: - Imariano@spencerstuart.com -

2. The Section 10 Guide on how to use the Act

~ Section 10 of the Act requires the Human Rights Commission (‘the
HRC") to compile a Guide for persons who wish to exercise any rights
under the Act. The Guide will be published in each official language
and will be available from the HRC. Spencer Stuart does not know
when the Guide will be published, but is informed that it may be
available from August 2003. Please direct any inquiries to:

_ “The South African Human Rights Commission:

PAIAUnit :
“The Research and Documentation Department

Postal address:  ~ Private Bag 2700

Houghton 2041
Telephone: ~ +27 11484-8300
Fax: +27 11 484-0582
- Website: _. www.sahrc.org.za
E-mail: ' PAl .za
3. Records Available in terms of any other legislation

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

i Any request for any other records held by the Company must be
made in writing to the Company (by post, fax or e-mail) at the
address (es) set out in section 1 above. The request must
contain all of the information required in the form set out in this
manual. The request document must state what records are
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being requested and why they are necessary for you to exercise
or protect any of your rights. If it does then the Company will
process your request in accordance with the Act. For an
explanation of the process and the fees and time periods which
could be involved, please consult the Guide.

il Should you wish to make a request to obtain documentation
regarding your personal information, such request must be
made in writing and sent to Office Manager at the address noted
above. The request document must state what information is

' being requested and why such disclosure is required to exercise
or protect any rights of the individual. Such requests shall be
addressed in a reasonable and timely fashion with an
appropriate response. Requests may also be made via email
communications, but sufficient information must be given by the
individual in such email so that Spencer Stuart may sufficiently
identify the individual making the request.

il Requests may also be made via email communications, but
sufficient information must be given by the individual in such
email so that Spencer Stuart may sufficiently identify the
individual making the request, or on whose behalf the request is
being made.

iv. Ali requests which are not made in terms of the above
procedures will not fall within the scope of the Act, and in those
cases, records shall be released only pursuant to a valid
subpoena, court order, or other legal requirement, pursuant to
current legislation.

5, Availability of the manual

This Spencer Stuart manual is available, for inspection, free of charge,
at the offices of Spencer Stuart in Johannesburg during office hours at
the specific address (es) as listed in the contact section. Copies shall
also be available with the HRC. This manual will also be published in
the Government Gazette. - o
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TWCL: Union Co-operative Limited
(qumﬂnrma Co-operatives Act 1981)

UNION CO—-OPERATIVE
LITMITED

MANUAL
(FOR PRIVATE BODIES)

In Terms Of The

PROMOTION OF ACCESS TO
INFORMATION ACT

(NO. 2 OF 2000)

(Hereinafter Referred To As “THE ACT”)
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o

UCL: Union Co-operative Limited
L

{Registered under the Co-operatives Act 1881)

1. COMPANY PARTICULARS

- NAME OF THE COMPANY

"Union Co-operative Limited

HEAD OF THE COMPANY
Mr. B. A. Charlton

POSTAL ADDRESS
P. O. BOX 1
DALTON, 3236
KWAZULU-NATAL

STREET ADDRESS
1 NOODSBERG ROAD
DALTON
KWAZULU-NATAL

TELEPHONE NUMBER
(033) 501-1600

 TELEFAX NUMBER
(033) 501-1187

E-MAIL ADDRESS

charltont@uclho.co.za
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2

IJE:I.InﬁonJSvope&aﬁvaIinﬂuui
-

(Registered under the Co-operatives Act 1881)

GUIDE REFERRED TO IN SECTION 10 OF .
THE ACT ’

The guideﬁ referred to in Section 10 is a guide that

must be compiled by the Human Rights Commission

' containing such information as may reasonably be

required by a person who wishes to exercise any right

contemplated in the Act.

The Regulations regarding the P;omotion'of-AcceSS'to

Information published under Government Gazette Notice

R187 of 15 February 2002 set forth how the Human
Rights Commission should make the guide available.

Please direct any queries to:

The South African Human Rights Commission
PAIA Unit |

The Research and Documentation Department

Private Bag 2700

HOUGHTON

2041

Telephone : (011) 484-8300
Telefax : (011) 484-0582/1360
'Website  :-www.sarhc.brg.za
e-mail g PAIA@sahfc.o;g.za"'q

LATEST NOTICE REFERRED TO IN SECTION
52 (2) |

Not applicable.
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152;5thﬂon(h>opmmaumaLunued
"

Wmuc@mmwm

RECORDS AYAILABLEJiﬁ'ACCORDANGE WITH

OTHER LEGISLATION

The relevant records of a public nature provided in
terms of the fbllowing Acts can be found in the
Company’s various policies énd procedures, and the
relevant notifications, and are held at its Head

Office:

o 'Basic Conditions of Employment Act, 75 of 1997
e Co-operatives Act'and Regulations 91 of 1981

¢ Employment Equity Act, 55 of 1998 =~

° Ehvironmeqt Conservation Act 73 of 198§

¢ Labour Relations Act 66 df'1995

® National Water Act 36 of 1998 2

® Occupational Health and Safety Act 85 of 1993
¢ Pensions Fund Act 24 of 1956

® Skills Development Act 97 of 1998

¢ Skills Development Levies Act 9 of 1999

® Unemployment Insurance Act 36 of 2001

REQUESTS FOR  ACCESS TO RECORDS,
DESCRIPTIONS OF SUBJECTS ON WHICH
THE COMPANY HOLDS RECORDS

Requests for access to the recofds available under 4
above, or other relevant operational information,
should be made in terms of Section 53 of the Act and
directed to The General Manager at P.. 0. Box 1,
Dalton, 3236.

OTHER INFORMATION AS PRESCRIBED
Not applicable |
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MANUAL OF
TNT INTERNATIONAL
EXPRESS (PTY) LIMITED
("TNT") IN TERMS OF THE
PROMOTION OF ACCESS
' TOINFORMATION
ACT20f2000

'A.CONTENTS
_"lhtroduction to TNT
1. Contact details of head
2. The Guide
3. Records available in terms of other Ieglslé’tloq_ 5
4. Access .to records held by TNT
()  Subjects and categories of records held by TNT
(ii) The request pmwduﬁs
5. Availability of the. manual |

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

Introduction to TNT - .. .«
TNT is a private company which provides express domestic -and international
distribution services and logistic management solutions to customers thi‘oubhout the

Republic of South Africa. TNT has 11 branches and employs approximately 300
employees countrywide. o :

Mr Johan van Buuren has been duly appointed by the head of TNT, to act as the
- person to whom requests for access to information must be made in terms of the Act.

1. Contact details of head

Mr Johan van Buuren
National Finance and Admmlstrative Manager

Postal address TNT International Express (Pty) lelted
P O Box 2185 s
Johannesburg
- 2000
- South Africa

Physical address . .: . Old Mutual Business Park
' Gewel Street
Isando
Johannesburg
South Africa

Telephone @  011-392 2891
Facsimile : 011-974 4007
~e-maill . . . Johan.Van.Buuren@TNT.com



STAATSKOERANT, 31 JANUARIE2003 No.24316 77
2. The Guilder 1bs v tu iyt & 7 eiFTIANED SUBRA TN B

The Guide will, according to the South African Human Rights Commission, be
available by no later than August 2003. Please direct any queriesto:

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

Postal address ; Private Bag 2700
' Houghton
Telephone i #2711 4343300
| - Facsimile s +27 11484 0582_
- Website » www.sahrc.org.za
E-mail : PAIA@sahrc.org.za

3. Records available in terms of other I'egis:l.aﬂonw |
31 Companies Act 61 of 1973

3.1.1 All documents of incorporation of TNT are lodged at the offices of the
Registrar of Companies, and may be inspected there. These documents
include the memorandum and articles of association of TNT, as well as

the relevant company forms.

3.1.2 The register of members and registers of transfers (of members),
pledges and bonds of TNT are avai!able for mspect!on at the registered
office of TNT. -

3.13 Special resolutions are lodged with the Registrar of Companies, and are

therefore available for inspection there.

3.1.4 A register of the directors' and officials' interests in contracts entered into
by TNT is kept at the registered office of TNT, and is available for

inspection.
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3.2 Pension Funds Act 24 of 1956 — The rules of the pension fund utilised by
TNT, as well as the last revenue account and balance sheet of such fund, are
available for mspec’aon at the offices of the Registrar of Pension Funds.

3.3 Employment Equity Act 55 of 1998 — As a desn;;nated employer TNT has
lodged a copy of its employment equity report at the Department of Labour.

4, 'Access to records held by TNT
(i) Subjects and categorieé of records held by TNT

Note: This section of the Manual sets out the subject and categories of records
held by TNT. The inclusion of any subject or category of records should not be
taken as an indication that records falling within those subjects and/or
categories will be made available under the Act. In particular, certain grdunds of
refusal as set out in the Act may be applicable to a request for suéh records.

4.1 Incorporation documents

4.1.1 The memorandum and articles of association of TNT.
412 The incorporation forms of TNT.

4.2 Constitution of TNT
4.2.1 The share register of TNT.

4.2.2 Shareholders' agreements of TNT, includ'ing' pre-emption, option and
' nominee agreements.

423  Minutes of general meetings of the shareholders of TNT.

424  Register orlist of directors of TNT.
425 ~ Minute books and internal résolutio_ns of TNT.
426  Power of attorney agreements, and a list of persons authorised to bind
TNT. o ' “
.4.2.7 Sltatutory registers of TNT, including a register of bonds and pledges, and

a register of directors' interests in contracts.



STAATSKOERANT, 31 JANUARIE 2003 No. 24316 79

4.3 ' ' Financial records of TNT

431 . Accounting records, books and do_éuments.of TNT.

432 Interim and annual financial reports of TNT,

433  Details of auditors of TNT.

4.3.4 Auditors' reports in respect of audits donductad on TNT.
435 Details of actuaries of the pension scheme utilised by TNT.
436 | Tax retumns of TNT.

4.3.7 : - Other documents and agreements rellating to taxétion.
4.3'.'.8 3 .. _Other financial records of TNT;

4.4  Banking details of TNT

441 Indebtedness to bankers.

442 Bank facilities and accounts details.

4.4.3 Bank statements.

444 The level of overdraft and other borrowings of TNT.
445 | Debt securities issued by TNT.

446 Guarantees given by, or in respect of, TNT.

447 Other financial commitments of TNT. |

448 Other banking records of TNT.

4.5 Human resources / employment recor_'ds

-‘4.5'..1-"  List of employees.

452 Letters or contracts of employment with directors, officers and employees

‘of TNT, and/or doctimentation pertaining to arrangements with directors,
officers and employees of TNT.
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453
454
45.5
456
45.7
4.5.8
4.5.9
4.5.10

4.5.11

4.5.12
4.5.13
4.6

4.6.1

4.6.2

4.7

4.8
-4.8.1
4.8.2

483

Exﬁendﬂum or reimbursement agreements with directors of TNT. |
" Documents relating to employee benefits.
Coﬁipensation or redundancy payments.
Do’cumén:t;an;l 4informat-i.onrin respect.c.if a share incentive scheme.
Personnel ﬂlés. |
Collective and recognition agreements with frade unions. |
Embloyment equity plan of TNT.
Procedural agreements and mli&es of TNT.

Disciplinéry records and documentation pertaining to disciplinary
proceedings.

Training manuals and information pertaining to skills management.
Other information relating to employees of TNT.
Health and safety requirements

Inforrhatlon required to be held by TNT in terms of the Occupational
Health and Safety Act, 1993.

Other documents hold by TNT relating to health and safety.
Pension and provident funds
Documentation held by TNT relating to pension o provident funds.
Intellectual Property |
Trade-marks, patents, oopyrights and designs held by TNT. .
Licences relating to intellectual property rights.

Other agraerhents relating to intellectual property rights.
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4.9 Permits

491 Licences, material permits, consents, approvals, authorisations and
certificates. |

492 Applications for pemﬁs, I_icer-:.o-es. and aufhorisations.

4.9.3 | Registrations and declarations of permits.

4.10 Insurance records
Insurance policies taken out for the benefit of TNT and its employees.

4.11 Immovable and movable property

4.11.1 Agreements for the lease or sale of land by TNT.

4.11 2 Agreements for the fease or sale of movasie property by TNT.

411.3 Liens, notarial bonds or security interests on movable property.

4.11.4 Credit sale agreements and/or hire burchase agreements.

4115 Other agreements for the purchase, ordinary sale, conditional sale, or

hire of assets.

4.12 Information technology

4121 Computer software, support and maintenance agreements.

4.12.2 Computer software licence agre_amerits.

4123 ‘Agreements in respect of computer hardware used by TNT.

4124 Rate stability agreement.

4125 - Agreements with Internet Service Providers, and other
telecommunications entities.

412.6 Leased line agreements.

4.12.7 Other documentation pertaining to computer sysfems and computer

programs held by TNT.
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4.13

4.13.1
4.13.2
4.13.3
4.13.4

4135

4.13.6
4.13.7
4-.13.8
4.13.9
4.13.10
4.13.11

4.13.12

4.13.13

4.13.14
4:13.15 -

4.13.16

4.14

4141

4.14.2

Miscellaneous agreements of TNT

Structured finance agreements.

Loans from third parties (including banks).

- Loans to third paﬂies. :

Suretyship agreements.

" Security agreements, guarantees and indemnities, including notarial

bond agreements.

Agreements restricting the trading activities of TNT.
Agency, management and distribution agreements.
Owner-driver agreements.

Royalty agféements.

Marketing agreements.

~ Service level agreements.

Standard conditions of business and standard-form contracts including

" consignment notes and commercial invoices.

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

consortium, partnership, incorporated or unincorporated association, and
shareholders’ agreements of another entity which TNT is a party to.

Distribution agreements.

Confidentiality and/or non-disclosure agresments.

Any other agreements.
Overseas interests and investments of TNT

" Agreements with foreign entities.

Documents pertaining to overseas interests and investments of TNT.
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4.15

COrrespoﬁdenee
Correseondence of TNT, including internal and external memoranda.
4.16  Information relating to legal proceedings
Records relating to legal prooeedings involving TNT.
4.-17. - Environmental records | |
4171 Environmentel impact assessments and documents pertaining to studies
conducted in this regard.
4.17.2 Agresments pertaining to environmental issues.
417.3 Policy of TNT regarding environmental issues.
418  Research and éc!entiﬂc or technical infonnaﬂon of TNT
'4.1 8.1 Documentation pertaining to research conducted by TNT :
4.18.2 Research reports prepared by TNT.
4.18.3 Scientific and/or technical information in the possession of TNT.
(ii) The request procedures
Form of request:

e The requester must use the prescribed form to make the request for access to a
record. This must be made to the head of TNT. This request must be made to the
address, fax number or electronic mail address of the head of TNT.

e The requester must provide sufficient detail on the request form to eneble th'e.head
of TNT to identify the record and the requester. The requester should also indicate
which form of access is required. The requester should also indicate if he or she
wishes to be informed in any other manner and state the necessary particulars to
be so informed.

» The requester must identify the right that he or she is seeking to exercise or protect
and provide an explanation as to why the requested record is required for the
exercise or protection of that nght
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e Ifarequestis made on behalf of a person, the requester must submit proof of the
capacity in which the requester is making the request to the satisfaction of the head
of TNT. '

Fees:

e The head of TNT must notify the requester (other than a personal requester) by
notice, requiring the requester to pay the fee of R50 before further processing the -
request. A personal requester does not pay such fee.

e The requester may lodge an internal appeal or an application to the court against
the tender or payment of the request fee. -

e The head of TNT will then make a decision on the request and notify the requester
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 had exceeded the prescribed hours
to search and prepare the record for disclosure. '

5. Availability of the manual

The manual is available for inspection at the offices of TNT free of charge. Copies
are also available with the SAHRC and in the Government Gazette.

6. Prescribed fees and forms in respect of private bodies

The presc‘ribed forms and fees for requests to private bodies, are available on the
website of the Department of Justice and Co_nstitutional Development: |

www.doj.gov.za
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MANUAL PREPARED IN ACCORDANCE WITH SECTION 51 OF .
THE PROMOTION OF ACCESS TO INFORMATION ACT, NO. 2 OF 2000

(“the Act”)

PART I

(INFORMATION REQUIRED UNDER SECTION 51 (1) (a) OF THE ACT)

Name of body:

Chief Executive:

Address:
.Postal Address:
Telephone No:

Fax No:

e-mail:

TIPCO (PTY) LTD

L C BARNES

" GEO. PARKES BUILDING -

1 ST. GEORGE’S STREET
KNYSNA

P O BOX 913

KNYSNA

6570

044 382 0727

044382 0747

tipco@mweb.co.za S

PARTII -

(INFORMATION REQUIRED UNDER SECTIoN' 51 (1) (b) OF THE AC'I)

Section 51 (1) (b) ofthe Act calls for a description ofthc guide referred to in section 10
of the Act, if available, and how to obtain access to it. The guide referred to in section 10
is a guide that must be compiled by the Human Rights Commission containing such
information as may reasonably be required by a person who wishes to exercise any right

£ contemplated in the Act: The regulations regarding the Promotion of Accessto
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Information publlshed under Government Notice No. R187 of 15 February 2002 set forth
how the Human Rights Commission should make the guide available.

PART III
(COPY OF NOTICE, IF ANY, REQU]RED UNDER SECTION 51 (1) (c) OF THE

A"'«"T')

Not applicable

PART IV .
(INF ORMATION REQUIRED UNDER SECTION 51 (1) (d) OF THE ACT)

Records are kept in accordance with tlle fol!owing legislation:
Income Tax Act
Value Added Tax Act, 89 of 1991 (section 55)
Unemployment Insurance Act 30 of 1996
Labour Relations Act 66 of 1995
Basic Conditions of Employment Act 75 of 1997
Employment Equity Act 55 of 1998
Skills Development Levies Act 9 of 1999
- Companies Act No. 61 of 1973
- Customs and Excise Act of 1964

: PARTV '
(INFORMATION REQUIRED UNDER SECTION 51 (1) (e) OF THE ACT)

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

- Communications

Correspondence to and from persons within and without the organisation since
mcorporanon 3
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A PARTVI
THE REQUEST PROCEDURES

Form of request'

o The requester must use the presenbed 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 electrome mail address of the body concemed

e The requester must prowde sufficient detail on the request form to enable the head of

- the private body to identify the record and the requester. The requester should also
indicate which form of access is required. The requester should also indicate if he or
she wishes to be informed in any other manner and state the necessary partlculars
required to be so informed. 3 ;

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

o Ifarequest is made on behalf of a person, the reduestef must then submlt proof of the -
capacity in which the requester is makmg the request to the satlsfaehon of the head of :
the private body

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

Fees:

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

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

. The head of the pnvate body w111 make the declslon on the request and notlfy the . |
requester in the required form.

o Ifthe request is granted then a further access fee must be paid for the search, o
reproduction, preparation and for any time that has exceeded the prescribed hours to
search and prepare the record for disclosure. _
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- PARTVII
AVAILABILITY OF THE MAN'UAL

The manual is available for inspection at the offices of this pnvate body free of charge,
furthermore it will be available at the offices of the Human Rights Commission.

: PAR’I‘ VIIX
PRESCRIBED FORMS AND FEE STRUCTURE

The forms and fee su'uctum prescribed under the Act are available at the SAHRC website
(www.sahre. org.za) or the Department of Justice and Constitutional Development website
(www.doj.gov.za) under “regulations”. -
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INTRODUCTION TO SICPA SOUTHERN AFRICA (PTY) LIMITED (SICPA)

The SICPA Group: A global commitment to quality, innovation, added value for the customer, and
the environment.

SICPA Southemn Africa is a subsidiary of SICPA Holding S. A., a privately owned Swiss company with
it's head office in Lausanne, Switzerland. SICPA was founded in 1927 and has grown to be a leading

. manufacturer of inks for packaging applications and security solutions. The Group employs 3,800 people
with a global presence in five continents, operatmg in 38 countries and at 25 manufacturing sites around
the world. .

Products -

The company manufactures a comprehensive range of high quality, state of the art inks and coatings.
Security Inks

SICPA continually develops systems of technically advanced inks and complementary security
technologies that effectively fmpede product and document fraud and counterfeiting, as well as Brand
Protection Systems. _ _ _
Commercial inks and Coatings

SICPA offers a comprehensive range of inks, and ranks as a world class spacialist in packaging inks.
SICPA’s products include:

Offset inks and coatings -

UV inks and coatings

Waterbased and Solvent based flexo inks and coaﬁngs

. Gravure inks and coatings

" Metal Decorating inks and coatings

Environmental Policy

SICPA takes pride in being a global ink manufacturer, committed to health, safety and the environment.

It is one of the world’s most safety conscious ink manufacturers, accepted by customers and end- users

- as a leading company in product stewardship. SICPA uses the most advanced technology and latest
scientific findings to develop, promote and manufacture products and ensures that it's products,
processes and installations meet the most stringent standards of health, safety and environment.
‘SICPA’s central analytical laboratory in Lausanne, Switzerland, in conjunction with regional laboratories,
contribute to ensuring continuous improvements in health, safety and environment, as well as product

 safety.

" In line with SICPA’s policy of product stewardshlp. SICPA has a number of mnovatwe produots to meet'
these requirements. These include: .

UV inks for food packaging apphcatlons :

Food and pharmaceutical inks and coatings with minimal migratfon properties

L.ow odour inks for cigarette packaglng : ; :

Vegetable oil offset inks. _ " ' e

e & 2 9
I

| poath e o s _
SICPA Southern Africa has been actlve in South Afma since. 1992 and has made a sigmf‘nnt
investment in the South African economy over the past decade years, including the constructxon of a
state-of-the-art manufacturing facility in Meadowdale, near Johannesburg.

The company also has three colour centres located in Pinetown, Port Elizabeth and Cape Town.

PARTiCULARs IN TERMS OF SECTION 51
1 CONTACT DETAILS lSect:on 51 ( 1) (a)]
The Managing Director of SICPA Southern Africa has duly authorised the Financial Manager to

- deal with all matters in connection with requesis for information in terms of the Promohon of
Acoess to Informatlon Act, 2 of 2000
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2.

3.

5|

Postal Address: P O Box 1334
: : BEDFORDVIEW
2008

Street Address: = 236 Albert Amon Road
- Meadowdale, Ext. 7

GERMISTON
1401
Telephone: +27 11 453 0582 -
Facsimlle: +27 11 453 0929
E-mail " blaize.wulfsohn@ SICPA.com

THE GUIDE AS DESCRIBED IN SECTION 10. [Section 51(1)(b)] _
The guide will be available from the Human Rights Commission. Please direct any queries to:

The Human Rights Commission:
Postal Address: Private Bag 2700

HOUGHTON

2041
Telephone: +27 11 484 8300
Facsimile: +27 11 484 0582
Website: hitp://www.sahrc.org.za

CATEGORIES OF RECORDS OF SICPA WHICH ARE AVAILABLE WITHOUT A PERSON
HAVING TO REQUEST ACCESS IN TERMS OF THE ACT IN TERMS OF SECTION 52(2).
[Sectlon 51(1)(c)]

No notioe of such records has been made to the Ministe;.

RECORDS AVAILABLE IN TERMS OF ANY OTHER LEGISLATION.
[Section 51(1)(d)]

Records are kept in accordanoe with the following legislation:

¢ Pension Funds Act, 24 of 1956 as amended
e Companies Act, 1 of 1973 as amended

HOW TO REQUEST A RECORD. A DESCRIPTION OF THE SUBJECTS OF THE RECORDS

HELD BY SICPA AND THE CATEGORIES IN WHICH THESE SUBJECTS ARE

CLASSED.[Section 5i(1)(e)]
5.1 ﬁwtorequostarecorﬂ[Seepmformamques!fomfnSedfon 9

o Section 53 prescribes that the requester must use the prescribed form to make the request

: for access to a record. This must be made to the head of the private body, or his duly

authorised deputy. This request must be made to the address, fax number or electronic mail
address of the body concerned.
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5.2

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

e 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. . _

e Ifa request is made on behalf of a person, the requester must then submit proof of the
capacity in which the requaster is making the request to the satisfaction of the head of the

private body.

» The head of the private body must nofify the requester (oiher than a personal requester) by
notice, requiring the requeeter fo pay the prescnbed fee (if any) before further prooassing the
request,

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

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

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

Categories of records held by SICPA
5.21 Web page and library records

- The web page, www.sicpa.com is accessible to anyone who has access to the lntemet
SICPA's website has the following categories:

About SICPA
Commitment
Key figures
Organisation
History

Contact us
Working at SICPA
Solutions

e Security Inks

e Product security .
o Commercial inks
Products -

e Access
Masterblend
Secura

Tempo

e UNI

HSE _
Locations
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. News
NOTE: Automatic access to certain sections of the websits may be limited.
o ; e . f Wl
 SICPA Southern Africa does not maintain a library.
5.2.2 Otherrecords
. Operetional Information
This information can be defined as mformatron needed in the day-to-day runnlng of
- the company. Examples include internal telephone lists, company policies prooedures
and directives, employee reoords and general information. _
6. OTHER INFORMATION AS MAY BE PRESCRIBED [Secﬁon 51(1)() ]
- Not applicable. _
7. AVAILABILITY OF THE MANUAL.[Section 51(3)]

This manual is available from the South African Human Rrghts Commassion (see details above) and
SICPA (see details above). : _

8. FEES IN RESPECT OF PRIVATE BODIES
1) The fee for a copy of the manual as oontemplated in regulation 9(2)(0) is R1,10 for every

photocopy of an A4-size page or part thereof.
2) The fees for reproduchon referred fo in regulation 11(1) are as follows

(a) For every photocopy of an A4 size page or part thereof .. 410
(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) Foracopyina computer-readable form on:- o
i. stiffy disc 7,50
ii. compactdisc _ 70,00
(d) i. For a transcription of visual images, for an A4 size page _
or part thereof ~ 40,00
(e) i Fora transcription of an audio record, for an A4 size page e
or part thereof o 20,00
ii Fora copy of an audio record N -30'00

3) The request fee payable by a requester, other than a personal requester referred to in regulat%on
11(2) is R50,00
4) The access fees payable by a requester referred to in regulation 11(3) are as follows:

R

1) (@)  Forevery photocopy of an A4 size page or part thereof 1,10
(b)  Forevery printed copy of an A4 size page or part ' i g
: thereof held on a computer or in electronic or machine-readable s

. form _ 0,75

(c) For acopyina oomputer-readable form on -
I. stiffy disc Cow 7,50
ii. compact disc 70,00
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(d) (i) For a transcription of visual images, for an A4 size page or
part thereof - :
60,00

(i) For a copy of visual images =
(¢) (i) For a transcription of an audio record, for an A4 size page
or part thereof ' : 20,00
(i) For a copy of an audio record 30,00

H To search for and prepare the record for disclosure, R30,00 for
: each hour or part of an hour reasonably required for such search
and preparation. _

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

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

(b) one third of the access fee is payable as a deposit by the requester.
3) The actual postage is payable when a copy of a record must be posted to a requester.
9. PRESCRIBED REQUEST FORM
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 10]
A) Particulars of private body _
The Managing Director: SICPA Southern Africa (Pty) Limited

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:

D) Particulars of record

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

(b) If the provided space is inadequate, pieasa conﬁnue on a separate folio and attach it to this
form. The requester must sign all the addltionaI follos

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

E) Fees

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

(b) You will be notified of the amount required to be paid as the request fee.

(c) The fee payable for access to a record depends on the form in which access is requrred 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 exemptlon

Reason for exemption from payment of fees:

F) Formofaccesstoredord

If you are prevented by a drsabliity to read, view or listen to the reoord in the form of access
provided for in 1 to 4 hereunder, state disability and indicate in which form the record is required.

Disabllity Form in which record is required:

Mark the appropriate box with an X
- | NOTES: . . : ; g .
(@) Compliance with your request in 1he speclﬁed fon'n may depend on. the form in whlch the

record is available.

(b) Access in the form requested may be refused in certain cirwn'sstances 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 parﬁy by the form in which
access is requested.

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

copy of record* = inspection of record

2. If record consists of visual Iniages

(this includes photographs, slides, video recordings, computer-generated images, sketches, etc.):
view the images copy of the mages Ttranscriphon of the images*

' 3 H' recofd consists of recorded words or Informatlon which can be reprodueed in sound:

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

4. Ifrecord is held on computer or in an electronic or machine-readable form

printed copy of record* printed copy of information | oopy in obmputer readable
T - derived from the record* form* '
_ o ' . (stiffy or oompact dtsc)
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*If you requested a copy of transcription of a record (above), do you wish the copy YES | NO
or transcription to be posted to you? -
PWhﬂelspayable i

- G) Particulars of right to be exercised or profected

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

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

2. Explain why the record requested ls required for the exercise or protection of the
aforementioned right. - _

H) Notloe of daclsion regarding requost for access

You will be notified in wﬁtmg 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 compliance with your request.

How would you. prefer to be mfonned of the decision regardmg your request for acoess to the

Signed at _ this day of _ 20

SIGNATURE OF REQUESTER/PERSON ON WHOSE BEHALF REQUEST IS MADE
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INTRODUCT|0N TO CIRCLE TRAVEL (PTY) LTD _
CIRCLE TRAVEL (PTY) LTD CARRIES ON THE BUSlNESS OF A TRAVEL AGENT :

B PARTICULARS IN TERMS OF THE SECTION 51 MANUAL
1 A CONTACT DETAILS | -
. PHYSICALADDRESS: = - BLOCKA
FERN MANOR
10 HUNTER STREET
FERNDALE
2194
POSTAL ADDRESS: P.O. BOX 2629
| ' RANDBURG
| - 2125 -
TELEPHONE: (011) 886 - 9442 |
FAX: | - (011)787-0071 -
B DIRECTORS: - BETAFFS - GROUP FINANCIAL DIRECTOR
. LPCURD . . MANAGING DIRECTOR i
- - RSMIT GEN. MANAGER / INFO. OFFICER
TELEPHONE: | - (011) 886 - 9442 |
CFAX: - (011) 787 -0071
E-MAIL ADDRESS: rsmit@plp.co.za
2 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
ENQUIR!ES TO THE SAHRC AT TEL NO +27 11 484 - 8300,

3 RECORDS AVAILABLE IN TERMS OF ANY: OTHER LEGISLA'I'ION
1 INCOME TAX ACT NO 95 OF 1967 '
2 COMPANIES ACT NO 61 OF 1973
3 VALUE ADDED TAX ACT NO. 89 OF 1991
4 REGIONAL SERVICES COUNCIL ACT NO. 109 OF 1935 ; me
5 COMPENSATION FOR OCCUPATIONAL INJURIES AND HEALTH DISEASES ACT NO. 130
OF 1903

6 EMPLOYMENT EQUITY ACT NO 55 OF 1993 :
7 UNEMPLOYMENT CONTRIBUTIONS ACT NO 4 OF 2002
8 UNEMPLOYMENT INSURANCE ACT NO 63 OF 2001
9 EMPLOYMENT EQUITY ACT NO NO. 55 OF 1998 :

10 BASIC CONDITIONS OF EMPLOYMENT ACT NO. 75 OF 1997

11 SKILLS DEVELOPMENT LEVIES ACT NO. 9 OF 1999 o

12 SKILLS DEVELOPMENT ACT NO. 97 OF 1998 =

13 ACCESS TO INFORMATION ACT NO 2 OF 2000 -

4 A ACCESS TO INFORMATION HELD BY CIRCLE TRAVEL (PTY) LTD (SECT 51(1))

THE FOLLOWING RECORDS ARE AVAILABLE WITHOUT A PERSON HAVING TO
REQUEST ACCESS IN TERMS OF THIS ACT IN TERMS OF SECTION 52(2).

1 ANY BROCHURES OR ADVERTISING MATERIAL

B RECORDS THAT MAY BE REQUESTED .
THE FOLLOWING RECORDS CAN BE REQUESTED FOLLOWING THE PROCEDURE
AS SET OUT IN POINT C.

1 HUMAN RESOURCES
EMPLOYMENT RECORDS AND OTHER RELATED POLICIES
POLICIES ON STAFF RECRUITMENT AND OTHER STAFF RELATED POLICIES
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2 ADMINISTRATION RECORDS : '
REGISTERS AND REGISTRAT!ON FORMS lN TERMS OF THE RELEVANT ACTS
MINUTES OF MEETINGS : : .

3 LEGAL
CONTRACTS, AGREEMENTS AND ANY OTHER LEGAL DOCUMENTS

4 ACCOUNTING RECORDS
FINANCIAL STATEMENTS CLIENTS AND SUPPLIERS INVOICES AND STATEMENTS
BANK STATEMENTS, JOURNALS LEDGERS ' :
CLIENTS AND SUPPLIERS INFORMATION
REGISTERS OF DIRECTORS AND COMPANY OF FICERS
FIXED ASSETS REGISTER

5 SALES AND MARKETING
SALES AND MARKETING STRATEGIES =
MINUTES OF MEETINGS £ B 5 '

6 MANUAL IN TERMS OF THE ACCESS TO INFORMATION ACT NO 2OF 2000

C THE REQUEST PROCEDURE

1 THE REQUESTER MUST USE THE PRESCRIBED FORM TO MAKE THE REQUEST

" FOR ACCESS TO A RECORD.’ THIS REQUEST MUST BE MADE TO THE INFORMATION
OFFICER AT THE ADDRESS OF CIRCLE TRAVEL (PTY) LTD.

2 THE REQUESTER MUST PROVIDE SUFFICIENT DETAIL ON THE REQUEST FORM TO
ENABLE THE INFORMATION OFFICER TO IDENTIFY THE RECORD AND THE
REQUESTER. THE REQUESTER SHOULD ALSO INDICATE WHICH FORM OF ACCESS IS
REQUIRED. THE REQUESTER SHOULD ALSO INDICATE IF ANY OTHER MANNER IS TO
BE USED TO INFORM THE REQUESTER AND STATE THE NECESSARY PARTICULARS
TO BE SO INFORMED.

3 THE REQUESTER MUST IDENTIFY THE RIGHT THAT IS SOUGHT TO BE EXERC!SED
" OR TO BE PROTECTED AND PROVIDE AN EXPLANATION OF WHY THE REQUESTED -
RECORD IS REQUIRED FOR THE EXERCISE OR PROTECTION OF THAT RIGHT.

4 IF A REQUEST IS MADE ON BEHALF OF ANOTHER PERSON, THE REQUESTER
MUST THEN SUBMIT PROOF OF THE CAPACITY IN WHICH THE REQUESTER IS
MAKING THE REQUEST TO THE SATISFACTION OF THE IN FORMATION OFFICER OF
CIRCLE TRAVEL (PTY) LTD. 7

D FEES - '

A REQUESTER WHO SEEKS ACCESS TO A RECORD CONTAINING PERSONAL
INFORMATION ABOUT THAT REQUESTER IS NOT REQUIRED TO PAY THE REQUEST
FEE. EVERY OTHER REQUESTER, WHO IS NOT A PERSONAL REQUESTER, MUS’T
PAY THE REQUIRED REQUESTED FEE: %

a THE INFORMATION OFFICER WILL NOTIFY THE REQUESTER REQUIRING THE
REQUESTER TO PAY THE PRESCRIBED FEE (IF ANY) BEFORE FURTHER PROGESSING
THE REQUEST.

b THE FEE THAT THE REQUESTER MUST PAY IS R67. THE REQUESTER MAY LODGE
AN APPLICATION TO THE COURT AGAINST THE PAYMENT OF THE REQUEST FEE.

¢ AFTER THE DIRECTOR HAS MADE A DECISION:ON THE REQUEST, THE REQUESTER
WILL BE NOTIFIED IN THE REQUIRED FORM.

d IF THE REQUEST IS GRANTED A FURTHER ACCESS FEE MUST BE PAID FOR THE
SEARCH, REPRODUCTION, PREPARATION AND FOR ANY TIME THAT HAS EXCEEDED
THE PRESCRIBED HOURS TO SEARCH AND PREPARE THE RECORD FOR
DISCLOSURE.
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10

LINE DIAGRAM OF THE. COMPANY'S OPERATIONS

" | BOARD OF DIRECTORS B

. ]
| . GENERAL MANAGER . = Va4
ADMINISTRATION Froald *
FINANCE . © . SALES - -
| LEGAL MARKETING
HUMAN RESOURCES - il

OTHER INFORMATION AS MAY BE PRESCRIBED = . '
THE MINISTER OF JUSTICE AND CONSTITUTIONAL DEVELOPMENT HAS NOT MADE
ANY REGULATIONS IN THIS REGARD.

AVAILABILITY OF THE MANUAL

THE MANUAL WILL BE AVAILABLE FOR INSPECTION AT THE PREMISES OF

CIRCLE TRAVEL (PTY) LTD, FREE OF CHARGE.

COPIES OF THE MANUAL IS AVAILABLE AT THE SAHRC AND INTHE GOVERNMENT

GAZETTE.
PRESCRIBED FEES  AMOUNT VAT TOTAL
REQUEST FEE 5000 700  57.00
REPRODUCTION FEES | . | B ol 7T )

a PHOTOCOPIES PER A4 OR PART THEREOF 110 o5 1.25

b PRINTED COPIES @ A4 OR PARTONCOMPUTER ~~ 0.75 011 086

¢ COPY IN COMPUTER READABLE FORM e
1) STIFFY DISC 750 105 8.55
2) COMPACT DISC 70.00 9.80  79.80
ACCESS FEES 2 T !

a PHOTOCOPIES PER A4 OR PART THEREOF 1.10 0.15 1.25

b PRINTED COPIES @ A4 OR PART ON COMPUTER 0.75 0.11 086

¢ COPY IN COMPUTER READABLE FORM - ' -

1) STIFFY DISC 750 105 855
2) COMPACT DISC 70.00 19,80 - 79.80

TO SEARCH AND PREPARE THE RECORD FOR DISCLOSURE, FOR EACH HOUR OR
PART OF AN HOUR REASONABLY REQUIRED FOF 30.00 420 = 3420
IF ANY OTHER FORM OF ACCESS IS REQUIRED, THE FEES AS PRESCRIBED BY THE -

SAHRC WILL APPLY.
POSTAGE

THE ACTUAL COST OF THE POSTAGE WILL BE PAYABLE BY THE REQUESTER IF
A COPY OF THE RECORD IS TO BE POSTED. -

LINKS FOR FEES

THE FOLLOWING WEBSITES CAN BE' ACCESSED TO OBTAINOR CONFIRM THE FEES:

1 www.sahrc.org.za
2 www.doj.gov.za

PRESCRIBED FORMS |

SOUTH AFRICAN HUMAN RIGHTS COMMISSION WEBSITE

o DEPT OF JUSTICE AND CONSTITUTIONAL DEVELOPMENT

COPIES OF THE FORMS ARE ATTACHED AS AN ADDENDUM TO THE MANUAL
COPIES OF THE FORMS ARE AVAILABLE AT THE PREMISES OF CIRCLE TRAVEL

(PTY) LTD.
GUIDELINES

THE GUIDELINES AS LAID OUT BY THE SAHRC FOR THE COMPILATION OF THE
MANUAL, WAS USED IN THE PREPARATION OF THE MANUAL.
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INTRODUCTION TO PRIVATE LABEL PROMOTIONS (PTY) LTD

PRIVATE LABEL PROMOTIONS (PTY) LTD CARRIES ON THE BUSINESS OF MANAGING CALL
CENTRES ON BEHALF OF ITS CLIENTS AND DIRECTORY SALES AND SERVICES. PRIVATE
LABEL PROMOTIONS (PTY) LTD IS THE HOLDING COMPANY OF CIRCLE TRAVEL (PTY) LTD.

B
1

PARTICULARS IN TERMS OF THE SECTION 51 MANUAL

A CONTACT DETAILS

PHYSICAL ADDRESS : FERN MANOR
' ' 10 HUNTER STREET
FERNDALE
POSTAL ADDRESS: 2194
: P.O. BOX 2629
RANDBURG
2125
TELEPHONE: (011) 886 - 9631
FAX: (011) 789 - 5480
DIRECTORS: BE TAFFS GROUP FINANCIAL DIRECTOR
CL LPCURD MANAGING DIRECTOR
INFORMATION OFFICER: LJ BENNETS ;
TELEPHONE: (011) 886 - 9631
FAX: (011) 787 - 0071
E-MAIL ADDRESS: ; Ibennets@plp.co.za
WEBSITE ADDRESS: . www.plp.co.za
BUSINESS STRUCTURE '
. [PRIVATE LABEL PROMOTIONS (PTY) LTD |
S W I ... SR
CIRGLE TRAVEL (PTY) LTD : DIALOGUE UE COMMUNICATIONS
_100% 33.5%

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
ENQUIRIES TO THE SAHRC AT TEL NO +27 11 484 - 8300.

RECORDS AVAILABLE INI TERMS OF ANY OTHER LEGISLATION.
1 INCOME TAX ACT NO 95 OF 1967

- 2 COMPANIES ACT NO 61 OF 1973

3 VALUE ADDED TAX ACT NO. 89 OF 1891
4 REGIONAL SERVICES COUNCIL ACT NO. 109 OF 1985
5 COMPENSATION FOR OCCUPATIONAL INJURIES AND HEALTH DISEASES ACT NO. 130
OF 1983
6 EMPLOYMENT EQUITY ACT NO 55 OF 1998
7 UNEMPLOYMENT CONTRIBUTIONS ACT NO 4 OF 2002
8 UNEMPLOYMENT INSURANCE ACT NO 63 OF 2001
9 EMPLOYMENT EQUITY ACT NO NO. 55 OF 1998
10 BASIC CONDITIONS OF EMPLOYMENT ACT NO. 75 OF 1997
11 SKILLS DEVELOPMENT LEVIES ACT NO. 9 OF 1999
12 SKILLS DEVELOPMENT ACT NO. 97 OF 1998
13 ACCESS TO INFORMATION ACT NO 2 OF 2000

A ACCESS TO INFORMATION HELD BY PRIVATE LABEL PROMOTIONS (PTY) LTD
THE FOLLOWING RECORDS ARE AVAILABLE WITHOUT A PERSON HAVING TO
REQUEST ACCESS IN TERMS OF THIS ACT IN TERMS OF SECTION 52(2).

1 ANY BROCHURES OR ADVERTISING MATERIAL '
2 INSPECTION OF THE MANUAL IN TERMS OF THE PROMOTION OF ACCESS TO

INFORMATION ACT, NO 2 OF 2000.
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B RECORDS THAT MAY BE REQUESTED. -
THE FOLLOWING RECORDS CAN BE REQUESTED FOLLOW%NG THE PROCEDURE .
AS SET OUT IN POINT C.
1 HUMAN RESOURCES (HR) .
EMPLOYMENT RECORDS AND OTHER RELATED POLICIES
POLICIES ON STAFF RECRUITMENT AND OTHER STAFF RELATED POLICIES
2 ADMINISTRATION RECORDS (ADMIN)
REGISTERS AND REGISTRATION FORMS IN TERMS OF THE RELEVANT ACTS
MINUTES OF MEETINGS
3 LEGAL
CONTRACTS, AGREEMENTS, AND ANY OTHER LEGAL DOCUMENTS
4 FINANCIAL RECORDS (FINANCE)
FINANCIAL STATEMENTS, CLIENTS - AND SUPPLIERS INVOICES AND STATEMENTS
BANK STATEMENTS, JOURNALS, LEDGERS
CLIENTS AND SUPPLIERS INFORMATION
REGISTERS OF DIRECTORS AND COMPANY OFFICERS
FIXED ASSETS REGISTER
5 INFORMATION TECHNOLOGY (IT)
SYSTEM RECORDS
6 OPERATIONS
CALL CENTRE OPERATIONS
7 SALES AND MARKETING
- SALES AND MARKETING STRATEGIES
MINUTES OF MEETINGS -
~ 8 MANUAL IN TERMS OF THE ACCESS TO INFORMATION ACT NO 2 OF 2000
C THE REQUEST PROCEDURE
1 THE REQUESTER MUST USE THE PRESCRIBED FORM TO MAKE THE REQUEST
FOR ACCESS TO A RECORD. THIS REQUEST MUST BE MADE TO THE INFORMATION
OFFICER AT THE ADDRESS OF PRIVATE LABEL PROMOTIONS (PTY) LTD. '
2 THE REQUESTER MUST PROVIDE SUFFICIENT DETAIL ON THE REQUEST FORM TO
 ENABLE THE INFORMATION OFFICER TO IDENTIFY THE RECORD AND THE
REQUESTER. THE REQUESTER SHOULD ALSO INDICATE WHICH FORM OF ACCESS IS
REQUIRED. THE REQUESTER SHOULD ALSO INDICATE IF ANY OTHER MANNER IS TO
BE USED TO INFORM THE REQUESTER AND STATE THE NECESSARY PARTICULARS
TO BE SO INFORMED.
3 THE REQUESTER MUST IDENTIFY THE RIGHT THAT IS SOUGHT TO BE EXERCISED
OR TO BE PROTECTED AND PROVIDE AN EXPLANATION OF WHY THE REQUESTED
. RECORD IS REQUIRED FOR THE EXERCISE OR PROTECTION OF THAT RIGHT.
4 IF AREQUEST IS MADE ON BEHALF OF ANOTHER PERSON, THE REQUESTER
MUST THEN SUBMIT PROOF OF THE CAPACITY IN WHICH THE REQUESTER IS
MAKING THE REQUEST TO THE SATISFACTION OF THE INFORMATION OFFICER OF
PRIVATE LABEL PROMOTIONS (PTY) LTD.
D FEES
A REQUESTER WHO SEEKS ACCESS TO A RECORD CONTAINING PERSONAL
INFORMATION ABOUT THAT REQUESTER IS NOT REQUIRED TO PAY THE REQUEST
FEE. EVERY OTHER REQUESTER, WHO IS NOT A PERSONAL REQUESTER, MUST
PAY THE REQUIRED REQUESTED FEE:
a THE INFORMATION OFFICER WILL NOTIFY THE REQUESTER, REQUIRING THE
REQUESTER TO PAY THE PRESCRIBED FEE (IF ANY) BEFORE FURTHER PROCESSING
THE REQUEST.
b THE FEE THAT THE REQUESTER MUST PAY IS R57. THE REQUESTER MAY LODGE
AN APPLICATION TO THE COURT AGAINST THE PAYMENT OF THE REQUEST FEE.
¢ AFTER THE DIRECTOR HAS MADE A DECISION ON THE REQUEST, THE REQUESTER
WILL BE NOTIFIED IN THE REQUIRED FORM.
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d IF THE REQUEST ISGRANTED 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.
- LINE DIAGRAM OF THE COMPANY‘S OPERA'I'IONS

| OARD OF DIRECT ORS I
| |
| MANAGING DIRECT OR |
N ] OPERATIONS T SALES
|FiNANCE ; ' MARKETING
LEGAL
HR

OTHER INFORMATION AS MAY BE PRESCRIBED

THE MINISTER OF JUSTICE AND CONSTITUTIONAL DEVELOPMENT HAS NOT MADE

~ ANY REGULATIONS IN THIS REGARD.
AVAILABILITY OF THE MANUAL

THE MANUAL WILL BE AVAILABLE FOR INSPECTION AT THE PREMISES OF

PRIVATE LABEL PROMOTIONS (PTY) LTD, FREE OF CHARGE.

COPIES OF THE MANUAL IS AVAILABLE AT THE SAHRC AND IN THE GOVERNMENT

GAZETTE.
PRESCRIBED FEES - - AMOUNT VAT - TOTAL
REQUEST FEE 50.00 7.00 57.00
REPRODUCTION FEES | -
a PHOTOCOPIES PER A4 OR PART THEREOF 1.10 0.15 1.25
b PRINTED COPIES @ A4 OR PART ON COMPUTER 0.75 0.11 0.86
¢ COPY IN COMPUTER READABLE FORM | .
© 1) STIFFY DISC R 7.50 1.05 8.55
2) COMPACT DISC | 70.00 9.80 79.80
ACCESS FEES | | -
a PHOTOCOPIES PER A4 OR PART THEREOF 1.10 0.15 1.25
b PRINTED COPIES @ A4 OR PART ON COMPUTER 075 0.11 0.86
¢ COPY IN COMPUTER READABLE FORM -
1) STIFFY DISC o 7.50 1.05 8.56
2) COMPACT DISC | 70.00 9.80 79.80

TO SEARCH AND PREPARE THE RECORD FOR DISCLOSURE, FOR EACH HOUR OR

PART OF AN HOUR REASONABLY REQUIRED FOR SL 30.00

4.20

34.20

IF ANY OTHER FORM OF ACCESS IS REQUIRED, THE FEES AS PRESCRIBED BY THE

SAHRC WILL APPLY.
POSTAGE

THE ACTUAL COST OF THE POSTAGE WILL BE PAYABLE BY THE REQUESTER IF

A COPY OF THE RECORD IS TO BE POSTED.
LINKS FOR FEES

THE FOLLOWING WEBSITES CAN BE ACCESSED TO OBTAIN OR CONFIRM THE FEES:

1 www.sahrc.org.za SOUTH AFRICAN HUMAN RIGHTS COMMISSION WEBSITE
2 www.doj.gov.za DEPT OF JUSTICE AND CONSTITUTIONAL DEVELOPMENT
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PRESCRIBED FORMS 7 ' a '
COPIES OF THE FORMS ARE ATTACHED AS AN ADDENDUM TO THE MANUAL.
COPIES OF THE FORMS ARE AVAILABLE AT THE PREMISES OF PRIVATE LABEL

PROMOTIONS (PTY) LTD.

GUIDELINES .
THE GUIDELINES AS LAID OUT BY THE SAHRC FOR THE COMPILATION OF THE

MANUAL, WAS USED IN THE PREPARATION OF THE MANUAL.
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INTRODUCT!ON TO HORAK INSURANCE BROKERS CC

HORAK INSURANCE BROKERS CC IS A CLOSE RPORAT!ON WH!CH SPECIALISES IN: LONG
TERM INSURANCE BROKERING. % : . it

B PART!CULARS IN TERMS OF THE SECT ION 51 MANUM

1 A CONTACT DETAILS : b ;
_-%-'?10"3RD'STREET.-. oy

PHYSICAL ADDRESS ;1 « - -
: o T i LA ROCHELLE
- JOHANNESBURG |
POSTAL ADDRESS: . P.O.BOX90224 -
- C .. ...t BERTSHAM =
et USSR et
TELEPHONE: . ° " .. - (011)435-0200
FAX: R e T T (091). 435 <0224
B MEMBER: _ . A J.HORAK
TELERHONE: ~ (011) 435-0200
FAX: SEL e LT (011) 4360 0224

E-MAIL ADDRESS . '_horak !obalcoz

2 THE SECTION 10 GUIDE ON I-IOW TO USE THE ACT i
THE GUIDE WILL BE AVAILABLE FROM THE SOUTH AFRICAN HUMAN RIGHTS
COMMISSION BY NOT LATER THAN AUGUST 2003. PLEASE DIRECT ANY :
ENQUIRIES TO THE SAHRC AT TEL NO +2z 11 484-8300. - -

3 RECORDS AVAILABLE IN TERMS OF ANY OTHER LEGISLATION
* 1 INCOME TAX ACT NO 95 OF 1967 GRS o A
2 COMPANIES ACT NO 61 OF 1973
3 VALUE ADDED TAX ACT NO. 89°'OF-1991. . .~ - . -
4 REGIONAL SERVICES COUNCIL-ACT NO. 109 OF. 1985
5 COMPENSATION FOR OCCUPATIONAL INJURIES AND HEALTH DISEASES ACT NO 130
OF 1993 :
6 UNEMPLOYMENT EQUITY ACT NO 55 OF 1998
7 UNEMPLOYMENT CONTRIBUTIONS ACT NO 4 OF 2002
8 UNEMPLOYMENT INSURANCE ACT NO 63 OF 2001
9 EMPLOYMENT EQUITY ACT NO NO. 55 OF 1998 : ol
10 BASIC CONDITIONS OF EMPLOYMENT ACT NO. 75 OF 1997
11 SKILLS DEVELOPMENT LEVIES ACT NO. 9 OF 1999 n
12 SKILLS DEVELOPMENT ACT NO. 97 OF 1988 .. '~
13 ACCESS TO INFORMA'I‘ION ACT NO 2 OF’ZOOO

4 A THE FOLLOWING RECORDS ARE AVAILABLE WITHOUT A PERSON HAVING TO
REQUEST ACCESS IN TERMS OF THIS ACT IN TERMS OF SECTION 52(2).
1 ANY BROCHURES OR ADVERTISING MATERIAL WHICH DISPLAYS THE PRODUCTS
SOLD BY THE CORPORATION

B RECORDS THAT MAY BE REQUESTED
THE FOLLOWING RECORDS CAN BE REQUESTED FOLLOWING THE PROCEDURE
AS SET OUT IN POINT C.

1 EMPLOYMENT RECORDS AND OTHER RELATED POLICIES

2 POLICIES ON STAFF RECRUITMENT AND OTHER STAFF RELATED POLICIES

3 ACCOUNTING RECORDS
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CTHEREQUESTPROOEDURE i AR e B R e D

1 THE REQUESTER MUST USE THE PRESCR!BED FORM TO MAKE THE REQUEST
FOR ACCESS TO A RECORD. THIS MUST BE MADE TO THE MEMBER OF HORAK
INSURANCE BROKERS CC. THIS REQUEST MUST BE MADE TO THE ADDRESS OR
FAX NUMBER OF HORAK INSURANCE BROKERS CC.

2 THE REQUESTER MUST PROVIDE SUFFICIENT DETAIL ON THE REQUEST FORM TO
ENABLE THE MEMBER TO IDENTIFY THE RECORD AND THE REQUESTER. THE
REQUESTER SHOULD ALSO INDICATE WHICH FORM OF ACCESS IS REQUIRED.

THE REQUESTER SHOULD ALSO INDICATE IF ANY OTHER MANNER IS TO BE USED
TO INFORM THE REQUESTER AND ST ATE THE NECESSARY PARTICULARS TO BE
SO INFORMED.

3 THE REQUESTER MUST IDENTIFY THE RIGHT THAT IS SOUGHT TO BE EXERCISED -
OR TO BE PROTECTED AND PROVIDE AN EXPLANATION OF WHY THE REQUESTED
RECORD IS REQUIRED FOR THE EXERCISE OR PROTECTION OF THAT RIGHT.

4 |F AREQUEST IS MADE ON BEHALF OF ANOTHER PERSON, THE REQUESTER
MUST THEN SUBMIT PROOF OF THE CAPACITY IN WHICH THE REQUESTER IS
MAKING THE REQUEST TO THE SATISFACTION OF THE MEMBER OF HORAK
INSURANCE BROKERS CC.

D FEES :

A REQUESTER WHO SEEKS ACCESS TO A RECORD CONTAINING PERSONAL
INFORMATION ABOUT THAT REQUESTER IS NOT REQUIRED TO PAY THE REQUEST
FEE. EVERY OTHER REQUESTER, WHO IS NOT A PERSONAL REQUESTER MUST
PAY THE REQUIRED REQUESTED FEE: =

a THE MEMBER WILL NOTIFY THE REQUESTER, REQUIR!NG THE REQUESTER TO PAY
THE PRESCRIBED FEE (IF ANY) BEFORE FURTHER PROCESSING THE REQUEST.

b THE FEE THAT THE REQUESTER MUST PAY IS R57. THIS AMOUNT INCLUDES VAT

- AT 14%. THE REQUESTER MAY LODGE AN APPL!CATION TO THE COURT AGAINST
THE PAYMENT OF THE REQUEST FEE. B

¢ AFTER THE MEMBER HAS MADE A DECISION ON TI'IE REQUEST THE REQUESTER
WILL BE NOTIFIED IN THE REQUIRED FORM.

d IF THE REQUEST IS GRANTED A FURTER ACCESS FEE MUST BE PAID FDR ‘I'HE
SEARCH, REPRODUCTION, PREPARATION AND FOR ANY TIME THAT HAS EXCEEDED
THE PRESCRIBED HOURS TO SEARCH AND PREPARE THE RECORD FOR
DISCLOSURE.

OTHER lNFORMATION AS MAY BE PRE$GRIBED -.
THE MINISTER OF JUSTICE AND COﬂSTlTUTIONAL D‘EVELOPMENT HAS NOT MADE
ANY REGULATIONS IN THIS REGARD -

AVAILABILITY OF THE MANUAL E

THE MANUAL WILL BE AVAILABLE FOR INSPECT!ON A'l' THE PREMISES OF HORAK
INSURANCE BROKERS CC, FREE OF CHARGE. = -

COPIES OF THE MANUAL !S AVNLAB-LE AT THE SAHRC AND IN THE GOVERNMENT
GAZETTE.
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7 PRESCRIBED FEES ' “eoett oo AMOUNT VAT - TOTAL
A REQUEST FEE ' ) - . 50.00 7.00 57.00
B...REPRODUCTION FEES: . i+ 70 il P 3 o VR LT

a PHOTOCOPIES PER A4 OR PART: THEREOF SR G910 018 - T 260
b PRINTED COPIES @ A4 OR PART ON COMPUTER - - 075 0.1 ; 0.86
¢ COPY IN COMPUTER READABLE FORM e L b v b '
1) STIFFY DISC _ 5o 7.50 1.06 8.55
2) COMPACTDISC ' LA 70.00 980 . S 79.80
C ACCESS FEES ' ' SR Sl b Teoml T g gBAE -
a PHOTOCOPIES PER A4 OR PART THEREOF G~ 110 015 1.25
b PRINTED COPIES @ A4 OR PART ON COMPUTER 075 - 0.1 -0.86
¢ COPY IN COMPUTER READABLE FORM R g - - - -
1) STIFFY DISC SRR LR 1 208 0 T 8.55
2) COMPACT DISC o Wy - 70.00 9.80 79.80

D TO SEARCH AND PREPARE THE RECORD FOR DISCLOSURE, FOR EACH HOUR OR
PART OF AN HOUR REASONABLY REQUIRED FOR SUCH SEARCH AND PREPARATION
‘ Fdm 30.00 420 34.20
E POSTAGE
THE ACTUAL COST OF THE POSTAGE WILL BE PAYABLE BY THE REQUESTER IF
A COPY OF THE RECORD IS TO BE P@STED :
F  LINKS FOR FEES
THE FOLLOWING WEBSITES CAN BE ACCESSED TO OBTAIN OR CONFIRM THE FEES:

1 www.sahrc.org.za .. SOUTH AFRICAN HUMAN RIGHTS COMMISSION WEBSITE

2 www.doj. goviza DEPARTMENT OF JUSTICE AND CONSTITUTIONAL DEVELOPMENT

8 PRESCRIBED FORMS:
- COPIES OF THE FORMS ARE ATTACHED AS AN ADDENDUM TO THE MANUAL
COPIES OF THE FORMS ARE AVAILABLE AT THE PREMISES OF THE FOURIE. .
FOUNDATION FAMILY TRUST s : W B 3030

9 GUIDELINES Pa '
' THE GUIDELINES AS LAID OUT BY THE SAHRC FOR THE COMPILATION OF THE :
MANUAL, WAS USED IN THE PREPARAT!ON OF THE MANUAL. - '
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INTRODUCTION TO HORAK PROPERTIES CC

HORAK PROPERTIES CC IS ACLOSE CORPORAT!ON WHOSE MAIN BUSINESS IS THE LETI'ING-
OF PROPERTY. THE CORPORATION HAS NO EMPLOYEES sy e :

B PART!GULARS_ IN TERMS OF T.HE SECTI,ON 51 MANUAL'...' :

1 A CONTACT DETAILS « wow B
PHYSICALADDRESS: =~ 10 3RD STREET
: ! E ' LAROCHELLE
JOHANNESBURG
2000
POSTAL ADDRESS: ~ P.O.BOX 90224
R R " BERTSHAM
: : PR D1 k S
TELEPHONE: . (011)435-0200
- FAX: ©(011)435-0224 -
B MEMBER: . AJHORAK
TELERHONE: (011) 435-0200 -
FAX: C o (oin43s-024
2 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
ENQUIRIES TO THE SAHRC AT TEL N’O +27 11 484 8300. v

3 RECORDS AVAILABLE IN TERMS OF ANY OTHER LEGiSLA'!’ION
1 INCOME TAX ACT NO 95 OF 1967 %
2 COMPANIES ACT NO 61 OF 1973
3 REGIONAL SERVICES COUNCIL ACT NO. 109 OF 1985

4 A ACCESS TO INFORMATION HELD BY HORAK PROPERTIES cc (SECT 51(1 ))
THE FOLLOWING RECORDS ARE AVAILABLE WITHOUT A PERSON HAVING TO'
REQUEST ACCESS IN TERMS OF THIS ACT IN TERMS OF SECTION 52(2).
1 ANY BROCHURES OR ADVERTISING MATERIAL WHICH DISPLAYS THE PROPERTY
TO BE LET. |

. B RECORDS THAT MAY BE REQUESTED
THE FOLLOWING RECORDS CAN BE REQUESTED FOLLOWING THE PROCEDURE
AS SET OUT IN POINT C. :
1 ACCOUNTING RECORDS
2 STATUTORY RETURNS
3 ADMINISTRATION REC_ORDS

C THE REQUEST PROCEDURE )

1 THE REQUESTER MUST USE THE PRESCRIBED FORM TO MAKE THE REQUEST .
FOR ACCESS TO A RECORD. THIS MUST BE MADE TO THE MEMBER OF HORAK
PROPERTIES CC. THiS REQUEST MUST BE MADE TO THE ADDRESS OR FAX
NUMBER OF HORAK PROPERTIES CC.

2 THE REQUESTER MUST PROVIDE SUFFICIENT DETAIL ON THE REQUEST FORM TO
- ENABLE THE MEMBER TO IDENTIFY THE RECORD AND THE REQUESTER. THE
REQUESTER SHOULD ALSO INDICATE WHICH FORM OF ACCESS IS REQUIRED.

- THE REQUESTER SHOULD ALSO INDICATE IF ANY OTHER MANNER IS TO BE USED
TO INFORM THE REQUESTER AND STATE THE NECESSARY PARTICULARS TOBE
SO INFORMED. ”
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3 THE REQUESTER MUST IDENTIFY THE RIGHT THAT IS SOUGHT TO BE EXERCISED

. ‘OR TO BE PROTECTED AND PROVIDE AN EXPLANATION OF WHY THE REQUESTED
RECORD IS REQUIRED FOR THE EXERCISE OR PROTECTION OF THAT RIGHT. .

.4 IF AREQUEST 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 SATISFAC'I'lON OF THE MEMBER OF HORAK
PROPERTIES GC o

D FEES. -

A REQUESTER WHO SEEKS ACCESS TOA RECORD CONT AINING PERSONAL
INFORMATION ABOUT THAT REQUESTER IS NOT REQUIRED TO PAY THE REQUEST
FEE. EVERY OTHER REQUESTER, WHO IS NOT A PERSONAL REQUESTER, MUST
PAY THE REQUIRED REQUESTED FEE:

a THE MEMBER WILL NOTIFY THE REQUESTER, REQUIRING THE REQUESTER TO PAY
THE PRESCRIBED FEE (IF ANY) BEFORE FURTHER PROCESSING THE REQUEST.

b THE FEE THAT THE REQUESTER MUST PAY IS R50. THE CORPORATION IS NOT
REGISTERED FOR VAT. THE REQUESTER MAY LODGE AN APPLICATION TO THE
COURT AGAINST THE PAYMENT OF THE REQUEST FEE. '

¢ AFTER THE MEMBER HAS MADE A DECISION ON THE REQUEST, THE REQUESTER
WILL BE NOTIFIED IN THE REQUIRED FORM.

d IF THE REQUEST IS GRANTED A FURTER ACCESS FEE MUST BE PAID FOR THE
SEARCH, REPRODUCTION, PREPARATION AND FOR ANY TIME THAT HAS EXCEEDED
THE PRESCRiBED HOURS TO SEARCH AND PREPARE THE RECORD FOR
DISCLOSURE.

OTHER INFORMATION AS MAY BE PRESCR!BED
THE MINISTER OF JUSTICE AND CONSTITUTIONAL DEVELOPMENT HAS NOT MADE
ANY REGULATIONS IN THIS REGARD.

AVAILABILITY OF THE MANUAL

THE MANUAL WILL BE AVAILABLE FOR INSPECTION AT THE PREMISES OF HORAK
IPROPERTIES CC, FREE OF CHARGE.

COPIES OF THE MANUAL IS AVAILABLE AT THE SAHRC AND IN THE GOVERNMENT
GAZETTE L

PRESCRIBED FEES |
| AMOUNT
REQUESTFEE . 50.00
REPRODUCTION FEES - -
a PHOTOCOPIES PER A4 OR PART THEREOF | 1.10
b PRINTED COPIES @ A4 OR PART ON COMPUTER | 0.75
¢ COPY IN COMPUTER READABLE FORM
1) STIFFYDISC =~ = . | 7.50
2) COMPACTDISC | 70,00
ACCESSFEES =~ '
a PHOTOCOPIES PER A4 OR PART THEREOF o 1.10
b PRINTED COPIES @ A4 OR PART ON COMPUTER 0.75
¢ COPY IN COMPUTER READABLE FORM
- {)STIFFYDISC | 7.50
2) COMPACT DISC | 70.00

TO SEARCH AND PREPARE THE RECORD FOR DISCLOSURE FOR EACH HOUR OR
PART OF AN HOUR REASONABLY REQUIRED FOR SUCH SEARCH AND PREPARATION
- 30.00
POSTAGE = '
THE ACTUAL COST OF THE POSTAGE WILL BE PAYABLE BY THE REQUESTER IF
- ACOPY OF THE RECORD IS TO BE POSTED.
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F  LINKS FOR FEES

1 WWW. sahrg org.za SOUTH ﬂFRICAN HUMAN RIGHTS COMMISSION WEBSJTE
2 www. d0| gov za DEPARTMENT OF JUST ICE AND CONSTITU'I‘IONAL DEVELOPMENT

PRESCRIBED FORMS. 3 ey s o .
COPIES OF THE FORMS ARE ATTACHED AS AN ADDENDUM TO THE MANUAL
COPIES OF THE FORMS ARE AVNLABLE AT THE PREMISES OF HORAK PROPERT!ES

GUIDELINES Lo gt TR .
THE GUIDELINES AS LAID OUT BY THE SAHRC FOR THE COMPILATION OF THE

_ MANUAL WAS USED IN THE PREPARATION OF THE MANUAL
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NTRODUCTION TO THE KARO INVESTMENT TRUST
THE KARO INVESTMENT TRUST ISA PROPERTY TRUST WITH NO EMPLOYEES.

B PARTICULARS IN TERMS OF THE SECTION 51 MANUAL
1 A CONTACT DETAILS .
PHYSICAL ADDRESS : ' ‘10 3RD STREET
'POSTAL ADDRESS: P.O. BOX 90224
R Ty L ~ BERTSHAM
'~ TELEPHONE: : (011) 435 - 0200
B TRUSTEES: _ AJ HORAK
' JE HORAK
~ HTABACK
TELEPHONE -(01 1) 435 0200
2  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
ENQUIRIES TO THE SAHRC AT TEL NO +27 11 484 - 8300.

3 RECORDS AVA!LA.BLE IN TERMS OF ANY OTHER LEGISLATION.
1 INCOME TAX ACT NO 95 OF 1967
- 2 COMPANIES ACT NO 61 OF 1973

4 A ACCESS TO INFORMATION HELD BY THE KARO INVESTMENT TRUST
THE FOLLOWING RECORDS ARE AVAILABLE WITHOUT A PERSON HAVING TO
- REQUEST ACCESS IN TERMS OF THISACT
1 THERE ARE NO RECORDS WHICH CAN BE ACCESSED W!THOUT A REQUEST FOR
ACCESS IN TERMS OF THIS ACT.

B RECORDS THAT MAY BE REQUESTED
THE FOLLOWING RECORDS CAN BE REQUESTED FOLLOWING THE PROCEDURE
AS SET OUT IN POINT C. ' .
1 ACCOUNTING RECORDS

C THE REQUEST PROCEDURE
1 THE REQUESTER MUST USE THE PRESCRIBED FORM TO MAKE THE REQUEST
FOR ACCESS TO A RECORD. THIS MUST BE MADE TO THE TRUSTEES OF THE
KARO INVESTMENT TRUST. THIS REQUEST MUST BE MADE TO THE ADDRESS OF
THE KARO INVESTMENT TRUST.
2 THE REQUESTER MUST PROVIDE SUFFICIENT DETAIL ON THE REQUEST FORM TO
ENABLE THE TRUSTEE TO IDENTIFY THE RECORD AND THE REQUESTER. THE
' REQUESTER SHOULD ALSO INDICATE WHICH FORM OF ACCESS IS REQUIRED.
THE REQUESTER SHOULD ALSO INDICATE IF ANY OTHER MANNER IS TO BE USED
TO INFORM THE REQUESTER AND STATE THE NECESSARY PARTICULARS TOBE
SO INFORMED. .
3 THE REQUESTER MUST IDENTIFY THE RIGHT THAT IS SOUGHT TO BE EXERCISED
OR TO BE PROTECTED AND PROVIDE AN EXPLANATION OF WHY THE REQUESTED
RECORD IS REQUIRED FOR THE EXERCISE OR PROTECTION OF THAT RIGHT.
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4 IF A REQUEST IS MADE ON BEHALF OF ANOTHER PERSON, THE: REQUESTER
MUST THEN SUBMIT PROOF OF THE CAPACITY IN WHICH THE REQUESTER IS
MAKING THE REQUEST TO THE SATISFACTION OF THE TRUSTEE OF THE KARO:
INVESTMENT TRUST. - :

D FEES
A REQUESTER WHO SEEKS ACCESS TO A RECORD CONTAINING PERSONAL
INFORMATION ABOUT THAT REQUESTER IS NOT REQUIRED TO PAY THE REQUEST
FEE. EVERY OTHER REQUESTER, WHO IS NOTA PERSONAL REQUESTER MUST
PAY THE REQUIRED REQUESTED FEE: - i

a THE TRUSTEE WILL NOTIFY THE REQUESTER, REQUIRING THE REQUESTER TO PAY
THE PRESCRIBED FEE (IF ANY) BEFORE FURTHER PROCESSING THE REQUEST.

b THE FEE THAT THE REQUESTER MUST PAY IS R50. THE TRUST IS NOT REGISTERED
'FOR VAT. THE REQUESTER MAY LODGE AN APPLICATION TO THE COURT AGAINST
THE PAYMENT OF THE REQUEST FEE. -

¢ AFTER THE TRUSTEE HAS MADE A DECISION ON THE REQUEST, THE REQUESTER
WILL BE NOTIFIED IN THE REQUIRED FORM. -

d IF THE REQUEST IS GRANTED 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. X =

OTHER INFORMATION As MAY BE PRESIZRIBED h
THE MINISTER OF JUSTICE AND GONSTITUTIONAL DEVELOPMENT HAS NOT MADE
ANY REGULATIONS IN THIS REGARD. |

AVAILABILITY OF THE MANUAL

THE MANUAL WILL BE AVAILABLE FOR INSPECTION AT THE PREMISES OF THE
KARO INVESTMENT TRUST, FREE OF CHARGE g

COPIES OF THE MANUAL IS AVAILABLE AT THE SAHRC AND IN THE GOVERNMENT

PRESCRIBED FEES A AMOUNT

REQUEST FEE e e . 50.00
'REPRODUCTION FEES =~ = o Bl e g s o "
a PHOTOCOPIES PER A4 OR PART THEREOF ' Y R . 1.10
b PRINTED COPIES @ A4 OR PART ON COMPUTER PR R 0.75
¢ COPY IN COMPUTER READABLE FORM :
1) STIFFY DISC S 7.50
2) COMPACT DISC AR L g 1 : 70.00
ACCESS FEES e vagey we oy . B :
. a PHOTOCOPIES PER A4 OR PART THEREOF . j s A s, 1.10
b PRINTED COPIES @ A4 OR PART ON COMPUTER . . 0.75
~c COPY INCOMPUTER READABLEFORM . . .~ ..~ . _
1)STIFFYDISC . o « s, iRt ; 7.50
2) COMPACT DISC g ' ' _ 70.00

. TO SEARCH AND PREPARE THE RECORD FOR DISCLOSURE, FOR EACH HOUR OR
- PART OF AN HOUR REASONABLY REQUIRED FOR SUCH SEARCH AND PREPARATION

30.00

- POSTAGE o

. THE ACTUAL COST OF THE POSTAGE WILL BE PAYABLE BY THE REQUESTER IF

A COPY OF THE RECORD IS TO BE POSTED.
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" F uw(s FORFEES -
THE FOLLOWING WEBSITES GAN BE ACCESSED TO OBT AIN OR CONFIRM THE FEES

1 www.sahrcorgza: SOUTH AFRICAN HUMAN RIGHTS COMMISSION WEBSITE
2 MM DEPARMNT OF JUSTICE AND CONSTITUTIONAL DEVELOPMENT

8 PRESCRIBED FORMS :
COPIES OF THE FORMS ARE ATTACHED AS AN ADDENDUM TO THE MANUAL

COPIES OF THE FORMS ARE AVAILABLE AT THE PREMISES OF THE FOURIE ;
FOUNDATION FAMILY TRUST. . e

9 GUIDELINES ' '
THE GUIDELINES AS LAID OUT BY THE SAHRC FOR THE COMPILATION OF THE

MANUAL, WAS USED IN 1'HE PREPARATION OF THE MANUAL.
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IINTRODUCTION TO SAJACK INSURANCE BROKERS cc

“SAJACK INSURANCE BROKERS CC IS A :LOSE CORPORATION WHICH SPECIALISES IN SHORT
TERM INSURANCE BROKERING. -

B PAR'I'iCULARS IN TERMS OF THE SECTION 51 MANUAL

1 A CONTACT DETAILS e P TR IR PV
PHYSICAL ADDRESS : 10 3RD STREEF, » - i1 4

LAROCHELLE
JOHANNESBURG |
POSTALADDRESS: ' P.O.BOX488
ROSETTENVILLE
2130 -
TELEPHONE:  (011) 435 - 0200
. FAX: f (011) 435 - 0224
BMEMBERS: A. J. HORAK
S. HORAK
TELERHONE: o (011) 435 - 0200
FAX: (011)435-0224

2 THE SECTION 10 GUIDE ON HOW TO USE THE ACT
THE GUIDE WILL BE AVAILABLE FROM THE SOUTH AFRICAN HUMAN RIGHTS
COMMISSION BY NOT LATER THAN AUGUST 2003. PLEASE DIRECT ANY
ENQUIRIES TO THE SAHRC AT TEL NO +27 11 484 - 8300.

3 RECORDS AVAILABLE IN TERMS OF ANY OTHER LEGISLATEON
1 INCOME TAX ACT NO 95 OF 1967
2 COMPANIES ACT NO 61 OF 1973
3 VALUE ADDED TAX ACT NO. 89 OF 1991
4 REGIONAL SERVICES COUNCIL ACT NO. 109 OF 1985
5 COMPENSATION FOR OCCUPATIONAL INJURIES AND I-IEALTH DISEASES ACT NO. 130
OF 1993

6 UNEMPLOYMENT EQUITY ACT NO 55 OF 1998

7 UNEMPLOYMENT CONTRIBUTIONS ACT NO 4 OF 2002
8 UNEMPLOYMENT INSURANCE ACT NO 63 OF 2001
9 EMPLOYMENT EQUITY ACT NO NO. 55 OF 1998

10 BASIC CONDITIONS OF EMPLOYMENT ACT NO. 75 OF 1997

11 SKILLS DEVELOPMENT LEVIESACTNO. 9 OF 1999 .

12 SKILLS DEVELOPMENT ACT NO. 97 OF 1998

13 ACCESS TO INFORMATION ACT NO 2 OF 2000

4 THE FOLLOWING RECORDS ARE AVAILABLE WITHOUT A PERSON HAVING TO
' REQUEST ACCESS IN TERMS OF THIS ACT IN TERMS OF SECTION 52(2).
1 ANY BROCHURES OR ADVERTISING MATER!AL WHICH DISPLAYS THE PRODUCTS -
SOLD BY THE CORPORATION. ;

B RECORDS THAT MAY BE REQUESTED
THE FOLLOWING RECORDS CAN BE REQUESTED FOLLOWING THE PROCEDURE
AS SET OUT IN POINT C.

1 EMPLOYMENT RECORDS AND OTHER RELATED POLICIES

2 POLICIES ON STAFF RECRUITMENT AND OTHER STAFF RELATED POLICIES

3 ACCOUNTING RECORDS



114 No. 24313 GOVERNMENT GAZETTE, 31 JANUARY 2003

C THE REQUEST PROCEDURE

1 THE REQUESTER MUST USE THE PRESCRIBED FORM TO MAKE THE REQUEST
FOR ACCESS TO A RECORD. THIS MUST BE MADE TO THE MEMBER OF SAJACK
INSURANCE BROKERS CC. THIS REQUEST MUST BE MADE TO THE ADDRESS OR
» 'FAX NUMBER OF SAJACK INSURANCE BROKERS CC:

2 THE REQUESTER MUST PROVIDE SUFFICIENT DETAIL ON THE REQUEST FORM TO i
ENABLE THE MEMBER TO IDENTIFY THE RECORD AND THE REQUESTER. THE .. -+~

" REQUESTER SHOULD ALSO INDICATE WHICH FORM OF ACCESS IS REQUIRED. -

- THE REQUESTER SHOULD ALSO INDICATE IF ANY OTHER MANNER IS TO BE: USED '
TO INFORM THE REQUESTER AND STATE THE NECESSARY PARTICULARS TO BE.
SO INFORMED.

3 THE REQUESTER MUST IDENTIFY THE RIGHT THAT IS SOUGHT TO BE EXERCISED :
OR TO BE PROTECTED AND PROVIDE AN EXPLANATION OF WHY THE REQUESTED i
RECORD IS REQUIRED FOR THE EXERCISE OR PROTECTION OF THAT RIGHT.

4 IF A REQUEST IS MADE ON BEHALF OF ANOTHER PERSON, THE REQUESTER -
MUST THEN SUBMIT PROOF OF THE CAPACITY IN WHICH THE REQUESTER IS
MAKING THE REQUEST TO THE SATISFACTION OF THE MEMBER OF SAJACK
- INSURANCE BROKERS CC. -

D FEES

A REQUESTER WHO SEEKS ACCESS TOA RECORD CONTAINING PERSONAL
INFORMATION ABOUT THAT REQUESTER IS NOT REQUIRED TO PAY THE REQUEST
FEE. EVERY OTHER REQUESTER, WHO ISNOT A PERSONAL REQUESTER, MUST
PAY THE REQUIRED REQUESTED FEE:

a THE MEMBER WILL NOTIFY THE REQUESTER, REQUIRING THE REQUESTER TO PAY
THE PRESCRIBED FEE (IF ANY) BEFORE FURTHER PROCESSING THE REQUEST. = -

b THE FEE THAT THE REQUESTER MUST PAY IS R67. THIS AMOUNT INCLUDES VAT -
AT 14%. THE REQUESTER MAY LODGE AN APPLICAT!ON TO: THE COURT AGAINST
THE PAYMENT OF THE REQUEST FEE. '

¢ AFTER THE MEMBER HAS MADE A DECISION ON THE REQUEST THE REQUEST ER
WILL BE NOTIFIED IN THE REQUIRED FORM.

d IF THE REQUEST IS GRANTED A FURTER ACCESS FEE MUST BE PAID FORTHE
SEARCH, REPRODUCTION, PREPARATION AND FOR ANY TIME THAT HAS' EXCEEDED
THE PRESCRIBED HOURS TO SEARCH AND PREPARE THE RECORD FOR
DISCLOSURE. : :

5 OTHER INFORMATION AS MAY BE PRESCR!BED
THE MINISTER OF JUSTICE AND CONSTITUTIONAL DEVELOPMENT HAS NOT MADE
ANY REGULATIONS IN THIS REGARD.

6 AVAILABILITY OF THE MANUAL
THE MANUAL WILL BE AVAILABLE FOR INSPECTION AT THE PREMISES OF SAJACK
" INSURANCE BROKERS CC, FREE OF CHARGE. -
COPIES OF THE MANUAL IS AVAILABLE AT THE SAHRG AND IN THE GOVERNMENT
GAZETTE. '
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7  PRESCRIBED FEES

- : A AMOUNT VAT
A REQUEST FEE i gadkio 5000 TDO'
‘B REPRODUCTION FEES SR N Gl A 2
a PHOTOCOPIES PER A4 OR PART THEREOF T 110 . =
b PRINTED COPIES @ A4 OR PART ON COMPUTER 0.75"-‘-- :
¢ COPY IN COMPUTER READABLE FORM gt by =
1) STIFFY DISC -7,'_50 105 s
2) COMPACT DISC : R oyl 27000
C ACCESS FEES ' ' iy D TlE
a PHOTOCOPIES PER A4 OR PART THEREOF 110  0.15
b PRINTED COPIES @ A4 OR PART ON COMPUTER 075 oM
‘¢ COPY IN COMPUTER READABLE FORM @ ety et it g
1) STIFFY DISC _ " e 750-_:.- 1.05
2) COMPACT DISC - " ©'70.00°  9.80

D TO SEARCH AND PREPARE THE RECORD FOR D!SCLOSURE FOR EACHHOUROR -
PART OF AN HOUR REASONABLY REQUIRED FOR SUCH SEARCH AND PREPARA'I'ION
<4 20 ; g

30.00
E POSTAGE

0115
oo

'TOTAL- 2

- §7.00

126
086

8.55
79.80

1.26
0.86
- 8.56
- 79.80

34.20

THE ACTUAL COST OF THE POSTAGE WILL BE PAYABLE BY THE REQUESTER F

A COPY OF THE RECORD IS TO BE POSTED
F  LINKS FOR FEES

THE FOLLOWING WEBSITES CAN BE ACCESSED TO OBT AIN OR CONFIRM THE FEES:
1 www.sahrc.org.za SOUTH AFRICAN HUMAN RIGHTS COMMISSION WEBSITE ;
2 www.doi.gov.;a ~ DEPARTMENT OF JUSTICE _AND 'CONS'UTU?NONAL 'DEVELOPM_EN_T

8 PRESCRIBED FORMS

COPIES OF THE FORMS ARE ATTACHED AS AN ABDENOUM T0 THE MANUAL
COPIES OF THE FORMS ARE AVAILABLE AT THE PREMISES OF THE FOURIE

FOUNDATION FAMILY TRUST.

J 9 GUIDELINES

THE GUIDELINES AS LAID OUT BY THE SAHRC FOR THE COMPILATION OF THE

MANUAL, WAS USED IN THE PREPARATION OF THE MANUAL.
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eQuals Group (Pty) Ltd

Fourways Office Park Private Bag X99

eQuals House o , - . o Bryanston
cnr Roos & Fourways Blvd e U a s 2021

- Fourways

we gre 1w solution

" Tel: (011) 790 5000
Fax: (011) 790 5299

Manual
prepared in accordance with Section 51 of

The Promotion of Access to Informatlon Act

2/2000
("the Act”)

Version 1.0~
© eQuals Group (Pty) Ltd 2003
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Introductlon

The Promotion of Access to Informanon Act No 2 of 2000 was enacted to give effect to the
constitutional right of access to any information that is held by another person and that is required
for the exercise or protection of any nghts as well as to prowde for matters connected therewith.

This manual is to assist potentlal requesters as to the procedure to be followed when requesting
access to 1nformation from the eQuals Group in terms of the Act.

This manual may be amended from time to time and : any new versions of the manual will be made
public. :

eQuals Group Contact Information

Head: Stuart Herd (COO)

Authorised Person: Elaine Marshall

Postal Address: Private Bag X99 -
Bryanston
2021

Physical Address: - eQuals House

' Fourways Office Park

c/o Roos & Fourways Blvd
Fourways

Telephone: - - 0117905000

Fax: 0117905299

E-mail Address: . contact@equals.co.za

South African Human Rights Comm_is'.s__ion - Guide on the Act

In terms of _section 10 of the Promotion of Access to Information Act 2 of 2000, the Human Rights
Commission has compiled a guide on the use of this Act. It is available from the Human Rights
Commission at any of the following off‘ices '

Johannesburg: Private Bag 2700 Houghton 2041
Tel: 011 484 8300 _
Fax: 011 484 1360 -

Bloemfontein: ' PO Box 4245, Bloemfontein, 9300 -
Tel: 051 447 1130 - _
Fax: 051 447 1128

© eQuals Group (Pty)Ltd 2003 Filename: ManAtiA20030117.doc 2003/01/21 09:28 AM Page 2 of 10
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Port Elizabeth:
Polokwane:

Durban:

Cape Town:"

PO Box 1854, Port Elizabeth, 6001
Tel: 041 582 2611
Fax: 041 582 2204

" PO Box 55796, Polokwane, 0700
Tel: 015 291 3500
Fax: 015 291 3505

PO Box 1456, Durban, 4000
Tel/Fax: 031 304 7323/4/5

PO Box 3563, Cape Town, 8000
Tel: 021 426 2277
Fax: 021 426 2875

Records Held by the eQuals Group

Company Record Classification Key -

Classification No | Access Cla_ssiﬁcation

1 ‘May be disclosed | Public Access Document’

2 May be discio_sed " Subject to Copyright

3 Limited disclosure Personal information own to requester of information -
4 May npﬁ be disclosed | Unreasonable distlo_sure of personal information

5 May not be disclosed | Request after commencement of criminal proceedings
6 May not be disclosed | Would breach duty of confidence owed to a third party
7 May not be &isc{'osgd _ Ei?il::idpgar:T the commerc'ial or financial interests of

8 | May not be disclosed gto#é? rl\\:gn; il;ll:ieof.:::rnpany or third party in contract or
9 | May not b e disclosed g'?:':lgct_t:?onsq:g‘?g}iss ;rrg safety of individuals or

10 May not be disclosed Leg&lly privileged document

1 May not be disclosed Commercial information of company _

_ Moy o b dsclosed | G PTo0ce et and Gt ormaten
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Company Records Bl :
Area Subject _ | Classification
Websites Group and divisional proﬁles ' i
News and Publications ; 2
Company Structure 2
Communication Public Product Information - 2
Media Releases 12
Promotion of Access to lnformatron Act Manual 2
Human Resource Staff Records : ; , 13,4,9
| Employment Cor_lt_racts - 3,4,10
Policies and Procedures = _ 131
Information Pertaining to Provident Fund 3
Information Pertaining to Medical Aid 3,4
: _ Financial Statements 5 ' j 11
Financial Records Financial and Tax Records {Company & Employee) 411
Management Accounts : Rk
Operational Financial Records = - 111~
Asset Register i F 411
Lo _ | Trade Marks 12
Legal Records | Statutory Records ' 111
Records kept in Terms of Company Laws of RSA )iy -
Agreements and Contracts i ok By 8 11
@ v Policy Records 3,11
Operational Records - | Claim Records 3,11
: : Voice Recordings S 13,011
"| Policy Documents O
| Sales Records - : 13,11
Customer / Subscriber Records o O
Security Records 19
Internal Comrnunication Records 3, 11
B Supplier Records -16,7,8, 11
Quality I1SO Documentation 11
 enii ‘| Customer Service Evaluatron Records (CSI) | 3,11
Quallty Records 1

Access to Records Held by the eQuals Group

To facilitate the processing of a request, the requester must:-
© e Use the prescribed form attachecl to this manual or on the eQuals websrte
" (www.equals.co.za); :

_' W Address the request to the : authonsed person supplled withm th]S manual and fax or e-mail

the request form as per provided details;
¢ Provide sufficient particulars to enable the head of the organization to identify

©eQuals Group (Pty)Ltd 2003
- Confidential
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=
- o. the recordls requested*
o o the requester;
e ' Indicate which form of access is required e
Specify a postal address or fax number of the requester,
Identify the right the requester is seeking to exercise or protect and provide an explanation
~ ' of why the requested record is required for the exercise or protection of that right;
- » If the requester, in addition to a written reply, wish to be informed of the decision on the
- request in any other manner, state that manner and the necessary particulars to be so
informed;
~ e .|f the request is made on behalf of a person, submlt proof of the capacity in which the
" requester is making the request, to the reasonable satlsfaction of the. orgamzatron

Prescribed Fees

On request of access to information, the head, or dl.lly authorized person, will by notice require the |
requester, other than a personal requester, to pay the prescribed fee as set out below {sourced
from www.doj.gov.za), before processing the request.

If the search for the record has been made and the preparation of the record for disclosure,
including arrangement to make it available in the requested form, requires more than the hours
prescribed in the regulations for this purpose, the authorized person shall nottfy the requester to
pay as a deposlt the prescribed portlon of the access fee. : B e

A requester whose request for access has been granted must pay an access fee for reproduction
and for search and preparation, and for any time reasonably required in excess of the prescribed .
hours to search for and prepare the record for disclosure mcludmg making arrangement to make it

‘available in the request form.

If a deposit has been paid in respect of a request for access, whtch is refused the dep051t will be __
repaid to the requester. _ :

Prescribed Fees :
| The fee for a copy of the manual for every photocopy of an A4-size page or part thereof R1,10
| Fees for reproduction Photocopy of A4-size page or part thereof R1,10
Printed copy of A4-size page or part thereof : RO,75
For a copy in PC format S [E
o Stiffy Disc ST - | R7,50
o Compact Disc ' R70,00
For a transcription of visual images, A4-size page _ R40,00
| For a copy of visual images ‘R60,00
| For a transcription of audio record, A4-size page R20,00
For a copy of an audio record R30,00
The request fee payable by a requester, other than a personal | R50,00
requester '

@ eQuals Group (Pty)Ltd 2003 Filename: ManAtiA20030117.doc g sl B 2003/01 .Qli 09:28 AM Page50f10 .
Confidential - Document Type : Manual e Uals Created on 21/01/2003 09:25 e
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Access fees payable by a | Photocopy of A4-size page or part thereof R1,10
requester Printed copy of A4-size page or part thereof R0,75 |
For a copy in PC format . : ;
o StiffyDisc | R7,50
o . Compact Disc . | R70,00
For a transcription of visual lmages, 4-size page R40,00
| For a copy of visual images. ; R60,00
| For a transcription of audio record, A4-size page R20,00
| For a copy of an audio record : R30,00
To search for and prepare a record for disclosure, for each hour or part of an hour R30,00
reasonable required for such search and preparation.
Six hours is to be exceeded before a deposut is payable, and one third of the access fee is payable
as a deposit by the requester.

*All fees exclude VAT

Ava1!ab1l1ty of the Manual

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

¢ This manual is avai table for mspectlon at the offlces of the eQuals Group free of charge,
Copies of the manual may be obtained by request at the prescribed fees from the eQuals Group;
The manual can also be accessed on the eQuals Group website (www.equals.co.za), the South
African Human Rights Commission web51te (www sahrc. org. za} and w:ll be publlshed in the
Government Gazette

3

Dwrswns and Compames in the eQuals Group

Divisions;

Corporate Warranty Administrators;

Corporate Maintenance Admmistrators,
callDynamics;

callAlert;
fleetNetics;

warrantyCare; ”
eQuals Sales and Marketing;
Specialised Warranty Administrators;

© xtralnfo,

Cdn'lpanies

Mead & McGrouther (Pty) Ltd;
masSA (Pty) Ltd;

“motorCare (Pty) Ltd;
‘Statsure (Pty) Ltd.

© eQuals Group (Pty)ltd 2003
; Cmﬁdmtiat
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: REQUEST FORM FOR ACCESS TO RECORD OF PRIVATE BODY
. (Section 53(1) of the Promotmn of Access to Information Act, 2000 (Act No.2 of 2000))

[Regulation 10]
A.  Particulars of private body '

Authorised Person: Elaine Marshall .

Postal Address: ' Private Bag X99
Bryanston
2021
Physical Address: | eQuals House
: , Fourways Office Park
c/o Roos & Fourways Blvd
Fourways
Telephone: 0117905000
Fax: | 0117905299
- E-mail Address: contact@equals.co.za
. 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 mformation 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:

© eQuals Group (Pty)Ltd 2003 Fitename: ManAt!A20030117.doc s 2003701/21 09:28 AM Page 7 of 10

Confidential Docurnent Type : Manual l Created on 21/01/2003 09:25
) Authar: Elaine Marshall : e U q s Version no: 1.0
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C. Particuiars of person on whose behalf request IS made

| person.

This section must be completed ONLY ifa request for mformat:on is made on behalf of another

. \ N
Full names and surname:

ldentity number:

D.  Particulars of record

(a) Provide full part:cu{ars 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 foli io and attach it to thrs |
form. The requester must srgn all the additional fohos _ :

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

3. Any further particulars of record:

E. - Fees

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

(b) You will be notified of the amount required to be paid as the request fee.

(c) The fee payable for access to a record depends on the form in which access is requrred 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 exernption from payment of fees:

) —" _
oeqms Gmnp {Pty)Ltd 2003 Filename: ManAtiA20030117.doc o 2003/01/21 09:28 AM : Page 8 of 10
Confiden Document Type : Manual l Created on 21/01/2003 09:25 -
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E.

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 forin 1to 4 hereunder, state vour disabrlrty and indicate in which form the record is

'| required.

Disability:

Form in which record is required:.

Mark the appropriate box withan 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 determmed partc‘y by the formin
which access is requested. P
If the record is in written or printed form:
cbpy. of retord* | Inspection of record
2, If record consists of visual images:

(this includes photographs, slides,

video recordings, computer-generated

images, sketches, etc)

view the images

copy of the images*

transcription of the
images*

If record consists of reco

3. rded words or information which can be reproduced in sound:
listen to the soundtrack transcription of soundtrack*
40 :

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

| | printer copy of record*

p}inted.copy of
information derived

copy in computer
readable form* (stiffy or

© eQuals Group (Pty)Ltd 2003
Confidential i

Document Type : Manual
&uthor; Elaine Marshall

Version no: 1.0

Created on 21/01/2003 09:25

s from record* compact disc)
*If you requested a copy or transcnptlon of a record (above), do wish the ' YES NO
copy or transcription to be posted to you?
Postage is payable.
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A

G.  Particulars of right to be exercised or protected

If the provfded space is madequate, please continue on a separate foho and attach it to' thfs form. gl

The requester must sign all the addrtwnal fohos

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

2. Explain why the record requested is requ1 ired for the exercise or protection of the
_ aforementioned right:

QH. Notice of decision regarding request for access

You wfu be not:ﬂed in writing whether you request has been approvedl demed If you wish to be =~
informed in another manner, please specify the manner and provide the necessary particulars to

-enable complrance with your request.

How would you prefer to be informed of the decisron regarding your request for access to the :

'record?
Signed at _ - S ~_this’ . dayof _.—- = - s 20 '

~ SIGNATURE OF REQUESTER/PERSON

. ON WHOSE_ BEHALF REQUEST IS"MADE '
- ©eQuals Group (Pty)Ltd 2003 - | Filename: ManAtiA20030117.doc - R | Em1b°;‘1o.' :

| Confdencl Document Type : Nonua . eouals  Created on 2170172003 0925
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Mead & McGrouther
(Pty) Ltd

My _ " Private Bag X99
R - Bryanston
cnr Roos & Fourways Blvd il : ' _ 2021

Fourways Mead & McGrouther

Fourways Office Park

Tel: (011) 790 5858
Fax: (011) 790 5899

Manual
prepared in accordance with Section 51 of

The Promotion of Access to Information Act

2/2000
(“the Act”)

Version 1.0
© Mead & McGrouther (Pty) Ltd 2003
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Introductlon

The Promotlon of Access to Inforrnatlon Act No 2 of 2000 was enacted to give effect to the |
constitutiona! right of access to any information that is held by another person and that is required
for the exercise or protection of any nghts as well asto provide for matters connected therewith

oA

This manual is to assist potential requesters as to the procedure to be followed when requestmg
access to information from the Mead & McGrouther in terms of the Act.

This manual may be amended from time to time and any new versnons of the manual will be made
* public,

Mead & McGrouther Contact 'I_nform_ai':iclf)_n-'

Head: : Tony Stone'.'(Mé_héging Director) 3l

Authorised Person: GavinDembo . . .

Postal Address: Private Bag X99

¢ Bryanston
: 2021

Physical Address: eQuals House _
Fourways Office Park.
c/o Roos & Fourways Blvd
Fourways

Telephone: 0117905858

Fax: ' 0117905899

E-mar! Address mfo@mead co.za

South Afncan Human Rights Commissmn Guide on the Act

In terms of section 10 of the Promotion of Access to Information Act 2 of 2000, the Human nghts
Commission has compiled a guide on the use of this Act It is available from the Human Rights
Commission at any of the following offices: . - .

Johannesburg: Private Bag 2700, Houghton, 2041
' Tel: 011 484 8300
Fax: 011 484 1360

Bloemfontein: - PO Box 4245, Bloemfontein, 9300
o Tel: 051 447 1130 :
Fax: 051 447 1128

© eQuals Group (Pty)Ltd 2003 Filename: ManAtlA20030117.doc 2003/01/17 03:55 PM Page2 of 10
Confidentiat Document Type : Manual Created on 1/17/2003 3:51 PM
Author: Elaine Marshatt Version no: 1.0
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Port Elizabeth:
Polokwane:

Durban:

Cape Town:

PO Box 1854, Port Elizabeth, 6001
Tel: 041 582 2611
Fax: 041 582 2204

PO Box 55796, Polokwane, 0700
Tel: 015 291 3500
Fax: 015 291 3505 .

PO Box 1456, Durban, 4000
Tel/Fax: 031 304 7323/4/5

PO Box 3563, Cape Town, 8000
Tel: 021 426 2277
Fax: 021 426 2875

Records Held by the Mead & McGrouther
Company Record Class:frcatron Key

Q@,s_szfl_gqn_oﬂ

Classification No Access

1 May be disclosed Pu__bli_c'Access Document

2 ‘May be disclosed Subject to Copyright

3 Limited disclosure .Personal information own to requester of information

4 May not be disclosed | Unreasonable disclosure of pérsbnal infom'iatipn

5 May not be disclosed' Request after commencement of criminal proceedings
16 May not be disclosed | Would breach duty of confidence owed to a third party
17 - be diselosed Elfigtl:ld pi;?-trr;n the commercial or financial interests of

8 May not be dlsclasad | g;:#écrj :;grgn_ﬁt;h;oﬁcs:mpany or third party in contract or

9 May rot be disclosed gﬁtlgc té?omnp;fo?x;x safety of individuals or

10 May not be disclosed | Legally privileged document

1" May not be disclosed | Commercial information of company
172 Maty ot be discl osecl g?léll-.i g;?;:iiss cr)rei?:rrﬂ::g development information
g | Rt . ==
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Company Records %
Area Subject _ | Classification
Websites Group and divisional profiles - 2
News and Publications ' |2
Company Structure 4
Communication Public Product Informatron iy
- Media Releases ' 12
Promotion of Access to Information Act Manual . _
Human Resource Staff Records 3,4,9
Employment Contracts 3,4, 10
Policies and Procedures 3, 11
information Pertaining to Provident Fund 3
Information Pertaining to Medical Aid 3,4
_ Financial Statements - 1
| Financial Records Financial and Tax Records (Cornpany & Employee) 1
Management Accounts 11
Operational Financial Records 11
-Asset Register 1M
: Trade Marks -2
Legal Records Statutory Records 5
' Records kept in Terms of Company Laws of RSA | 11
Agreements and Contracts 6,7,8 11
Policy Records ' 3, 1
| Operational Records | Claim Records. 3,11
' Voice Recordings 13,1
Policy Documents 2
Sales Records : . 3,1
Customer / Subscnber Records 11
Security Records 9
Internal Communication Records 3,11
Supplier Records : : 6,7,8, 11
Quality 1SO Documentation W
) . Customer Service Evaluation Records (CSI) 3,11
Quallty Records ik 11

Access to Records Held by the Mead & McGrouther

To facnhtate the processing of a request the requester must:-
« Use the prescribed form attached to this manual or.on the Mead & McGrouther web51te :

~ (www.meadnet.co.za); -

¢ Address the request to the authorised person supphed w1thin thls manual, and fax or e-mail
the request form as per provided details;

*» Provide sufficient particulars to enable the head of the orgamzatlon to tdentify

© eQuals Graup (Pty)Led 2003
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o the record!s requested
o the requester;
Indicate which form of access is required; s
Specify a postal address or fax number of the requester, : ' )
Identify the right the requester is seeking to exercise or protect and provide an explanation
- of why the requested record is required for the exercise or protection of that right; :
¢ If the requester, in addition to a written reply, wish to be informed of the decision on the
request in any other manner, state that manner and the necessary particulars to be so

informed;

e If the request is made on behalf of a person, submit proorf of the capacity in which the
requester is making the request, to the reasonable satisfaction of the organization.

| Prescnbed Fees

On request of access to information, the head or duly authorized person, will by notice reqUIre the
requester, other than a personal requester, to pay the prescribed fee as set out below (sourced

from www.doj.gov.za), before processing the request.

If the search for the record has been made and the preparation of the record for disclosure,
including arrangement to make it available in the requested form, requires more than the hours
prescribed in the regulations for this purpose, the authorized person shall notify the requester to
pay as a deposit the prescribed portion of the access fee.

A requester, whose request for access has been granted, must pay an access fee for reproduction
and for search and preparation, and for any time reasonably required in excess of the prescribed
- hours to search for and prepare the record for disclosure including making arrangement to make it

available in the request form.
If a deposit has been paid in respect of a request for access, which is refused, the deposlt will be
repaid to the requester
Prescribed Fees
[ The fee for a copy of the manual for every photocopy of an A4-size page or part thereof. | R1,10
[ Fees for reproduction Photocopy of Ad-size page or part thereof R1,10
FPrinted copy of Ad4-size page or part thereof RO,75
For a copy in PC format
- o Stiffy Disc R7,50
o Compact Disc R70 00
| For a transcription of visual images M-size page R40,00
'l-'or a copy of visual images R60,00
For a transcription of audio record, A4-size page R20,00
| For a copy of an audio record R30,00
The request fee payable by a requester, other than a personal | R50,00
requester
. ©eQuals Group (Pry)Ltd 2003 & ManAtiA20030117.doc 2003/01/17 03:55 PM Page 5af 10
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Access fees payable by a | Photocopy of M-siz"e'bage or part thereof M e g R1,10

requester Printed copy of A4-size page or part thereof - . ... _—|R0,75
: ForacopymPCfonnat T e . T R
4@ Stiffy Disc -,.:.__ b ssesmes Sede sty e | REB0
“{ . .. -o.CompactDisc .. .. .. -~ ;. |R70,00
For a transcription of wsual lmages, A4-s;ze page e o+, | R40,00
For a copy of visual images -~ - : . .| Re0,00
For a transcription of audio record A4 -size page R20,00
; 6 ‘For.a copy of an audiorecord © -~ - it 'R30,00
[Tos search for and prepare a record for disclosure, for each hour or part of an hour -+ | R30,00
reasonable required for such search and preparatzon
Six hours is to be exceeded before a deposit-is payable, and one third of the access fee is payable
as a deposit by the requester.

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

: ‘All fees exclude VAT =~

Avallabllity of the Manual

e This.manual is available for mspection at the ofﬁces of the Mead & McGrouther free of charge, _

e Copies of the manual may be obtained by request at the prescribed fees from the Mead &
McGrouther;

e The manual can also be accessed on the Mead & McGrouther website (www.meadnet.co.za), the
South African Human nghts Commission website www sahrc rg. za) and will be pubhshed in
the Government Gazette. : S &

Diwsxons/Departments in the Mead & McGrouther b

Divisions:
Managing Directors Office;
Sales & Marketing;
. Operations; ;
_ Finance & Adrninistratlon,
Information Technology; -
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REQUEST FORM FOR ACCESS TO RECORD OF PRIVATE BODY : m
(Section 53(1) of the Promotion of Access to Information Act, 2000 (Act No.2 of 2000))

[Regulation 10]

A.  Particulars of private body

. Authorised Person: Gavin Dembo
Postal Address: Private Bag X99
Bryanston
. 2021
Physical Address: eQuals House
- Fourways Office Park
c/o Roos & Fourways Blvd
Fourways
 Telephone: 0117905858
Fax: | 0117905899

" E-mail Address: o info@mead.co.za

B.  Particulars of person requesting access to the record

b

(a)  The particulars of the persdn 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:
ldéntity number:
Postal address:

- Fax numbe-r:

: Tetebhone nurhber: _

E-mail address:

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

© eQuials Group (Pty)Ltd 2003 |  Filename: ManAtiA20030117.doc 2003/01/17 03:55 PM - Page7of 10
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il

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

Full names and surname;
identity number:

D.  Particulars of record

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

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

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

2. ~ Reference number, if available:

3. Any further particulars of record:

E. Fees

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

(b)  You will be notified of the amount required to be paid as the request fee. _

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

(d)  If you qualify for exemption of the payment of any fee, please state the reason for

exemption.

- Reason for exemption from payment of fees:

©eQuals Group (Pty)Ltd 2003 Filename: ManAtIA20030117.doc ' 2003/01/17 03:55PM ' “' PageBof10
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F. Form of access to record

[if you are prevented by a disability to read, view-or listen. to the record in the form of access: ' |
provided for in 1 to 4 hereunder, state your disability and-indicate in'which form the record.is - ;
recuired, L e T e o <o

Disability:

Form in which record is required:

Mark the appropriate box with an X

NOTES:

(a)  Compliance with your request in the specified form may depend on the form in which the
record is available. _ .

(b)  Access in the form requested may be refused in certain circumstances. 1n 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. et S o e e e b U

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

copy of record* - Inspection of record

2 If record consists of visual images:

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

transcription of the

view the images copy of the images images*

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

listen to the soundtrack | transcriptibn of soundtrack*

4, If record is held on computer or in an electronic or machine-readable form:
P W I N | printed copy of copy in computer -
| printer copy of record* | | information derived readable form* (stiffy or
o ik §m from record” compact disc)
*If you requested a copy or transcription of a record (above), do wish the YES NO
copy or transcription to be posted to you?
Postage is payable.

2003/01/17 03:55PK '+ ' Page9ofi0
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G.  Particulars of right to be exercised or protected

| If the provided space is inadequate, please continue on a separate folio and attach it to this form.
_The requester must sign all the 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: R ' _

H.  Notice of decision regarding request for access

You will be notified in writing whe_thér you request has been appm#edl denied. If you wish to be
informed in another manner, please specify the manner and provide the necessary particulars to
gnabte compl iance with your request.

How would you prefer to be infon.'mec_l' of the decision regarding your request for access to the

Signed at _ . _ this day of 20

SIGNATURE OF REQUESTER/PERSON
ON WHOSE BEHALF REQUEST IS MADE
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