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INTRODUCTION

Bowman Gilfillan Inc. is a law firm which conducts business as attorneys, notaries, conveyancers,
and is involved in the provision of a range of legal services. We are a member of the Bowmans
Group, which is an international legal practice comprising B & M Legal Practitioners (Zambia),
Bowmans (Mauritius) Limited; Bowman Gilfillan Incorporated (South Africa), Bowmans Tanzania
Limited, Coulson Harney LLP (Kenya) and Hope & Partners (Namibia). All six firms frade under
the ‘Bowmans’ brand name, while still retaining their legal identities. Bowman Gilfillan

Incorporated has offices in Cape Town, Durban, Sandton and Stellenbosch.

This Manual has been compiled in accordance with the requirements of the Promotion of
Access to Information Act, Act No. 2 of 2000 (PAIA), read with the relevant sections of the
Protection of Personal Information Act, Act No. 4 of 2013 (POPIA). Our Firm is a private body as
defined in PAIA, and this manual contains the information specified in section 51 (1) of PAIA,

which is applicable to such a private body.

A copy of the Manual will be made available to the Information Regulator, upon request, and
any controlling body of which the Firm is a member, if required, and will be published on the

Firm’'s website.

This Manual will be updated on a regular basis in accordance with the requirements of section
51(2) of PAIA.

DEFINITIONS

For the purposes of this Policy:
BG / the Firm means Bowman Gilfillan Incorporated;
Client means a natural or juristic person who or which receives services from Bowman Gilfillan;

Employee means any person who works for or provides services to or on behalf of the Firm,

and receives or is entitled to receive remuneration;

Guide means the guide originally published by the SAHRC and updated by the Information

Regulator in terms of section 10 of the Act;

PAIA means the Promotion of Access to Information Act, Act No. 2 of 2000 as amended from

fime fo time, including the regulations promulgated in terms of the Act;
POPIA means the Protection of Personal Information Act, Act No. 4 of 2013;

Requester means any person or entity requesting access to a record that is under the

conftrol of the Firm;
SAHRC means the South African Human Rights Commission;

Manual means this manual which is published in accordance with section 51 of PAIA;
-



2.1.10 Minister means the Cabinet member responsible for the administration of justice, presently

the Minister of Justice and Constitutional Development.
3. AIM

To facilitate requests for access to records of the Firm as provided for in PAIA.

4. CONTACT DETAILS

Mr Neil Van Vuuren is the duly appointed head of the Firm for the purposes of PAIA as well as the
Firm’s Information Officer for purposes of POPIA and is the person to whom requests for access to
records should be addressed. His contact details are as follows:

Physical address:
Bowman Gilfillan
11 Alice Lane
Sandton
Johannesburg

Postal address:

P.O. Box 785812

Sandton

2146

Telephone:  (011) 669 9241

Telefax: (011) 669-9001

Email: informationofficer@bowmanslaw.com

neil.vanvuuren@bowmanslaw.com

Mr Shaynel Praful Joshi is the duly appointed deputy information officer of the Firm for the purposes of
PAIA for purposes of POPIA and is the person to whom requests for access to records can additionally be
addressed to. His contact details are as follows:

Physical address
Bowman Gilfillan
11 Alice Lane
Sandton
Johannesburg

Postal address:

P.O. Box 785812

Sandton

2146

Telephone:  (011) 669 9285

Telefax: (011) 669-2000

Email: deputyinformationofficer@bowmansiaw.com

shaynel.joshi@bowmanslaw.com/

5. GUIDE ON HOW TO USE PAIA

5.1 PAIA grants a requester access fo records of a private body, if the record is required for the
exercise or protection of any rights. If a public body lodges a request for information from the
Firm, the public body must be acting in the public interest. Requests in terms of PAIA shall be

made in accordance with the prescribed procedures, at the rates provided.
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5.4.3.1

5.43.2
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5.4.6.1

5.4.6.2

5.4.6.3

5.4.7

5.4.8

5.4.9

The Regulator has, in terms of section 10(1) of PAIA, updated and made available the revised
guide on how to use PAIA (the Guide), in an easily and comprehensible form and manner, as
may reasonably be required by a person who wishes to exercise any right contemplated in PAIA
and POPIA.

The Guide is available in each of the official languages and in braille.

The Guide contains a description of —

the objects of PAIA and POPIA;

the postal and street address, phone and fax number and, if available, electronic mail

address of-

the information officer of every public body, and

every deputy information officer of every public and private body designated in terms of
section 17(1) of PAIA and section 56 of POPIA;

the manner and form of a request for-

access to arecord of a public body contemplated in section 11 of PAIA; and

access to arecord of a private body contemplated in section 50 of PAIA;

the assistance available from the information officer of a public body in terms of PAIA and
POPIA;

the assistance available from the Regulator in terms of PAIA and POPIA;

all remedies in law available regarding an act or failure to act in respect of a right or duty

conferred or imposed by PAIA and POPIA, including the manner of lodging-

an internal appeal;

a complaint fo the Regulator; and

an application with a court against a decision by the information officer of a public body,
a decision on internal appeal or a decision by the Regulator or a decision of the head of

a private body;

the provisions of sections 14 and 51 of PAIA requiring a public body and private body,

respectively, fo compile a manual, and how to obtain access to a manual;

the provisions of sections 15 and 52 of PAIA providing for the voluntary disclosure of

categories of records by a public body and private body, respectively;

the noftices issued in terms of sections 22 and 54 of PAIA regarding fees to be paid in relation

to requests for access; and
_3-



5.4.10
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5.6

5.6.1

5.7

5.7.1
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6.

6.1

6.2

6.3

6.4

6.5

the regulations made in terms of section 92 of PAIA.

Members of the public can inspect or make copies of the Guide from the offices of the public

and private bodies, including the office of the Regulator, during normal working hours.

A copy of the Guide is available in the following four official languages, for public inspection

during normal office hours at the Firm’s head office in Sandton.
English, Afrikaans, Isizulu and Sesotho

The Guide can also be obtained-
upon request to the Information Officer of the Firm;

from the website of the Regulator (https://inforegulator.org.za/).

The contact details for the Information Regulator are (at present) as follows:

The Information Regulator (South Africa)

JD House, 27 Stiemens Street, Braamfontein, Johannesburg, 2001
Postal Address: P.O Box 31533, Braamfontein, Johannesburg, 2017
Telephone number: +27 (0)10 023-5200 / +27 (0)82 746-4173
Website: https://inforegulator.org.za/

E-mail: enquiries@inforegulator.org.za / PAIAComplaints@inforegulator.org.za

RECORDS AVAILABLE IN TERMS OF ANY OTHER LEGISLATION

The Firm holds details of its own registration, together with its financial statements, information
pertaining to its directors and shareholders and other corporate information required to be

retained in terms of the Companies Act, 2008.

It holds information relating to its tax affairs in terms of the Income Tax Act, 1962 (the ITA), the Tax
Administration Act, 2011, the Value Added Tax Act, 1991 as well as the Unemployment Insurance
Conftributions Act, 2002 and the Skills Development Levies Act, 1999.

The Firm holds informatfion pertaining to its employees as required in terms of applicable
employment and other relevant legislation including the Basic Conditions of Employment Act,
1997, the Labour Relations Act, 1995, the Employment Equity Act, 1998, the Occupational Health
and Safety Act, 1993, the Compensation for Occupational Injuries and Diseases Act, 1993, the
Immigration Act, 2002 and the ITA.

The Firm holds information pertaining to its clients in terms of the Legal Practice Act, 2014.

The Firm holds information pertaining to its clients in terms of the Financial Inteligence Centre
Act, 2001.
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7.

7.1

7.2

7.3

7.4

7.5

ACCESS TO RECORDS

For purposes of facilitating a request in terms of PAIA, the information below includes a
description of the subjects on which the Firm holds records and the categories into which these

fall. This information is not exhaustive and may be amended from time to time.

Certain records are available without having to be requested in terms of the request procedures

set out in PAIA and detailed in clause 8 of the Manual below.

Subject to the provisions of PAIA, information may be inspected, collected, purchased or copied
at the offices of the Firm and, unless the records are available on the Firm's website, an
appointment to view the records will have to be made with the Information Officer. The schedule

of reproduction fees in relation to a section 52 information request are set out clause 9.2 below.

Categories of record of the Firm which are available to a person without having to request
access in terms of PAIA: (see atfached Annexure A: Sectfion 52(1) Notice of PAIA read with
section 51(1)(b){ii))

Category Description Format Maintained by | Retention period
Information in the Incorporation Hard copy Information Indefinite
public domain documents and Officer
electronic
copy
B-BBEE certificate Hard copy Information Indefinite
and Officer
electronic
copy
Public statements Hard copy Information Indefinite
and communications | and Officer
electronic
copy
Employment Equity Hard copy Information Indefinite
Report and Officer
electronic
copy
General information Hard copy Information Indefinite
pertaining to the Firm | and Officer
and information electronic
regarding the copy
services rendered

The records listed below, which need to be requested in terms of PAIA and/or POPIA, will not in
all instances be provided to a requester. In other words, the records held under the various
subjects are not automatically available and access to them is subject to the nature of the

information contained in the record, as well as the grounds of refusal as set out in PAIA that may




7.6

be applicable to arequest for such records. (See also clause 8.6 below.) The procedure in terms

of which such records may be requested from the Firm is set out in clause 8.1 below.

Categories of records that may be requested in terms of PAIA and/or POPIA:

Category

Description

Format

Maintained by

Retention

Finance and
administration

Bank account
records;

Books and records of
account and
financial statements;

Annual budget;

VAT, SITE and PAYE
records;

Asset registers;
Details of auditors;

External auditor
reports;

Information
pertaining to clients
as required in terms
of the Financial
Intelligence Centre
Act;

Minutes of the
meetings of the Firm
(non-confidential
parts);

Minutes of the
meeftings of
committees/
subcommittees;

Minutes of staff
meetings and/or
management
meetings.

Hard copy
and
electronic

copy

Group CFO /
Information
Officer

Indefinite / as
required in terms
of applicable
legislation / as
required in terms
of applicable
contracts

Management

Minutes of meetings
of the Executive
Committee and
subcommittees;

Internal
correspondence;

Resolutions and
directives; internal
investigation reports;

Policies, procedures,
and codes;

Travel management
and arrangements.

Hard copy
and
electronic

copy

Information
Officer

Indefinite / as
required in terms
of applicable
legislation / as
required in terms
of applicable
contracts




Category

Description

Format

Maintained by

Retention

Human Resources

Organisational
information

(organisational
structure, etc.);

Personnel files;

Contracts, conditions
of service and other
agreements;

Statutory employee
records;

Records of
background checks
(including
qualification, credit
and criminal record
checks);

Retirement fund
records;

Medical aid records;

Budget projections in
respect of staff;

Employee leave
records;

Employee payments
and benefits
(statutory and
contractual);

Correspondence with
or about employees;

Performance
management
records;

Records of
disciplinary hearings
and findings;

Records of
incapacity
proceedings,
including medical
information

Records of
occupational injuries
and diseases;

Employee
declarations in terms
of the EEA.

Hard copy
and
electronic
copy

Head of Talent

As required in
terms of
applicable
legislation /
contracts of
employment

Relationships with
third parties

Agreements with
stakeholders;

Hard copy
and
electronic

copy

Information
Officer

Indefinite / as
required in terms
of applicable
legislation / as




7.7

Category Description Format Maintained by | Retention
Service level required in terms
agreements with of applicable
suppliers; confracts
Contact details of
suppliers;

Tender and bid
documentation;
Service level
agreements;

Details of customers /
clients including
contact details,
details pertaining to
fransactions, loyalty
programmes, etfc.;
Licences and general
conditions for
conducting business.

Information Computer software; Hard copy Head of IT Indefinite / as

technology Su t and and required in ferms

pport an electronic of applicable
maintenance ol
agreements; copy Ieglsl_o’rlor_m / as

required in terms

Licensing of applicable
agreements; contracts
Records regarding
computer systems
and programmes.

Property Asset registers; Hard copy Head of Indefinite / as
Lease agreements in and . Operations requireq in terms
respect of electronic of qpp!lcoble
immoveable copy legislation / as

; required in ferms
property; of applicable
Records regarding contracts
insurance in respect
of movable or
immoveable
property.

Legal Litigation; Hard copy Information Indefinite / as
A Is: and Officer / Head | required in terms

ppeals; electronic of Risk of applicable
Contracts and copy legislation / as

memoranda of
understanding;

Regulatory
permissions, licenses,
and/or exemptions.

required in terms
of applicable
contracts

For purposes of POPIA:




7.7.1

772

7.7.3

7.7.4

7.7.5

For the purposes of facilitating a request for personal information, the information below
includes details of the purpose of the processing of personal information by the Firm, a
description of the categories of data subjects and of the information or categories of
information relating to data subjects held by the Firm, the recipients or categories of
recipients to whom personal information may be supplied, planned transborder flows of
personal information, and a general description allowing a preliminary assessment of the
suitability of the information security measures to be implemented by the Firm to ensure the

confidentiality, integrity and availability of the information which is to be processed.

In terms of POPIA, a requester to whom certain personal information relates may request the
Firm to confirm, free of charge, whether or not it holds personal information about that

particular requester.

A requester may make a request that the Firm provides the record or a description of the
personal information about the requester which is held by it, including information about the
identity of third parties, or categories of third parties, who have, or have had, access to the
information. This request must be made within a reasonable time, in a reasonable manner,

and format, at a fee, and in a form that is generally understandable.

Categories of data subjects and categories of personal information relating thereto:

Data subjects Categories of information
Employees Human resources information (see above)
Applicants for employment Contact details

Recruitment records

Alumni / previous employees Contact details

Human resources information, as required fo be
retained post-termination of employment (see above)

Clients Company registration details
Contact details

Take-on information in terms of the Financial
Intelligence Centre Act, 2001

Details of services provided and fees charged

Demographic information

Conftractors / service providers Company registration details
Contact details and banking details

Details of services rendered and fees paid

Demographic information

Purposes of processing:



7.7.6

Data subject category

Broad description of purposes of processing

Applicants for employment;

To carry out actions for the consideration of

an application for employment;

To carry out actions necessary for the

conclusion of an employment contract;

To ensure compliance with an obligation
imposed by law on the Firm;

To pursue the legitimate interests of the Firm.

Employees

To carry out actions necessary for the
performance of the employment contract;

To ensure compliance with an obligation
imposed by law on the Firm;

To pursue the legitimate interests of the Firm
or a third party to whom the information is
supplied.

Alumni

To ensure compliance with an obligation
imposed by law on the Firm;
To pursue the legitimate interests of the Firm

or a third party to whom the information is
supplied.

Clients

To carry out actions necessary for the
performance of the services contract;

To ensure compliance with an obligation
imposed by law on the Firm;

To pursue the legitimate interests of the
company or a third party to whom the
information is supplied.

Conftractors / service providers

To carry out actions necessary for the
performance of the services contract;

To ensure compliance with an obligation
imposed by law on the Firm;

To pursue the legitimate interests of the Firm
or a third party to whom the information is
supplied.

Likely recipients:

Data subjects

Likely recipients

Applicants for employment;

Management Board / Partnership Board

-10-




employees;

alumni.

Human resources department
Finance department

Line management
Verification agencies
Regulatory bodies

Benefit providers

Clients

Management Board / Partnership Board
Partners / Directors

Lawyers / Employees working on client
mandates

Finance department
Risk department
Marketing department

Regulatory bodies

Conftractors / Service providers

Management Board / Partnership Board
Human resources department

Finance department

Facilities management department

Regulatory bodies

7.7.7 Planned transborder flows of personal information:

Yes

No

If yes: which jurisdictions:

In all offices where the Bowmans Group has a presence and where

necessary to assist in rendering services to clients.

7.7.8 General description of information security measures:

Technical measures

Organisational measures

Firewalls
Malware and anti-virus protection systems

Patches and updating the software as

relevant.

Strong Passwords

Information security policies
Business continuity plan
Awareness & training
Reviews & audits

Risk assessments

-11 -




8.

8.1

8.2

8.3

8.4

8.5

8.6

8.7

Physical security
Appropriate disposal of assets

Managing Access rights

REQUEST PROCEDURE IN TERMS OF THE ACT

A request for access to records held by the Firm in terms of section 53 of PAIA must be made on
the form that corresponds substantially with Form 2 of Annexure A to the Regulations Relating to
the Promotion of Access to Information, 2021. A copy of the form is attached as Annexure B to
the Manual. The request must be made to the Information Officer of the Firm at the address,

telefax number or e-mail address specified in clause 4 above.

The requester must provide enough detail on the prescribed form to enable the Information
Officer of the Firm to identify the record and the identity of the requester. The requester must
submit details of the capacity in which the requester is making the request and indicate whether
the request is made in their own name or on behalf of another person. Proof of identity of the
requester must be attached to the request ifitis in their own name. If arequest is made on behalf

of another person or entity, the requester must attach proof of authorisation to make the request.

The requester is also required to indicate what type of record s/he/it is requesting and what form
of access to the relevant records is required. Additionally, the requester must provide her/his/its

contact details and indicate what manner of access is requested.

The requester must provide particulars of the right to be exercised or protected and explain why

the record requested is required for the exercise and protection of the aforementioned right.

For the purposes of Form 2, the requester must comply with all the procedural requirements in

PAIA relating to a request for access to the relevant records.

The Firm may, and must in certain instances, refuse access to records on any of the grounds set
out in Chapter 4 of Part 3 of PAIA. These grounds include: that access would result in the
unreasonable disclosure of personal information about a third party, that it is necessary to
protect the commercial information of a third party or the Firm itself, that it is necessary to protect
the confidential information of a third party, that it is necessary to protect the safety of individuals
or property, that a record constitutes privileged information for legal proceedings, that if is

necessary to protect the research information of a third party or the Firm itself.

If all reasonable steps have been taken to find a record that a requester has requested, and
there are reasonable grounds for believing that the record is in the Firm's possession but cannot
be found, or it does not exist, then the Information Officer will, by way of an affidavit or

affirmation, notify the requester that it is not possible to give access to that record.

-12-



8.8

8.9

9.

9.1

The Information Officer must, if a request for access to a record is granted or refused, inform a
requester of her/his decision and the fees payable. This must be done on a form that corresponds
substantially with Form 3 of Annexure A to the Regulations. A copy of the Form 3 is attached as
Annexure C to the Manual. A request for a copy of the Guide may not be refused. If the
requester wishes to be informed of the Firm’s decision in another manner as well, this must be set
out in the request and the relevant details included in order to allow the Firm to inform the

requester in the preferred manner.

The Firm will make a decision in relation to a request for records within 30 days of receiving if,
unless a third party nofification and intervention, as contemplated in Chapter 5 of PAIA, applies.
This period may be extended in appropriate circumstances, in accordance with section 57 of
PAIA.

FEES PAYABLE

The access fees for reproduction of information that is automatically available from the Firm (a

section 52 request), are as follows:

(a) For every photocopy/printed black and white copy of an A4- R2,00
size page or part thereof.
(b) For every printed copy of an A4-size page or part thereof R2,00
() For copy in a computer-readable form on:
(i)  flash drive (to be provided by requestor) R40,00
(i)  compact disc
- If provided by requestor
- If provided to the requestor R40.00
R60,00
(d) For a transcription of visual images, for an A4-size page or part | Service to be
thereof outsources,  will
depend on
quotation from
service provider.
(e) For a copy of visual images Service to be
outsources,  will
depend on
quotation from
service provider.
(f) For a franscription of an audio record, for an A4-size page R24,00
(9) Copy of an audio record, per A4-size page

-13-




(i)  flash drive (to be provided by requestor R40,00
(i)  compact disc
- If provided by requestor
- If provided to be requestor R40,00
R60,00
9.2 The request fee and access fees for information which needs to be requested in terms of PAIA
and/or POPIA (a section 53 request) are as follows::
(a) Request fee payable by every requester R140.00
(b) For every photocopy/printed black and white copy of an A4- R2,00
size page or part thereof
(c) For every printed copy of an A4-size page or part thereof R2,00
(d) For copy in a computer-readable form on:
(i) flash drive (to be provided by requestor) R40,00
(i) compact disc
- If provided by requestor R40,00
- If provided to the requestor R60,00
(e) For a transcription of visual images, for an A4-size page or part | Service to be
thereof outsources,  will
depend on
quotatfion  from
service provider.
(f) For a copy of visual images Service to be
outsources,  will
depend on
quotatfion  from
service provider.
(9) For a franscription of an audio record, for an A4-size page R24,00
(h) For a copy of an audio record
(i) Flash drive (to be provided by requestor) R40,00
(if) Compact disk
- If provided by requestor R40,00
- If provided to the requestor R60,00

' These are based on the tariffs contained in the regulations.
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9.3

9.4

9.5

9.6

9.7

9.7.1

9.7.2

hour or part of an hour, excluding the first hour, reasonably.

To not exceed a total cost of:

(i) To search for and prepare the record for disclosure for each R145,00

R435,00

(j) Deposit: if search exceeds 6 hours One  third

request

calculated

to (h).

amount per

terms of items (b)

any.

(k) Postage, e-mail or any other electronic transfer Actual expense, if

The request fee may be paid at the time arequest is made or the person authorised to deal with
such requests on the Firm's behalf may notify the requester that s/he/it needs to pay the request

fee before processing the request any further.

Where a request for access to arecord or records held by the Firm is granted, the requester also
has to pay an access fee for the reproduction of the record or records, and for the search for
and the preparation of the records for disclosure. The access fee amount depends on the form
in which access is required and the reasonable fime required to search for and prepare the
record. The requester will be notified of the amount of the access fee. The Firm is entitled to

withhold a record until the required access fees have been paid.

The information officer may inform the requester to pay, as a deposit, a portion of the access
fee (not exceeding one third of the amount payable) if the request is granted and if the search
for the record and the preparation of the record for disclosure would in the information officer’s

opinion require more than six hours.

If a request is granted, the deposit (if any), is payable before the request will be processed and
the requested record or portion thereof will only be released once proof of full payment is

received.

Remedies for refusal to request for information

Internal remedy:

The Firm does not have an internal appeal procedure. As such, the decision made by the
Information Officer is final, and requestors will have to exercise such external remedies at their
disposal if the request for information is refused, and the requestor is not satisfied with the

answer supplied by the Information Officer.

External remedy:

-15-



Where a requester is not safisfied by a decision made by the Information Officer, s/he/it may
submit a complaint to the Information Regulator, within 180 days of receiving the decision
that has caused the grievance. This must be done on a form that corresponds substantially
with Form 5 of Annexure A to the Regulations. A copy of the Form 5 is attached as Annexure
D to the Manual. Where the Regulator’'s complaints procedure has been exhausted, an
application can be made to a court for appropriate relief. This application can be made to

a Magistrate’s Court or High Court.
OTHER INFORMATION AS MAY BE PRESCRIBED

The amended Regulations published in terms of PAIA, under Government Notice R757
in Government Gazette 45057 of 27 August 2021, set out, among other things, the fees which may

be charged by private bodies for the reproduction of records (provided in the table above).
AVAILABILITY OF THE MANUAL

This Manual is available at the offices of the Firm at the address set out in paragraph 4 above, as

well as on the Firm’'s welbsite.
ACKNOWLEDGEMENT

The Manual has been based on an original template supplied by the SAHRC and amended

accordingly based on a template supplied by the Information Regulator.
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ANNEXURE A
NOTICE OF CATEGORIES OF RECORDS THAT ARE AUTOMATICALLY AVAILABLE

(FORM 2: Section 53 of the Promotion of Access to Information Act, 2000)
[Regulation 7]
The following categories of records of the Firm are available to a person without having to request access
in terms of PAIA:

Category Description Format Maintained by | Retention
period
Information in the public Incorporation Hard copy Information Indefinite
domain documents and Officer
electronic
copy
B-BBEE certificate Hard copy Information Indefinite
and Officer
electronic
copy
Public statements Hard copy Information Indefinite
and communications | and Officer
electronic
copy
Employment Equity Hard copy Information Indefinite
Report and Officer
electronic
copy
General information Hard copy Information Indefinite
pertaining to the Firm | and Officer
and information electronic
regarding the copy
services rendered

A request for access to these records held by the Firm may be made by addressing an email to the Firm's

Information Officer or Deputy Information Officer:

Information Officer Deputy Information Officer
Neil van Vuuren Shaynel Joshi
neil.vanvuuren@bowmanslaw.com shaynel.joshi@bowmanslaw.com

Or on: [Informationofficer@bowmanslaw.com]
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ANNEXURE B
REQUEST FOR ACCESS TO RECORD

(FORM 2: Section 53 of the Promotion of Access to Information Act, 2000)
[Regulation 7]
Note:

1. Proof of identity must be attached by the requester.
2. If requests made on behalf of another person, proof of such authorisation, must be attached to

this form.

TO: The information officer

(Address)
E-mail address:
Fax number:
Mark with an “X"
Request is made in my own name Request is made on behalf of another person

PERSONAL INFORMATION

Full names:

Identity number:

Capacity in which
request is made (when
made on behalf of

another person):

Postal address:

Street address:
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E-mail address:

Contact numbers:

Tel. (B):

Facsimile:

Cellular:

Full names of person on
whose behalf request is

made (if applicable):

Identity number:

Postal address:

Street address:

E-mail address:

Contact numbers:

Tel. (B):

Facsimile:

Cellular:

PARTICULARS OF RECORD REQUESTED

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. (If the provided space is inadequate, please continue

on a separate page and attach it to this form. All additional pages must be signed.)

Description of record of
relevant part of the

record:

Reference number, if

available:

Any further parficulars of

record:

TYPE OF RECORD

(Mark the applicable box with an “X".)
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Record is in written or printed form.

Record comprises of virtual images (this includes photographs, slides, video recordings, computer-

generated images, sketches etc.)

Record consists of recorded words or information which can be reproduced in sound.

Record is held on a computer or in an electronic, or machine-readable form.

FORM OF ACCESS

(Mark if applicable box with an “X”)

Prinfed copy of record (including copies of any virtual images, franscriptions and information held on

computer or in an electronic or machine-readable form).

Written or printed transcripfion of virfual images (this includes photographs, slides, video recordings,

computer-generated images, skefches, etc.).

Transcription of soundtrack (wriften or printed document).

Copy of record on flash drive (including virtual images and soundifracks).

Copy of record on compact disk drive (including virtual images and soundtracks).

Copy of record saved on cloud storage server.

MANNER OF ACCESS

(Mark the applicable box with an “X.)

Personal inspection of record at registered address of public/private body (including listening to
recorded words, information which can be reproduced in sound, or information held on computer or

in an electronic or machine-readable form).

Postal services to postal address.

Postal services to street address.

Courier service to street address.

Facsimile of information in written or printed format (including transcriptions).

E-mail of information (including soundfracks if possible).

Cloud share/file tfransfer.
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Preferred language:

(Nofe that if the record is not available in the language you prefer, access may be granted in the

language in which the record is available.

PARTICULARS OF RIGHT TO BE EXERCISED OR PROTECTED

(If the provided space is inadequate, please continue on a separate page and attach it to this Form. The

requester must sign all the additional pages.)

Indicate which right is to be

exercised or protected:

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

aforementioned right:

FEES

a) A request fee must be paid before the request will be considered.

b) You will be notified of the amount of the access fee to be paid.

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:

You will be notified in writing whether your request has been approved or denied and if approved the

costs relating to your request, if any. Please indicate your preferred manner of correspondence.

Postal address

Facsimile

Electronic communication (Please specify)

Signed at

this

day of 20

Signature of requester/person on whose behalf request is made
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FOR OFFICIAL USE

Reference number:

Request received by (state rank, name and surname of

information).

Date received:

Access fees:

Deposit (if any):

Signature of information officer
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ANNEXURE C
OUTCOME OF REQUEST AND OF FEES PAYABLE

(FORM 3: Section 56 of the Promotion of Access to Information Act, 2000)
[Regulation 8]
Note:

1. Ifyourrequestis granted the—
(a) amount of the deposit, (if any), is payable before your request is processed; and
(b) requested record/portion of the record will only be released once proof of full payment is
received.
2. Please use the reference number hereunder in all future correspondence.

Reference number:

TO:
Your request dated , refers.
1. You requested:

Personal inspection of informatfion at registered address of public/private body (including
listening to recorded words, information which can be reproduced in sound, or information held
on computer or in an elecfronic or machine-readable form) is free of charge. You are required
to make an appointment for the inspection of the information and to bring this Form with you. If
you then require any form of reproduction of the information, you will be liable for the fees
prescribed in Annexure B.

OR
2. You requested:

Printed copies of the information (including copies of any virtual images, transcriptions and
information held on computer or in an electronic or machine-readable form )

Written or printed franscription of virtual images (this includes photographs, slides, video
recordings, computer-generated images, sketches, etc)

Transcription of soundtrack (written or printed document)

Copy of information on flash drive (including virtual images and soundfracks)

Copy of information on compact disc drive(including virtual images and soundtracks)

Copy of record saved on cloud storage server

3. To be submitted:

Postal services to postal address

Postal services to street address

Courier service to street address

Facsimile of information in written or printed format (including franscriptions)

E-mail of information (including soundfracks if possible)

Cloud share/file transfer

Preferred language:
(Note that if the record is not available in the language you prefer, access may be granted in
the language in which the record is available)
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K

indly note that your request has been:

|:| Approved

|:| Denied, for the following reasons:

4. Fees payable with regards to your request:
ltem Cost per Ad-size Number of Total
page or part pages/items
thereof/item
Photocopy
Printed copy
For a copy in a computer-readable form on:
(i) Flash drive
e To be provided by requestor R40.00
(ii) Compact disc
* |If provided by requestor R40.00
* |If provided to the requestor R60.00

For a transcription of visual images per A4-size
page

Copy of visual images

Service fo be
outsourced. Will
depend on the
quotatfion of the
service provider

Transcription of an audio record, per A4-size R24.00
Copy of an audio record

(i) Flash drive

J To be provided by requestor R40.00
(ii) Compact disc

. If provided by requestor R40.00
. If provided to the requestor R60. 00

Postage, e-mail or any other electronic transfer:

Actual costs

TOTAL:

5.

Deposit payable (if search exceeds six hours):

|:| Yes

[ v

Hours
search

of

Amount of deposit
(calculated on one third of total amount per
request)

-4 -




The amount must be paid into the following Bank account:

Name of Bank:

Name of account holder:

Type of account:

Account number:

Branch Code:

Reference Nr:

Submit proof of payment to:

Signed at this day of

Information officer

20
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ANNEXURE D
COMPLAINTS TO REGULATOR — COMPLAINT FORM

(FORM 5: Section 77 of the Promotion of Access to Information Act, 2000)
[Regulation 10]

Agoress: JD House, 27 Stemens Sest
m Srmamtoateln, Jonannesourg, 2001
ﬂ :mnﬁﬁmm 2017
k—‘f/ (SOUTH AFRICA) Ter 090 023 5200 '

v TSI T—— Emral FAAComplainis@infoRequlston ong.za

B T e e

COMPLAINT FORM

FORM 5
[Feeguiation 1)

MOTE:

!J

This form s designed 1o assist the Reguesisr or Thind FarSy (hersinafier refsmed b as “the Complainant™) in
regeesing a eyiew of a Publc or Privake Body's response or norresponss b a reguest for acoess o reommds
under Fe Promobon of Access fo informabion Act, 2000 (At Mo, 2 of 20000 (MPAAT) Flease il oul this fom
and semd R o the tllowing =mal addess: FPalaComplaintefinfoSsouistor omza or compleie onlne
complaint form anmlabie af Fips o wew Joctos. gov zad ndoregr.

FAdA, gives & member of the publc a right o = a complaint with e foration Regulstor about any of the
rature of compéaints detalied in part F of this compiaint form.

E Is S polcy of the Infomation Reguisior o defer investigating or o reject & complaint B e Complainant has
mit first ghaen the pubdc or privaie body (Fersin afer refered o as She Body™) an opporbunity o respond b and
altempt B0 mesole T lssus. To Felp e Body address your oncems prior o approaching the: imformabion
Fosguitstor, you ans reguired b compists Fe presoribed PALS Fomen 2 and subit § o S Body,

A copy of this Fomm will b= prowdded fo the Body @at ks the subject of your complaint. The inforadion you
provide om il form, altacked o this form or that you Supply later, Wil oniy be used o atiempt fo nescive your
dispule, unkegs ptherwise styisd henein.

The Imformmation Regquiasior will only accept your complainl once you comfimn having complied with the

a Copy of the form o Bhe: Body requesiing »oress io recons;

= The Body's response io your oompdaint or acoess requesk

[ Ay oEher comespondence between you and the Body megarding your request

d Copy of the appeal Torm, T your compllant neiate b a public body;

[ The Body's response B0 ypour appealk

(| Ay obher comespondence betwesn you and the Sody megarding your anpea

@ Cooumentabion authorizing youw o & on behall of another person (F applicabie);

FL Court Order or Ciowrt dooumenis reievant io your complaint, B any.

I the spapes provided fior Inthis Form ks imadequeis, submE nformation a5 an Ammesare o this Form and sign

=ach page.
CAPACITY OF PERSONPARTY LODGING & COMPLAINT
[Mark with an "xX")
Compiainant Personaly
Representathe of Compiainant
Third Farty
PREREQILNSTES
Oid you submit reqguesl (PALA fom) for access o recond of & | Wes
pubilciprivaie body 7
Has 30 days lapsed from the dale on which you submitied your PalA | Yes
Tormi#

Did you exfawst all e imtema appeal procedure against 3 declsion of | Yes
the Informaton oiffcer of 3 pubilc body ™

Fiawe YOu annied [0 COUR for a00rooians reled [eganding s mater? | ves




FOR INFORMATION REGULATOR™S LASE ONLY

Receled by, (Full names)

Posifion

Syraire

Compiait accepted

Reference Mumber

Postal address

Facsimiie

LT ESeCoronic: COmMmUnICIIon
{Please sneciyl

PART &
PERSONAL INFORMATION OF COMPLAINSNT

Full Mames

jBeriity Number

Fosa Address

Street Address

E-Mall Address

Comiact numbens

Td. (B

Celular

PART B

REPRESENTATIVE INFORMATION

[Compiete ory I you Wil be epesanied. A Power of Altomey mus be afiached § oompéainar s
represaniod. g which e compssint will be rejectag)

Facsimiie

Ful Mames of

Repesanizive
Maiure of represemaion

Ity HuUmber /
Reqistaion Mumber

Posial Address

=ireet AJoess

E-mall AXIress

LOMECT NUMDErs

Te. (g

[ FacEmiE |

Celular

PART C
THIRD PARTY INFORMATION
{Piease atfach letier of suthorsation)

Type of Bady

Prlvate

Puniic

Hame of Puiblc /' Privale
Body

Registatfion  Mumber ([
ary|

Hame, Sumame and Tile
of person aumonsed o
kadge 3 compiaint

Postal Address

Sireef Addess

C-4mall ADIress
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Tel (BL [Facsimie |

Contact Mumbers ==
PART D
BODY AGAINST WHICH THE COMPLAINT 15 LODGED

Privale =T
Type of body
FEme Of puglc | privaie
body
Reqisiabon  rumber (1
ary
Hame, sumams and e
of person you deat with at
the pubilc or private body
to try % resolve your
compiaint or request for
atoess 1o Imfomnation
FeoGta Addrees
Eireet AJGIEES
E-mall Aforess
e Tel. (BL [ Facsimie |

Celuiar
Refersnce MNUMbDer Jhven
(¥ anyl

PARTE
COMPLAINT

Tief us aboukt e Se0s Vo Aave faken o iy [0 resoie Vo compait! [Complanis showd st be
Sivmitted aivectly o the pubilc oF pefvaie hody for response and possibie esolution |

Caie on which mrequest for access 0 reconds
submitiad

Please specty e nalre o he nghs) D be
Exemised or prolecied, If 3 compliant s ageinst a
private body.

Have you aiempiEd 10 resoive the Matler with the organisaion? YEE 1o

T yes, when did you recelve It [Piease altach the
letter to Sis application. |

Cid you @opedl agans! 3 decksion of Te Irormation officer of the oublls | ... M

i ves, when did youl Iodoe an apoeal? |

Have you appied to Court for appropriais relef reganding this mater? — —

I yeE, please Indcaie When was e  maner
adudicated by the Cour™ Please aifach Court Ondar,
If there Is any.

PERTF
DETAILED TYPE OF ACCESS TO RECORDS
[Flease select one or MOre of e folowing io describe your complaint fo the Ifarmancn Reguisiorn

Unsuccessidl | appeal | (Sechion | 1 have appeaisd againg (e decision of Me putiic Dody
TrafZfal or seconm TTA{ZWa) of -HDU!ﬁEEﬁﬂEEﬂfﬁlHEiHIEEEﬁH
PAA}

Unsuccessill applicaion for | [ Mied my aopeal against the dedsion oF e pubiic
condonation (Secions TTAMZD | body dele and Somded oy condonation  The
and 75(2) of PAIA) condonation appiication was dismissed
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Refusal of a request for access
(Section TTA(2)(c)i) or TTAZ)(dNI)
or TTA(3Nb) of PAIA)

| reguested access fo information held by a body and
that request was refussd or parfially refused.

The body requires me to pay a fee
and | feel it is excessive (Sections
22 or 4 of PALA)

Tender or payment of the prescribed fee.

The tender or payment of a deposit.

Repayment of the deposit (Section
Z24) of PAIA)

The information ofcer refused to repay a deposit paid
in respect of a request for access which is refused.

Disagres  with time extension
(Sections 26 or 57 of PAIA)

The body decided fo extend the time [mit for
responding to my request, and | disagres with the
requested fime [imit extension or a fime exiension
taken to respond to my access request.

Form of access denied (Section

29(3) or 60{a) of PALA)

| requested access in a particular and reasonable form
and such form of access was refused.

Deemed refusal (Section 27 or 58 of
PALA)

It is more than 30 days since | made my request and |
have not received a decision.

Extension penod has expired and no response was
received.

Inappropriate disclosure of a record
(Mandatory grounds for refusal of
access to record)

Records (that are subject fo the grounds for refusal of
access) hawve inapproprmatelyunreasonable been
disclosed.

Mo adequate reasons for the refusal
of access (Section 56{3)(a) of PALA)

My request for access is mefused, and no valid or
adequatle reasons for the refusal, were given, including
the provisions of this Act which were relied vpon for
the refusal.

Partial access to record (Section
2B{2) or 59{2) of PALA)

Access o only a part of the requested records was
granted and | believe that more of the records shouwld
have been disclosed.

Fee waiver (Section 22{8) or 54(8)
of PALA)

I am exempl from paying any fee and my request fo
waive the fees was refused.

Records that cannot be found or do
not exist (Section 23 or 55 of PALA)Y

The Body indicated that some or all of the requesied
records do not exist and | believe that more records do
exist

Failure to dizclose reconds

The Body decided to grarnt me access to the requested
records, but | have not received them.

Mo  jurisdiction  (exercise or
protection of anmy rights) (Section
SO 1)(a) of PAIA)

The Body indicafed that the requested records are
excluded from PAIA and | disagree.

Frivolous or wvexatious request
{Section 45 of PAIA)

The Body indicafed that my request is manifestly
frivalous or vexatious and | disagree.

COther (Please explain)

How do you think the Information Regulator can assist you? Describe the result or outcome that you

Seek.

PART G
EXPECTED QOUTCOME

PART H
AGREEMENTS
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The legal basis for the following agreements is explained in the Privacy Notice on how to file your
complaint document. In order for the Information Regulator to procass your complaint, you nead fo
check each one of the checkboxes balow to show your agresmeit:

[]

)
[
]
L

| agree that the information Regulator may use the information providsd in my complaint fo assist
it in researching issues relafing to the promotion of the right of access fo ifformation as well as
the protection of the nght to privacy in South Affica. | understand that the Information Reguiator
will mever includs my personal or other identifying information in any public report, and that my
persanal information is st profected by the Protection of Personal information Act, 2013 [(Act No.
4 of 2013). | understand that § | do not agree, the Information Reguiator will =il process my
complaint.

The information in this Complaint Form is true to the best of my knowledge and belief.

I authorize the information Regulator to collect my personal complaint information (such as the
information abouwt me in this complaint form) and wse it to process my human rights complaint
relating fo the right of access to informalion and / or the protection of the right fo privacy.

| authorize anyone (such as an employer, service provider, witness) who has information needed
fo process my camplaint fo share it with the Information Regulator. The Information Regulator can
obtain thiz information by falking fo witnesses or asking for writfen records. Depending on the
nature of the complaint, these records cowld include personne! files or emplover data, medical or
hospital records, and financial or taxpayer information.

If any of my comfact information changes dwing the complaint process, if is my responsibility fo
inform the Informafion Regulator, otherwise my complaint could experience a delay or even be
closed.

Signed at thizs day of 20

Complainant/Representative’Authorized parson of Third party
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