PAIA MANUAL

This policy is owned by BSG Short Term (Piy) Lid.

The processes contained herein forms part of the organisation’s internal control structures and procedures.

As the Head of the aforementioned organisation, | Christing Maria Vilicen

hereby confirm the adoption of the processes set out in this document.

%\

01/06/2025

Head Signature Date
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1) DOCUMENT REVIEW ROSTER -

The PAJA Manual is a working document that must be reviewed periodically.

It is advisable to review the decument on an annual basis. Any amendments must be indicated on the document review roster and
relevant staff members must be informed of any updates.

; Review Date 1 June 2025

Comments / Amendme_ﬁt:s

Next Review Date

| Responsible Person Signature

: Review Date

Comments f Amendments

Next Review Date

Responsible Person Sig'ﬁature

Review Date

Comments / Amendments

Next Review Date

| Respansible Person Signature

i

Reaview Date

Comments / Amendmanis

Next Review Date

Responsible Person Signature

-

| Review Date

Comments / Amendméﬁls

Next Review Date

i Responsible Person Signature

-

Review Date

Comments / Amendmsnts

i Next Review Date
bt a1 et e e .

! : [p—
- Responsible Person Signature
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2) STAFF CONFIRMATION SHEET

L e RS ]

l cont' m that I have read and understand the contents of thls document and that i am aware of my dut:es in respect thereof

tSignature 8‘[ ﬂ”@{) (C,i_b _

i |

Name

1 conf T that ! have read and understand the contents of this document and that | am aware of my dut:es tn re3peot thereof j '

femcERL

-0 HNEOMI BJLp I'@o@b

Sl%

: Name

I oonf i that 1 have read and understand the contents of thie document. and that } arn awere of rny dut:es in respect thereof - = 3

Date Signature

T

Sl /2926 |

Name

; i oonfrm that ] have nead and understand the, contents of thts document and that l am aware of rny dutlee in re_sp'oc_t thereof

zj Name

: lt Date Signature
I
Dm& T (‘\Kﬁfﬂ\l | F v luleg A@
. N ! '
't gonfimm that i have reed and understand the contents of thiis document and tn‘ett am. aware of my dutnes in respeot"tnel_‘eof L '
' Date ! Signature
E‘Eft_c\\ct QE:_ %ﬁ\;t\\«-\ < \\k\ O %\; NN

Name

: ! oonﬁrm thet f have read and: understand the contents of this document and that i am awaré of my dut:es an respeot theneof-

Date Signature

U" B \At )\\ aw §

e [

/]

Name

t conﬁrm that t have read and understand the oontents of this: document and that I am aware of my duttes :n respect thereof 7

Date Signature,

Rmﬂto ’E)“brl: |

0%] o [ 3096

I conﬁrrn that |- have read and understand the. oontents

- 4..“.“

of this document and that | an aware of my  duties i respect thereof -~ .

‘ ! Date Signaturé

L ov[oy [aoob . [. .

/.

, I confirm that ! have read and understand the contents of- lhus document and that | am awar& off

my dutues |n respect thereof |

i Name

1 B U RN U |

Date

1 osfoq/.ac.; A

Slgnature

oSt
HOORSTORNE.
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2) STAFF CONFIRMATION SHEET

Name Data

{

i i conﬁrm that I heve read and understand lhe ccntenls of thrs document and that I am awere of my dutles in respect therecf R 1
: Name “’1 Date ! Signature N ‘
e e e e, t . O :

Elsjé v Niekerk Nopow e -

i conﬁrm that 1 have read and understand the contents of thrs document and that | am aware cf my duities in respect thereof fors

Name Dete f Sugnatun:.-_
L« - | | .
i ‘wf)"’:c:\ " L)arh\prqc.,\{ 0‘5’ Ol » 7—0'2-& | '&%r_&
U S S
H ccnﬁr—n'rmt;at_ I. ;ave-re;d and ur;—e:stand the contents of thiis doument and that l;m aware of my duties in respect thereof R
Name ! Date Signature |

\&&'S‘b‘-ﬂ ‘ | I';-"? - - 2023 \,\me—\

! conﬁrm that H have read and understand the contents of thrs dccument and that | am aware of iy dutres i.j_"'fgsﬁga thé,e'_c',f_'. L

Name [ Date Sagnature

% ’ i

Tursh  Qehegpers | l 0% - 04 - 303k j w
_']conﬁrrn thal 1 have read and understand the contents of this dccurnent and that 1. am aware cf my dutles in respect therecf o
Name g Date Signature
j' !

ml conﬁrm that ] have reed end errr!_erstand the con!enls of thls document and thet I am aware of my dut;es :nwr“espe“ci m;:e:f"%“‘}

: Name Date S:gnature

! ccnﬁrm that i have read and. understand the contents of this document and that } am aware of my dulres in respect 1hereof B

| Name : Date Signature !

r l ccnf irm that | have read and Lmderstand the ocntents of this document and that I am aware of my dufies in respect thereof
Name Date ! S|gnature
L i ______________________________ i

Ce e B LR . St el eme o e e em e e e e
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3) DEFINITIONS
PAIA means the Promation of Access to Information Act 2 of 2000
PGPI means the Promotion of Personal Information Act 4 of 2013
Information Regulator means the Regulator established in terms of Section 39 of POPRI
Person means a natural person or a juristic person

Private body means:

* a natural person who carries or has carried on any trade, business or profession, but only in such capacily
* a partnership which camies or has carried on any trade, business or profession: or
= any former or existing juristic person, but excludes a public body

Publi¢ body means:

* any department of state or administration in the national or provincial sphere of government or any municipality in the local sphere
of government; or
= any other functionary or institution when:

exefcising a power or performing a duty in terms of the Constitution or a provincial constitution; or
exercising a public power or performing a public function in terms of any legislation

Head, in relation {o, a private body means:

* inthe case of a natural person, that natural person or any person duly authorised by that natural person:
* inthe case of a parinership, any partner of the partnership or any person duly authorised by the parinership;
* inthe case of a juristic person:

the chief executive officer or equivalent officer of the juristic person or any person duly authorised by that officer; or
the person wha is acting as such or any person duly authorised by such acling person

Information Officer means the head of 2 private body

Deputy Information Officer means the person to whom any power or duty conferred or imposed on an Information Officer by POPI
has been delegated

Requester in relation to a private body, means any person, including, but not limited to public body or an official thereof, making a
request for access to a record of the organisation or a person acting on behaif of such person

Personal Requester means a requester seeking access to a record containing personal information about the requester

Personal information means information relating to an identifiable, living, natural person, and where it is applicable, an identifiable,
existing juristic person, including, but not imited to: information relating to the race, gender, sex, pregnancy, marital status, national,
ethnic or social origin, colour, sexual orientation, age, physical or mental health, well-being, disability, religion, conscience, belief,
culture, language and birth of the person: information relating to the education or the medical, financial, criminal or employment history
of the person; any identifying number, symbol, e-mail address, physical address, telaphone number, location information, onfine
identifier or other particutar assignment to the person, the biometric information of the person; the personal opinions, views or
preferences of the person; correspondence sent by the person that is implicitly or explicitly of a private or confidential nature or further
correspondence that would reveal the contents of the original correspondence; the views or opinions of another individual about the

A e e O R T - r— I
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persom,; and the name of the person if i appears with other personal information relating to the person or if the disclosure of the name
itself would reveal information abaut the person

Request for access means a request for access fo a record of the organisation in terms of section 50 of PAIA

Record means any recorded information regardiess of the form or medium, in the possession or under the controt of the organisation
irespective of whether or nat it was created by the organisation

Data Subject means the person to whom personal information refates

Third Party in relation to a request for access to a record held by the organisation, means any person other than the requester
Processing means any operation or activity or any set of operations, whether or not by automatic means, concerning personat
information, including the collection, receipt, recording, organisation, collation, storage, updating or modification, retrieval, alteration,

consuitation or use, dissemination by means of transmission, distribution or making available in any other form, or merging, linking,
as well as restriction, degradation, erasure or destruction of information

4)PURPOSE OF A PAIA MANUAL

The Promotion of Access to Information Act, 2000, gives effect to section 32 of the Gonstitution, which provides that everyone has the
right to access information held by the State or any other person (or private body), when that information is required for the exercise
ar protection of any rights.

The purpose of PAIA s fo:

= foster a culture of transparency and accountability in public and private bodies by giving effect to the right of access fo information,
and to

* actively promote a society in which the people of South Africa have effective access to information to enable them to more fully
exercise and protect alt of their rights

The organisation recognises everyone's right to access to information and is committed to provide access to the organisation’s records
where the proper procedural requirements as set out by PAIA and POPI have been met.

The organisation's PAIA manual is compiled in accordance with section 51 of the Act and contains the following provisions:

Thié _sé&ﬁoﬁ pfovideé the organiéa.tic;ﬁ;s. postal énd street address, pﬁc_jne and fax number and, if avé_i"['a'bie, the e—mail address of the
hea'ci!_.of the organisation - '.

Annexurs B : Section 10 PAIA Guide

This s'ection. provides a description of the guide referred to in Section 10 of PAIA and how you may obtain access to it

_ Statutory Records

This section provides a description of the various statutes in terms of which the organisation is required to maintain records

Annexurs D "E'I.ﬁ'ﬂﬁiilability of Records

S e . fr— s i
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This section provides = list of records held by the organisation along with an indication of whether the record is freely available or
only accessible by way of a fo'_rmal fequest in terms of the provisions of PAIA, The section also provides a description of the category
of data subject(s) to who théﬁ_respective fecords relates along with an indication of the purpose for which the record is being__ kept.
Records that are indicated as “Freely Availabie” can be accessed by contacting the Deputy Information Officer (see Annexure A),

without having to follow any formal procedures. Records thet are indicated as a "PAIA Request", requires the requester to lodge a
formal request as provided for in Annexure E N

Annexure E: 'Raqt:eéf Prgcedure :

This seclion sefs out the procedure required to obtain access to a record indicated as a PNA Request™ in Annexure D
A riind

This section sets out the feég that are payable to the organisation prior to processing a request to obtain access to 2 record held by
the organisation A |

"'Annexure G :‘_lﬁ:_e'p-&t'y-.}nfoﬂnation-()ﬁicer Appﬁ_iﬁtmén’t_—

This section provides for the formal appointrent of a Deputy Information Officer where 50 required

51 DUTIES OF THE INFORMATION OFFICER -

The Information Officer andfor the Deputy Information Officer of the arganisation are responsible for:

= Publishing and proper communication of the manual i.e. creafing policy awarenass

* The facilitation of any request for access

* Providing adequate notice and feedback to the requester

*  Determining whether to grant a request for access to a completefulf record or only part of a record
* Ensuring that access to a record, where so granted, is provided timeously and in the corract format

* Reviewing the policy for accuracy and communicating any amendments

Right of Access

The Information Officer andror Deputy Information Officer may only provide access to any record held by the organisation to a requester
if:

= The record is required for the exercise or protection of any right, and

* The requester complias with the procedural requirements relating to a request for access fo that record, and

* Access to that record is not refused in terms of any of the grounds for refusal listed below

Grounds for Refusal

The Information Officer and/or Deputy Information Officer must assess whether there are any grounds for refusing a request for access.
Where any grounds for refusat are found, & request for access wilt not be granted.

However, despite finding any grounds for refusal, access to the record(s) will be provided where:

* the disclosure of the record would reveal evidence of a substantiat contravention of, or failure to comply with the law or imminent
and serious public or environmental risk, and

T e ek s e . Uit i o - o [
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* the public interest in disclosing record, will clearly outweigh the harm contemplated in the provision in question,.

Where there are no grounds for refusal, request for access will be granted.

If a request for access is made with regards to a record containing information that would justify a ground for refusal, every part of the
record which

* does not contain, and

* tan reasonably be severed from any part that contains, any such information must, despite any other provision of PAIA, also be
disclosed

The grounds for refusal, or absence thereof, are set out below:

[i\: Mandatory Protection of privacy of a Third Party who is a Naturai Person —I

*  The disclosuré Woufd involve the unreasonable disciosure of personal infonﬁaﬁpn about a third party that is a"nalural person
(including a deceased individual) '

=  The record cﬁn_éists of information that concems an individual who has alréa_dy consented in writing to its disclosure to the
requester concerned 4 o

= Therecord cqhsists of information that is already publicly available

*  The record cx_jnéists of information that was given fo the organisation by the indi_iridual to whom it relates and th_é individual was
informed by or on behalf of the organisation, before it is given, that the info;méﬁon belongs to a class of information that would
or might be made available to the pubiic

*  The record cons:sts of information about an iﬁqividua!'s physical or mental health, or well-being, who is under the care of the

requester and who is under the age of 18; or incapable of understanding the néture of the request, and if givihg access would
be in the individual’s best interest

*  The record corisists of information about an individual who is deceased and the requester is the individual's next of kin or making
the with the wripen consent of the individual's next of kin

* The record consists of information about an individual who is or was an official of the organisation and which relates to the
position or functions of the individual, including, but not limited to the title, work address, work phone number, the classification,
salary scale or remuneration and responsibilitiés of the position heled or services performed by the individual__'__'and the name of

the individual on & record prepare by the individual in the course of employment.

B: Mandatory Protection of Commercial Information of a Third Party

Grounds for Refissal s
* The record consists of information that oontai;‘i's_ trade secrets of a third party

* The record consists of information that contains financial, commercial, scientific or technical information, other than trade secrets,
of a third party, the disclosure of which would be likely to cause harm to the commercial or financiaf interesis of that third party

* The record consists of information supplied in confidence by a third party, the disclosure of which could reasonably be expected

fo put that third pary at a disadvantage in contractual or other negotiations or to prejudice that third party in commercial
competition '

MOONSTONE
_.\_\_____-‘_'_'_ﬂ_'_'___,/
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No Grounﬂs for R-fusai

« The record consists of rnformal:on ahout a third party who has consented who has already consented in wnhng to its disclosure
to the reguester concerned

= The record consists of information about the results of any product or-environmental testing or other lnvestigat:on supplied by a
third party or the results of any such tésting or investigation carried out by or on behalf of a third pany and its disclasure would
reveal. & serious pubiic safety or ervironmental risk (the resuits of any product or environmental testmg of other investigation do
not mclude the results of prellmlnary testmg or other investigation conducted for the purpose of developing methods of testing
or other investigation) .

C: Mandatory Protection of certain Confidential Information of a Third Parly

'Groundajpr Refusal

* The record consists of information the dlsclosure of which would conslltute an action for breach of g duty of confidence owed to
a third party in terms of an agreament ’

D: Mandatory Protection of Safety of Individuals and Protection of Property

, emunas%r Refusal

* The record consists of mformatlon that |f dlscloeed cou}d reasonably be expected fo endanger the hre or physical safety of an
:ndlvrdual

= The record consists of information that |f disclosed would likely pre;udace or impair the security of a buﬂdlng. a struchure or system,
a compier or communication system & means of transport, any other property

= The reoord consists of information that if disclosed would likely prejudlce or impair the security of me%hods systems, plans or
procedures far the protection of an individual in accordance with a wrtness protection scheme, tha safety of the public, or any
part of the public, or the secuwrity of property b

E: Mandatory Protection of Records privileged from Production in Legal Prooeedmgs

Grounds for Refusel

= The record conslsts of information prmleged from production in legal prooeedmgs unless the person entitled to the privilege has
walved the privilege

F: Comsmercial Informatlon of the Orgamsatron

Grounds for Rafusal RS S 5

* The record consists of information that contains trade secrets of the'organisalion

= The record consists of information that contams financial, commercial s-:nenhﬂc or technical informallon otherthan trade secrets,
of the arganisation, the disclosure of whu:h would likely cause harm to the commercial or financial lnteresls of the organisation

- The record consists of mformat:on the disclosure of which, oould reasonably be expected to put the organisation at a
dlsadvantage in contractual or other negolratzons or prejudice the orgamsahon in commercial competltmn

« Therecordis a computer program as deﬁned in section 1(1) of the Copynght Act (Act 98 of 1978), owned by the organisation,
except insofar as it is required to give access to a record to which access is granted in terms of PAIA

No Grotinds for Refusal

MOONSTONE 3.5. 2 3chwoPomAwuoec 201 5 © Moonstone Compliance (P! ) Ltd.
\_———'—/ ty



FRYS U Di 2

= The record consists of information about the results of any product or environmental testing or other investigation supplied by
the organisation or the results of any such testing or investigation carried out by or on behalf of the organisation and its disclosure
would reveal a serious public safety or environmental risk (the results of any product or environmental testing or other
investigation do not include the resuits of preliminary testing or other investigation conducted for the purpose of developing
methods of testing or other investigation)

G: Mandatory Protection of Research Information of a Third Party and the Organisation

Grounds for Refusal - -
* The r_écord consists of information that contains information about research being or to be carried out by or on behalf of a third

parly,' the disclosure of which would be likely to axpose the third parfy. a person that is or will be cai:fying out the research on
behalf of the third party, or the subject matter of the ressarch to serious disadvantage

. The"rebord consists of information that contains information about Fe'Search being or to be carried out by or an behaif of the
organisation, the disclosure of which would be likely to expose the organisation, a person that is or will be carrying out the
research on behalf of the organisation, or the subject matter of the research 1o serious disadvantage

Notice

Where a request for access has been received the Information Officer and/or Deputy Information Officer will notify the requester of
receipt and the prescribed fae (if any) that is payable prior to processing the request. Please refer to Annexure F for a full breakdown
of fees payable. Personal requesters will not be charged a request fee.

The notice must state:
* The amount of the deposit payable {if any)

= That the requester may lodge a complaint with the Information Regulator or an application with a court against the tender or
payment of the request fee, or the tender or payment of a deposit, as the case may be

= The procedure (including the period) for lodging the compiaint with the Information Regulator or the application

Except to the extent that the provisions fegarding third party notification may apply, the Information Officer and/or Deputy Information
Officer to whom the request is made, must as soon as reasonably possible, but in any event within 30 days, after the request has
been received in the prescribed format:

* Decide in accordance with PAIA whether to grant the request, and

= Nolify the requester of the decision and, if the requester stated that he or she wishes to be informed of the decision in any other
manner, inform him or her in that manner, if it is reasonably possible

If the request for access is granted, the notice must state:
* The access fee (if any) to be paid upon access

= The form in which access will be given, and

- b R . JEY.. P e e -
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That the requester may lodge a complaint with the Information Regulator or an application with a court against the access fee to

be paid or the form of access granted, and the procedure, inciuding the period alfowed, for lodging a complaint with the Information
Regulator or the application

i the request for access is refused, the notice must:
* State adequate reasons for the refusal, including the relevant provision of PAIA that was refied on

= Exclude, irom any such reasons, any reference to the content of the records’ and

State that the requester may lodge a compiaint with the Information Regulator or an application with a court against the refusal of
the request, and the procedure (including the period) for lodging & complaint with the Information Regulator or the application

Should all reasonable steps have been taken to find a record requested, and there are reasonable grounds for believing that the
record:

= Isin the organisation's possession, but cannot be found, or
= Simply does not exist,

the head of the organisation must, by way of affidavit or affirmation, notify the requester that it is not possible to provide access to that
record. The affidavit or affirmation must provide full account of all steps taken to find the record in question or to determine whether
the record exists, as the case may be, including all communication with every person who conducted the search on behalf of the head.

ANNEXURE A': CONTACT DETAILS & BUSINESS TYPE

A. Organisation Contact Details
Postal address: PO Box 12800, Brandhof, 9324

Street address: 5 Nobel Street, Brandwag, Bloemfontein, 9301
Phone number: 051 - 4070 800

Fax number:

B. Head of Organisation

MOONSTONE 3.5.2.3(FCMIOPD/PAILL/Dec 2015 © Moonstone Compliance (Ply) Lid.
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Full naries & sumame:  Christina Maria Viljoen

Email address; cvilfoen@thirdagegroup.com

C. Deputy Information Officer

Full names & surame  Christina Maria Viljoen
Email address: cviljioen@thir Up.CO:
Phone number: 073 221 0047

D. Business Type

The organisaion onducs ts mai ype ofbusinass n th folowing sectors) -

Agriculture 3 ] o Pk
Mining and Quarrying © -

Manufacturing

Electicity, Gas & Water.

Construction

Retail & Motor Trade and Repair Services

Wholesale Trade, Commercial Agents & Allied Services -

Catering, Accommodstion & Other Trade |

Finance & Business Sérvices

Community, Special &_ Personal Services

U0x OO0 oOd0ooog

If other, please specify:; ¢

 ANNEXURE B : $ECTION 10 PAIA GUIDES

Head signature: | Cloen

i F
Date: | 01/06/2025

PAIA grants a requester access to records of a private body, if the record is required for the exercise or protection of any rights. Where
a public body lodges a request, 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.

Requesters are referred to the guide in terms of section 10 of the Act which has been compiled by the South African Human Rights
Commission, The guide contains information for the purposes of exercising Consfitutional rights.

M_OONST(_?_@ p
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The guide is available in all South African official languages free of charge and any person may request a copy of the guide.
A copy of the guide may be obtained by contacting the South African Human Rights Commission at:

* Postal Address: The South African Human Rights Commission, PAIA Unit, Private Bag 2700, Houghton, 2041

* Telephone Number: +27(0)11 877 3600

* FaxNumber. +27{0}11 403 0625
* Website: www.sahrc.org.za

ANNEXURE G : STATUTORY RECBRDS -

i Mead signature; | :
L gnalre | Coen

i & | L
|Date: | 01/06/2025

The organisation maintains statutory records and information in terms of the folfowing legislation:

Administration of Estales Act
Arbitration Act

Basic Conditions of Employment Act
Closed Corporations Act

[
A
Auditing Professions Act 0
b 4
1
Collective Investment Schemes Control Act x

B R T LR R T T . —

MOONSTONE 3.5.2.3fFCM/OPD/RAIILDec 2015 © Moonsiane Compliance (Pty) Lid.

—-____,_.—"/



- am b Al ded

Companies Act
Compensatlon of Occupational Injuries & Dlseases Act
Consumer Protection Act

Copyright Act -

Customs and Excise Act

Electronic Communications and Transactions Act
Emp!oyment Equity Act
Financial Advisory & Intermediary Services Act
Financiat Institutions (Protection of Funds) Act e
Financial intg_liigence Centre Act
Friendly Socisties Act

Income Tax Act

Insolvency Act

Labour Refations Act

Long-term Insurance Act

Medical Schemes Act

National Credlt Act

Occupatronal Health and Safety Act

Patents Act .

Pension Funds Act

Prevention of..'brganised Crime Act |

Prevention and Combatting of Corrupt Activiﬁe’é Act

Promotion of Equality and Prevention of Unfair Discrimination Act _

Protection of Constxtuhonal Democracy against Terrorist and related Acl:wnes Act
Short-termn lnsurance Act '

Skitls Deveiop_rnent Act

Trademarks_f'Alct

Unemployméijat Insurance Act

Value Added Tax Act

Ox OX X Ox Ox X Ox 00X X 000X OxXx X OO0X X X

Head signa_iurg: ; !

A\l
Date: | 01/06/2025

The organisation maintains the following categories of records and related subject matter. The status of the record's avaifability, the
purpose for its processing and the relevant data subject calegory ta who the record relates are set out below:

Category: Record © Availability: *Purpose: ' Data Subject:
Public Product Information Freely Available  Convey Public Information Organisation
Public Corporate Records Freely Available  Convey Public Information Organisation
i;g:‘; Media Releases Freely Available  Convey Public Information Crganisation
Published Newsletters Freely Available  Convey Public Information Organisation
Magazine Articles Freely Available  Convey Public Information Organisation

R L - P - S memen s LR, O
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Regulatory &
Administrative

Human
Resources

Financial

Marketing

MOONSTONE
o ~

——

Permits, Licenses or Authorities

Canflict of Interest 'IManagement Policy

Complaints Policy
FICA Intemal Rules
Health & Safety Plan

Memorandum of Incorporation

Minutes of Board or Directors Meetings

Register of Memt_iet_é
Register of Board of Directors

Internal correspondence (e-mails/memaos)

thsurance Policieé held by organisation

Employment Applications N
Empioyment Contracts

Personal Inforrnélioﬁ of Employees
Employment Equity Plan

Medical Aid Records

Pension Fund Records
Disciplinary Records

Performance Management Records
Salary Records

Employee Beneﬁt__Records

PAYE Records °

Seta Records

Disciplinary Code;__

Leave Records

Training Records

Training Manual '

Financial Statemants

Financial and Tax Records

Asset Register -

Management Aoéoﬁnts and Reports
Vouchers, Cash'Backs and Ledgers
Banking Recordé and Statements
Electronic Banking Records

Market Information
Product Brochures
Advertisements

Field Records
Performance Records

Praduct / Service Sales Records

_____ - o e
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Freely Available
Freely Available
Freely Available
PAEA Request
PAIA Request
PAIA Request
PAIA Request
PA’IA Request
PAIA Request
PAIA Request

PAIA Request

PAIA Request

PAJA Request
PAIA Request
PAI_A Request
PA]A Request
PAJA Request
PAIA Request
PﬁlA Request
F'AiA Request
PA!A Request
PAIA Request
F’AIA Request
F'AIA Request
PAIA Request
PAIA Request

PA_IA Request

PAIA Request

PAIA Request
PAIA Request
PA!A Request
PAIA Request
PAIA Request
PAIA Request

PAIA Reguest
PAIA Request
PAIA Request
PAIA Request
PAIA Request
PAIA Request

internal Communications

Statutory Requirement
Statutory Rqu_irement
Statutory Requirement
Statutory Requirement
Statutory Requirement
Statutory Regui_rement
Statutory Reguirement
Statutory qu_u_lij"ement
Statutory Réqt‘:irement

Risk Mana'gement

Internal Reféfencing
Contractual Agreement
Internal Referéncing
Statutory Requirement
Internal Referencing
internal Refét__éncing
Staiutory Reﬁ_’_t_iirernent
Internal Referencing
Internal Referencing
infernal Referencing
Siatutory Reégﬂi_rement
Statutory Requirement
Statutory Requirement
Internal Reférencing
Internal Ref_éfencing

Internat Refarencing

Internal Réf_e;éncing |
Statutory Réqu_irement
Internal Referencing
internal Re’feréncing
Intemal Referencing
Intemat Re_félfencing

internal Refaféncing

Internal Referencing
Internal Referencing
internal Referencing
interat Referencing
internal Referencing

Internal Referencing

LR R LR VIR

Organisation
Organisation
Organisation
Organisation
Organisation
Organisation
Organisation
Organisation
Organisation
Employees

Organisation ...

Employees
Employees
Employees

Organisation

Employees
Employees
Emgployees
Employees
Employaes

Employees

Employees

Employees
Organisation
Employees
Empioyees
Organisation

Organisation
QOrganisation
Organisation
Organisation

2]

Organisation *

Organisation

Organisation

Organisation
Organisation
Organisation
Organisation
Organisation

Organisation

© Moonstone Compliance (Ply) Lid,



Client
Customer

Third Party

" ANNEXURE E : REGUEST PROCEDURE

Marketirig '.Strategies

Custornéf .’.'. Cliert Database
Customer / Client agreements
Cuslomér:?‘ Client Files
Customer / Client Insfructions

Customer/ Client Correspondence

L .

Rental agreements
F ranmifse agreements
Non-disclosure agreements

Letters of Intent

Supplier Contracts

PAIA Request

PAIA Requast
PAIA Request
PAIA Request
PAIA Request
PAIA Request

PAIA Request
PAIA Request
PAIA Request
PAIA Request
PAIA Request

int'g':%_hal Referencing

Intéiﬁal Referencing
Inierﬁai Referencing
fnternal Referencing
Interrial Communications
External Communications
g
Contractual Agreement
Contractual Agreement
Risk Management
Contractual Agreement
Contractual Agreement

M e s oAk

Organisation

Custo?ners
Cuslqmers
Custdrﬁers
Customers

Customers

Thid Party

Third Party
Third Party
Third Party
Third Party

Head signature: i

Coen

! Date:

i
i

[P

i LT
01/06/202%

To facilitate the processing of your request, kindly complete and submit the form below to the e-mail address of the Deputy Information
Officer indicated in Annexure A,

The Deputy Information Offi

cer will notify the requester that a request for access has been received and that the prescribed fee (if

any) is payable prior to processing the request. Please refer to Annexure F for a full breakdown of fees payable. Personal requesters

will not be charged a

request fee.

Once the request has been processed, the Deputy Information Officer wilt inform you of the outcome of your request and any additional
fees that may fall due.

MOONSTONE -
——
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Please be advised that PAIA provides a number of grounds on which a request for access to information must be refused. These
grounds mainly comprise instances where:

* the privacy and interests of other individuals are protected

* where such records are already otherwise publicly availahle

= instances where public interest are not served

* the mandatory protection of commercial information of a third party

* the mandatory protection of certain confidential information of a third party

When completing the form below please;

* Indicate the identity of the person seeking access to the information

= provide sufficient particufars fo enable the deputy information officer to identify the information requested

= specify the format in which the information is required

* indicate the contact details of the person requiring the information

* indicate the right to be exercised and/or to be protected, and specify the reasons why the information required will enable the
person to protect and/or exercise the right

* where the person requesting the informaticn wishes to ba informed of the decision of the request in a particular manner, state the
manner and particulars to be so informed

* ifthe request for information is made on behalf of another person, submit proof that the person submitting the request, has obtained
the necessary authorisation to do so

A. Particulars of Private Body

The Head:

B. Particulars of person requesting access to the record

0 The partculars of the person whe requests access to the record must b 4 elow -
(i) Fumish an address andfor fax number in the Republic t6 which inforr ation must be sent.

@) Proof of the eapacity in which the request is mads;

 applicable, must be attahed

Full names & -sgli'rha{me: |
Identity number:

Postal address;_‘-
Fax number: &
Telephone nun;_lbe.r:
Email address:
Capacity: or s

C. Particulars of person on whose behaif request is made

This section must be completed ONLY if a request for information is made on behalf of another person
Full names & surname:
Identity number:

D. Particulars of Record

() Provide full particulars of the record to which access is requested, including the reference number # that is known to you

A% ctearn: e EETC e
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{i))  the provided space is_ inadequate, please continue on a separate page and altach to this form. Please sign a"ﬁjf.__ﬁedditicnal pages

Description of record:

Reference numl:_t"e_r:
Any further partict_’_tl'ars:

E. Fees

! (u) A requeet for acoess to a record other than a record containing. pereanat mformatton about yourself wr!l be pmcessed enly aﬁer._'
;@ req Uest fee has been. paid - # ¢ O

i You wril be nottﬁed ofthe amount requzred to be pa:d as the request fee

(iif). The fee payable for access to: a record depends on the form in which acoess |s"
search for and prepare a. record : ]

re gjuired-ana' the reasonable time required to.

(w} I you quallfy for axemption of the payment of eny fee, please state the reascm therefor

Reason for exemptlcn

F. Form of access to record

If you are prevented by a cﬁsablllty fo read, wew or Iisten to the record tn the form of aocess prowded hereunder please slate your'
drsabllity and mdicate in which form the reoord is reqmred : ' : :

Dlsabltlty

Form in which reguired:

Mark the appropr:ate box with-an "X" .

0 Your mdlcetlon aste the requrred form of access depends on the

i in whlch the reccld s avallable _ ! i
- {iiy Access it the: form requested may be reﬁ.lsed _1 erta n mrcums' nces |n such a case you will be mformed of eccess w:ll be-
' granted in another form. - ' e g N < e :

.'_(tu) The fee payable for access fothe record" any, wil!_ hedetermmedpartty tSy th"e formln which access ie requested T
1) if the record i |s in written or printed form: | | | o
= copy of recerd
= inspection dt record
2) if record consists of visual images:
= view the images
* copy of the images
» transcriplion of the images
3) if the record consists of recorded words or information which can be reproduced in sound:
= listen to the soundtrack

» transcription of the soundtrack

o e - = aeg = Sedeam e mde e e e a
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4) If the record is held on computer of in an electronic or machine-readable form:
" prin'téd copy of record

. oopy in oomputer readable form ¥

Please lndlcate tr:-e preferred method ef delrvery
« Byhand

* Email

" Post.

» Fax -

G. Particuiars of rlght to be exercised or protected

if the provided space is madequate please continue on a separate foho and attach it to thus forrn The requester must sign a!l
additlonaﬂ folios. ' : : o :

!ndlcate whlch nght is to be exermsed or protected;

Explain why the record requested is reﬁuired for the exercise or protectien of the aferementioned right;

H. Notice of decision regarding the request for access

-You will be notified in wntmg whether your request has been appro\red f denred If you wrsh to be rnformed thereof in arrother manner
please specrfy the manner and prowde the necessary partrculars to enable campllanoe Wllh your request ' '
How would you prefer to be informed of the decision regarding your request for access to the record?

l. Signature page

Signed at;
Date;

Signature of Requester / Person on whose behalf reguesi is made:

ANNEXURE F ; PRESCRIBED FEES

Meadsignature: | Cyyioen,

T A
! Date: o 01/06/2025

The following applies to requests (other than personal requests):

* A requester is required to pay a preliminary request fee before a request will be processed

* [fthe preparation of the record requested requires more than the prescribed hours {six), an additional deposit shall be paid (of not
more than one third of the access fee which would be payable if the request was granted)

* Arequestor may lodge an application with a court against the render / payment of the request fee andfor deposit

* Records may be withheld until the fees have been paid

* The fee structure is also avaitable on the South African Human Rights Commission's website at www.sahrc.org.za

MOONSTONE - 3.5.2.3/FCMIOPDPAIILIDec 2015 © Moonstone Compilance {sz) Ltd.
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No.© . Description i Fee
1 The fee for a copy of the manual as contemplated in regulation 9(2)(c), for every pho'(oocrpyr of an Ad-size page or '

part thereof R1:10

f 2 The fees for reproduction referred te in regulation 1 1(1) are as follows: "i‘.: -

r a) For every photocopy of an A4 size page or part thereof o R_1:l_?10
b) For every printed copy of an A4 size page or part thereof held on a computer orin alectromc readable form R075
c)Foracopyina computer-readable form on stiffy disc. R?50
d) Foracopyin a computer—readabie form on compact drsc R'{0.0D
¢} For a franscription of \nsuel images, for an A4 size page or part thereof R4'0.0D
fy Fora copy of a vrsuel image : R60.00
g) For a transcription o:f'_ an audio record R20.00
h) For a copy of an audio record R30.00

3 The request fee payet__i_le: oy a. reouesier, other than a pereonaf reouester, referred to iri 'ré_gulation 11{2) R50.00

4. The request fee payable by a requester other than a personal requester referred toi in regulat:on 11(3) -

g} For every photocopy of an A4 size page or part lhereof R11 1]
b) For a printed copy of an A4 size page or part thereof he!d on a computer or in e]ectromc readable form R.O.'TS
c)Feracopyina oomputer readable form on stiffy drsc R7.50
d)Foracopyina computer readable form on compact drsc : - R70.00
e) For a franscription of visual i images, for an A4 size page or part thereof R40Q.00
f) For a copy of a visual image R60.00
9) For a transcription of an audio record, for A4 size page or part thereof R20.00

R30.00

h) For a copy of an audro record

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

6. For purposed of section 54(2) of the Act, the following applies: -
a) Six hours as the hours to be exceeded before a deposit is payable 9 -
k) One third of the access fee is payable as a deposit by the requester -

tDale: l 01!06!2025&

ANNEXURE G DEPUTY INFORMATION OF F!CER APPOINTMENT

In terms of the Protection of Personal Information Act the head of a private body is the designated Information Officer for that private

body. The Information Officer may delegate any power or duty conferred or imposed in terms of POPI to the Beputy Information
Officer,

The organisation has appointed a Deputy Information Officer to facilitate any requests 1o access records held by the organisation. This
detegation does not prohibit the person who made the delegation from exarcising power concerned or performing the duty concemed
himself or herself. The delegation may at any time be withdrawn or amended in writing by the person who made the delegation.
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The Deputy Information Officer need not have any specific qualifications but must have a thorough knowledge of the organisation's
functionai departments and business pracesses.

The Deputy Information Officer has the authority to approach alf staff members of the organisation and to request all records held by
the organisation. Where a manager is of the opinion that access to a record should not be granted to the Deputy Information Officer,
reasons for this decision shall be given to the Information Officer who will make a final decision on the maiter.

Together with the Information Officer, the Deputy Information Officer is responsible for:

* Publishing and proper communication of the manual i.e. creating policy awareness

* The facilitation of any request for access

* Providing adequate notice and feedback to the requester

* Determining whether to grant a request for access to a complete/full record or only part of a record
* Ensuring that access to a record, where 50 granted, is provided timeously and in the correct format

* Reviewing the policy for accuracy and communicating any amendments

As the Head of the organisation, | Christina Maria Villoen
hereby appoint

Christina Maria Vilioen
as the Organisation's Deputy Information Officer

K‘j 01/06/2025

Head Signature Date
f‘ﬂ _01/06/2025
Deputy information Officer Signature Date
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