PROMOTION OF ACCESS TO INFORMATION ACT, 2000 AND THE PROTECTION OF
PERSONAL INFORMATION ACT, 2013 MANUAL (FORMS)

SANBS

Registration No. 2000/026390/08

Annexure A- FORM 1

REQUEST FOR A COPY OF THE GUIDE

[Regulations 3]

TO: The Information Officer

Full names:

In my capacity as (mark with Information Other
"X'): officer

Name of *public/private body
(if applicable)

Postal Address:

Street Address:

E-mail Address:

Facsimile:

Contact numbers: Tel.(B): Cellular:

Hereby request the following copy (ies) of the Guide:

Language (mark with "X") No of copies Language(mark with "X") No of copies
Sepedi Sesotho
Setswana siSwati
Tshivenda Xitsonga
Afrikaans English
isiNdebele isiXxhosa
isiZulu

Manner of collection (mark with 'X"):

Personal Postal addr Facsimi Electronic
collection el Glelelte:s clesliniie communication

(Please specify)
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Signed at

this

Signature of requester
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Annexure A-FORM 2

REQUEST FOR ACCESS TO RECORD
[Regulation 7]

NOTE:

1. Proof of identity must be attached by the requester.

2. Ifrequests 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"

I:l 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

E-mail Address

Tel. (B): Facsimile:
Contact Numbers o

Cellular:

Full names of person
on whose behalf
request is made (if
applicable):
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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 or relevant
part of the record:

Reference number,
if available

Any further
particulars of record

TYPE OF RECORD
(Mark the applicable box with an "X")

Record is in written or printed form
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Record comprises virtual images (this includes photographs, slides, video
recordings, computer-generated images, skefches, etc)

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

Recordis held on a computer or in an electronic, or machine-readable form

FORM OF ACCESS
(Mark the applicable box with an
IIXII)

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

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

Transcription of soundfrack (written or printed document)

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

Copy of record on compact disc drive (including virtual images and soundfracks)

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 electfronic 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 soundiracks 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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the exercise

aforementioned right:

Explain why the record
requested is required for

protection of the

FEES

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

b) You will be nofified 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:

.. Electronic communication
Postal address Facsimile (Please specify)
Signed at this day of 20

Signature of Requester / person on whose behalf request is made

FOR OFFICIAL USE

Reference number:

Officer)

Request received by:
(State  Rank, Name And
Surname of Information

Date received:

Access fees:

Depoisit (if any):

Signature of Information Officer
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Annexure A- FORM 3
OUTCOME OF REQUEST AND OF FEES PAYABLE

1. If yourrequest is 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 information 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) 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 transcription of virfual 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 soundtracks)

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 soundtracks 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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Kindly note that your request has been:

|:| Approved

|:| Denied, for the following reasons:
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4. Fees payable with regards to your request:

ltem Cost per Ad-size page or Number of Total
part thereof/item pages/item
s
Photocopy
Printed copy
For a copy in a computer—readable form on:
(i)  Flash drive
e To be provided by requestor R40.00
(i) Compactdisc
e If provided by requestor R40.00
o |If provided to the requestor R60.00

For a transcription of visual images per A4-
size page

Copy of visual images

Service to be outsourced.

Will depend on the
quotation of the
service provider

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

(1) Flash drive

. 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

[ INo

H Amount of deposit

ours (calculated on one third of total amount
of per request)
search

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

20

Information officer
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Annexure A- FORM 5 - LODGING OF A COMPLAINT

[Regulation 10.]

Note:

1.This form is designed to assist the Requester (hereinafter referred to as “the Complainant”) in
requesting a review of a public or private body’s response or non-response to a request for access to
records under the Promotion of Access to Information Act, 2000 (Act No. 2 of 2000) (“PAIA").

Please fill out this form and send it to the Information Regulator or complete the online complaint form
available at https://www.justice.gov.za/inforeg/.

2.PAIA gives a member of the public a right to file a complaint with the Information Regulator about
any of the nature of complaints detailed in part E of this complaint form.

3.t is the policy of the Information Regulator to defer investigating or to reject a complaint if the
Complainant has not first given the public or private body (herein after referred to as “the Body”) an
opportunity to respond to and attempt to resolve the issue. To help the Body address your concerns
prior to approaching the Information Regulator, you are required fo complete the prescribed PAIA
form and submit it to the Body.

4.A copy of this form will be provided to the Body that is the subject of your complaint. The information
you provide on this form, attached to this form or that you supply later, will only be used to attempt to
resolve your dispute, unless otherwise stated herein.

5. The Information Regulator will only accept your complaint once you confirm having complied with
the prerequisites below.
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6.Please attach copies of the following documents, if you have them:

*Copy of the form to the Body requesting access fo records;

*The Body’'sresponse to your complaint or access request;

* Any other correspondence between you and the Body regarding your request;
*Copy of the appeal form, if your compliant relate to a public body;

*The Body's response to your appeal;

* Any other correspondence between you and the Body regarding your appeal;
*Documentation authorizing you to act on behalf of another person (if applicable);
e Court order or court documents relevant to your complaint, if any.

7.If the space provided for in this Form is inadequate, submit information as an
Annexure to this Form and sign each page.

TO:

The Information Regulator
P.O Box 31533
Braamfontein,

2017

E-mail address: inforeg@justice.gov.za

Tel number: +27 (0) 10 023 5200

CAPACITY OF PERSON/PARTY LODGING A COMPLAINT

(Mark with an *X")

Complainant personally

Representative of complainant

officer of a public body?

Third party
PREREQUISITES
Did you submit request (PAIA form) for access to record of a public/private body? Yes g
. . N
Has 30 days lapsed from the date on which you submitted your PAIA form?2 Yes o
Did you exhaust all the intfernal appeal procedure against a decision of the Information Yes N
o)
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Have you applied to Court for appropriate relief regarding this matter?

z

Yes

FOR INFORMATION REGULATOR'’S USE ONLY

Received by: (Full names)

Position:

Signature:

Complaint accepted:

Yes

No

Reference Number:

Date stamp

Postal address

Facsimile

Other electronic communication

(Please specify)
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ANNEXURE B

FEES
Fees in Respect of Public Bodies
ltem Description Amount
1. | The request fee payable by every requester R100.00
2. |Photocopy of A4d-size page R1.50 per page or part thereof.
3. |Printed copy of A4-size page R1.50 per page or part thereof.
4. |For a copyin a computer-readable form on:
(i) Flash drive (to be provided by requestor) R40.00
(ii) Compact disc
¢ If provided by requestor R40.00
¢ If provided fo the requestor R60.00
5. | For a transcription of visual images per A4-size page Service to be outsourced. Will depend
6. | Copy of visual images on quotation from Service provider.
7. | Transcription of an audio record, per A4-size page R24.00
8. | Copy of an audio record on:
(i) Flash drive (to be provided by requestor) R40.00
(ii) Compact disc
¢ If provided by requestor R40.00
¢ If provided fo the requestor R60.00
To search for and prepare the record for disclosure for
9. |each hour or part of an hour, excluding the first hour, R100.00
reasonably
required for such search and preparation.
To not exceed a fotal cost of R300.00
10. | Deposit: If search exceeds 6 hours S(;ijgﬁgﬁfg?;?;?ﬁ;ﬁg;?g 8
11. | Postage, e-mail or any other electronic fransfer Actual expense, if any.
INF-CEO-029
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Fees in Respect of Private Bodies

ltem

Description

Amount

1.

The request fee payable by every requester

R140.00

2. Photocopy/printed black & white copy of A4-size page | R2.00 per page or part thereof.
3, Printed copy of A4-size page R2.00 per page or part thereof.
4, For a copy in a computer—readable form on:
(i) Flash drive (to be provided by requestor) R40.00
(ii) Compact disc
¢ If provided by requestor R40.00
o If provided to the requestor R60.00
5. For a franscription of visual images per A4-size page Service to be outsourced. Will depend
- - on gquotation from Service provider.
6. Copy of visual images
7. Transcription of an audio record, per A4-size page R24.00
8. Copy of an audio record on:
(i) Flash drive (to be provided by requestor) R40.00
(ii) Compact disc
¢ If provided by requestor R40.00
¢ If provided fo the requestor R60.00
9. To search for and prepare the record for disclosure for | R145.00
each hour or part of an hour, excluding the first hour,
reasonably
required for such search and preparation.
To not exceed a total cost of R435.00
10. |Depoisit: If search exceeds 6 hours One third of amount per request

calculated in terms of items 2 to 8.

Postage, e-mail or any other electronic transfer

Actual expense, if any.
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ANNEXURE C -FORM 1

OBJECTION TO THE PROCESSING OF PERSONAL INFORMATION IN TERMS OF
SECTION 11(3) OF THE PROTECTION OF PERSONAL INFORMATION ACT, 2013
(ACT NO.

4 OF 2013)

REGULATIONS RELATING TO THE PROTECTION OF PERSONAL INFORMATION,
2017
[Regulation 2(1)]

Note:

1. Affidavits or other documentary evidence in support of the objection must be attached.

2. If the space provided for in this Form is inadequate, submit information as
an Annexure to this Form and sign each page.

Reference Number....

Name and surname of
data subject:

Residential, postal or

business address:

Code (

)

Contact number(s):

Fax number:

E-mail address:

Name and surname
of responsible
party(if the
responsible party s

a
natural):

Residential, postal or

business address:

Code (

)

Contact number(s):

Fax number:

E-mail address:

INF-CEO-029
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Signature of data subject (applicant)
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ANNEXURE D - FORM 2

REQUEST FOR CORRECTION OR DELETION OF PERSONAL INFORMATION OR DESTROYING OR
DELETION OF RECORD OF PERSONAL INFORMATION IN TERMS OF SECTION 24(1) OF THE
PROTECTION OF PERSONAL INFORMATION ACT, 2013 (ACT NO.

4 OF 2013)

REGULATIONS RELATING TO THE PROTECTION OF PERSONAL INFORMATION, 2017

[Regulation 3(2)]

Nofte:
1. Affidavits or other documentary evidence in support of the request must be attached.
2. If the space provided for in this Form is inadequate, submit information as an

Annexure to this Form and sign each page.

Reference Number....

Mark the appropriate box with an "x".

Request for:

Correction or deletion of the personal information about the data subject which is in
possession or under the control of the responsible party.

I Destroying or deletion of a record of personal information about the data subject

which is in possession or under the control of the responsible party and who is no longer

authorised to retain the record of information.

Al

DETAILS OF THE DATA SUBJECT

Surname:

Full names:

Identity number:

Residential, postal or
business address:

Code (

Contact number(s):

Fax number:

E-mail address:

DETAILS OF RESPONSIBLE PARTY

Name and surname
of responsible
party(if the
responsible party is
a natural person):

Residential, postal or
business address:

Code |

Contact number(s):

Fax number:

E-mail address:

Name of public or
private body (if the
responsible party is
not a natural person):
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Business address:

Code ( )

Contact number(s):

Fax number:

E-mail address:

* Delete whichever is not applicable

Signed At e, 1101 SISO day of weeeeeeeee 200,

Signature of Data subject
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ANNEXURE “ LAWS ”

RECORDS KEPT IN TERMS OF THE OTHER LEGISLATION

e Accreditation for Conformity Assessment, Calibration and Good Laboratory Practice Act 19
e Alienation of Land Act 68 of 1981 (Contract and Delict)

o Apportionment of Damages Act 34 of 1956 (Contract and Delict)

e Arbitration Act 42 of 1965 (Procedural Law)

Audifing Profession Act 26 of 2005 (Professions)

Basic Conditions of Employment Act 75 of 1997 (Labour)

Bills of Exchange Act 34 of 1964 (Commercial Law)

Broad-Based Black Economic Empowerment Act 53 of 2003 (Constitutional Law)
Broadcasting Act 4 of 1999 (Communication)

Business Names Act 27 of 1960 (Commercial Law)

Companies Act 61 of 1973 (Corporate Law)

Companies Act 71 of 2008 (Corporate Law)

Compensation for Occupational Injuries and Diseases Act 130 of 1993 (Labour)
Competition Act 89 of 1998 (Commercial Law)

Constitution of the Republic of South Africa 108 of 1996 (Constitutional Law)
Consumer Protection Act 68 of 2008 (Commercial Law)

Conventional Penalties Act 15 of 1962 (Confract and Delict)

Copyright Act 98 of 1978 (Commercial Law)

Convention on Agency in the International Sale of Goods Act 4 of 1986 (Commercial Law)
Council for Medical Schemes Levies Act 58 of 2000 (Health)

Counterfeit Goods Act 37 of 1997 (Commercial Law)

Criminal Procedure Act 51 of 1977 (Procedural Law)

Customs and Excise Act 91 of 1964 (Revenue)

Debt Collectors Act 114 of 1998 (Legal Administration)

Designs Act 195 of 1993 (Commercial Law)

Electronic Communications Act 36 of 2005 (Communication)

Electronic Communications and Transactions Act 25 of 2002 (Communications)
Employment Equity Act 55 of 1998 (Labour)

Environment Conservation Act 73 of 1989 (Environment and Conservation)

Financial Inteligence Centre Act 38 of 2001 (Criminal Law)

Formalities in respect of Leases of Land Act 18 of 1969 (Contract and Delict)
Hazardous Substances Act 15 of 1973 (Health)

Health Act 63 of 1977 (Health)

ldentification Act 68 of 1997 (Citizenship)

Immigration Act 13 of 2002 (Citizenship)

Immovable Property (Removal or Modification of Restrictions) Act 4 of 1965 (Estates)
Import and Export Control Act 45 of 1963 (Commercial Law)

Income Tax Act 58 of 1962 (Income Tax)

Insolvency Act 24 of 1936 (Estates)

Institution of Legal Proceedings against certain Organs of State Act 40 of 2002(Procedural Law)
e Justices of the Peace and Commissioners of Oaths Act 16 of 1963 (Legal Administration)
Labour Relations Act 66 of 1995 (Labour)

Long-term Insurance Act 52 of 1998 (Financial Institutions and Insurance)
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o Measurement Units and Measurement Standards Act 18 of 2006 (Science)
o Medical Schemes Act 131 of 1998 (Health)
e Medicines and Related Substances Control Act, No 101 of 1965(Health)
o Mental Health Care Act No 17 of 2002 (Health)
e Merchandise Marks Act 17 of 1941 (Commercial Law))
National Credit Act 34 of 2005 (Contract and Delict)
National Environmental Management Act 107 of 1998 (Environment and Conservation)
National Environmental Management: Air Quality Act 39 of 2004 (Environment and Conservation)
National Environmental Management: Waste Act 59 of 2008 (Environment and Conservation
National Health Act 61 of 2003 (Health)
National Railway Safety Regulator Act 16 of 2002 (Transport)
National Roads Act 54 of 1971 (Transport)
National Road Safety Act 9 of 1972 (Transport)
e National Road Traffic Act 93 of 1996 (Transport)
National Water Act 36 of 1998 (Resources)
Nursing Act No 33 of 2005 (Health)
Occupational Health and Safety Act 85 of 1993 (Labour)
Patents Act 57 of 1978 (Commercial Law)
Pension Funds Act 24 of 1956 (Welfare and Pensions)
Pharmacy Act No 56 of 1974 (Health)
Prescription Act 68 of 1969 (Procedural Law)
Prescribed Rate of Interest Act 55 of 1975 (Contract and Delict)
Private Security Industry Regulation Act 56 of 2001 (Professions)
e Promotion of Access to Information Act 2 of 2000 (Constitutional Law)
e Protection of Businesses Act 99 of 1978 (Commercial Law)
e Regulation of Interception of Communication and Provision of Communications- Related
Information Act 70 of 2002 (Communication)
e Road Traffic Act 29 of 1989 (Transport)
Short-term Insurance Act 53 of 1998 (Financial Institutions and Insurance)
Skills Development Act 97 of 1998 (Labour)
Skills Development Levies Act 9 of 1999 (Labour)
South African Passports and Travel Documents Act (Citizenship)
Standards Act 8 of 2008 (Science)
The South African National Roads Agency Limited and Roads Act 7 of 1998 (Transport)
Tobacco Products Control Act 83 of 1993 (Health)
Trade Marks Act 94 of 1993 (Commercial Law)
Trade Metrology Act 77 of 1973 (Science)
e Trade Practices Act 76 of 1976 (Commercial Law)
o Transfer Duty Act 40 of 1949 (Revenue)
Unemployment Insurance Act 63 of 2001 (Labour)
o Unemployment Insurance Conftributions Act 4 of 2002 (Labour)
o Value-Added Tax Act 89 of 1991 (Revenue)
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