





(i) Records that may be requested [Section 51(1)(e}]

Administration/ Internal Records:
Memorandum of Incorporation

- Statutory Records

- Licences & Miscellaneous Agreements

- Minutes of Management Meetings

- Minutes of Staff Meetings

- Correspondence

Human Resources/ Personnel Related:
- Conditions of Service/ Employment

- Employee Personnel Records

- Employment Contracts

- Leave Records

- Salary Records & Surveys

- Skills Reguirements

- Staff Recruitment Policies

Information Technology:
- Agreements with Internet Service Providers

- Software Licence Agreemenis

Operations:

- Sales Records

- Marketing Records
- Production Records

- Clienis Registry

Financial information:

- Annual Financial Statements
- Financial Statements

- Accounting Records

- Asseis Inventory/Register

- Banking Records (Banking Details, Bank Statements, Paid Gheques, Electronic Banking
Records, Deposit Slips efc.)

- Invoices & Credit Notes




6.

- Stock Hecords

income Tax Records:

- S5ARS Tax Returns

- PAYE Records

- Documents issued to Employees for Income Tax purposes

- Records of payments made to SARS on behalf of Employees/Clients
- VAT Records

- Skills Development Levies

- Unemployment Insurance Fund

- Workmen’s Compensation

Please note that the abovementioned records are of a CONFIDENTIAL nature and are only
accessible to those authorised to have access thereto.

Access to certain records may be denied on the grounds set out in Sections 62-70
(Chapter 4) of the Act.

FORM OF REQUEST

The requester must use the prescribed form (Form C as annexed hereto) to make the request for
access to a record. This must be made to the head of the private body. This request must be
made to the address, fax number or electronic mail address of the body concerned
[Section 53(1)].

The requester must provide sufficient detail on the request form to enable the head of the private
body to identify the record and the requester. The requester should also indicate which form of
access is required. The requester should also indicate if any other manner is to be used to inform
the requester and state the necessary particulars to be so informed [Sections 53{2)(a) and (b)
and (c)].

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

It a request is made on behalf of a another person, the requester must then submit proof of the
capacity in which the requester is making the request to the satisfaction of the head of the private
body {Section 53(2)(f)].
Access to certain records may be denied on the grounds set out in Sections 62-70
(Chapter 4) of the Act.

PRESCRIBED FEES

A requester who seeks access to a record containing personal information about that requester is not
required to pay the request fee. Every other requester, who Is not a personal requester, must pay the
required request fee:
















