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1. Definition of Terms 

 

Term Definition 

Data Subject The person to whom personal information relates 

Personal Information 
Information relating to both an identifiable, living, natural person, 

and where applicable, an identifiable juristic person or legal entity. 

Promotion of Access to 

Information No. 2 of 

2000 

The Act of parliament which is enforced by the Information 

Regulator and gives effect to the constitutional right to access to 

information subject to justifiable limitations. 

Protection of Personal 

Information Act No 4 of 

2013 

The Act of parliament which became enforceable from 1 July 2021 

which gives effect to the constitutional right to privacy, by 

safeguarding personal information when processed by a 

responsible party, subject to justifiable limitations. 

Responsible Party 
The organisation which determines the purpose of and means for 

processing personal information. 

 
2. Acronyms / Abbreviations 

 

Abbreviation Description 

CEO Chief Executive Officer 

DIO Deputy Information Officer 

IO Information Officer 

Minister Minister of Justice and Correctional Services 

PAIA Promotion of Access to Information Act No. 2 of 2000 

PFMA Public Finance Management Act No. 1 of 1999 as Amended 

PI Personal Information 

POPIA Protection of Personal Information Act No. 4 of 2013 

Regulator Information Regulator 

 
 

3. Introduction to the PAIA manual 

 
3.1. The Promotion of Access to Information Act, 2 of 2000 (PAIA) was enacted on 3 February 2000, 

giving effect to the constitutional right in terms of section 32 of the Bill of Rights contained in the 
Constitution of the Republic of South Africa 108 of 1996 (Constitution) of access to any information 
held by the state and any information that is held by another person and that is required for the 
exercise or protection of any rights. 
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3.2.    

published in terms of Sections 14 and 51 of the Promotion of Access to Information Act, No 2 of 
- 25 of the Protection of Personal Information Act No.4 of 2014 

 

 
3.3. Section 51 of PAIA creates a legal right to access records (as defined in section 1 of PAIA) of a 

public body, however this right may be negated in circumstances as set out under Chapter 4 of Part 
3 of PAIA. In addition, in compliance with POPIA a responsible party who processes personal 

manner in which the Data Subject can access their personal information held by the responsible 

4. Purpose 

 
This PAIA Manual is useful for the public to: 

4.1. Check the nature of the records which may already be available at GEP, without the need for 
submitting a formal PAIA request; 

 
4.2. Have an understanding of how to make a request for access to a record of GEP; 

 
4.3. Access all the relevant contact details of the persons who will assist the public with the records they 

intend to access; 

 
4.4. Know all the remedies available from GEP regarding request for access to the records, before 

approaching the Regulator or the Courts; 

 
4.5. The description of the services available to members of the public from GEP, and how to gain 

access to those services; 

 
4.6. A description of the guide on how to use PAIA, as updated by the Regulator and how to obtain 

access to it; 

 
4.7. If the body will process personal information, the purpose of processing of personal information and 

the description of the categories of data subjects and of the information or categories of information 
relating thereto; 

 
4.8. Know if the Gauteng Enterprise Propeller (GEP) has planned to transfer or process personal 

information outside the Republic of South Africa and the recipients or categories of recipients to 
whom the personal information may be supplied; and 

 
4.9. Know whether GEP has appropriate security measures to ensure the confidentiality, integrity and 

availability of the personal information which is to be processed. 
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5. Overview of GEP 

 
5.1. Mandate 

 
The Gauteng Enterprise Propeller (GEP) is a Provincial Government Agency established in terms 
of the Gauteng Enterprise Propeller Act (No 5 of 2005), under the auspices of the Department of 
Economic Development (DED) as the Executive Authority. GEP was established to address market 
failures through the provision of financial and non-financial support to small enterprises (the 
collective of small, medium and micro-enterprises and co-operatives) that fail to meet the funding 
qualifying criteria of banking institutions. 

The GEP is a Provincial Public Entity, listed in terms of Schedule 3C of the Public Finance 
Management Act (No. 1 of 1999) (PFMA). Accordingly, the GEP is accountable to the DED and the 
Gauteng Provincial Legislature in terms of financial and performance management. The Agency 
operates under the provision of an Independent Board of Directors, whose non-executive members 
are appointed by the Executive Authority, striving at all times to comply with the principles contained 
in the King Code on Corporate Governance (King IV). 

GEP started operating in 2005 and its formation was informed by the  Growth and 
Development Strategy (GDS) which had identified SMME Development as one of the key levers to 
address the triple challenges of Unemployment, Poverty and Inequality. 

The mandate of GEP is as follows: 

(i) Promote entrepreneurship, mobilise resources and facilitate an integrated approach to 

entrepreneurial development and support within the province; 

(ii) Provide financial and business development support for the growth and sustainability of 

small enterprises; and 

(iii) Facilitate investment in high-impact business enterprises that transform the structure and 

competitiveness of industrial sectors in the province. 
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5.2. Structure 

The organisational structure of the Agency can be presented as follows: 
 
 
 

 

 
 

 
5.3. Function 

 
GEP offers financial and non-financial support to qualifying SMMEs and Co-operatives across all 
sectors in Gauteng. The Agency provides customised business solutions that assist entrepreneurs 
to run their businesses efficiently, which also includes facilitating CIPC registration, providing 
business advice and commissioning business development support interventions. 

Financial support offerings include: 

(i) Start-up finance 
(ii) Contract finance 
(iii) Growth finance 
(iv) Franchise finance 
(v) Micro-finance 

 
Non-financial support offerings include: 

(i) Development of Marketing tools 
(ii) Financial management systems 
(iii) Quality management systems 
(iv) Training 
(v) Mentorship 
(vi) Business incubation and business advice 
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6. Details of the Information Officer and Deputy Information Officer 

 

 
Information Officer 

Mr Saki Zamxaka (CEO) 
Telephone: (011) 085 2001 
E-mail: szamxaka@gep.co.za 

 
Deputy Information Officer 

Ms Sibusisiwe Ntuli ( Acting General Manager, 
Risk and Audit) 
Telephone: (011) 085 2001 
E-mail: sntuli@gep.co.za 

Street address 124 Main St, Johannesburg 2107, South Africa 

Postal address P.O Box 61464, Marshalltown 2107 

Website www.gep.co.za 

 
7. Obtaining access to records held by GEP 

 
7.1. Preliminary steps 

 
(a) The requester should consider whether the record being requested relates to information 

about GEP or information GEP is most likely to hold or have under its control. Requests for 
records that are most likely to be held or be under the control of another body should be 
directed to that body. Requests to GEP for records that it might not possibly hold or have 
under its control will slow down its responses to other requests for records and will generally 
have to be referred to another body, which will delay the response to your request. 

 
(b) The requester should review the information available from the GEP website at 

www.gep.co.za to see if it will satisfy the intended request. 

 
(c) GEP may refuse a request for access to a record if it constitutes GEP confidential 

information or a record that may be refused in terms of one of the grounds for refusal in 
terms of PAIA. 

 
7.2. Completing the request form 

(a) If a requester is still satisfied that he/she still wishes to make a request for records, he/she 

of payment. The Deputy Information Officer will reply within 30 days (60 days in certain 
circumstances) inform the requester whether the request has been granted or not. Access 
to records will be granted in the format requested or in the format that the records exist, if 
the requested format is not available. 
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(b) If the requester has not received an acknowledgement of receipt of the request within 14 

days, the requester should contact the Deputy Information Officer for assistance. 

 
(c) Some important points to remember when completing the request form are as follows: 

 
(i) Each section of the form contains instructions that should be followed to improve the 

likelihood of the request being granted with minimal delay being experienced. 
(ii) Where a request is made for records relating to an organisation, it is strongly 

recommended 
(iii) The request must be accompanied by a letter indicating the authority to request 

records on behalf of the organisation. 
(iv) If the requester is requesting records on behalf of another person, the requester 

should provide a copy of the mandate authorising him/her to act on behalf of that 
person. 

(v) The requester should provide as detailed as possible a description of the records 
being requested to enable the Deputy Information Officer to identify them. 

(vi) If the requester is experiencing difficulties in completing the request form or have a 
disability that prevent them from completing it, please contact the Deputy Information 
Officers for assistance. 

 
7.3. Fees 

(a) PAIA sets out two (2) types of fees, namely, a request fee and an access fee, that are 
required to be paid prior to GEP processing the request for information. A personal 
requester, that is the requester who requests access to a record containing personal 
information, is not required to pay the request fee. Any other requester will be required to 
pay such fee, as stipulated in Annexure 2. 

(b) The following persons are exempted from paying access fees: 
(i) A single person whose annual income, after permissible deductions does not exceed 

R14,712.00 (fourteen thousand seven hundred and twelve rand) per annum; and 
(ii) Married persons or a person and his or her life partner whose annual income after 

permissible deductions does not exceed R27, 192.00 (twenty-seven thousand one 
hundred and ninety-two rand) per annum. 

 
(c) Where the cost of collecting any fee in respect of the search and preparation of a record for 

disclosure, exceeds the amount charged, such fee does not apply. 

 
(d) The access fee in respect of the search, preparation and disclosure of records does not 

apply to the personal record of a requester. 

(e) The request and access fees do not apply to a record requested by a maintenance officer 
or maintenance investigator for purposes of a maintenance investigation or enquiry in terms 
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of the provisions of the Maintenance Act (Maintenance Act 99 of 1988) or the regulation 
made under Section 44 of that Act. 

 
(f) In terms of POPIA, a data subject has the right to request GEP to confirm, free of charge, 

whether or not it holds personal information about the data subject. 

 
7.4. Taking a decision on the request 

 
(a) The Deputy Information Officer is required to make a decision on the request within 30 days 

(60 days in certain circumstances) of receipt of the request, failing which the request is 
deemed to have been refused. The requester will be notified of the Deputy Information 

 
(b) The requester will be given access to a record of information if he/she has complied with all 

procedural requirements in the Act relating to the request for access to that record, that is: 
(i) The request is properly made on the prescribed form; 

(ii)  
(iii) The record requested is sufficiently described to enable the Deputy Information 

Officer to identify it; and 
(iv) The prescribed fees have been paid. 

 
(c) Access to the record can be refused on one or more grounds of refusal specified in the Act, 

which fall into the following categories: 
(i) Mandatory protection of privacy of a third party who is a natural person; 

(ii) Mandatory protection of certain records of GEP; 
(iii) Mandatory protection of commercial information of a third party; 

(iv) Mandatory protection of certain confidential information and protection of certain 
other confidential information of a third party; 

(v) Mandatory protection of safety of individuals and protection of property; 
(vi) Mandatory protection of police dockets in bail proceedings and protection of law 

enforcement and legal proceedings; 
(vii) Mandatory protection of records privileged from production in legal proceedings; 
(viii) Defence, security and international relations of the Republic; economic interests and 

financial welfare of the Republic and commercial activities of public bodies; 
(ix) Mandatory protection of research information of a third party and protection of 

research information of a public body; and 
(x) Manifestly frivolous or vexatious requests or substantial and unreasonable diversion 

of resources. 

 
8. Appealing a decision of refusal to access 

8.1. Should a requester not be satisfied with the decision of the Deputy Information Officer 
sntuli@gep.co.za, or there is deemed refusal of a request, the requester is entitled to lodge an 
internal appeal in respect of that decision or deemed refusal. 
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8.2. The internal appeal must be noted in writing using the form annexed marked "Annexure 3" hereto 
(Form B). 

 
8.3. The requester must set out the grounds for the appeal in respect of each record sought. The internal 

appeal must generally be lodged within sixty (60) days of the receipt of the Deputy Information 
Officer's decision, or the date of the deemed refusal. 

 
8.4. The appeal must be lodged in person or by e-mail or post with the Deputy Information Officer. The 

Deputy Information Officer will then forward the requestor's appeal, together with the reasons for 
his decision, to GEP's relevant authority for a decision. 

9. Remedies available in the event of failure to act by GEP 

 
9.1. In the event of failure to act on a request by GEP within 30 days, a requester can pursue any of the 

options below: 

 
(a) Lodge an internal appeal with the Information Officer; 
(b) Submit a complaint to the Information Regulator; and 
(c) Approach a court of law for appropriate relief. 

 
9.2. The process of lodging an appeal is described in Section 8. 

 
9.3. In the event of a request being denied or where there is no response from GEP within 30 days, the 

requester may sent a complaint to the Information Regulator to the e-mail 
PAIAComplaints@inforegulator.org.za 

10. Guide on how to use PAIA and how to obtain access to the guide 

 
10.1. The Regulator has, in terms of section 10(1) of PAIA, updated and made available the revised 

reasonably be required by a person who wishes to exercise any right contemplated in PAIA and 
POPIA. 

 
10.2. The Guide is available in each of the official languages and contains the following descriptions: 

(a) The objects of PAIA and POPIA 
(b) 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. 

 
(c) The manner and form of a request for access to a record of a public body contemplated in 

section 11 and access to a record of a private body contemplated in section 50. 

 
(d) The assistance available from the Information Officer of a public body in terms of PAIA and 

POPIA; 
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(e) The assistance available from the Regulator in terms of PAIA and POPIA; 

 
(f) 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 to 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; 

 
(g) The provisions of sections 14 and 51 requiring a public body and private body, respectively, 

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

 
(h) The provisions of sections 15 and 52 providing for the voluntary disclosure of categories of 

records by a public body and private body, respectively; 

 
(i) The notices issued in terms of sections 22 and 54 regarding fees to be paid in relation to 

requests for access; and 

 
(j) The regulations made in terms of section 92. 

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

private bodies, including the office of the Regulator, during normal working hours. The Guide can 
also be obtained upon request to the Information Office or from the website of the Regulator 
https://www.justice.gov.za/inforeg 

 
11. Categories of records held by GEP 

 
11.1. Records which are available without a person requesting access 

 

Category Type of document 
Available on 

website 

 
Tender documents 

Advertised tenders and quotations 

Standard bidding documents 

Closed / past opportunities 

 
X 

 
 

 
Governance and 
Strategy documents 

Annual Reports 

Press releases 

Strategy documents 

Annual Performance Plans 

Board of Directors and Management team 

Mandate of GEP 

Sectors supported by GEP 

Financial and non-financial offerings 

 
 

 
X 

Employment 
opportunities 

Job opportunities X 
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 Student and intern programmes  

Application 
information for 
supported entities 

Business Development Support application 
forms 

Application forms for financial assistance 

Economic Growth information 

 
X 

 
11.2. Records which may be available on request 

 
Category Type of document 

 
 
 

 
Human 
Resources 
records 

Employment contracts 

Employment Equity Plan 

Medical Aid records 

Pension Fund records 

Disciplinary proceedings records 

Salary records 

Disciplinary code 

Leave records 

Training records 

Training Manuals 
Recruitment and selection records 

 
 
 
 
 

 
Financial records 

Annual Financial Statements 

Accounting Records 

Banking Records 

Bank Statements 

Paid Cheques 

Electronic banking records 

Invoices 

Skills Development Levies 

UIF records 

PAYE Records; 

Documents issued to employees for income tax purposes 

Records of payments made to SARS on behalf of employees 
All other statutory compliance documents 

 
Legal records 

Agreements and contracts 

Legal opinions 

Litigation documents 

 

 
Company records 

Memorandum of Incorporation 

Minutes of Board of Directors and sub-committee meetings 

Records relating to the appointment of directors/ auditors/ company 
secretary/ public officer and other officers 
Share Register and other statutory registers 
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Procurement 
service records 

Tender invitation records 

Tender submissions 

Tender process documents 

Procurement policy 

Asset Register 
Goods and services procurement records 

 
Risk and Audit 
Management 
records 

Internal Audit reports; 

Compliance reports; 

Operational risk management reports; 

Risk management policies 
External Audit reports 

Business 
Systems 
Management 
records 

Records of procurement of systems and software; 

ICT Steering Committee meeting minutes; 

Test data records; 

Project Management records; and 

System documentation 

 
12. Services available to members of the public 

 
12.1. GEP has 5 regional offices and 4 satellite offices around the province. The details of these offices 

are given on the website and members of the public can walk into any one of the offices to apply 
for financial and/or non-financial assistance. 

 
12.2. GEP provides entrepreneurial information on a number of topics to the general public. Examples of 

such information includes information on how to manage cashflow, how to grow your business and 
how to compile a winning marketing plan in addition to Gross Domestic Product information on the 
Provincial economy. 

 
12.3. Through its International Relations Programme, GEP provides access to markets to entrepreneurs 

in Gauteng and facilitates access to funding from international donors, Developmental Financial 
Institutions (DFIs) and commercial banks. 

 

 
13. Processing of personal information 

 
13.1. Purpose of Processing 

 
GEP processes Personal Information for purposes which are related to its mandate which includes 
the following: 

(i) General business administration purposes such as processing of Personal Information for 
payroll processes, recruitment purposes, pension, medical aid, disciplinary action, training 
etc; 

(ii) Contractual obligations with suppliers and service providers; 
 
 
 
 
 

 



Growing Gauteng Together 

 

(iii) Purposes of criminal and/or civil legal proceedings; 
(iv) Providing financial and non-financial assistance to SMMEs and Co-operatives; 
(v) Complying with obligations imposed by law; 
(vi) Communicating with Data Subjects by email, letter, telephone, SMS; and 
(vii) Verifying and updating information at its disposal. 

13.2. Categories of Data Subjects 

 
(a) GEP generally processes personal information relating to, but not limited to: 

 

 
Categories of Data 
Subjects 

 
Personal Information that may be processed by GEP 

Natural Persons Names, physical and postal addresses, date of birth, tax 
related information, ID numbers, confidential correspondence, 
identifying numbers, email addresses, telephone numbers, 
medical information, criminal or employment history, biometric 
information, personal opinions, information relating to race, 
gender, sex, marital status, nationality of person, language, 
ethic, colour, disability of person, biometric information, 
information relating to education, Pension Fund records, 
Performance appraisals, disciplinary records, leave records, 
training records, remuneration and salary records, medical aid 
records, deductions from salaries, banking and financial 
records 

Juristic Persons Names, contact details, physical and postal address, tax 
related information, identifying numbers, symbols, email 
addresses, telephone numbers, location information, unique 
identifiers, confidential correspondence, financial information, 
directors and shareholders details, legal opinions; information 
relating to education of service providers and/or taxpayers 

Employees Gender, pregnancy; marital status; Race age, language, 
educational information (qualifications); financial information; 
employment history; ID number; physical and postal address; 
contact details(contact number(s), fax number, email 
address); criminal behaviour; well-being and their relatives ( 
family members) race, medical, gender, sex, nationality, 
ethnic or social origin, sexual orientation, age, physical or 
mental health, well-being, disability, religion, conscience, 
belief, culture, language, biometric information of the person 

 
(b) GEP may process the Personal Information of the following categories of Data Subjects, 

which includes current, past and prospective Data Subjects: 

 
(i) Employees; 
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(ii) Job applicants; 
(iii) SMMEs and Co-operatives applying for financial and non-financial assistance; 
(iv) Suppliers and service providers; 
(v) Individuals captured by CCTV; 
(vi) Access control registers; and 
(vii) Visitors to any regional or satellite offices of GEP. 

 
13.3. Categories of recipients to whom the personal information may be supplied 

 
(a) Regulatory bodies, statutory bodies and other organs of state; 
(b) Law enforcement agencies; 
(c) Employees of GEP; 
(d) Family and representatives of the person whose personal information GEP is processing; 
(e) Suppliers and service providers to whom GEP has a written contractual relationship with 
(f) requiring them to have access to Personal Information; 
(g) Anyone making a successful application for access in terms of the Promotion of Access to 

Information Act No. 4 of 2000; 
(h) Research and academic institutions; 
(i) Employment and recruitment agencies; 
(j) Medical aid schemes; 
(k) Insurance service providers; 
(l) Pension fund administrators; and 
(m) Trade unions 

 
13.4. Planned transborder flows of personal information 

 
GEP may transmit Personal Information across the borders of the Republic of South Africa to: 

 

 
(i) Suppliers and service providers in accordance with written agreement concluded between 

the Company and the relevant suppliers and service providers; 
(ii) Donors and funders under its International Relations Programme; and 
(iii) International and local partners. 

 
Personal Information may be stored in data servers hosted outside the Republic of South Africa 
which may not necessarily have adequate data protection laws. 

Communications over the internet (such as emails) are not secure unless they have been 
encrypted. A data subject's communications may go through a number of countries before being 
delivered  as this is the nature of the internet. GEP cannot accept responsibility for any 
unaut 

13.5. Description of Information Security Measures 

 
GEP deploys up to date technology to safeguard confidentiality and ensure integrity of Personal 
Information under its control. GEP information security measures include: 
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(i) Firewalls; 
(ii) Encryptions; 
(iii) Logical access control; 

(iv) Non-Disclosure Agreements (NDAs) for employees, services providers and third parties 
GEP may share information with; 

(v) Physical access control; 
(vi) Secure hardware and software; and 
(vii) Confidentiality and data privacy clauses in agreements concluded with suppliers and service 

providers. 

14. Availability of Manual 

 
14.1. This Manual is made available in English. 

14.2. A copy of this Manual or the updated version thereof, is also available as follows: 

 
14.2.1. On the organisational website, www.gep.co.za; 
14.2.2. At the head office for public inspection during normal business hours; 
14.2.3. To any person upon request and upon the payment of a reasonable prescribed fee; and 
14.2.4. To the Information Regulator upon request. 

 
A fee for a copy of the Manual, as contemplated in annexure B of the Regulations, shall be 
payable per each A4-size photocopy made. 

 
15. Updating of the Manual 

 
GEP will, if necessary, update and publish this Manual every 3 years or when required to do so by 
relevant legislation. 

Issued by 
 

Mr S Zamxaka 
Chief Executive Officer 
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REQUEST FOR ACCESS TO RECORD 

[Regulation 7] 

FORM 2 

Annexure 1 - Request for Access to Record of GEP 

 
A. Particulars of person on whose behalf request is made 

 

 
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  

E-mail Address  

 
Contact Numbers 

Tel. (B): 
 Facsimile:  

Cellular: 
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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 
or relevant part of the 
record: 

 

 

 

 

 

Reference number, if 
available 

 

 
 
 

 
Any further particulars 
of record 
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TYPE OF RECORD 
(Mark the applicable box with an "X") 

Record is in written or printed form  

Record comprises 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 the applicable box with an "X") 

Printed copy of record (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 virtual images (this includes photographs, slides, video 
recordings, computer-generated images, sketches, etc) 

 

Transcription of soundtrack (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 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 soundtracks if possible)  

Cloud share/file transfer  
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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 Officer) 

 

Date received:  

Access fees:  

Deposit (if any):  

 

 

Signature of Information Officer 
 
 
 

 

B. Form of access to record 
 

Where a form of disability may prevent a person to read, view or listen to the records in the form of 

access provided for in 1 to 4 below, state the  disability and indicate in which form the record 

is required. 
 

Disability: Form in which record is required 
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Mark the appropriate box with an X. 

NOTES: 

(a) Compliance with the request for access in the specified form may depend on the form in 

which the record is available. 

(b) Access in the form requested may be refused in certain circumstances. In such case the 

requester will be informed if access will be granted in another form. 

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

which access is requested. 

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

 Copy of record*  Inspection of recorded   

2. If the record consists of visual images (This includes photographs, slide, video 

recordings, computer generated images, sketches, etc.): 

 view of images  copy of the images*  transcription of 

images* 

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

sound: 

 Listen to the soundtrack 
(Audio cassette) 

 transcription of soundtrack* 
(Written or printed document) 

  

4. If record is held on computer or in an electronic or machine-readable form: 

 Printed copy of record*  printed copy of information 

derived from the record* 

 copy in computer 

readable 

form*(stiffy or 

compact disc) 

 

*if the requester requested a copy or transcription of a 

record (above), does the requester wish the copy or 

transcription to be posted to the requester? 

A postal fee is payable. 

YES NO 

Note that if the record is not available in the language that the requester prefers, access may 

be granted in the language in which the record is available. 
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C. Notice of decision regarding request for access 

 

 

 
How would the requester prefer to be informed of the decision regarding the request for access to the 

record? 

 

 

 
Signed at  this  day of  20  . 

 
 

 

Signature of Requester/Person on whose behalf the request is made. 
 

 
 
 
 
 
 
 
 

 
 
 
 
 

 
In which language would the requester prefer the record?   

The requester will be notified in writing whether the request has been approved/denied. If the 

requester wishes to be informed in another manner, please specify the manner and provide the 

necessary particulars to enable compliance with the requester request. 

FOR GEP USE 

Reference number:   

Request received by  (state rank, 

name and 

Surname of information officer/deputy information officer) on  (date) at 

     (place). 

Request fee (if any):  R    

Deposit (if any): R    

Access fee: R   

SIGNATURE OF INFORMATION OFFICER/DEPUTY INFORMATION OFFICER 
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Annexure 2  Fees in respect of public bodies 

 
FEES IN RESPECT OF PUBLIC BODIES 

 
Government Notice No. R. 187 in Government Gazette 23119 of 15 February 2002 

 

Item Description Amount (R) 

1 
The fee for a copy of the manual as 
contemplated in 5 (c) is for every photocopy 
of an A4-size page or part thereof 

R0.60 

2 
The fees for reproduction referred to in 
regulation 7 (1) are as follows: 

 

(a) 
For every photocopy of an A4-size page or 
part thereof 

R0.60 

(b) 
For every printed copy of an A4-size page or 
part thereof held on a computer or in 
electronic or machine-readable form 

R0.40 

(c) 
For a copy in a computer-readable form on 

i. Stiffy disc 
ii. Compact disc 

R5.00 
R40.00 

(d) 
i. For a transcription of visual images, 

for an A4-size page or part thereof 
ii. For a copy of visual images 

R22.00 

R60.00 

(e) 
i. For a transcription of an audio record, 

for an A4-size page or part thereof 
ii. For a copy of an audio record 

R12.00 

R17.00 

3 
The request fee payable by every requester, 
other than a personal requester, referred to in 
regulation 7(2). 

R35.00 

4 
The access fees payable by a requester 
referred to in regulation 7(3) are as follows: 

R0.60 

(1)(a) 
For every photocopy of an A4-size page or 
part thereof R0.40 

(1)(b) 
For every printed copy of an A4-size page or 
part thereof held on a computer or in 
electronic or machine-readable form 

 

(1)(c) 
For a copy in computer-readable form on 

i. Stiffy disc 
ii. Compact disc 

R5.00 
R40.00 

(1)(d) 
i. For a transcription of visual images, 

for an A4-size page or part thereof 
ii. For a copy of an audio record 

R22.00 

R60.00 
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(1)(e) 
i. For a transcription of audio record, for 

an A4-size page or part thereof 
ii. For a copy of an audio record 

R12.00 

R17.00 

 
(1)(f) 

To search for and prepare the record for 
disclosure, for each hour or part of an hour, 
excluding the first hour, reasonably required 
for such search and preparation. 

 
R15.00 

 
 

 
(2)(a), (b) 

For purposes of section 22(2) of PAIA, the 
following applies: 

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

b) One third of the access fee is payable 
as a deposit by the requester. 

 

3 
The actual postage is payable when a copy of 
a record must be posted to a requester. 
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Annexure 3  Notice of Internal Appeal 

 
FORM B 

 
NOTICE OF INTERNAL APPEAL 

 
(Section 75 of the Promotion of Access to Information Act, 2000 (Act No. 2 of 2000)) 

[Regulation 8] 

 

 
STATE YOUR REFERENCE NUMBER: 

 
A. Particulars of GEP 

 
Attention: The Information Officer / Deputy Information Officer 

 

 
Information Officer 

 

 
Deputy Information Officer 

 

Email address  

 
B. Particulars of requester/third party who lodges the internal appeal 

 

 
Full names and surname: 

 

 

 
Identity number: 

 
 
 
 
 
 

 

             

 

(a) The particulars of the person who lodge the internal appeal must be given below. 

(b) Furnish an address and/or fax number in the Republic to which the information must be sent. 

(c) Proof of the capacity in which appeal is lodged, if applicable, must be attached. 

(d) If the appellant is a third person and not the person who originally requested the information, the 
particulars of the requester must be given at C below. 
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Postal address: 
Telephone 

Fax number: 

number: 

E-mail address: 

 
Capacity in which an internal appeal on behalf of another person is lodged: 

 
 

 
C. Particulars of requester 

 
This section must be completed ONLY if a third party (other than the requester) lodges the internal 

 appeal.  

Full names and surname: 

 

 
Identity number: 

 
D. The decision against which the internal appeal is lodged 

 
Mark the decision against which the internal appeal is lodged with an X in the appropriate box: 

 

 Refusal of request for access  

 Decision regarding fees prescribed in terms of section 22 of the Act 

 Decision regarding the extension of the period within which the request must be dealt with in 

terms of section 26(1) of the Act 

 Decision in terms of section 29(3) of the Act to refuse access in the form requested by the 

requester 

 Decision to grant request for access 

 
E. Grounds for appeal 

 

 
State the grounds on which the internal appeal is based: 

 
 
 
 

              

 

If the provided space is inadequate, please continue on a separate folio and attach it to this form. You 
must sign all the additional folios. 
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State any other information that may be relevant in considering the appeal: 

 

 

 
 

 
 

 
F. Notice of decision on appeal 

 

 
How would you prefer to be informed of the decision regarding your request? 

 

 
 

 

 
 

 

 

 
Signed at  this day  of  

 
 
 
 
 
 
 
 
 
 

 

You will be notified in writing of the decision on your internal appeal. If you wish to be informed in 
another manner, please specify the manner and provide the necessary particulars to enable 
compliance with your request. 
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SIGNATURE OF APPELLANT 

 
FOR GEP USE: 

 
OFFICIAL RECORD OF INTERNAL APPEAL: 

 
Appeal received on (date) by 

 
(Name and surname of information officer/deputy information 

officer). 

 
Appeal accompanied by the reasons for the information officer's/deputy information officer's decision 

and, where applicable, the particulars of any third party to whom or which the record relates, submitted 

by the information officer/deputy information officer on 

(date) to the relevant authority. 

OUTCOME OF APPEAL: 

DECISION OF INFORMATION OFFICER/DEPUTY INFORMATION OFFICER CONFIRMED/NEW 
DECISION SUBSTITUTED 

 
NEW DECISION: 

 
 
 
 
 

 
DATE 

RELEVANT 

 
RECEIVED BY THE INFORMATION OFFICER/DEPUTY INFORMATION OFFICER FROM THE 

RELEVANT AUTHORITY ON (date): 
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Annexure 4  Objection to processing Personal Information 

 
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, 2018 

[Regulation 2] 
 

Note: 

1. Affidavits or other documentary evidence as applicable in support of the objection may 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. 

3. Complete as is applicable. 

 

A DETAILS OF DATA SUBJECT 

Name(s) and 
surname/ registered 
name of data 
subject: 

 

Unique Identifier/ 
Identity Number 

 

Residential, postal 
or business 
address: 

 

 

 

Code ( ) 

Contact number(s): 
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Fax number / E-mail 
address: 

 

B DETAILS OF RESPONSIBLE PARTY 

Name(s) and 
surname/ 
Registered name of 
responsible party: 

 

Residential, postal 
or business 
address: 

 

 

 

 

Code ( ) 

Contact number(s): 
 

 
Fax number/ E-mail 
address: 

 

C 
REASONS FOR OBJECTION IN TERMS OF SECTION 11(1)(d) to (f) 
(Please provide detailed reasons for the objection) 

 

 

 

 

 

 

 

 

 

 

 

 
Signed at .......................................... this ........................... day of   

 

 

 

...................................................................... 

Signature of data subject/designated person 
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Annexure 5  Request for Correction or Deletion of Personal Information 

 
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, 2018 

[Regulation 3] 
 

Note: 

1. Affidavits or other documentary evidence as applicable in support of the request may 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. 

3. Complete as is applicable. 
 

 
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. 

 
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. 

 

A DETAILS OF THE DATA SUBJECT 

Name(s) and 
surname / registered 
name of data subject: 

 

Unique identifier/ 
Identity Number: 

 

 
Residential, postal or 
business address: 

 

 

 

Code ( ) 

Contact number(s):  
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Fax number/E-mail 
address: 

 

B DETAILS OF RESPONSIBLE PARTY 

 

 
Name(s) and surname 

/ registered name of 
responsible party: 

 

Residential, postal or 
business address: 

 

 

 

Code ( ) 

Contact number(s):  

Fax number/ E-mail 
address: 

 

C INFORMATION TO BE CORRECTED/DELETED/ DESTRUCTED/ 
DESTROYED 

 

 

 

 

 

 

 
 

 
D 

REASONS FOR *CORRECTION OR DELETION OF THE PERSONAL 
INFORMATION ABOUT THE DATA SUBJECT IN TERMS OF SECTION 
24(1)(a) 
WHICH IS IN POSSESSION OR UNDER THE CONTROL OF THE 
RESPONSIBLE PARTY; and or 
REASONS FOR *DESTRUCTION OR DELETION OF A RECORD OF 
PERSONAL INFORMATION ABOUT THE DATA SUBJECT IN TERMS 
OF SECTION 24(1)(b) WHICH THE RESPONSIBLE PARTY IS NO 
LONGER AUTHORISED TO RETAIN. 
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 (Please provide detailed reasons for the request) 

 

 

 

 

 

 

 

 
Signed at .......................................... this ........................... day of   

 

 

........................................................................... 

Signature of data subject/ designated person 
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Annexure 6  Complaint regarding interference with the protection of Personal Information 

 
FORM 5 

 
COMPLAINT REGARDING INTERFERENCE WITH THE PROTECTION OF PERSONAL 

INFORMATION/COMPLAINT REGARDING DETERMINATION OF AN ADJUDICATOR IN TERMS 
OF SECTION 74 OF THE PROTECTION OF PERSONAL INFORMATION ACT, 2013 (ACT NO. 4 

OF 2013) 

 
REGULATIONS RELATING TO THE PROTECTION OF PERSONAL INFORMATION, 2018 

[Regulation 7] 
 

Note: 

1. Affidavits or other documentary evidence as applicable in support of the request may 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. 

3. Complete as is applicable. 
 

 
Mark the appropriate box with an "x". 

Complaint regarding: 

 
Alleged interference with the protection of personal information 

 

 
Determination of an adjudicator. 

 

 

 
PART I 

ALLEGED INTERFERENCE WITH THE PROTECTION OF THE 
PERSONAL INFORMATION IN TERMS OF SECTION 74(1) OF THE 
PROTECTION OF PERSONAL INFORMATION ACT, 2013 (Act No. 4 
of 2013) 

A PARTICULARS OF COMPLAINANT 

Name(s) and 
surname / registered 
name of data 
subject: 

 

Unique 
Identifier/Identity 
Number: 
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Residential, postal or 
business address: 

 

 

Code ( ) 

Contact number(s): 
 

Fax number/ E-mail 
address: 

 

 

B 
PARTICULARS OF RESPONSIBLE PARTY INTERFERING WITH 
PERSONAL INFORMATION 

Name(s) and 
surname/ Registered 
name of responsible 
party: 

 

 
Residential, postal or 
business address: 
 

 
Contact number(s): 

 

 

 

Code ( ) 

 

Fax number/ E-mail 
address: 

 

C REASONS FOR COMPLAINT 
(Please provide detailed reasons for the complaint) 

 

 

 

 

 

 

 

 

 

 

 
PART II 

COMPLAINT REGARDING DETERMINATION OFADJUDICATOR 
IN TERMS OF SECTION 74(2) OF THE PROTECTION OF PERSONAL 
INFORMATION ACT, 2013 (ACT NO. 4 OF 2013) 

A PARTICULARS OF COMPLAINANT 
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Name(s) and 
surname/ registered 
name of data 
subject: 

 

Unique Identifier/ 
Identity Number: 

 

Residential, postal 
or business 
address: 

 

 

 

Code ( ) 

Contact number(s): 
 

 
Fax number/ E-mail 
address: 

 

B PARTICULARS OF ADJUDICATOR AND RESPONSIBLE PARTY 

Name(s) and 
surname of 
adjudicator: 

 

Name(s) and 
surname of 
responsible party 
/registered name: 

 

 
Residential, postal or 
business address: 

 

 

 

Code ( ) 

Contact number(s): 
 

Fax number/ E-mail 
address: 

 

C REASONS FOR COMPLAINT (Please provide detailed reasons for the 
grievance) 
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Signed at .......................................... this ........................... day of   

 

 

....................................................................... 

Signature of data subject/ designated person 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


