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1. Purpose of the Manual in terms of pAlA

I[t irYj:';:.tJ,H:,y,:nual 
is to assist people wishins to access information in terms of the pAtA from

2. Request for access to information

[Jii;'r?::l'fli3 t"ff:,.h:Ttiljlouires 
access to inrormation as contemprated in the Act, the requester

ln terms of section 25(2) states that:

(1) lf the request for access is granted, the notice in terms of subsection (1)(b) must state-
(a) the access fee (if any) to be paid upon access;

(b)the form in which access will be given; and

(c) that the requester may lodge an internal appear or an application with a court, as the case may be,against the access fee to oe p-aio or the form oi r.."., 1s gianteo ,nJ ir",l procedure (incruding theperiod) for lodging the internar appear or apprication, as the case may be.

(2) lf the request for access is refused, the notice in terms of subsecti on (1 )(b)must-
(a) state adequate reasons for the refusal, including the provisions of this Act relied upon;
(b) exclude, from such reasons, any reference to the content of the record; and
(c) state that the requester may lodge an internal appeal or an application with a court, as the case may be,:3;l[:1,'fi:1f:';jJ:"Jilffi't, a"no the proced,i" r,..[oing tne p",i.Jl i., rodsins ure intlrnar appear or

3. Terms used in this document

Definitions:

ln this manual, unless the context indicates otherwise _

PAIA - Promotion of Access to lnformation

CSI - Customer Satisfaction lndex

' Terms defined in the act shail have the meaning set out therein;
'- Reference to sections shail be a reference to sections in the Act



4. Background of precision panetbeaters:

:fi1;:fi1ili'f"ilTi-lJr'J::J'r?'d in 1ee6 bv Mrs s A D stevn, resistered under the crosed

Mrs. Steyn is the sole member of the closed corporation.

Precision Panelbeaters is a EME Levet 4 BEE company.

Precision Panelbeaters does panel beating & spray painting on all types of motor vehicles from motorcyclesto heavy industrial vehicles for all inJustria'I .".iorr, irom private, to insurance, state & freet.

[:Jrffixlir?:t:J:"'tion 
Panelbeaters have offered exceltent quatity in workmanship and professionar,

5. Organisation Details

a. Name: s.A.D. paneerkroppers cc T/A precision panerbeaters.
b. Physical address: 115 Fourth Street, Voorspoed, Welkom.
c. Postal address: p.O. Box 20g, Welkom, 9460.
d' contact detairs: osl - 357 l2g2 rworkshop@precisionpanerbeaters. 

co.za.
e' website address of your organisation : www. precisionpanerbeaters. co.za.

6. Details of the information officer:

Mrs Margaretha Amos, Registration no: 1ua6t2o21-2022llRRTT.

7. Section 51(1)(c)

ln terms of section 52' a private body may, on a voluntary and periodic basis, submit to the Minister a::::lsif ?""#:?ff[T.?'m:*ug:l:::,il'ffiflr:g :J:flE 
*,*J,i ,'person havins to request

i r for inspection

- for purchase or copying from the private body; and: from the private body free of charge



8. Section 51(1)(d)

The manual must describe those records which a private body must make available in terms of any otherlegislation' lt rs recommended that on completing ir'.,i, po'tion of the manual, information officers shouldconsult with their secretarial and Legal s9rv19es'1or r[ri ,no guidance. in ir-.," process, it is recommendedthat the followins legislation u'" tontiJureo. Thls ti;i ;;i,;no means exhaustive, and is intended to serve asa guide only

Arbitratio n Act 42 of 1965

I Basic Conditions of Employment Act 75 of 19g7

-- Closed Corporation Act 69 of 1gg4
r Close Corporations amendment Act 25 of 2OO5
- Compensation for Occupational lnjuries and Diseases Act 130 of 1g93- Competition Act g9 of 1998

-l Consumer protection Act 6g of 2OOg

I Employment Equity Act 55 of 199g

I Labour Relations Act 66 of 1995

i' Occupational Health and Safety Act g5 of 1g93
;t Skills Development Act 97 of 199g

il Skills Development Levies Act 9 of 1999

I Unemployment lnsurance Act 63 of 2OO1
-, Unemployment lnsurance Contributions Act 4 of 2OO2
- Value Added Tax Act g9 of 1991



9. Section 51(1) (e)

List and categories of records held:

-l Accounting records
I CSI records

ir Factory Approval Statistic records
i_-t Personnel Records
- Second Hand Goods Register Records' Sales and Marketing
-r Statutory Company records
- Client Databases
Ir Minutes of Meetings
I I Administrative information

1 0. Requesting procedure

A person who wants access to the records.must complete the necessary request form, as set out in
fl:ffJl?:Ji#:*,:ffi#,?:1j,"JfrI*:iffi;:iru'il=J=e_mair address p,.oi,io"o in this manuar, and

The requester must indicate which form of access is required, and identify the right that is sought to beexercised or protected' and provide an explanation of *h-i.n the requesi"t ,"-.oro is required for theexercise or protection of thai right and proof of the.rpr.itv in wnrcrr ttrui"qr"rt.r is requesting theinformation

10.2 Availability of the Manual

10'2'1 This manual,is available for inspection by authorized individuals during office hours and there is nocharge for viewing the manuar at oui-Jncur cdpi* o-r'iil'rrnuar may be m-ade avairabre subject to theprescribed fees.

10.3 Fees

il:?,::',:;:l?;.":ff::;::J" a record containins personar inrormation about that requester is not

fii -?'l?il:::ffj::-ho is not a personal requester, but is an authorized individuat, is atso not required to
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REPUBLIC OF SOUTH AFRICA

(secti on u,,,, x,'3! ?"J,I:,[f :r::i3s,i:psiJfl I1l5,,;3,\" 2 0f 2000))
[Regulation 10]

A. Particulars of private body
The Head

(a) The particulars of thu person wf,o r b" g"e. 61"*-(b) The address and/or fl nymoem tnl n"prutic to which ilrl-,-n[rr"tion is to be sent must be given
itlqqg.,r rpPticable must be attached

Full names and surname:

ldentity number.

Postal address:

Telephone number:

E-mail address:

Capacity in which request is

(
Fax number: (

made, when made on behalf of another person

This section must be completed ONLY if a request

Full names and surname

ldentity number:

B. Particulars of person requesting access to the record

C. Particulars of person on whose behalf request is made

for information is made on behalf of another person

)



FORM C: REQUEST FOR ACCESS TO RECORD OF PR|VATE BODY
D. Particulars of record

Description of record or relevant part of the record

2. Reference number, if available

3. Any further particulars of record:

E. Fees

Iii:,f#J;fl:
[J:ir?fi'ii:fl."ffiffij?il"q'ut"l pr""se continue on a separate rorio and attach it to this form The requester

You wi'be noiified of the amount required to'be paid as the request fee

L*?l?"o?:131,?1"i"?:Xffi,t:r:f:;*.mJnos 
on the rorm i,"*ni.n access is required and the reasonabre time

ease state thl ,gglcn for exemption.

Reason for exemption from payment of fees

(a)

(b)
(c)



FORM C: REQUEST FORACCESS TO RECORD OF PRIVATE BODY
F. Form of access to record

H,""".,1; li:filffiil iljf:iJ iy;?:f,t#",x".iJ:,j:J :.,.$:,f:::,0 
n the form of access provided for in 1 to 4 berow

J;:",: isrorm

'1. lndicate which right is to be exercised or protected

2. Explain why the record requested

Disabitity;

Mark the appropriate box with an X

Form in which record is required;

NOTES.

:] rfi:lil.ce 
with your request for access in the specified form may depend on the form in which the record is(t)!::::: 

[ lT"';i[i::H'j;:,ffii be rerused in cerlain circumstances rn such a case you wi, be inrormed ir,-,:',""9tswlll begrantedinanotherform. IvrreurrrDlorrues rrr sucnacaseyouwill bernformedif
(c) lne tee payable for access to the record ' if any, will be determined partry by the form in which access is requested.

Llftf,"recordis@
rnspection of record

2. lf record co

hes, etc.):vrew the images copy of the images.

transcription of soundtiack-
(written or printed document)

listen to the soundtract
(agdio cassette)

printed copy of record* printed copy of infornration
derived from the record*

copy ln computer
readable form.
(stiffy or compact disc)

(above), do you wEh tt.re copy o,

!g!19g" is payabte

*lf you r"qr"rt"
transcription to be posied to you?

G. Particulars of right to be exercised or protected

is required for the exercise or protection of the aforementioned right:



You will be notified in writing -h
relry-rlgry:ryI9h"nn"t 

'nJ oto,o"*," n*".;;'vE,.ti.l11ltr9r.q9_..IqrEnce 
w*h your request

FORM C: REQUEST FoR ACCESS TO RECORD OF PR|VATE BODY
H. Notice of decision regarding request for access

How would you prefer to be informed of the decision regarding your request for access ,o ,nu =*

Signed at
this day of.

SIGNATURE OF REQUESTEN I
PERSON ON WHOSE BEHALF REQUEST IS MADE

.year


