PG GROUP CORPORATE POLICY

PRACTICE NOTES
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Effective Date: 01.06.2019

SUBJECT: GUIDELINES FOR DEALING WITH ACCESS TO INFORMATION

PARTICULARS OF RECORD

@) Provide full particulars of the record to which access is requested, including the reference
numberifthatisknowntoyou,toenabletherecordto belocated.
(b) If the provided space is inadequate, please continue on a separate folio and attach it to this form.
The requester must sign all additional folios.
1. Description of record orrelevant part 0f the reCord:.........evveveirieeinieereers e
2. Reference nUMbET, if QVAIlabIE: ......c.cciiiiiiieie e
3. Any further particulars of rECOM: .......cocuiiuiieiieiee et nes
FEES
(@)  Arequestforaccesstoarecord, otherthanarecordcontaining personal informationabout
yourself, will be processed only after arequest fee has been paid.
(b)  Youwillbe notified of the amount required to be paid astherequest fee.
(© The fee payable foraccessto arecord depends onthe forminwhichaccessisrequiredand 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 for exemption from Payment Of fEES: .....ccviieeieieiririiere e et nns
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SUBJECT: GUIDELINES FOR DEALING WITH ACCESS TO INFORMATION

F. FORM OF ACCESS TO RECORD

Ifyou are prevented by a disability toread, view or listento the recordin the form of access provided forin1to
4 hereunder, state your disability and indicate in which form the recordis required.

Disability: Formin which record is required:

Mark the appropriate box with an X.
NOTES:

@ Compliance with your request in specified form may depend on the form in which the record is
available.

(b) Accessintheformrequested mayberefusedin certaincircumstances.Insuchacaseyouwill be
informedifaccesswillbe grantedinanotherform.

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

1. Ifthe recordis in written or printed form:

Copyofrecord* | Inspection of record

2. If record consists of visualimages:

(This includes photographs, slides, video recordings, computer-generated images, sketches, etc.)

View images.__ Copyoftheimages*_ Transcription of images*

3. If record consists of recorded words or information which can be reproducedinsound:

Listen to the soundtrack (audio cassette)

Transcription of soundtrack* (written or printed document)

4. If recordis held on computer orin an electronic or machine-readable form:
Printed copy of record*
Printed copy of information derived from the record*

Copy in computer readable form*

*Ifyourequestedacopyortranscriptionofarecord(above), doyouwishthecopyortranscriptionto be
postedtoyou?Postageis payable.

YES

NO
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SUBJECT: GUIDELINES FOR DEALING WITH ACCESS TO INFORMATION

F. PARTICULARS OF RIGHT TO BE EXERCISED OR PROTECTED

If the provided space is inadequate, please continue on a separate folio and attach it to this form. The
requester must sign all the additional folios.

1. Indicate which right is to be exercised or protected:

2. Explain why the record requested is required for the exercise or protection of the afore-mentioned right:
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GUIDELINES FOR DEALING WITH ACCESS TO INFORMATION

ANNEXURE B

FEES IN RESPECT OF PRIVATE BODIES

1.

The fee for a copy of the manual as contemplated in regulation 9(2)(c) isR 1,10 for every photocopy of an A4-size

page or part thereof.

The fees for reproduction referred to in regulation 11(1) are as follows:

(a)
(b)

(c)

(d)

(e)

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

For every printed copy of an A4-size page or part thereof held on a computer orin
machine readable form

For a copy in a computer-readable form on:

(i)
(ii)
(i)
(ii)
(i)
(ii)

Stiffy disc

Compact disc

For a transcription of visual images, for an A4-size page or part thereof

For a copy of visual images

For a transcription of an audio record, for an A4-size page or part thereof

For a copy of an audio record

The request fee payable by a requester, other than a personal requester, referred to in

regulation 11(2) is

The access fees payable by a requester referred to in regulation 11(3) are as follows:

@

©)

(d)

(e)

(f)

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

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

For a copy in a computer-readable form on:

(i)
(ii)
(i)
(ii)
(i)

(ii)

Stiffy disc

Compact disc

For a transcription of visual images, for an A4-size page orpart thereof
For a copy of visual images

For a transcription of an audio record, for an A4-size page or part
thereof

For a copy of an audio record

To search for and prepare the record for disclosure, R30,00 for each hour or
part of an hour reasonably required for such search and preparation.

For purposes of section 54(2) of the Act, the following applies:

()
(b)

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

one third of the access fee is payable as a deposit by the requester.

The actual postage is payable when a copy of a record must be posted to requester.

01,10

00,75

07,50
70,00
40,00
60,00
20,00

30,00

50,00

01,10

00,75

07,50
70,00
40,00

60,00

20,00

30,00
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