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Introduction

The Promotion of Access to Information Act, 2 of 2000 (hereinafter referred to as “the Act”) was enacted on 3
February 2000, to give effect to the provisions of section 32(2) of the Constitution which provides for the right
of access to information held by the State and another person (or private body) when such privately held
information is required to exercise or protect a right.

The Act grants a requester access to records of a private body, if the record is required for the exercise or
protection of any rights. If a public body lodges a request, the public body must be acting in the public interest.
Requests in terms of the Act shall be made in accordance with the prescribed procedures at the rates provided.
This document serves as the Visual PAIA information manual and provides reference to the records held by
Visual and the process to request access to such records.

Scope of the manual

Visual is a property development company listed on the Alternative Exchange of the JSE Limited. The activity
of the group is functioned through three divisions namely Property Services, Property Investment and Property
Development

The scope of this manual includes the Visual company and the following related entities in which Visual has a
direct interest.

Visual International Proprietary Limited
Stellendale Village Proprietary Limited
Hoeksteen Projects Proprietary Limited
Richland Proprietary Limited

Data Centre One Investment Proprietary Limited
Mystic-Pearl 129 Proprietary Limited

Visual Reit Number 1 Limited

Availability of manual

A copy of this manual is available to the public for inspection on the Visual website at
www.visualinternational.co.za or on request from the designated contact person referred to in this manual.
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Contact Person

Section 51(1)(a)

Contact Details

The responsibility for administration of, and compliance with the Act, has been delegated by the Chief
Executive Officer (CEO) of Visual to the Chief Information Officer. Requests pursuant to the provisions of the
Act should be directed as follows:

CHIEF INFORMATION OFFICER

Contact person: Charles Robertson

Postal address: PO Box 3163, Tyger Valley, 7536

Physical address: 23 Kleinplaas, Hohenhort Street, Stellenberg, Cape Town, 7550
Phone number: +27 21 919 8954

E-mail: charles@visualinternational.co.za

Information Regulator Guide

Section 51(1)(b) of the Promotion of Access to Information Act 2 of 2000 (as amended)

Guide for requesters on how to use the Act

As of 30 June 2021, the Information Regulator took over the regulatory mandate functions relating to the
Promotion of Access to Information Act (PAIA) 2000. This follows a proclamation, by the President, of sections
110 and 114(4) of Protection of Personal Information Act (POPIA) 2013, which provide for amendment of PAIA
and the effective transfer of certain functions currently performed by the South African Human Rights
Commission (SAHRC) to the Information Regulator on 30 June 2021.

Some key objectives of PAIA are to promote transparency, accountability and effective governance of all public
and private bodies, as well as to assist members of the public to effectively scrutinize and participate in
decision making by public bodies. PAIA ensures that the state promotes a human rights culture and social
justice. It also encourages openness and is there to establish mechanisms or procedures which give effect to
the right of access to information in a speedy, inexpensive, and easy manner.

The Regulator has, in terms of section 10(1) of PAIA, as amended, updated and made available the revised
Guide on how to use PAIA (“Guide”), in an easily comprehensible form and manner, as may reasonably be
required by a person who wishes to exercise any right contemplated in PAIA and POPIA.

The Guide can also be obtained

. upon request to the Chief Information Officer of Visual, as per above contact detail and;

. from the website of the Regulator (https://www.justice.gov.za/inforeq/).

Updating of the Manual
Light Consulting Proprietary Limited (Company Secretary for Visual) will update this manual as needed from

time to time.

Issued by

Charles Robertson

Chief Executive Officer
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Automatic Disclosure

Section 51(1)(c)

Records automatically available to the public

Any records that are required to be made available in terms of the Companies Act No. 71 of 2008 and the
listing requirements as laid down by the JSE, as amended from time to time, shall be made available for

inspection by interested parties.

Legislative Records

Section 51(1)(d)

Records held in accordance with other legislation

Records are held in accordance with the following legislations:

Record Available

Applicable Legislation

Accounting Records

Revenue Laws Second Amendment Act 61 of 2008

BBBEE Compliance

The Broad-based Black Economic Empowerment Act
53 of 2003

Brand Protection

Counterfeit Goods Act, 37 of 1997

COIDA and OHSA Records

Occupational Health and Safety Act 85 of 1993

Company registration documents,
certificates, minutes, resolutions

Companies Act 71 of 2008

Compensation payments, assessments,
and a letter of good standing

Compensation for Occupational Injuries and Disease
Act 130 of 1993

Competition Commission Records and
Merger Notices

Competition Act 89 of 1998

Consumer Records

The Consumer Protection Act 1987

Credit Agreements, credit checks

National Credit Act 34 of 2005

Employee Provident and Pension Fund
Records

Pension Funds Act 24 of 1956

Employee Records

Basic Conditions of Employment Act 75 of 1997

Employee Records and Skills Development
Levy Records

Skills Development Act 97 of 1998

Employee Records and Submissions

Unemployment Insurance Act 63 of 2001

Employment Records

Labour Relations Act 66 of 1995

FICA and Audit Records

Prevention of Organised Crime Act 121 of 1998

FICA Records

Financial Intelligence Centre Amendment Act 1 of 2017

Income Tax returns; Clearance certificate

Income Tax Act 58 of 1962
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Lease Agreements Leases of Land Act 18 of 1969

Legal Records Prescription Act 68 of 1969

Literary, artistic works and Records Copyright Act 98 of 1978

Logistics and insurance records National Road Traffic Act 93 of 1996

PAIA Manual Promotion of Access to Information Act 2 of 2000
Patent Records South African Patent Act 57 of 1978

POPIA Policy, PAIA Manual Protection of Personal Information Act 4 of 2013
Property Deeds Alienation of Land Act 68 of 1981

Property Records Transfer Duty Act 1949

Rental Housing Amendment Act, No. 43 of 2007
Rental Housing Amendment Act, No. 35 of 2014

Quality Records National Environmental Management Act 107 of 1998
Recycling National Environmental Management: Waste Act, 59 of
Registered Intellectual Property Records |2n0tgﬁectual Property Laws Amendment Act 28 of 2013
Sectional Titles + Sectional Titles Act, 1986: Act No. 95 of 1986.

» Sectional Titles Amendment Act, No. 29 of 2003.
» Sectional Titles Amendment Act, No. 7 of 2005.

* Sectional Titles Amendment Act, No. 6 of 2006.

« Sectional Titles Amendment Act, No. 11 of 2010.
+ Sectional Titles Schemes Management: No. Act 8

of 2011.
+ Sectional Titles Amendment Act, No. 33 of 2013.
Tax Records and Filings Taxation Laws Amendment Act 23 of 2020

Trade Mark Application and Registrations | Trade Marks Act 194 of 1993

Website Terms of Use, Privacy Policy Electronic Communications and Transactions Act 25 of
2002

Workplace Skills Plan and Annual Training | Employment Equity Act 55 of 1998

Report (ATR)
VAT returns for past 5 (five) years; Value Added Tax Act 89 of 1991
Clearance certificate

Other Acts that also govern this entity:

Planning Acts / Legislation

LAW / STATUTE/ GENERAL PURPOSE / RELEVANCE TO PLANNING

REGULATION

e Constitution of South Africa,  Sets out individual citizen rights, local authorities’ competencies, duties
108 of 1996 and responsibilities (includes municipal planning) and the legislative and

executive powers to perform these tasks.

e Land Use Planning Preparation of structure plans and spatial development frameworks and
Ordinance (15 of 1985), zoning schemes, as well as land use and development management
Western Cape Province through a series of development applications. Sets out procedures for
(LUPO). development applications.
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Spatial Planning and Land
Use Management Act
(No.16 of 2013) (SPLUMA)

Municipal Systems Act (No.
32 of 2000)

Development Facilitation
Act, No. 67 of 1995 (DFA)

Less Formal Township
Establishment Act, No. 113
of 1991

(Former) Black Communities
Development Act, No. 4 of
1984 and related regulations

Removal of Restrictions Act,
No. 840f 1967

National Environmental
Management Act, No. 107 of
1998 and related EIA
regulations

South African National
Heritage Resources Act,
No.25 of 1999

National Building
Regulations and Building
Standards Act, No. 103 of
1977 and related National
Building Regulations

The National Land Transport
Act, No. 5 of 2009

Advertising on Roads and
Ribbon Development Act,
No. 21 of 1940

Subdivision of Agricultural
Land Act, No. 70 of 1970

Promotion of Access to

Provides for a uniform, effective and comprehensive system of spatial
planning and land use management for RSA;

Provides for development principles and norms and standards;
Provides for the sustainable and efficient use of land,;

Provides for cooperative government and intergovernmental relations
amongst the national, provincial and local spheres of government.

Requires local authorities to undertake development plans, includes an
Integrated Development Planning process (“IDP’). Section 27 of MSA,
2000 aligns all local spatial development frameworks to national and
provincial development frameworks. Also requires community
participation in municipal decision-making.

Amongst other policies this sets out policy objectives and general land
development principles that should be taken into account in all land
development plans, policies, decisions and actions.

Allows designation and development of land for ‘less formal’ settlement
purposes in emergency circumstances upon application by the local
authority to provincial government.

This act has been repealed. However, it has remaining regulations (and
town planning scheme in terms of these regulations) provides for land
use control and development management in certain former black
township areas by the local authority, as agent on behalf of the provincial
government to whom a recommendation for a final decision is made.

Allows for application relaxation, suspension or removal of restrictive
conditions in title deeds. A local authority processes it as an agent on
behalf of provincial government to whom a recommendation for final
decision is made.

Sets out National environmental management principles and provides
for integrated environmental management, cooperative environmental
governance and procedures for environmental impact assessments and
authorisation.

Protects and manages heritage resources, requires authorisation to be
applied for in certain types of development and which may require
heritage impact assessments.

Provides for general control and administration of building construction
activities by local authorities and issues related hereto, as well as sets
out building standards and specifications with which building
construction must comply.

Provides for the preparation of all cities annual Integrated Transport
Plan, which in turn provides input into the transport and roads plan for
the IDP. Key focus is integration of land development and land use with
transport planning.

Prohibits any development within certain distance of national/
proclaimed roads without consent of Provincial roads authority and
provides guidelines for any development alongside it.

Prohibits the subdivision of agricultural land without the consent of the

Minister of Agriculture in order to conserve valuable agricultural
resources.
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POLICIES

e Development Edges Policy The objective is to provide an overarching, consistent policy framework
that gives clear directives regarding the delineation/ demarcation of the
Urban and Coastal Edge lines, processes for amending the lines and the
management of land uses on either side of the lines. This will enable the
sustainable growth of urban Cape Town and will assist in achieving a
more compact, efficient urban form.

e New Cape Town Zoning A zoning scheme is a legal document that records all land use rights on
Scheme properties in its area of jurisdiction. It also includes regulations pertaining
to restrictions on such rights and how they can be exercised.

e Gated Community Policy The purpose of the Gated Development policy is to set land-use
management guidelines for gated development proposals, and to
protect Council's integrity of the city’s infrastructure and access-way
networks.

e Densification Policy, 2012 Ensures optimal and efficient use of infrastructure, services, facilities
and land through the densification of urban spaces.

SPATIAL PLANNING DOCUMENTS:

e Western Cape Provincial The PSDF and CTSDF are documents with the highest legal status
Spatial Development applicable to the municipal area of Cape Town.
Framework (WCPSDF) - Approved in terms of section 34 of the Municipal Systems Act and
section 4 (6) of LUPO.
e Cape Town Spatial Approved in terms of section 34 of the Municipal Systems Act and
Development Framework section 4 (6) of LUPO. (This aligns the city’s spatial development goals,
(CTSDF) strategies and policies with those of other of the national and provincial

spheres of government).

e District Spatial Development The statutory components of the District Spatial Development Plan in
Plans. terms of section 4(10) of LUPO include:
- Section 4: Spatial Development Plan: District Development
Guidelines and the accompanying Spatial Development Plan
- Section 6.2: Sub-district development guidelines and accompanying
sub-district plans.

¢ Integrated Development Municipal Systems Act of 2000 calls for the preparation of an Integrated
Plan (IDP) Development Plan to accompany SDF.
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Records Held

Section 51(1)(e)

Records subject and categories

Client Records

Upon written notice or use of the prescribed forms, an appointment within reasonable company hours can be
made by interested parties to view the records at: -

Visual International Holdings Limited
23 Kleinplaas, Hohenhort Street
Stellenberg, Cape Town

7550

Records are subject to the below classifications and access requirements:

Classification o
No. Access Classification
1 May be disclosed Public Access Document
2 May not be disclosed |Request after commencement of criminal or civil proceedings [s7]
3 May be disclosed Subject to copyright
- . Personal information that belongs to the requester of that information
4 Limited disclosure
[s61]
5 May not be disclosed Unreasonable disclosure of personal information of Natural person
[s63(1)]
. Likely to harm the commercial or financial interests of third party
6 May not be disclosed [s64(1)(a) and (b)]
. Likely to harm the Company or third party in contract or other
7 May not be disclosed negotiations [s64(1)(c)]
o May not be disclosed \Would breach a duty of confidence owed to a third party in terms of
an Agreement [S65]
o May not be disclosed Likely to compromise the safety of individuals or protection of property
[s66]
10 May not be disclosed || egally privileged documents [s67]
Environmental testing / investigation which reveals public safety /
11 May not be refused environmental risks [s64(2); s68(2)]
12 May not be disclosed |commercial information of Private Body [s68]
. Likely to prejudice research and development information of the
13 May not be disclosed Company or a third party [s69]
14 May not be refused  |pisclosure in public interest [s70]
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Access Requests

Section 51(1)(e)

Access Request Procedure

It is important to note that the successful completion and submission of an access request form does
not automatically allow the requester access to the requested record. An application for access to a
record is subject to certain limitations if the requested record falls within a certain category as
specified within Part 3 Chapter 4 of the Act.

If it is reasonably suspected that the requester has obtained access through the submission of materially false
or misleading information, legal proceedings may be instituted against such requester.

Completion of Access Request Form

In order to facilitate a timeously response to requests for access, all requesters should take note of the
following when completing the Access Request Form:

e  The Access Request Form must be completed.

e  Proof of identity is required to authenticate the identity of the requester. Therefore, in addition to the
access form, requestors will be required to supply a copy of their identification document.

Type or print in BLOCK LETTERS an answer to every question.

If a question does not apply, state “N/A” in response to that question.

If there is nothing to disclose in reply to a particular question state “Nil” in response to that question.

If there is insufficient space on a printed form, additional information may be provided on an additional
attached folio.

e  When the use of an additional folio is required, precede each answer with the applicable title.

Submission of Access Request Form

Torequest a document that does not fall within the ambit of the Act, the requester must directthe request
to the Information Officer in writing, and request an appointment to view the documentation.

To request a document that does fall within the ambit of the Act, the requester must make use of the
prescribed form. This must be directed to the CEO or the Information Officer of Visual at the address,
or email address of the party concerned.

The requester must provide sufficient detail on the request form to facilitate identifying the record
requested. The requester should also indicate which form of access is required, andindicate if any other
method is to be used to respond to the requester.

The requester must identify the right being exercised or protected, and provide an explanation of why
the requested record is necessary to exercise or protect that right.

If a request is made on behalf of another person, a consent form/letter of authority must accompany
the request.

The completed Access Request Form together with a copy of the identity document must be submitted either
via conventional mail, e-mail or fax and must be addressed to the contact person as indicated above.

Payment of Fees
Payment details can be obtained from the contact person as indicated above and can be made either via a

direct deposit, by bank guaranteed cheque or by postal order (no credit card payments are accepted). Proof
of payment must be supplied.
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The access fee must be paid prior to access being given to the requested record. This fee is not applicable to
Personal Requesters, referring to any person seeking access to records that contain their personal
information.

An initial, request fee if R57.00 (fifty-seven Rand) (including VAT) is payable on submission.
If the request for access is successful an access fee may be required for the search, reproduction and/or
preparation of the record(s) and will be calculated based on the Prescribed Fees. If a deposit has been paid

in respect of a request for access, which is refused, then the information officer concerned must repay the
deposit to the requester.

Access Requests

Section 51(1)(e)

Access Request Procedure
Notification

Visual will within 30 days of receipt of the request decide whether to grant it or not and give notice with reasons
(if required) to that effect.

The 30-day period within which Visual has to decide whether to grant or refuse the request, may be extended
for a further period of not more than thirty days, if the request is for a large volume of information, or the
request requires a search for information held at another office of Visual and the information cannot reasonably
be obtained within the original 30-day period. Visual will notify the requester in writing should an extension be
applied.

CHAPTER 4
Grounds for refusal of access to records
The main grounds for refusal of a request for information are:

e Mandatory protection of the privacy of a third party who is a natural person, which would involve the
unreasonable disclosure of personal information of that natural person;
o Mandatory protection of commercial information of a third party, if the record contains: -
e trade secrets of that third party;
o financial, commercial, scientific or technical information which disclosure could likely cause harm to
the financial or commercial interests of that third party; and
¢ information disclosed in confidence by a third party to Visual, if the disclosure could put that third party
at a disadvantage in negotiations or commercial competition;
o Mandatory protection of confidential information if the disclosure would constitute a breach of
a duty or confidence to a third party in terms of any agreement;
o Mandatory protection of the safety of individuals and the protection of safety of property;
o Mandatory protection of records which would be regarded as privileged in legal proceedings;
o The protection of the commercial activities of Visual, which includes: -
e trade secrets of Visual,
o financial, commercial, scientific or technical information which disclosure could likely cause harm to
the financial or commercial interests of Visual; and
¢ information which if disclosed could put Visual at a disadvantage in negotiations or commercial
competition;
e acomputer program which is owned by Visual, and which is protected by copyright; and
o The research information of Visual or a third party on behalf of Visual, if the disclosure would
expose the third party, Visual or the researcher of the subject matter of the research to a
serious disadvantage.
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Promotion of Access to

Information or records not found

If all reasonable steps have been taken to find a record, and such record cannot be found or if the record does
not exist, the Company will notify the requestor by way of an affidavit or affirmation, that it is not possible to

give access to the requested record.

The affidavit or affirmation will provide a full account of all the steps taken to find the record or to determine
the existence thereof, including details of all communications by the Company with every person who
conducted the search. If the record in question should later be found, the requester shall be given access to
the record in the manner stipulated by the requester unless access is refused by the company as permitted

by PAIA.

RETENTION PERIODS

The following retention period shall apply to the below Records and access are subject to the
availability denoted: CCTV Records
Category Availability Retention
Period
Images of customers and May not be disclosed - Commercial 1 Year
accompanied minors, images information of Private Body [s68]
of employees
Companies Act Records
Category Availability Retention
Period
Documents of incorporation May be disclosed - Public Access Indefinite
Document Available from (CIPC)
Memorandum and Articles of May be disclosed - Public Access Indefinite
Association Document Available from (CIPC)
Minutes of Board of Directors May not be disclosed - Commercial 7 years
meetings information of Private Body [s68]
Records relating to the May be disclosed - Public Access 7 years
appointment of directors/ Document Available from (CIPC)
auditor/ secretary/ public
officer and other officers
Share register and other May be disclosed - Public Access Indefinite
statutory registers Document Available from (CIPC)
Annual returns (CIPC) May not be disclosed - Commercial 7 years
information of Private Body [s68]
Financial and Customer Development (Sales) Records
Category Availability Retention
Period
Annual financial statements May not be disclosed - Commercial 7 years
information of Private Body [s68] unless
permitted in terms of the JSE Listings
Requirements
Tax returns May not be disclosed - Commercial 15 years
information of Private Body [s68]
Accounting records May not be disclosed - Commercial 7 years
information of Private Body [s68]
Banking records May not be disclosed - Commercial 7 years
information of Private Body [s68]
Bank statements May not be disclosed - Commercial 4 years
information of Private Body [s68]
Paid cheques (no longer May not be disclosed - Commercial 4 years
relevant from 01 Jan 2021) information of Private Body [s68]
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disclosure of personal information of Natural
person [s63(1)]; Likely to

compromise the safety of individuals or
protection of property [s66]

Electronic banking records May not be disclosed - Commercial 4 years
information of Private Body [s68]
Asset register May not be disclosed - Commercial 7 years
information of Private Body [s68]
Lease (tenant) agreements May not be disclosed - Commercial 4 years
information of Private Body [s68] after expiry
of latest
lease/after
tenant
vacates,
provided no
Financial and Customer Development (Sales) Records
Category Availability Retention
Period
legal action
exists
Rental (suppliers) agreements May not be disclosed - Commercial 2 years after
information of Private Body [s68] expiry
provided no
legal action
exists
Invoices May not be disclosed - Commercial 4 years
information of Private Body [s68]
Information generated by the May not be disclosed - Commercial 4 years
Group in relation to all service information of Private Body [s68]
providers
Information provided by other May not be disclosed - Commercial 4 years
third parties in relation to information of Private Body [S68]
services providers
Income Tax Records
Category Availability Retention
Period
PAYE Records May not be disclosed - Commercial 4 years
information of Private Body [s68]
Documents issued to May not be disclosed - Commercial 4 years
employees for income tax information of Private Body [s68]
purposes
Records of payments made to May not be disclosed - Commercial 4 years
SARS on behalf of employees information of Private Body [s68]
VAT May be disclosed - Available from South 4 years
African Receiver of Revenue website
WWW.Sars.qov.za
Skills Development Levies May not be disclosed - Commercial 4 years
information of Private Body [s68]
UIF May not be disclosed - Commercial 4 years
information of Private Body [s68]
Workmen’s Compensation May not be disclosed - Unreasonable 4 years

Human Resources Documents and Records

Promotion of Access to
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Category

Availability

Retention
Period

Employment contracts

May not be disclosed - Commercial
information of Private Body [s68]

3 years
after
termination
of
employment

Human Resources Documents and Records

Category

Availability

Retention
Period

Employment equity plan (if
applicable)

May not be disclosed - Commercial
information of Private Body [s68]

3 years

Medical aid records

May not be disclosed - Personal information
that belongs to the requesterof that
information [s61]; Unreasonable disclosure
of personal information of Natural person
[s63(1)]; Likely to compromise the safety of
individuals or

protection of property [s66]

3 years

Pension and provident fund
records

May not be disclosed - Unreasonable
disclosure of personal information of Natural
person [s63(1)]; Likely to

compromise the safety of individuals or
protection of property [s66]

3 years

Disciplinary records

May not be disclosed - Unreasonable
disclosure of personal information of
Natural person [s63(1)]; Likely to
compromise the safety of individuals or
protection of property [s66]

3 years

Salary records

May not be disclosed - Unreasonable
disclosure of personal information of
Natural person [s63(1)]; Likely to
compromise the safety of individuals or
protection of property [s66]

4 years

Disciplinary policy

May not be disclosed - Unreasonable
disclosure of personal information of Natural
person [s63(1)]; Likely to

compromise the safety of individuals or
protection of property [s66]

3 years

Leave records

May not be disclosed - Commercial
information of Private Body [s68]

3 years

Training records

May not be disclosed - Unreasonable
disclosure of personal information of Natural
person [s63(1)]; Likely to

compromise the safety of individuals or
protection of property [s66]

3 years

Training manuals

May not be disclosed - Commercial
information of Private Body [s68]

3 years

Internal evaluation information
(I0s, IDP, PEP etc.)

May not be disclosed - Commercial
information of Private Body [s68]

3 years

Organisational charts

May not be disclosed - Commercial
information of Private Body [s68]

3 years
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Information Technology Records

Category Availability Retention
Period

IP addresses May not be disclosed - Commercial 1 year

information of Private Body [s68]
Legal Records
Category Availability Retention
Period
Agreements with suppliers May not be disclosed - Commercial 3 years

information of Private Body [s68]

Agreements with customers

May not be disclosed - Commercial

4 years after

(non-lease related) information of Private Body [s68] expiration/
termination,
provided no
legal action
exists

Global brand protection app May not be disclosed - Commercial 3 years

information of Private Body [s68]

Marketing and Consumer Affairs Records

Category Availability Retention

Period

Product brochures May be disclosed 1 year

Property sales records May not be disclosed - Commercial S years

information of Private Body [s68]

Marketing strategies May not be disclosed - Commercial 1 year

information of Private Body [s68]

Customer database May not be disclosed - Commercial 3 years

information of Private Body [s68]

Information of social media May not be disclosed - Commercial 3years

users information of Private Body [s68]

Advertising events May not be disclosed - Commercial 1 year

information of Private Body [s68]

Promotional competitions May not be disclosed - Commercial 1 year

information of Private Body [s68]

Public Relations Records

Category Availability Retention

Period

Public product information May be disclosed — Information in the 3 years

public domain

Media releases May be disclosed — Information in the 3 years

public domain

Regulatory

Category Availability Retention

Period

Estate Agency Affair Board May not be disclosed - Commercial 5 years

information of Private Body [s68]
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Vendor, Customer Services and Logistics Records

Category Availability Retention

Period
Products and services supplier May not be disclosed - Commercial 3 years
information information of Private Body [s68]

Vendor, Customer Services and Logistics Records

Category Availability Retention
Period
Third party information actingon May not be disclosed - Commercial 3 years
behalf of the Company information of Private Body [s68]
Third party service providers/ May not be disclosed - Commercial 3years
vendors information of Private Body [s68]
Forms

Section 51(1)(e)

Access Request Form

(Section 53(1) of the Promotion of Access to Information Act, 2000 (Act No. 2 of 2001)) [Regulation 10]

REQUEST IN TERMS OF POPIA
Where a data subject has requested access to personal information not falling within the above categories or
where the data subject is requesting:
» to update his/her/its personal information;
» alist of the data subject’s personal information Growthpoint has in its possession or control; or
» the subscription or deletion of a data subject’s personal information
Then the data subject, at no cost, must direct the request to the Information Officer of Visual.
PARTICULAR OF BODY

Requests can be submitted either via conventional mail, e-mail or fax and should be addressed to the relevant
contact person as indicated below:

Visual International Holdings Limited

Contact person: Charles Robertson

Postal address: PO Box 3163, Tyger Valley, 7536

Physical address: 23 Kleinplaas, Hohenhort Street, Stellenberg, Cape Town, 7550
Phone number: +27 21 919 8954

E-mail: charles@visualinternational.co.za
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REQUEST FOR ACCESS TO THE RECORD OF A

PRIVATE BODY

Section 53(1) of the Promotion of Access to Information Act, 2000(Act
No. 2 of 2000)

[Regulation 10]

A Particulars of a private body

The Head:

B  Particulars of person requesting access to the record

a) The particulars of the person who requests access to the record must be given below.

b) The address and/or fax number in the Republic to which the information is to be sent must
be given.

¢) Proof of the capacity in which the request is made, if applicable, must be attached.

Full names and surname:

Identity number:

Postal address:

Telephone number: Fax Number:
E-mail address:

Capacity in which request is made, when made on behalf of another person:

C Particulars of person on whose behalf request is made

This section must be completed ONLY if a request for information is made on behalf of another
person.

Full names and surname:

Identity number:

D Particulars of record

a) 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.

b) 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. Description of record or relevant part of the record:

2. Reference number, if available:
3. Any further particulars of record:
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E Fees

a) Arequest for access to a record, other than a record containing personal information about
yourself, will be processed only after a request fee has been paid.

b) You will be notified of the amount required to be paid as the request fee.

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 for exemption from payment of fees:

F Form of access to record

If you are prevented by a disability to read, view or listen to the record in the form of access provided
for in 1 to 4 hereunder, state your disability and indicate in which form the record is required.

Disability:

Form in which record is required:

Mark the appropriate box with an X
Notes

a) Compliance with your request 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 a caseyou
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 in written or printed form

Copy of record* Inspection of record

2. If the record consists of visual images
(This includes photographs, slides, video recordings, computer-generated images, sketches,etc.)

View the images Copy of the images* Transcription of the
images*

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

Listen to the soundtrack (audio cassette) Transcription of the
soundtrack

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

Printed copy of record* Printed copy of Copyin
information derived computer
from the record* readable form*

(compact disc)

Promotion of Access to Information Act Manual Page 16 of 18




* |If you requested a copy of the transcription of a record (above), do you
wish the copy or transcription to be posted to you? (POSTAGE IS
PAYABLE)

YES NO

G 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

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

6. Explain why the record requested is required for the
exercise or protection of the aforementioned right:

H Notice of decision regarding request for access

You will be naotified in writing whether your request has been approved/denied. If you wish to be
informed by alternative means, please specify the manner and provide the necessary
particulars to enable compliance with your request.

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

Signed at this day of 20
SIGNATURE OF REQUESTER / PERSON ON BEHALF OF WHOM REQUEST IS MADE
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Fees

Section 51(1)(e)

Prescribed Fees

(Section 54(7) of the Promotion of Access to Information Act, 2000 (Act No. 2 of 2001)) [Regulation
11(3)]

The fee for a copy of the manual as contemplated in regulation 9(2)(c) to the Act is R1,10 forevery photocopy
of an A4-size page or part thereof.

1. The fee for reproduction referred to in regulation 11(1) to the Act are as follows
(a) For every photocopy of an A4-size page or part thereof R 1,10
(b) For every printed copy of an A4-size page or part thereof held on a
computer or in electronic or machine-readable form R 0,75
(© For a copy in a computer-readable form on —
(i) stiffy disc R 7,50
(i) compact disk R70,00
(d) (i) For a transcription of visual images, for an A4-size page or part R40,00
thereof
(i) For a copy of visual images R60,00
(e) (i) For a transcription of an audio record, for an A4-size page or part R20,00
thereof
(i) For a copy of an audio record R30,00

(Section 54(2) of the Promotion of Access of Information Act, 2000 (Act No. 2 of 2000)) [Regulation
11(3)]

2. The actual postal fee is payable when a copy of a record must be posted to a requester. For the
purposes of section 54(2) of the Act, the following applies:

€) 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.

Additional information

Section 51(1)(f)

Additional prescribed information
The Minister of Justice has prescribed no additional information to be contained in this Manual.
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