3NiINE tax - PAIA MANUAL

Promotion of Access to Information
MARC SERFONTEIN

TRADING AS

3 NiNE tax

Reg. No.: - (N/A — SOLE PRACTITIONER)
PAIA MANUAL IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS TO INFORMATION ACT

This Manual is prepared in terms of Section 51 of the Promotion of Access to Information Act, 2000. The act
gives effect to the provisions of Section 32 of the Constitution, which provides for the right of access to
information held by the State and to information held by another person that is required for the exercise and/or
protection of any right.

The reference to any information in addition to that specifically required in terms of Section 51 of the Act does
not create any right or entitlement (contractual or otherwise) to receive such information, other than in terms
of the act.

Introduction

3NiNE tax’s primary business purpose is providing taxation, bookkeeping, payroll services, preparation of annual
financial statements and the administration of deceased estates.

3NIiNE tax supports the constitutional right of access to information and we are committed to provide you
access to our records in accordance with the provisions of the Act, the confidentiality we owe third parties and
the principles of South African law.

Contact Details
Name of Organisation

3NiINE tax Information Officer: Marc Serfontein

Address Information Officer Email: marc@3ninetax.co.za
36 Springhill Road Information Officer T no: 011-884 0309
Riverclub X24 Registered with Regulator: In process

Sandton

Gauteng

2191

Guide of the South African Human Rights Commission

The Guide described in Section 10 of the Act is due in August 2003. From that date it will be available from the
South African Human Rights Commission. Please direct any queries to:

The South African Human Rights Commission:

PAIA Unit (the Research and Documentation Department)

Postal address: Private Bag 2700, Houghton, 2041

Telephone: +27 11 484-8300

Fax: +27 11 484-7146

Website: https://www.sahrc.org.za

E-mail: PAIA@sahrc.org.za



3NiINE tax - PAIA MANUAL

How to request access to records

Requests for access to records held by 3NiNE tax must be made on the request form that is available at the
contact details listed, from the SAHRC website (www.sahrc.org.za) or the Department of Justice and
Constitutional Development (www.doj.gov.za) (under "regulations"). Note that requests need not be
accompanied by payment BUT will only be processed upon payment of the prescribed fees.

Requests for access to records must be made to our Information Officer at the address or electronic mail
address provided.

The requester must provide sufficient detail on the request form to enable the Information Officer to identify
the record and the requester. The requester should also indicate which form of access is required and indicate
if he or she wishes to be informed in any other manner and state the necessary particulars to be soinformed.

The requester must identify the right that he or she is seeking to exercise or protect and provide an explanation
of why the requested record is required for the exercise or protection of that right. If a request is made on behalf
of a person, the requester must then submit proof of the capacity in which the requester is making the request
to the satisfaction of the Information Officer of 3NiNE tax.

The standard form that must be used for the making of requests is included in this document as Form C
(PAGES 4-6). Not using this form could cause your request to be refused (if you do not provide sufficient
information or otherwise) or delayed.

Kindly note that all requests submitted to 3NiNE tax will be evaluated and considered in accordance with the Act.
Publication of this manual and describing the categories and subject matter of information held by 3NiNE tax. does
not give rise to any rights (in contract or otherwise) to access such information or records except in terms of the
Act.

Voluntary Disclosure

3NINE tax has not published a notice in terms of Section 52(2) of the Act, however, it should be noted that the
information relating to 3NiNE tax and its services is freely available at its offices and related websites. Certain
other information relating to 3NIiNE tax is also made available from time to time.

Applicable Legislation

Records are kept in accordance with such other legislation as applicable to the 3NiNE tax, which includes, but is not
limited to:

Basic Conditions Of Employment, Close Corporations, Companies Act, Compensation For Occupational Injuries,
Constitution of South Africa, Consumer Protection, Electronic Communications and transactions act,Financial
Advisory And Intermediary Services Act, Financial Intelligence Centre Act, General Code Of Conduct For
Authorised Financial Services Provider, Income Tax Act, Labour Relations Act, Non Profit Organisations Act,
Occupational Health And Safety Act, PAIA Act, POPI Act, Prevention of Organised Crime Act, Protection of
Information Act, Skills Development Levies Act, South African Revenue Service Act, Tax Administration Act,
Trust Property Control Act, Unemployment Insurance Act, Value Added Tax Act.

Although 3NiINE tax endeavoured to supply you with a list of applicable legislation it is possible that the above
list may be incomplete. Wherever it comes to 3NiNE tax’s attention that existing or new legislation allows a
requester access on a basis other than that set out in the Act, we shall update the list accordingly.

Fees
The act provides for two types of fees:

A request fee, (which will be a standard fee) and an access fee, which must be calculated by taking into account
reproduction costs, search and preparation time and cost, as well as postal costs where applicable. When a
request is received by the information officer of the organisation, the information officer shall by notice require
the requester, other than a personal requester, to pay the prescribed request fee (if any), before further
processing of the request. If a search for the record is necessary and the preparation of the record for disclosure,
including arrangement to make it available in the requested form, requires more than the hours prescribed in the
regulations for this purpose, the information officer shall notify the requester to pay as a deposit the prescribed
portion of the access fee which would be payable if the request is granted.
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The information officer shall withhold a record until the requester has paid the fee or fees as indicated. A
requester whose request for access to a record has been granted, must pay an access fee for reproduction
and for search and preparation, and for any time reasonably required in excess of the prescribed hours to
search for and prepare the record for disclosure including making arrangements to make it available in the
request form. If a deposit has been paid in respect of a request for access, which is refused, then the information
officer shall repay the deposit to the requester.

Categories of records held:

Agreements or Contract Records
Contracts concluded with Companies, Standard Agreements, Supplier Contracts.

Client Documents and Records

Communication with Customers, Credit Bureau Reports, Customer Contacts, Customer Contracts, Customer
Details, Trading History.

Corporate Social Responsibility

Financial Records
Accounting Records, Annual Financial Statements, Asset Register, Banking details and bank accounts,

Banking Records, Banks Statements, Financial Agreements, Invoices, Rental Agreements.

Income Tax Records and Other Statutory Records

PAYE Records, Income tax documents issued to employees, Payment records to SARS on behalf of
employees, All other statutory compliances, SDL, Tax, UIF, VAT, Workmen's Compensation
Commisioner.

Information Technology

Computer / BYOD device usage policy, Disaster recovery plans, Software Licensing, System Documentation.

Marketing

Personnel Documents and Records

Address Lists, Disciplinary Records, Employee benefits arrangements and contracts, Employment Contracts,
Employment Equity Plan, Leave Records, List of Employees, Medical Aid Records, Payroll Reports, Pension
Fund Records, Personal Information of Employees, Remuneration Records, Salary Records, Training Manuals,
Wage Register.

Reference Materials

Regulatory and Standards

Internal Guidelines, Internal Policies, Internal Standards, Data Privacy Standards, Data Retention Policy,
Management Procedure.

Risk Management and Audit

Internal Guidelines, Internal Policies, Internal Standards, Data Privacy Standards, Data Retention Policy,
Incident Management Procedure.

Statutory and Compliance

Broad Based Black Economic Empowerment Certificate, Certificate of Compliance, Certificate of Incorporation,
Certificate of name change (if Applicable), Certificate to Commence Business, Memorandum of Incorporation,
Minutes of Board Meetings, Names of Directors, Records relating to the Appointment of
Directors/Auditors/Secretaries/Public Officers and other officers, Salaries of Directors, Share Register and
Other Statutory registers, Statutory Information, Workman's Compensation Certificate.

Suppliers and Vendors
Supplier Contract Details, Supplier Details, Standard Terms and Conditions.
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REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY
(Section 53(1) of the Promotion of Access to Information Act, 2000
(Act No. 2 of 2000)

A. Particulars of 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 Name

ID Number
Address

Date of Birth
Email Address

Phone Number

Capacity in which request is made, when made on behalf of another person:
I am the data subject

I am acting on behalf of the data subject by virtue of power of attorney
I am acting on behalf of the data subject as its parent or legal guardian

C. Particulars of person requesting access to the record

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

D. Particulars of person requesting access to the record

(@) 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.

Description of
request

Reference

Any further
particulars of
record
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E. Particulars of person requesting access to the record

(a) A request 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.

(0 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

NOTES:

(@) 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 case you will be informed
if access will be granted in another form.

(c) The fee payable for access for 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 :I inspection of record I:I

2. Ifrecord consists of visual images
this includes photographs, slides, video recordings, computer-generated images, sketches, etc

view the images l:l copy of the images I:l transc;':]:);z)gsof the I:l

3. Ifrecord consists of recorded words or information which can be reproduced in
sound:

listen to the soundtrack |:| transcription of soundtrack

) written or printed document
audio cassette

[ ]

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

copy in computer readable

. inted copy of information
ted copy of prin
printed copy of record I:I derived from the record (stiffy ort:c:)rr?pact disc)
If you requested a copy or transcription of a record (above), do you wish the Yes No
copy or transcription to be posted to you? I:I

Postage is payable.
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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.
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 aforementioned right:

H. Notice of decision regarding request for access

You will be notified in writing whether your request has been approved/denied. If you wish to be informed in
another manner, 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 request for access to the record?

Signed at | |This day of 20

[ ] | |

SIGNATURE OF REQUESTER / PERSON ON WHOSE BEHALF REQUEST IS MADE




