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1. List of Acronyms and Abbreviations

TERM.

DEFINITION

"Data
Subject”

means the person to whom Personal information relates, as contemplated in
terms of section 1 of the POPIA;

“Deputy
Information
Officer”

means d Deputy Information O.ffélcﬁé'r”déé}gnated in terms of section 56 of the
POPIA;

“Information
Officer”

means in the case of a juristic person, (i) the chief executive officer or equivalent
officer of the juristic person or any person duly authotised by that officer; or (ii)
the person who is acting as such or any person duly duthorised by such dcting
person as contemplated in section 1 of the Act;

“Information

means the information Regulator established in terms of section 39 of POPIA;

Reguiator”

“Manual” means this manual compiled by MARINE AND REFRIGERATION
ENGINEERING (PTY) LTD, 1995/004127/07, MARINE AND REFRIGERATION ENGINEERING
(GAUTENG){(PTY) LTD, 2004/034128/07, AND MARINE AND REFRIGERATION
ENGINEERING (KWAZULU NATAL) (PTY) LTD, 2013/009838/07.

“PAIA" means the Promotion of Access to iInformation Act, 2 of 2000, including the PAIA
regulations, as amended from time to time;

“Persondl means information relating to dn Identified, or identifiable, living natural person

information” | ond, where applicable, an identifiable existing juristic person as conternplated in
the POPIA;

“Personnel” means all partners, directors, officers, employees, individual contractors and
other personnel of MARINE AND REFRIGERATION
ENGINEERING (PTY) LTD, 1995/004127/07, MARINE AND REFRIGERATION ENGINEERING
(GAUTENG)(PTY) LTD, 2004/034128/07, AND MARINE AND REFRIGERATION

) ENGINEERING (KWAZULU NATAL) (PTY) LTD, 2013/009838/07.

“POPIA” rmeans the Protection of Personal Information Act, 4 of 2013, including the POPIA
regulations, as amended from time to time;

“Processing” | means any operation, cctivity or set of operations, whether or not by automated
rmeans, concerning Personal information as contemplated in the POPIA;

"Private means any former or existing juristic person, as contemplated in the Act and

Body” POPIA;

“Record” means o record ds contemplated in PAIA and includes Personal Information;

“Requester” means, In relation to o Private Body,

i. any person, including, but not limited to, o public bedy or an official thereof,
making o request for access te a Record of that Private Body; or
i. aperson acting on behalf of such persen as contemplated in the Act;

“Responsible
Party”

rneans d public or Private Body or any other person which, alone or in conjunction
with others, determines the purpose of and means for Processing Personadl
information as contemplated in the POPIA;

"Regulator”

Information Regulator
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2. Purpose Of PAIA Manual

To promote effective governance of private bodies, it is necessary to ensure that everyone
is empowered and educated to understand their rights in terms of PAIA, in order for them
to exercise their rights in relation to public and private bodies.

Wherever reference is made to "Private Body” in this manual, it will refer to MARINE AND
REFRIGERATION ENGINEERING (PTY) LTD, 1995/004127/07, MARINE AND REFRIGERATION
ENGINEERING {GAUTENG){PTY) LTD, 2004/034128/07, AND MARINE AND REFRIGERATION
ENGINEERING (KWAZULU NATAL} (PTY) LTD, 2013/009838/07.

This PAIA Manual is useful for the public to -

21

22

2.3

24

25

26

27

check the categories of records held by a body which are available without a
person having to submit a formal PAIA request;

have a sufficient understanding of how to make o request for access to a
record of the body, by providing o description of the subjects on which the
body holds records and the categories of records held on each subject;

know the description of the records of the body which are available in
accordance with any other legislation;

access all the relevant contact details of the Information Officer and Deputy
Information Officer who will assist the public with the records they intend to
access;

know the description of the guide on how to use PAIA, as updated by the
Regulater and how to obtain access to it

know if the body will process personal information, the purpose of processing
of personalinformation and the description of the categories of data subjects

and of the information or categories of information relating thereto;

know the description of the categories of data subjects and of the information
or categories of information relating thereto;
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2.8 know the recipients or categories of recipients to whom the personal
information may be supplied;

2.9 know if the body 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

2.0 know whether the body has appropriate security measures to ensure the
confidentidlity, integrity and availability of the personal information which is
to be processed.

Key contact details for access to information of the Private Body:

3.1.  Information Officer:

3.1.1 Name: Uwe Miksch
3.1.2 Telephone No. 021551 0575
3.1.3. E-mail; uwe@mre.co.za

3.2. Deputy information Officer.

3.21 Name: Shimone Smith
322 Telephone No 021 551 0675
3.2.3. E-muail: shimone@mre.co.za

3.3 Access to information general contacts
E-mail shimone@mre.co.za
3.4. Head Office

Physical address: 1 Trio Park, Printers Way, Prime Park, Montague
Gardens Prime Park, 7441

Postal address: P.O. Box 864, Milnerton, 7435
Telephone No: 0216510675

Website: www.mre.co.za
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4. Guide On How To Use PAIA And How To Obtain Access To The Guide

41  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.

4.2 The Guide is available in each of the official languages and in braille.

4.3 The aforesaid Guide contains the description of-

4.3.1. the objects of PAIA and POPIA;

432, the postal ond street address, phone and fax number and, if
available, slectronic mail address of -

4.321. the Information Officer of every public body, and

4.3.2.2. every Deputy Information Officer of every public and private
body designated in terms of section 17(1) of PAIA' and section 56 of
POPIAZ

4.3.3. the manner and form of u request for-

4331 access to arecord of a public body contemplated in section
1% and

4.33.2. access to arecord of a private body contemplated in section
504

'Section 17(1) of PAIA- For the purpases of PAIA, each public body must, subject to legistation governing the employment of personnel
of the public body concerned, designate such number of persons as deputy information officars as are necessary to render the
public body as accessible as reasonably possible for requesters of its records.

2 Section 56(a) of POPIA- Each public and private body must make provision, in the manner prescribed in section 17 of the Promotion
of Access to Information Act, with the necessary changes, for the designation of such a number of persons, if any, as deputy
information officers as Is necessary to perform the duties and responsibilities as set out in section 55 {1) of POPIA,

3 section 111} of PAIA- A requester must be glven decess to a record of a publlc body if that requester compiies with all the
Procedural requirements in PAIA relating to o request for aceess to that record; and access to that record is not refused in terms
of any ground for refusal contemplated in Chapter 4 of this Part.

4 section 50{1} of PAIA- A requester must be given access [o any record of o private body if-
a) that record Is required for the exercise or protection of any rights;
b) that person complies with the procedural requirements in PAIA relating to o request for gceess to that record: and
€) docess to that record is not refused in terms of any ground for refusal contempiated in Chapter 4 of this Part.
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43.4. the assistance available from the Information Officer of a public
body in terms of PAIA and POPIA;

435, the assistance available from the Regulator in terms of PAIA and
POPIA,

436. all remedies in low 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-

43.6.). aninternal appeal;
4.3.6.2. o complaint to the Regulator; and

4.3.6.3. an application with a court ageinst 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;

4.37.the provisions of sections 14° and B1° requiring a public body and private
body, respectively, to compile ¢ manual, and how to obtain accessto o
manudal;

4.3.8.the provisions of sections 157 and 52® providing for the voluntary
disclosure of categories of records by a public body and private body,
respectively;

4.3.9.the notices issued in terms of sections 22° and 54" regarding fees to be
paid in relation to requests for access; and

& Section 14(1) of PAIA~ The information officer of a public bocly must, in at least three official languages, make available a manual
containing information listed in paragraph 4 above.

6 section 51(1) of PAIA~ The head of a private body must make available a manual contalning the description of the Information
listed in paragraph 4 above.

7 section 15(1) of PAIA- The Information officer of a public body, must make available in the prescribed manner a description of
the categories of records of the public body that are qutomatically avallable without a person having to request access

% section 52(1) of PAIA- The head of a private body may, on a voluntary basis, make available in the prescribed manner a
dascription of the categories of records of the private body that are automatically available without o person having to request
access

9 section 22(1) of PAIA- The information officer of o public body to whom o request for access is made, must by notice require the
requester to pay the prescribed request fee (if any), before further processing the request.

10 saction 54(1) of PAIA- The head of a private body to whom o request for occess is made must by notice require the requester to
pay the prescribed request fee (if any), before further procossing the request,
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4.3.10. the regulations made in terms of section 92",

44 Members of the public can inspect or make copies of the Guide from the
offices of the public and private bodies, including the office of the Regulator,
during normal working hours.

4.5 The Guide can also be obtained-

4.5.1. upon request to the Information Officer;

4.5.2.from the website of the Regulator (https://inforegulator.org.za/f).

4.6 A copy of the Guide is also available in the following two official languages, for
public inspection during normal office hours - In English and Afrikaans.

5. Categories Of Records Of The Private Body Which Are Available Without A
Person Having To Request Access

To date no notice in terms 52(2) of the Act has been published regarding the
categories of Records that are automatically available without having to request
access.

" section 92(1) of PAIA provides that ~"The Minister may, by natice in the Gazette, make reguiations regarding-
(a) any matter which is required or permitted by this Act to be prescribed;
{(b) any matter relating (o the fees contemplated in sections 22 and 54;
{c) any notice required by this Act;

(d) uniform criteria to be applied by the information officer of g public body when deciding which categories of records are
to be made avallable in terms of section 15, and

(e) any administrative or procedural maiter necessary to give effect to the provisions of this Act.
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6. Description Of the Records of The Privat
Accordance With Any Other Legislation

e Body Which Are Available In

E 'c'atég'ones of bata .jsqajé;cts‘f{ L

-.Purpose for processing Personc:l_" L

lnformation

Memorcndum of incorporatlon

Compcmles Act 71 of 2008

PAIA Manual

Promotion of Access to Information
Act 02 of 2000

' 'P'rivc:cy Information

Employment Records

~ 040f2013

Protection of Paersonal Information Acf

Basic Conditions of Employment Act
75 of 1987

Compensation  for  Occupational
Injuries and Diseases Act 130 of 1993
Employment Equity Act 55 of 1998
Income Tax Act 58 of 1996

Labour Relations Act 66 of 1995

Skills Development levies Act 09 of
1999

Tax Administration Act 28 of 201
Unemployment Insurance
Contributions Act 04 of 2002

Workplace Health and Safety

Occupational Health and Safety Act
85 of 1993

*Th:s is nol an exhaustlve llst uf Ieglslauon requmng The anale Body to keep records.

7. Description Of The Subjects On Which T
Categories Of Records Held On Each Su

he Body Holds Records And
bject By the Private Body

S S bjects on whlch the body olcis

g records
lncorporatlon Documents cmd
Records

C'ategories of records

Company registrotion documénts
Share register
Directors’ details
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Human Resources - HR policies and procedures
- Advertised posts

- Employee records

- Policies and Procedures

Information technoiogy records - Licenses
- Software programs
- Software applications

Financial Documents ' - Statutory Returns
- Managgement Accounts and
- Audited Financial Statements

Learning and Education - Training Material
- Training Records and Statistics
- Training Agresment

Operational Documents and - Promotional material

Records - Product { Setvice specification
- Work Instruction manuals

- Customer database

- Customer application forms

- Sales records

- Jobcards

Client Services Records - Client correspondence

- Client contracts

- Client standard business
documentation

Customer records - Customer details
- Invoices
- Corrgspondence
S e - Customer ledger
Supplier records - Supplier details
- Invoices
- Correspondence
- Supplier ledger

8. Processing Of Personal Information
8.1 Purpose of processing personal information
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. Categories of Data Subjects Purpose for processing Personal. .. -
Employees - To comply with employment, and
other legislation
- Disciplinary Proceedings
- Manage relationships
Service Providers [ Suppliers - Mandage refationships
- To comply with legislation
Clients - To provide our goods and services
- _To comply with legislation

8.2 Description of the categories of Data Subjects and of the information or
categories of information relating thereto.

Per:éonq_i;lnfd:rfn'dfibﬁ thatmaybe o

~oprocessed. o

Customers [ Clients

Full name & surname, ID number,
Address, Banking details, income Tox
number, Company name, Compdny
registration number, Physical address,
Email address, Postal address

Service Providers

names, registration number, vat

numbers, address, and bank details

| Employees

Name & surhame, ID number, Email
address, Gender, Nationality, Driver's
license details, Marital status,
Telephone number, Next of kin details,
Banking details, Address, Qualifications,
PAYE information, UIF information,
Medical information, number,
Dependent’s information

Tax

8.3 The recipients or categories of recipients to whom the personal information

may be supplied.
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"--Cctegor_y:p'f_'p{é_rédri'c;i iﬁfqrfn_qﬁ_iQn_ o é_écipie_nts"_Qﬁ_-j(idfééo_nes_qf_:Réégip'iéntis'_ to.
e N + whom -the-pergpndI:_'i_h_fd:rr'_T::iatiQ_n'md_y_-_be
o osupplied oo
Employee details, for payroll | Payroll administrators
Em“pioyee details  for trcziniﬁé ' T"z;-q-inning prov'i"ders
certification
Employee details  for cczp't'u'rﬂi'n'g' | Clock in administrators
employee timekeeping
Employee details, supplier details, Verification ogeﬁcies
customer details for BEE audit
purposes
Employee details for pension or Provident fund administrators
provident fund contributions
All info for statutory audit purpoées as Auditing
legislated
Employee details Criminal checks agencies
Efnployee details,‘ customer and Information Security Service Providers
supplier details, company documents
for business continuity and
safeguarding, I
Employee details Medical Aid

8.4 Planned transborder flow of personal information.
We do not transfer any personal information to third parties in foreign countries.

8.5 General description of information security measures to be implemented by
the responsible party to ensure the confidentiality, integrity, and availability
of the information.

We have implemented the following Information Security Measures to ensure the

confidentiality, integrity and availability of all information residing on our IT Systems:

Confidentiality of ail information is accomplished by limiting authorised access on all

information to specified personnel only.

This is done by means of secure logins by employees only from our managed devices.
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All backups of data are encrypted. The server physical access is limited to IT personnel
only. Integrity is maintained with user access controls to limit aif actions with data. We
have local and offsite backups that is fully encrypted.

The backups can only be accessed by authorised personnel. DLP {Data Loss
Prevention) policies are in place to prevent misuse of data. Availability is achieved
through offsite backups, and a local NAS

containing all the backups. We are making use of Carbon Black AntiVirus on all
Computers and Servers. The

firewall has IDS (Intrusion Detection system) and IPS (intrusion prevention system) in
place that protects the servers from being hacked and cmy data loss.

9. Avdilability Of The Manual

8.1 A copy of the manuai is availabie at:
911 The premises of the Private body as well as on the website
(www.mre.co.za) of the Private Body.
912 For public inspection during normal business hours
913 To any person upon request upon the payment of o reasonable
prescribed fee.
8.4 To the Information Regulator upon request.

92 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.

10. Updating of the Manual
The head of finance will update this manual on ¢

lssued by: _ _ _ A
Direc

Pt ottt o ot (ot et P P

ANNEXURE A:

The table below sets out the fees applicable to any request for a record of information held
by the Private Body.

. AMOUNT = .
=+ R140.00

The.request fee payable by every
requester : :
: '-Photocopy/prmted blcxc:k & white copy R 2.00 per page or part thereof
lof Ad-sizepage
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.. If provided' by requester
b I provrded to the requester

3. | Printed copy of Ad-size page S R2.00 per page or part thereof
A Fora copy of computer—reudabte form i
Colon s iEEn I T 1 R40.00
-(|) Florsh drzve (te be provrded by the .
S requestor) 4 R40.00
: (11) Compqct Disk: - “ 1R B0.00

- :_For d trcmscrrptron of visual i mages per'
| Ad-size page.
e _For a copy of vzsuol |mcrges

Service to be outsourced. Will depend

1 on quotation from service provider.

Trc}nscriptron of. csn crucEro record per
| Ad-size page :

| R2400

't Fora copy of czudro rebordlng on s
L (|) Florsh drrve (to be provzcied by the :

_(n) Compcrct Drsk o :
Cl If provided by requester
It provided to the request

R 40.60

| R40.00
I R60.00

?To search for and prepare the record for
‘disclosure, for each hour or pqrt ofan
~hour,. excludfng the first hour, reasonably
“| required for. such seorch and | i
:: -prepcrrc:tlon B
" I'Not to exceed @ totai cost of

R 145.00

- 1R436.00

R Depos:t If seerch exceeds 6 hours T

One third of the amount per request

| caleulated in terms of items 2 to 8.

1 Postuge emari or crny other electronrc
trdnsfer S
ANNEXURE B FORM 2

REQUEST FOR ACCESS TO RECORD
[Regulation 7]

NOTE:

1. Proof of identity must be attached by the requester.

2. If requests made on behalf of another person, proof
to this form.

TO: The Information Officer
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(Address)

E~-mail address:

Fax number:

Maitk with an "X"

|:| Request is made in my own name I—_-l Request is made on behalf of another person.

-~ PERSONALINFORMATION .~

Identlty Number

Capctmty in whic
“reguestisimoade.
{when'made on:
“behalf:of another
“person) © i
_Postal ddress

:; '._treet Address

E mall Address

= kacsimile; .

o

zf.-:c.ont ct Numbers

“celldlar -

FuII names of person .
or whose -behalf.
request s made(if
* gpplicable). -
ldentlty Number

_Postal Address

Fcsimile:
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PARTICULARS OF RECORD REQUESTED

_ Prowde ful.' pqrtrculors of the record to WhICh access is requested mc!udmg the reference
o number if that is. known to you to enable the record to be located. {if the prowded space s
_madequate please contmue on.a separcrte page and attach rt to thrs form Al add.'tronai
-pages mustbesrgned) g Lt i

;j"Descnptlon of o
: record or relevunt
o) pdrt of the record :

- Reference number |f'
- ovqslqble '
"Q_Any further
i*portsculars of record pm———

 TYPE OF RECORD e
B (Mark the apphcable box wrth an X )

":"'Record is in wntten or pnnted 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 reprodticed
_in sound
Record s held on a computer or in an electronic, or machine-readable form

- FORM OF ACCESS

b (Mork the apphcable bo with an. X")

Prmted copy of record (mcludmg copres of any wrtual :mages
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.)
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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 apphcable box w:th an. X '?

Personql mspectuon of record ut reglstered address of publao/prqute 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 strest address

Courier service to street address

Facsimile of information in written or printed format (inciuding
_transcriptions
E-mail of information (including soundtracks if possible)

Cloud share/file transfer

:fés‘A'nf;éuiAn's 5F.-Rf|em_fo:3is':xiéré'c'uss'nbiiBﬁbfscfss2=‘

rate PO'ge ‘and attach it.to

this Form. T he requester must. s;gn aI! the addmonal pages

~Indicate which’
:. rtght is. to b@

-::;protected

: Explcun why the _
'_;fjrecord T 'quested

_jf'fexermse or ¢
ffprotectlon of the
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. .-a) A request fee must. be pa:d before the request wm‘ be cons:dered
b) - You will be notified of the amount of the access fee to be paid... ... '

..¢) . The fee payabile for access to a record depends on the form in which’ crccess 13 requ:red

- and the reasonable time requ;red to search for and prepare a record, .

- 'd)_-' If you qualify. for exemptron of the payment of any fee, p.’ease state the recrson for

S exemption : e o

'”Reuson ;_ﬂf.;,'-"

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:

R T R EE R E e Electromc communlcatlon
© .. Postal address e Facsimile ol - (Pledse specify).
Signed at this day of 20

Signature of Requester [ person on whose behalf request is made

FOR OFFICIAL USE

* Reference number' o

":"'Requestrecefved by,
-~ (State “Rank, Name..-_.f'.;--
_andSurname of
_:‘:“mformation Offfcer) E

 Depostt (if ariy):
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Signature of Information Officer
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ANNEXURE B: FORM 3

OUTCOME OF REQUEST AND FEES PAYABLE
[Regulation 8]

Note:
1. If yourrequest is granted the—
(a) amount of the deposit, (if any), is payable before your request is processed; and
(b) requested record/portion of the record will only be released once proof of full
payment is received.
2. Please use the reference number hereunder in all future correspondence.

Refaerence number:

TO: The Information Officer

refers,

Your request dated

1. Yourequested:

_Personal - inspection “of “information - at registered ‘address. of
“public/private body (mcludmg listening to recorded. words, mformotron:f'f.
' which can be rreproduced in sound, or information held on computer or
in an electromc or mcrchme -readable . form) is free of charge You are-:
:requ:red to mczke an appointment for the mspectson of the mformatlon .
~and to” brlng this. Form with you. If “you then require -any: form of
: reproductlon of the mformatlon, you wali be hub!e for the fees prescr:bed

|n Annexure A

OR
2. Yourequested:

“Printed cop;es of the mformatlon (|ncludmg cop;es of cmy vsrtual lmages,"_ﬁ._':_

: "tronscriptions and informqtlon held on co' uter or'in‘an electromc or ;:
' ‘machine-readable form) i : o
© Written - or prlnted tmnscnptlon of vzrtuai_ 1moges (thlS mcludes f_'
.j'-'photogrc:phs slldes Video recordmgs, computer generqted lmages
-“sketches, etc) : : i RS
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: .TrQﬂSCi'IptIOﬂ of soundtrcck (wr:tten or. pnnted document)

“ Copy of lnformqtlon on fic;sh “drive (mcludlng Virtucl |mages and
':'-soundtrdcks)' e i :

_Copy of mformcatlon on compuct dISC dreve(mcludmg v:rtucﬂ |mqges Gnd o

: "soundtrocks)

Copy of record saved on c!oud storage server

3. Tobhe submitted:

“Postalservicestopostaldddress = 0 L

; Postal servaces to street address

-;Z'Couner service to street address |

...:-_:Fqcsmlle of - mformqtion i wntten or. prlnted formqt '=-(Inciuqu
____-___transcr:pttons : _ w
k- mulloflnformatlon (mc.'uchng soundtracks:fpossable) o

- Cloud share/ file trc}nsfer

}:-Preferred Ianquaqe E

jj:access may be granted in_ the. Icmguage m Wh!Ch the ré?:ord IS
"-"GVGHO'ble) i o : E

Kindly note that your request has been:

[:I Approved

D Denied, for the following reasons:
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4. Fees payable with regard to your request:

ITEM -

DESCRIPTION - -

- The request fee pcrycrble by
: every requester Sl

I R140.00

JNwBERor [TotaL
PAGESIITEMS R

Photocopy/prlnted bIQCk& =
_ | white copy of Ad-size page - -

s :Prmted Copy Of A4_ Slze PC@ge
: ~ or part thereof

R 2.00 per page

+ | or part thereof

R 2.0C per page

readcrble form on: o
(r) Flash drive (to be. prov;ded_

(u) Compact Disk: .

~bythe requestor)' e

Af prowded by requester
I provided to the
requester :

R 40.00

© R40.00
1 R60.00

o For o trcrnscrsptlon of visual
* limages per Ad-size page .
" Fora copy of visual images .
. 1 quotation from
.| service provider.

“ Service to be
=1 outsourced. Will

depend cn

Transorrptron ofcm C!UdIO ;e
| record, per Ad-size page

R 24.00

) Compoact Disk: . - .
"0, If provided by requester

by the requestor)

. If provrded tothe
" requester

For a Copy of audio recordrng e
'(r) Flash. drlve (to be prowded:.._

R 40.00

1 R40.00
R 60.00

E “'Tetsearch for, cmd prepare the_j'j_ _

- record for drsclosure for each -

_houror port of an. hour, I Ry
- | excluding the firsthour, -~

i redsonably requrred for such

...search and preparation. -

_Not to exceed a total cost of

R 145.00

R 435.00

0.0
e hoyrs

Deposrt If seorch exceeds 6

6ne third of the '

amount per
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_ :'_: request

~ caleulated in
. terms of items 2
1 to 8,

1. | Postage, emil orcxny other. i Actual expense, if
ERE electronlc transfer -

o TOTAL' L

5. Depositpayable (if search exceeds six hours):

D Yes L__I No

o Amount of deposit (calculated on one -
| Hoursof . . th:rd of tota! amount per request)
! Cgeareh : S

The amount must be paid into the following Bank account:

Name of Bank:

Name of account holder:

Type of account:

Account number:

Branch Code:

Reference No.:

Submit proof of payment to:

Signed at this day of 20

INFORMATION OFFICER
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