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You are kindly requested to acknowledge the South African Human Rights Commission when using this blueprint to draw up your manual.
1.1 What are section 14 and 51 manuals? 

The Promotion of Access to Information Act requires all public and private bodies to compile manuals, public and private bodies are defined as follows in terms of the Act: 
''public body'' means - 

(a) any department of state or administration in the national or provincial sphere of government or any municipality in the local sphere of government; or
(b) any other functionary or institution when - 

(i) exercising a power or performing a duty in terms of the Constitution or a provincial constitution; or
(ii) exercising a public power or performing a public function in terms of any legislation. 

''private body'' means - 

(a) a natural person who carries or has carried on any trade, business or profession, but only in such capacity; 
(b) a partnership which carries or has carried on any trade, business or profession; or 
(c) any former or existing juristic person, but excludes a public body. 

The Act applies to all records held by public and private bodies, and the manual should provide a potential requester: 

· With contact information of the body 

· With sufficient detail on the procedure on how to make a request 

· With the classification of the subjects and categories of the records that a body holds 

1.2 Section 15 and 52 Notices

Section 15 and 52 Notices are notices that contain voluntary disclosures and a list of automatically available records of a public or private body. 
Purpose of these Notices: 

To ensure regular listing of such information that is available without someone having to make a request in terms of the Act, this serves to minimise unnecessary requests in terms of the Act. 
Section 15 Notice - Public bodies must on a periodic basis not less frequently than once a year submit the Notice to the Minister 
Section 52 Notice - private bodies may on a voluntary and periodic basis submit the Notice to the Minister 
The section 15 and 52 Notices must contain the categories of information automatically available: 
· For inspection in terms of legislation other than this Act; 
· For purchase or copying from the body; and 
· From the body free of charge 
· How to obtain access to such records 
· That the only fee payable is the prescribed fee for reproduction 
1.2.1 Section 15 Notice

Voluntary disclosure and automatic availability of certain records

15. (1) The information officer of a public body, referred to in paragraph (a) or (b)(i) of the definition of ‘‘public body’’ in section 1, must, on a periodic basis not less frequently than once each year, submit to the Minister a description of—

(a) the categories of records of the public body that are automatically available without a person having to request access in terms of this Act, including such categories available—

(i) for inspection in terms of legislation other than this Act;

(ii) for purchase or copying from the body; and

(iii) from the body free of charge; and

(b) how to obtain access to such records.

(2) On a periodic basis not less frequently than once each year and at the cost of the relevant public body, the Minister must, by notice in the Gazette—

(a) publish every description submitted in terms of subsection (1); or

(b) update every description so published,

as the case may be.

(3) The only fee payable (if any) for access to a record included in a notice in terms of subsection (2) is a prescribed fee for reproduction.

(4) The information officer of a public body may delete any part of a record contemplated in subsection (1)(a) which, on a request for access, may or must be refused in terms of Chapter 4 of this Part.

(5) Section 11 and any other provisions in this Act related to that section do not apply to any category of records included in a notice in terms of subsection (2).



1.2.2 Section 52 Notice

Voluntary disclosure and automatic availability of certain records

52. (1) The head of a private body may, on a voluntary and periodic basis, submit to the Minister a description of—

(a) the categories of records of the private body that are automatically available without a person having to request access in terms of this Act, including such categories available—

(i) for inspection in terms of legislation other than this Act;

(ii) for purchase or copying from the private body;

(iii) from the private body free of charge; and

(b) how to obtain access to such records.

(2) If appropriate the Minister must, on a periodic basis and by notice in the Gazette—

(a) publish any description so submitted; and

(b) update any description so published.

(3) The only fee payable (if any) for access to a record described in a list so published is a prescribed fee for reproduction.

(4) The head of a private body may delete any part of a record contemplated in subsection (1)(a) which, on a request for access, may or must be refused in terms of Chapter 4 of this Part.

(5) Section 50 and any other provisions in this Act related to that section do not apply to any category of records included in a notice in terms of subsection (2).



1.2.3 A SECTION 14 MANUAL FOR PUBLIC BODIES MUST CONTAIN THE FOLLOWING INFORMATION AS PRESCRIBED BY SECTION 14: 

· Description of the structure and function 

· Postal address, telephone, fax number, website address 

· Particulars of the IO's and DIO's including their e-mail addresses 

· Description of the section 10 Guide 

· Sufficient detail to facilitate a request for access to a record of the body including the subjects and categories of records held by the public body 

· Voluntary disclosure Notice in terms of section 15 

· Services offered to members of public and how such services could be accessed 

· Arrangements through which members of the public could engage the public body in terms of policy matters, exercise of its powers and performance of its duties 

· Must be available in three official languages 

CHAPTER 2

PUBLICATION AND AVAILABILITY OF CERTAIN RECORDS

Manual on functions of, and index of records held by, public body

14. (1) Within six months after the commencement of this section or the coming into existence of a public body, the information officer of the public body concerned must compile in at least three official languages a manual containing—

(a) a description of its structure and functions;

(b) the postal and street address, phone and fax number and, if available, electronic mail address of the information officer of the body and of every deputy information officer of the body appointed in terms of section 17(1);

(c) a description of the guide referred to in section 10, if available, and how to obtain access to it;

(d) sufficient detail to facilitate a request for access to a record of the body, a description of the subjects on which the body holds records and the categories of records held on each subject;

(e) the latest notice, in terms of section 15(2), if any, regarding the categories of records of the body which are available without a person having to request access in terms of this Act;

(f) a description of the services available to members of the public from the body and how to gain access to those services;

(g) a description of any arrangement or provision for a person (other than a public body referred to in paragraph (a) or (b)(i) of the definition of ‘‘public body’’ in section 1) by consultation, making representations or otherwise, to participate in or influence—

(i) the formulation of policy; or

(ii) the exercise of powers or performance of duties,

by the body;

(h) a description of all remedies available in respect of an act or a failure to act by the body; and

(i) such other information as may be prescribed.

(2) A public body must, if necessary, update and publish its manual referred to in subsection (1) at intervals of not more than one year.

(3) Each manual must be made available as prescribed.

(4)(a) If the functions of two or more public bodies are closely connected, the Minister may on request or of his or her own accord determine that the two or more bodies compile one manual only.

(b) The public bodies in question must share the cost of the compilation and making available of such manual as the Minister determines.

(5) For security, administrative or financial reasons, the Minister may, on request or of his or her own accord by notice in the Gazette, exempt any public body or category of public bodies from any provision of this section for such period as the Minister thinks fit.



1.2.4 A SECTION 51 MANUAL FOR PRIVATE BODIES MUST CONTAIN THE FOLLOWING INFORMATION AS PRESCRIBED IN SECTION 51: 

· Postal address, telephone, fax number, website address 

· Description of the section 10 Guide 

· Voluntary disclosures Notice in terms of section 52 

· Description of the records of the body which are available in accordance with other legislation 

· Sufficient detail to facilitate a request for access to a record of the body including the subjects and categories of records held 

Voluntary disclosure and automatic availability of certain records

52. (1) The head of a private body may, on a voluntary and periodic basis, submit to

the Minister a description of—

(a) the categories of records of the private body that are automatically available

without a person having to request access in terms of this Act, including such

categories available—

(i) for inspection in terms of legislation other than this Act;

(ii) for purchase or copying from the private body;

(iii) from the private body free of charge; and

(b) how to obtain access to such records.

(2) If appropriate the Minister must, on a periodic basis and by notice in the Gazette—

(a) publish any description so submitted; and

(b) update any description so published.

(3) The only fee payable (if any) for access to a record described in a list so published

is a prescribed fee for reproduction.

(4) The head of a private body may delete any part of a record contemplated in

subsection (1)(a) which, on a request for access, may or must be refused in terms of

Chapter 4 of this Part.

(5) Section 50 and any other provisions in this Act related to that section do not apply

to any category of records included in a notice in terms of subsection (2).



1.3 Guidelines for Private Bodies (section 51)

1.3.1 How to compile your section 51 manual

STEP1: 
· Take a look at what section 51 says you must include in your manual.
CHAPTER 2

PUBLICATION AND AVAILABILITY OF CERTAIN RECORDS

Manual

51. (1) Within six months after the commencement of this section or the coming into existence of the private body concerned, the head of a private body must compile a manual containing—

(a) the postal and street address, phone and fax number and, if available, electronic mail address of the head of the body;

(b) a description of the guide referred to in section 10, if available, and how to obtain access to it;

(c) the latest notice in terms of section 52(2), if any, regarding the categories of record of the body which are available without a person having to request access in terms of this Act;

(d) a description of the records of the body which are available in accordance with any other legislation;

(e) sufficient detail to facilitate a request for access to a record of the body, a description of the subjects on which the body holds records and the categories of records held on each subject; and

(f) such other information as may be prescribed.

(2) The head of a private body must on a regular basis update the manual referred to in subsection (1).

(3) Each manual must be made available as prescribed.

(4) For security, administrative or financial reasons, the Minister may, on request or of his or her own accord, by notice in the Gazette, exempt any private body or category of private bodies from any provision of this section for such period as the Minister thinks fit.



· Next, take the guideline document for the compilation of your section 51 manual and read this together with section 51.
SECTION 51 MANUAL FOR [Name of private body]

A. CONTENTS

A. CONTENTS

B. PARTICULARS IN TERMS OF THE SECTION 51 MANUAL

1. Contact details [Section 51(1)(a)]

2. The section 10 Guide on how to use the Act [Section 51(1)(b)]

3. Records available in terms of any other legislation [Section 51(1)(d)]

4. Access to the records held by the private body in question [Sections 51(1)(c) and

51(1)(e)]

i. The latest notice regarding the categories of records of the body, which are available without a person having to request access in terms of this Act in terms of section 52(2) [Section 51(1)(c)]

ii. Records that may be requested [Section 51(1)(e)]

iii. The request procedures

5. Other information as may be prescribed [Section 51(1)(f)]

6. Availability of the manual [Section 51(3)]

Introduction to … [private body name]

(In this optional paragraph a very brief description can be given of the core business in

order to provide a quick reference source.)

PARTICULARS IN TERMS OF THE SECTION 51 MANUAL

1. Contact details [Section 51(1)(a)]

* See what details are required in terms of section 51(1)(a)

2. The section 10 Guide on how to use the Act [Section 51(1)(b)]

The Guide will be available from the South African Human Rights Commission

by not later than August 2003. 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 11 484-0582

Website: www.sahrc.org.za

E-mail: PAIA@sahrc.org.za

3. Records available in terms of any other legislation [Section 51(1)(d)]

* See list of legislation for the Acts that may apply to your private body.

4. Access to the records held by the private body in question [Sections 51(1)(c)

and 51(1)(e)]

i. The latest notice regarding the categories of records of the body,

which are available without a person having to request access in terms

of this Act in terms of section 52(2) [Section 51(1)(c)]

ii. Records that may be requested. A description of the subjects of the

records held by the body and the categories in which these subjects

are classed [Section 51(1)(e)]

iii. The request procedures * copy as is.

Form of request:

· The requester must use the prescribed form to make the request for access to a record. This must be made to the head of the private body. This request must be made to the address, fax number or electronic mail address of the body concerned [s 53(1)].

· The requester must provide sufficient detail on the request form to enable the head of the private body to identify the record and the requester. The requester should also indicate which form of access is required. The requester should also indicate if any other manner is to be used to inform the requester and state the necessary particulars to be so informed [s 53(2)(a) and (b) and (c)].

· The requester must identify the right that is sought to be exercised or to be protected and provide an explanation of why the requested record is required for the exercise or protection of that right [s 53(2)(d)].

· If a request is made on behalf of a another person, the requester must then submit proof of the capacity in which the requester is making the request to the satisfaction of the head of the private body [s 53(2)(f)].

Fees:

· A requester who seeks access to a record containing personal information about that requester is not required to pay the request fee. Every other requester, who is not a personal requester, must pay the required request fee:

· The head of the private body must notify the requester (other than a personal requester) by notice, requiring the requester to pay the prescribed fee (if any) before further processing the request [s 54(1)].

· The fee that the requester must pay to a private body is R50. The requester may lodge an application to the court against the tender or payment of the request fee [s 54(3)(b)].

· After the head of the private body has made a decision on the request, the requester must be notified in the required form.

· If the request is granted then a further access fee must be paid for the search, reproduction, preparation and for any time that has exceeded the prescribed hours to search and prepare the record for disclosure [s 54(6)].

5. Other information as may be prescribed [Section 51(1)(f)] 

The Minister of Justice and Constitutional Development has not made any regulations in this regard.

6. Availability of the manual [Section 51(3)]

You can just mention very briefly that the manual is also available for inspection at the offices of the relevant private body free of charge; and copies are available with the SAHRC, in the Gazette and on the private body’s website (if any).


· You need to fill in the points 1; 3; 4i and 4ii. 
· We have filled in point 2; 4 iii ; 5 and 6 for you so all you need to do is copy it as it is. 
STEP 2: 

· Under point 1, in the guideline you need to fill in the following contact details: The postal and street address, phone and fax number and, if available, electronic mail address of the head of the body; 
· Under point 2, you need to leave it as it is. We have completed this point for you. 
· Under point 3, you need to consult the list of legislation that we have provided for you here and pick the Acts in terms of which you are obliged to keep or submit records. For example the Labour Relations Act 66 of 1995 and others. All you need to do is list the applicable Acts and then you are done with this point. 
Legislation
1. Administration of Estates Act, No. 66 of 1965 

2. Arbitration Act No. 42 of 1965 

3. Basic Conditions of Employment No. 75 of1997 

4. Companies Act No. 61 of 1973 

5. Compensation for Occupational Injuries and Health Diseases Act No.130 of 1993 

6. Consumer Affairs (Unfair Business Practices) Act No. 71 of 1988 

7. Copyright Act No. 98 of 1978 

8. Credit Agreements Act No. 75 of 1980 

9. Currency and Exchanges Act No. 9 of 1933 

10. Debtor Collectors Act No. 114 of 1998 

11. Employment Equity Act No. 55 of 1998 

12. Finance Act No. 35 of 2000 

13. Financial Services Board Act No. 97 of 1990 

14. Financial Relations Act No. 65 of 1976 

15. Harmful Business Practices Act No. 23 of 1999 

16. Income Tax Act No. 95 of 1967 

17. Insolvency Act No. 24 of 1936 

18. Insurance Act No 27 of 1943 

19. Intellectual Property Laws Amendments Act No. 38 of 1997 

20. Labour Relations Act No. 66 of 1995 

21. Long Term Insurance Act No. 52 of 1998 

22. Medical Schemes Act No. 131 of 1998 

23. Occupational Health & Safety Act No. 85 of 1993 

24. Pension Funds Act No. 24 of 1956 

25. Post Office Act No. 44 of 1958 

26. Protection of Businesses Act No. 99 of 1978 

27. Regional Services Councils Act No. 109 of 1985 

28. SA Reserve Bank Act No. 90 of 1989 

29. Short Term Insurance Act No. 53 of 1998 

30. Skills Development Levies Act No. 9 of 1999 

31. Skills Development Act No. 97 of 1998 

32. Stamp Duties Act No. 77 of 1968 

33. Stock Exchange Control Act No. 1 of 1985 

34. Tax on Retirement Funds Act No. 38 of 1996 

35. Trade Marks Act No. 194 of 1993 

36. Unemployment Contributions Act No. 4 of 2002 

37. Unemployment Insurance Act No. 63 of 2001 

38. Usury Act No 73 of 1968 

39. Value Added Tax Act No. 89 of 1991 

Under point 4i, all you need to put in here is IF your private body has got any pamphlets or annual reports that a person could obtain without having to go through all the request procedures as contained in the Act. 
You want to list items here so that you do not have to deal with unnecessary requests for records that are actually easily available. If your private body does not have anything to put here you can just say "Not applicable" 
Under point 4ii, you need to summarise what kinds of records your private body has. An example follows, but this however is not the standard you need to adapt it to your own type of business/ operations.

Example of how to classify your information in terms of subjects and categories
This is a very general example and not exhaustive in its content. 
It might not always apply to specific private bodies, as they are all so different in their operations. Thus please try and use this as an example and rework it to suit your own particular private body, there is no wrong or right way as each body is so individual and the amount of detail will also vary. Some subjects can even be incorporated into others if the private body is very small. 
What you want to do here is classify where a record is located within your private body, you do not need to include the contents of the record. It does not mean however, that a person will have access to a record listed, access will be determined according to the procedures in the Act and once a request has been given on the correct form and then a decision will be made by the head of the private body. 
EXAMPLE OF CLASSIFICATION OF RECORDS:
Administration: (subject) 
· Licences (categories) 
· Minutes of management meetings 
· Minutes of staff meetings 
· Correspondence 
· Etc. 
Human Resources: 
1. Staff recruitment policies 
2. Employment contracts 
3. Remuneration records and policies 
4. Etc. 
Operations: 
· Sales records 
· Production records 
· Name specific types of work done by the private body and records related to it. 
· Clients registry (if applicable) 
· Etc. 
Finances: 
· Financial statements 
· Annual financial statements 
· Vouchers 
· Stock records 
· Assets inventory 
· Etc. 
Other: 

Under point 4iii, all you need to do is copy the request procedures and the fees. It has already been summarized for you. 
Under point 5, copy it as it is. This will be sufficient.
Under point 6, all you need to mention here is where the manual is and will be available, see the guideline for an example. 
STEP 3: 
Note that there are no specifications as to how your manual must look in terms of style. That is completely up to you all that is required is that your manual contains the information that is prescribed in terms of section 51 of the Act. 
Now that you have compiled your manual you need to follow the instructions from Regulation 187, these have been summarized below:-

1.3.2 How to make your manual available

Date of submissions: 28 February 2003 
Copies of the manual in must be distributed in terms of Regulation 187 to the following - 
PROVISIONS SPECIFIC TO PRIVATE BODIES: 
Private bodies must comply with the following provisions with their manuals: 
· The South African Human Rights Commission 
· Submit to the controlling body of which the private body is a member 
· The Government Printers to be printed in the Gazette 
· The head of a private body must make the manual available for public inspection during office hours and upon request 
· To be placed on the website (if available) 
PROVISIONS SPECIFIC TO PUBLIC BODIES: 
Public bodies must comply with the following provisions with their manuals: 
· The South African Human Rights Commission in three official languages 
· The Government Printers to be printed in the Gazette in three official languages 
· To the all the offices of that public body in three official languages 
· Section 6 places of Legal Deposit (see Directory of Contacts list on www.gcis.gov.za for the Legal Deposit Libraries) 
· To be placed on the website (if available) 
HOW TO SUBMIT TO THE SOUTH AFRICAN HUMAN RIGHTS COMMISSION: 
Submissions should be made to: 
The Research and Documentation Department 
The South African Human Rights Commission
Postal Address: Private Bag 2700, Houghton 2041 
Or deliver to: Address: Boundary Road, Ilse of Houghton, Wilds View, Entrance 1, Houghton, Johannesburg 
And Submissions can be made electronically to: paia@sahrc.org.za 
HOW TO PRINT IN THE GOVERNMENT GAZETTE:
Printing in the Government Gazette:
Every public and private body is required to submit their manuals for publication to the Government Printers 
News on Government Printers: 
Contact person dealing with the manuals: 
Mrs Jacobs 
Contact number: 012 334 4685 
Code word: "Information Manual" 
Cost: R275.00 per page (Please read below) 
(Please note that you are not required to include the fees structure and the forms when you submit your manual for publication to the Government Printers.)
Fridays at 14:00 - the information provided will then be published in the next weeks Gazette 

Recommendations by the SAHRC for these three sections:
When submitting copies of the manual to the SAHRC and the Gazette please exclude the contents page and the forms and the fee structure for a saving on costs. 
For the sake of convenience and accessibility, the forms and fee structure should be posted on the relevant bodies website. If such a private body does not have a website then mention must be made to a link to either the SAHRC's website (www.sahrc.org.za) or the Department of Justice and Constitutional Development (www.doj.gov.za) (under "regulations") which will contain the forms and the fee structure. 
You may include the contents page in your manual if you wish - it is a matter of choice and you will not be penalized if you do not include it. 
1.4 Guideline requests for  section 14 manuals

Please assist us in our processing of requests and send a formal request to: 
The PAIA Information Co-ordinator at paia@sahrc.org.za  with the following information:
1. Name of requester 

2. Position 
3. Name of body 
4. Contact details 
5. Which blueprint required - private or public? 
6. Are you asking on behalf of someone else? 

Any questions? Contact us on the following address: paia@sahrc.org.za
Disclaimer: This blueprint is published by the SAHRC to assist public and private bodies, as defined in PAIA, in the compilation of their manuals as required by the Act. This blueprint is intended solely for use by the entity to which it is addressed. While every care has been taken in the preparation hereof, the use of this blueprint is entirely at the risk of the user. Use of this document and the information contained herein for commercial gain is not permitted without the prior written consent of the SAHRC. 

You are kindly requested to acknowledge the SAHRC when using this blueprint to draw up your manual.
Note: The blueprint does not intend to replace the provisions of section 14 and section 51 of PAIA, it should be merely used as a guide.

1.5 Pro Forma Layout of a Section 51 Manual

SECTION 51 MANUAL FOR [Name of private body]

Recommendations by the SAHRC for these three sections:
When submitting copies of the manual to the SAHRC and the Gazette please exclude the contents page and the forms and the fee structure for a saving on costs. 
For the sake of convenience and accessibility, the forms and fee structure should be posted on the relevant bodies website. If such a private body does not have a website then mention must be made to a link to either the SAHRC's website (www.sahrc.org.za) or the Department of Justice and Constitutional Development (www.doj.gov.za) (under "regulations") which will contain the forms and the fee structure. 
You may include the contents page in your manual if you wish - it is a matter of choice and you will not be penalized if you do not include it. 
A. CONTENTS

A. CONTENTS

B. PARTICULARS IN TERMS OF THE SECTION 51 MANUAL

1. Contact details [Section 51(1)(a)]

2. The section 10 Guide on how to use the Act [Section 51(1)(b)]

3. Records available in terms of any other legislation [Section 51(1)(d)]

4. Access to the records held by the private body in question [Sections 51(1)(c) and 51(1)(e)]

4.i. The latest notice regarding the categories of records of the body, which are available without a person having to request access in terms of this Act in terms of section 52(2) [Section 51(1)(c)]

4.ii. Records that may be requested [Section 51(1)(e)]

4.iii. The request procedures

5. Other information as may be prescribed [Section 51(1)(f)]

6. Availability of the manual [Section 51(3)]

Introduction to … [private body name]

(In this optional paragraph a very brief description can be given of the core business in order to provide a quick reference source.)

PARTICULARS IN TERMS OF THE SECTION 51 MANUAL

1.
Contact details [Section 51(1)(a)]

Details required in terms of section 51(1)(a)

Name of Body

_________________________________

Head of the Body 

_________________________________

Postal Address

_________________________________

Street address

_________________________________

Phone Number

_________________________________

Facsimile number 

_________________________________

If available,

Electronic mail address of 

the head of the body
_________________________________

2.
The section 10 Guide on how to use the Act [Section 51(1)(b)]

The Guide will be available from the South African Human Rights Commission by not later than August 2003. 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 11 484-0582

Website: www.sahrc.org.za

E-mail: PAIA@sahrc.org.za
3. 
Records available in terms of any other legislation [Section 51(1)(d)]

* See list of legislation for the Acts that may apply to your private body. Delete those that are not applicable.

1. Administration of Estates Act, No. 66 of 1965 
2. Arbitration Act No. 42 of 1965 
3. Basic Conditions of Employment No. 75 of1997 
4. Companies Act No. 61 of 1973 
5. Compensation for Occupational Injuries and Health Diseases Act No.130 of 1993 
6. Consumer Affairs (Unfair Business Practices) Act No. 71 of 1988 
7. Copyright Act No. 98 of 1978 
8. Credit Agreements Act No. 75 of 1980 
9. Currency and Exchanges Act No. 9 of 1933 
10. Debtor Collectors Act No. 114 of 1998 
11. Employment Equity Act No. 55 of 1998 
12. Finance Act No. 35 of 2000 
13. Financial Services Board Act No. 97 of 1990 
14. Financial Relations Act No. 65 of 1976 
15. Harmful Business Practices Act No. 23 of 1999 
16. Income Tax Act No. 95 of 1967 
17. Insolvency Act No. 24 of 1936 
18. Insurance Act No 27 of 1943 
19. Intellectual Property Laws Amendments Act No. 38 of 1997 
20. Labour Relations Act No. 66 of 1995 
21. Long Term Insurance Act No. 52 of 1998 
22. Medical Schemes Act No. 131 of 1998 
23. Occupational Health & Safety Act No. 85 of 1993 
24. Pension Funds Act No. 24 of 1956 
25. Post Office Act No. 44 of 1958 
26. Protection of Businesses Act No. 99 of 1978 
27. Regional Services Councils Act No. 109 of 1985 
28. SA Reserve Bank Act No. 90 of 1989 
29. Short Term Insurance Act No. 53 of 1998 
30. Skills Development Levies Act No. 9 of 1999 
31. Skills Development Act No. 97 of 1998 
32. Stamp Duties Act No. 77 of 1968 
33. Stock Exchange Control Act No. 1 of 1985 
34. Tax on Retirement Funds Act No. 38 of 1996 
35. Trade Marks Act No. 194 of 1993 
36. Unemployment Contributions Act No. 4 of 2002 
37. Unemployment Insurance Act No. 63 of 2001 
38. Usury Act No 73 of 1968 
39. Value Added Tax Act No. 89 of 1991

4. 
Access to the records held by the private body in question [Sections 51(1)(c) and 51(1)(e)]

4.i. 
The latest notice regarding the categories of records of the body, which are available without a person having to request access in terms of this Act in terms of section 52(2) [Section 51(1)(c)]

All you need to put in here is IF your private body has got any pamphlets or annual reports that a person could obtain without having to go through all the request procedures as contained in the Act.  You want to list items here so that you do not have to deal with unnecessary requests for records that are actually easily available. If your private body does not have anything to put here you can just say "Not applicable" 

Title
Contents


Product Guide
List of products
Available from


Applications

Advantages

Dimensions

Physical properties
Contact addresses and on Website: www.sonae-novobord.co.za

Financial Statements
Annual Reports


Marketing Material
Pamphlets

Product Guides

Website Privacy Statement






The abovementioned information is available from the Head of the Body and on the Company's website.

OR

Not applicable

OR

No Notice in terms of Section 52(2) of  the Act has been published. Certain records are

however freely available on __________ website http://www.____________ .
4.ii. 
Records that may be requested. A description of the subjects of the records held by the body and the categories in which these subjects are classed [Section 51(1)(e)]

This is a very general example and not exhaustive in its content.  It might not always apply to specific private bodies, as they are all so different in their operations. Thus please try and use this as an example and rework it to suit your own particular private body, there is no wrong or right way as each body is so individual and the amount of detail will also vary. Some subjects can even be incorporated into others if the private body is very small. What you want to do here is classify where a record is located within your private body, you do not need to include the contents of the record. It does not mean however, that a person will have access to a record listed, access will be determined according to the procedures in the Act and once a request has been given on the correct form and then a decision will be made by the head of the private body. 
EXAMPLE OF CLASSIFICATION OF RECORDS:

Category
Records


Administration
Licences (categories) 
Minutes of management meetings 
Minutes of staff meetings 
Correspondence 
Etc. 


Human Resources: 

Staff recruitment policies 

Employment contracts 
Remuneration records and policies 

Salary Surveys.

Conditions of Service.

Industrial/Labour relations.

Pension fund.

Remuneration & Benefits.

Provident Fund.

Skills requirements.

Training.
Etc. 


Operations: 

Sales records 
Production records 
Name specific types of work done by the private body and records related to it. 
Clients registry (if applicable) 
Etc. 


Finances: 

Financial statements 
Annual financial statements 
Vouchers 
Stock records 
Assets inventory 
Etc. 



Other:




Another example of layout

The company keeps information on


Personnel related issues:
Employee records, conditions of employment and company policy, address lists, etc.


Clients:
Contact information, product subscriptions, contractual agreements, usage statistics, account information, and general communication.


Suppliers:
Contact information, contractual agreements, accounting information and general communication.


Technical product information.



The above-mentioned records are of a confidential nature and only accessible to authorised people.
4.iii. 
The request procedures.

For the sake of convenience and accessibility, the forms and fee structure should be posted on the relevant bodies website. If such a private body does not have a website then mention must be made to a link to either the SAHRC's website (www.sahrc.org.za) or the Department of Justice and Constitutional Development (www.doj.gov.za) (under "regulations") which will contain the forms and the fee structure. 
Form of request:

· The requester must use the prescribed form to make the request for access to a record. This must be made to the head of the private body. This request must be made to the address, fax number or electronic mail address of the body concerned [s 53(1)].

· The requester must provide sufficient detail on the request form to enable the head of the private body to identify the record and the requester. The requester should also indicate which form of access is required. The requester should also indicate if any other manner is to be used to inform the requester and state the necessary particulars to be so informed [s 53(2)(a) and (b) and (c)].

· The requester must identify the right that is sought to be exercised or to be protected and provide an explanation of why the requested record is required for the exercise or protection of that right [s 53(2)(d)].

· If a request is made on behalf of a another person, the requester must then submit proof of the capacity in which the requester is making the request to the satisfaction of the head of the private body [s 53(2)(f)].

Fees:

A requester who seeks access to a record containing personal information about that requester is not required to pay the request fee. Every other requester, who is not a personal requester, must pay the required request fee:

· The head of the private body must notify the requester (other than a personal requester) by notice, requiring the requester to pay the prescribed fee (if any) before further processing the request [s 54(1)].

· The fee that the requester must pay to a private body is R50. The requester may lodge an application to the court against the tender or payment of the request fee [s 54(3)(b)].

· After the head of the private body has made a decision on the request, the requester must be notified in the required form.

· If the request is granted then a further access fee must be paid for the search, reproduction, preparation and for any time that has exceeded the prescribed hours to search and prepare the record for disclosure [s 54(6)].

5.
Other information as may be prescribed [Section 51(1)(f)]

The Minister of Justice and Constitutional Development has not made any regulations in this regard.

6.
Availability of the manual [Section 51(3)]

You can just mention very briefly that the manual is also available for inspection at the offices of the relevant private body free of charge; and copies are available with the SAHRC, in the Gazette and on the private body’s website (if any).
The Manual is also available for inspection from 

The Offices of __________________ located at

The South African Human Rights Commission

In the Government Gazette
On the following website:- http://www.__________._____._______
1
1
http://www.workinfo.com
http://www.consultdirect.co.za
http://www.caselaw.co.za  


