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REPUBLIC OF SOUTH AFRICA

FORM C
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))
[Regulation 10]

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.
(c) Proof of the capacity in which the request is made, if applicable, must be attached.
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Identity number:
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Telephone number: (cenennns ) Fax number: (......... )
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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.
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Identity number:




FORM C: REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY

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:

E. Fees

(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.

(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:




FORM C: REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY

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 below,
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 for access 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 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 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 transcription of soundtrack*
(audio cassette) (written or printed document)
4. If record is held on computer or in an electronic or machine-readable form:
printed copy of record* printed copy of information copy in computer
derived from the record*® readable form*

(stiffy or compact disc)

*If you requested a copy or transcription of a record (above), do you wish the copy or | YES NO
transcription to be posted to you?
Postage is payable.

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:



FORM C: REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY

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?

SIGNATURE OF REQUESTER/
PERSON ON WHOSE BEHALF REQUEST IS MADE



For the purposes of section 22(2) of the Act, the following
applies:

(a) 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.

Form of request

A request for access to a record, as contemplated in section
53(1) of the Act, must be made in the form of Form B of the
Annexure.

FEES FOR RECORDS OF PRIVATE BODY

The request fee payable by a requester, other than a
personal requester, referred to in section 54(1) of
the Act is

The fee for reproduction referred to in section 52(3)
of the Act, is as follows:

(a) For every photocopy of an A4-size page or part
thereof
(b) For every printed copy of an A4-size page or part
thereof held on a computer or in electronic or
machine-readable form
(c) For a copy in a computer-readable form on -
(i) stiffy disc
(i) compact disc
(d) (i) For a transcription of visual images, for an
Ad4-size page or part thereof
(ii)  For a copy of visual images
(e) (i) Fortranscription of an audio record, for an
Ad4-size page or part thereof
(ii)  For a copy of an audio record

The access fees payable by a requester referred to in
section 54(7) of the Act, unless exempted under
section 54(8) of the Act, are as follows:

(a)  For every photocopy of an A4-size page or part
thereof
(b) For every printed copy of an A4-size page or part
thereof held on a computer or in electronic or
machine-readable for
(c) For a copy in a computer-readable form on -
(i) stiffy disc
(i) compact disc
(d) (i) For a transcription of visual images, for an
Ad4-size page or part thereof
(ii) For a copy of visual images

R50,00

R1,10

R0,75

R7,50
R70,00

R40,00
R60,00

R20,00
R30,00

R1,10

R 0,75

R7,50
R70,00

R40,00
R60,00

(e) (i) Fortranscription of an audio record, for an
Ad4-size page or part thereof R20,00
(ii)  For a copy of an audio record R30,00
(f) To search for the record for disclosure, R30,00 for
each hour or part of an hour reasonably required
for such search.
The actual postal fee is payable when a copy of a record must
be posted to a requester.
For purposes of section 54(2) of the Act the following applies:
(a) 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.

Notice of internal appeal

Notice of an internal appeal, as contemplated in section 75(1) of the Act,
must be lodged in the form of Form C of the Regulations.

Important: there is no appeal structure for private bodies.
The requester must approach the court where a request for information
is refused.

Appeal fees
There are no appeal fees to be paid by the requestor.
Value-Added Tax
Public and private bodies registered under the Value-Added Tax Act,
1991 (Act No. 89 of 1991), as vendors may add value-added tax to all
fees prescribed in terms of these regulations.
Commencement
These regulations came into operation on 9 March 2001.
Exemptions from paying access fees
If the annual income:
i) of a single person is R14 712 or less

i) of married persons/person & his/her life partner is R27 192
or less

the person or persons are exempted from paying the access fee.

Information Officer of the Department of Justice: The Director-General
All enquiries should be sent to the Deputy Information Officer:
Tel number: 012 315 1730 ® Fax number: 012 357 8004
E-mail address: mraswiswi@justice.gov.za

Postal Address: Access to Information and Records Management
Department of Justice and Constitutional Development
Private Bag X81, PRETORIA, 0001 ¢ www.doj.gov.za
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FEES FOR RECORDS OF PUBLIC BODY AS STIPULATED
BY THE CURRENT REGULATIONS TO THE ACT

What is the purpose of the Act?

The purpose of the Promotion of Access to Information Act is to give effect
to the constitutional right of access to any information held by the state, as
well as information held by another person that is required for the exercise
or protection of any right.

The motivation for giving effect of the right to access to information is to
foster a culture of transparency and accountability both in public and
private bodies and to promote a society in which the people of South Africa
have effective access to information to enable them to more fully exercise
and protect all their rights.

What information can | request and have access to from the
Department of Justice and Constitutional Development or
any public body for that matter?

o All documentation or records held by the Department or public body
or its Officials. It does not matter when that information came into
existence.

o Your Personal records held by the Department or a public body.

The Act is not unlimited. You may not be given access to information, for
example, under the following circumstances:-

- Third party information or records, subject to access to these records
being approved by such third parties, especially if such information
was given to the Department or public body on a confidentiality or
privacy basis.

- If the record is requested for the purpose of criminal or civil
proceedings.

- The records of Cabinet and its Committees.

To have a sense of the kind of information you may request, please request
an Information Manual from the Deputy Information Officer.

Please note that this Act is above any other Act or legislation that may
prohibit or restrict you from having access to any information.

What information within the Department is freely accessible
without having to apply to the Deputy Information Officer?

Ask the Deputy Information Officer to make a list of such information
available to you, alternatively, you can get the list from the Department’s
website — www.doj.gov.za or any office of the Department such as Regional
Office, Masters’ Office or Magistrates’ Office.

Are there any prescribed fees payable in order for me to
access any information?

Unless the requested information is made freely available, you may be
required to pay a request fee and an access fee (please see schedule of
fees at the back of brochure). Payment is by means of revenue stamps
that can be purchased from any Post Office.

-Iow do | access information?

The Director-General of any Government Department is the Information
Officer. In the Department of Justice and Constitutional Development the
Director-General has appointed a Deputy Information Officer to assist in
the administration of the Act. The details of both are found below.

The Information Officer or Deputy Information Officer must help you to
access whatever information or documents you need. This must be done
through the filling in and submission of “Form A”. You can also get “Form
A” from the Department’s Website — www.doj.gov.za .

ow long will the Information Officer or Deputy Information
fficer take before responding to my request?

The Information Officer or Deputy Information Officer must respond to
your request within 30 days. The Information Officer or Deputy Information
Officer may extend the period of 30 days once e.g. where the request is
for a large number of records or where the requested information is at
an office elsewhere from the office of the Information Officer or Deputy
Information Officer.

hat happens to my request if the information | am requesting
s not located within the Department but at another Public or
rivate body?

The Information Officer or Deputy Information Officer must transfer your
request to the Information Officer or Deputy Information Officer of the
relevant public or private body within 14 days who is then obliged to deal
with your request. You will be notified should this be the case.

hat can | do should the Information Officer or Deputy
nformation Officer deny me permission to access the kind
f information | have requested?

You have the right to appeal, to the internal Authority, who is the Minister of
the Department concerned. If you are still not satisfied you may approach
a Court of law. The Information Officer or Deputy Information Officer must
help and guide you through this process.

Should you need any assistance or have further questions regarding how
you may access any information within the Department of Jusitice and
Constitutional Development or any Public body, please do not hesitate
to contact the Information Officer or Deputy Information Officer of the
relevant Department. You may also contact the South African Human
Rights Commission for assistance at Tel: (011) 484 8300.

he request fee payable by every requester, other than a

personal requester referred to in section 22(1) of the Act,is R35-00
he fee for reproduction, referred to in section 15(3)
f the Act, is as follows:

(a) For every photocopy of an A4-size page or part

thereof R 0-60
(b) For every printed copy of an A4-size page or
part thereof R 0-40

(c) Held on a computer or in electronic or machine
readable form for a copy in a computer-readable

form on -
(i)  stiffy disc R5-00
(i) compact disc R40-00
(d) (i) For transcription of visual images, for an
Ad-size or part thereof R22-00
(i) For a copy of visual images R60-00
(e) (i) For atranscription of an audio record, for
an A4-size page or part thereof R12-00
(ii)  for a copy of an audio record R17-00

The access fees payable by a requester referred to in
section22(7) of the Act, unless exempted under section

22(8) of the Act, are as follows:

(a) For every photocopy of an A4-size page or

part thereof R0-60
(b) For every printed copy of an A4-size page or part

thereof held on a computer or in electronic or

machine-readable form R0-40
(i) stiffy R5-00
(i) compact disc R40-00
(d) For a transcription of visual images,
(i) for an A4-size page or part thereof R22-00
(i)  For a copy of visual images R60-00
(e) (i) foratranscription of an audio record, for an
Ad4-size page or part thereof R12-00
(ii)  For a copy of an audio record R17-00
(f)  To search for the record for disclosure, R15-00

for each hour or part of an hour, excluding the first
hour, reasonably required for such search.
The actual postal fee is payable when a copy of a record
must be posted to a requester.
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