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1.
INTRODUCTION TO SUREONE MANAGERS (Pty) Ltd
1.1
Company incorporated under of the Companies Act - Business Name: SUREONE MANAGERS (PTY) LTD with Reg No: 1999/003923/07.

1.2
The purpose of this manual is to assist potential applicants as to the procedure to be followed when requesting access to information / documents from the SureOne Managers (Pty) Ltd as contemplated in terms of the Promotion of Access to Information Act 2 of 2000.

2.
CONTACT PARTICULARS OF SUREONE MANAGERS (PTY) LTD
2.1
Full Name:
SureOne Managers (Pty) Ltd
2.2
Head of Company:
Mr Michael A Clark
2.3
Street Address:
68 Oak Avenue





Highveld Techno Park





Centurion

PRETORIA

2.4
Postal Address:
P O Box 10999

CENTURION

0046

2.5
Telephone Number
012-682-8000

2.6
Fax Number

012-682-8023

2.7
E-mail address
info@sureone.co.za
3.
THE HUMAN RIGHTS COMMISSION GUIDE ON HOW TO USE THE ACT

The Human Rights Commission is obligated in terms of the Act to compile in each official language, a guide in order to assist persons to exercise their rights in terms of the Act.  The guide will be available for inspection by the public at the offices of the Human Rights Commission.  Enquiries regarding the guide can be addresses to the Human Rights Commission, the contact details of which are as follows:

3.1
Postal Address:
South African Human Rights Commission

Promotion of Access to Information Act Unit

Research and Documentation Department

Private Bag 2700

HOUGHTON

2041

3.2
Telephone Number:
(011) 484-8300

3.3
Fax Number:

(011) 484-7146

3.4
Website:

www.sahrc.org.za
3.5
E-mail:


PAIA@sahrc.org.za
4.
RECORDS AUTOMATICALLY AVAILABLE AND IN RESPECT OF WHICH ACCESS NEED NOT BE REQUESTED IN TERMS OF THE ACT

Currently all records must be requested in terms of the Act.

5.
DESCRIPTION OF RECORDS HELD IN ACCORDANCE WITH ANY OTHER LEGISLATION

· Personnel Records

· Records relating to products and customers and members

· Conditions of employment and employee-related contractual records

· Records relating to:
· Financial

· Internal records and correspondence

· Statistical 

· Research

· Marketing 

· Services

· Records relating to different business agreements and associations

· The company’s website - website address is www.sureone.co.za
· Statutory records include the following:

· All Acts

· FIA and FSB Compliancy

· All Company Documents

· BOD Minutes
· Shareholders’ agreements

· Minutes of Shareholders’ meetings

Please take note that the information/documents held in terms of the aforesaid legislation is not automatically available to the public and access to information must be formally requested in terms of the Act.

6.
DESCRIPTION OF SUBJECTS ON WHICH SUREONE MANAGERS (PTY) LTD HOLDS RECORDS AND CATEGORIES OF RECORDS HELD ON EACH SUBJECT

Please refer to the Schedule attached hereto as Annexure “A”

7.
PROCEDURE TO OBTAIN INFORMATION IN TERMS OF THE ACT

7.1. The process to obtain information in terms of the Access to Information Act is briefly described hereunder.  Please refer to the Act for a detailed description of the process.

7.1.1. Request is made in terms of the Act by completing the prescribed application form

7.1.2. The completed application form together with the prescribed fee must be sent to the following company official at SureOne Managers (Pty) Ltd:

7.1.2.1
Name of Official:

Mr MA Clark
7.1.2.2
E-mail address:

mclark@sureone.co.za
7.1.2.3
Telephone number:

012-682-8000
7.1.2.4
Fax number:


012-682-8032
7.1.3. Your request will then be reviewed by the designated official of SureOne Managers (Pty) Ltd.  Please take note that should your application be successful an amount as specified in the regulations to the Act must be paid in order to obtain copies of the requested documentation.

7.1.4. It is important to note that access is not automatic – you must identify the right you are seeking to exercise or protect and explain why the record you request is required for the exercise or protection of that right. The prescribed procedure must be followed and the Company must not have a ground for refusal of the information in terms of the Act.  You will be notified in the manner indicated by you on the request form whether your request has been approved.

ANNEXURE “A”

SCHEDULE OF SUBJECTS ON WHICH SUREONE MANAGERS (PTY) LTD HOLDS RECORDS AND THE CATEGORIES THEREOF

SCHEDULE OF SUBJECTS ON WHICH SUREONE MANAGERS (PTY) LTD HOLD RECORDS AND THE CATEGORIES THEREOF

	SCHEDULE OF SUBJECTS
	CATEGORIES

	Administration
	Asset register

Insurance Policy held by the SureOne Managers (Pty) Ltd
Lease/rental Agreements

Maintenance Agreements

Policies and Procedures

Company Records

Standard Agreements

Supplier Contracts

	Customer/Member Detail
	Membership Database

Client/Membership files consisting of communications, records, agreements and related documents

	Finance
	Banking Detail

Documents relation to the Taxation of the SureOne Managers (Pty) Ltd
Financial Agreements

Financial Statements

Financial Transaction Records

Invoices and Statements

Management Reports

	Human Resources
	Disciplinary Code & Policies

Employment Contracts

List of Employees

Personal Information and Remuneration Records of Employees

	Information Technology
	Software Licenses

	Intellectual Property
	Trademarks


ANNEXURE “B”

PRESCRIBED APPLICATION FORM

REQUEST FOR ACCESS TO RECORDS OF SUREONE MANAGERS (PTY) LTD
[Section 53(1) OF THE PROMOTION OF ACCESS TO INFORMATION ACT, 2000 (Act 2 of 2000)]

{Regulation 10}

A.
Particulars of SureOne Managers (Pty) Ltd
The Head: SureOne Managers (Pty) Ltd
PO Box 10999

Centurion

0046

B. Particulars of person requesting access to the record

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

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

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

Full name and surname:
________________________________
Identity Number:

________________________________
Postal Address:

________________________________




________________________________




________________________________
Fax Number:


_________________________________
Telephone Number:

_________________________________
E-mail Address:

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

__________________________

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

Full name and surname:
_____________________________

Identity Number:

______________________________
C. Particulars of records requested

(a) Provide full particulars of the records to which access is requested, including the reference number, if its known, to enable the record(s) to be located

(b) If the provided space is inadequate, please continue on a separate page and attach it to this form. Please note that all additional pages must be signed by the applicant.
1.
Description of record or relevant part of the record:
__________________________

2.
Reference number, if available:
______________________________________
3. Any further particulars of the record:

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
D. Fees

(a) A request for access to a record, other than a record containing personal information about yourself, will be processed only after the requested fees has been paid.

(b) You will be notified of the amount required to be paid.

(c) The fees payable for access to a record depends on the form in which access is required and the reasonable time required to search and to prepare for such a record.

(d) If you qualify for exemption of the payment of any fee, please sate that reason for exemption.

Reason for exemption from payment of fees: 

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
E. 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 in 1 to 4 hereunder, state your disability and indicate in which form the record is required.

Disability: __________________________________________________________

Please Note:

(a) Mark the appropriate item with an X
(b) Compliance with your request in the specified form may depend on the form in which the record is available.

(c) Access in the form requested may be refused in certain instances. In such case you will be informed if access will be granted in another form.

(d) The fee payable for access to the record, if any, will be determined partly by the format in which access is requested.

1. If the record is in written or printed from:

· Copy of record*

· Inspection of record

2. If record consists of visual images – inclusive of photographs, slides, video recordings, computer generated images, sketches etc.

· View the images

· Copy of images*

· Transcription of the images*

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

· Listen to the soundtrack (audio cassette)

· Transcription of soundtrack – 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 derived from the record*

· Copy in computer readable form – CD disc*

5.
Postage payable: *If you have requested a copy or transcription of a record (stated above) do you wish it to be posted to you?

· Yes
· No
G.
Particulars of right to be exercised or protected

If the provided space is inadequate, please continue on a separate page and attach it to this form. Please note that all additional pages must be signed by the applicant.
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(s):

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
H.
Notice of decision regarding request for access

You will be notified in writing whether your request has been approved or denied. If you wish to be informed in another manner, please specify the manner and provide the necessary particulars to enable compliance to your request 

How would you prefer to be informed on the decision regarding your request for access to the record(s)?

_________________________________________________________________________________________________________________________________________________________________________________________________________
Signed at _______________this day ___________of __________20_____

_____________________________

Signature of applicant/person

on whose behalf the request is made

ANNEXURE “C”

PRESCRIBED FEES

1.
The fee for a copy of the manual as contemplated in regulation 9(2)(c) is R3.50 for every photocopy of an A4-size page or part thereof.

2.
The fees for reproduction referred to in regulation 11(1) are as follows:

(a)

For every photocopy of an A4-size page or part thereof
R1,50

(b)

For every printed copy of an A4-size page or part thereof
held on a computer or in electronic or machine-readable form
R1,75

(C)

For a copy in a computer-readable form on :

(i)
Compact disc
R170,00

(d)
(i)
For a transcription of visual images, on an A4-size page or part thereof






R60,00


(ii)
For a copy of visual images
R80,00

(e)
(i)
For a transcription of an audio record,



on an A4-size page or part thereof
R50,00


(ii)
For a copy of an audio record
R90,00

3.
The required fee payable by the applicant, other than a personal applicant, referred to in regulation 11(2) is R90,00.

4.
The access fees payable by an applicant referred to in regulation 11(3) are as follows:


(a)
For every photocopy of an A4-size page orpart thereof
R3.00


(b)
For every printed copy of an A4-size page or part 
thereof held on a computer or in electronic or machine-readable form
R2,75


(c)
For a copy in a computer-readable form on -
Compact disc
R90,00


(d)
(i)
For a transcription of visual images,




on an A4-size page or part thereof
R40,00



(ii)
For a copy of visual images
R60,00


(e)
(i)
For a transcription of an audio record,




on an A4-size page or part thereof
R60,00



(ii)
For a copy of an audio record
R80,00

(f)
To search for and prepare the record for disclosure a fee of R100,00 for each hour or part of an hour is charged for the preparation of the requested records.

5.
For purposes of section 54(2) of the Act, the following applies:

If the head of the company or the liaison officer is of the opinion that the search, reproduction and/or preparation of the information requested will exceed 6 hours, a deposit is payable equal to one third of an amount of R 100,00 for each hour or part thereof, exceeding the six hours.

6.
Postage is payable when a copy of a record must be posted to an applicant.
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