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PART A: INTRODUCTION AND ENTITY DETAILS 
 

Purpose of the PAIA Manual 
 

This PAIA Manual is useful for the public to: 
 

i. check the categories of records held by a body which are available without a person having 

to submit a formal PAIA request; 

ii. have a sufficient understanding of how to make a request for access to a record of the body, 

by providing a description of the subjects on which the body holds records and the categories 

of records held on each subject; 

iii. know the description of the records of the body which are available in accordance with any 

other legislation; 

iv. 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; 

v. know the description of the guide on how to use PAIA, as updated by the Regulator and how 

to obtain access to it; 

vi. know if the body will process personal information, the purpose of processing of personal 

information and the description of the categories of data subjects and of the information or 

categories of information relating thereto; 

vii. know the description of the categories of data subjects and of the information or categories 

of information relating thereto; 

viii. know the recipients or categories of recipients to whom the personal information may be 

supplied; 

ix. 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 

x. know whether the body has appropriate security measures to ensure the confidentiality, 

integrity and availability of the personal information which is to be processed. 
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Entity contact details for access of information: 
 

i. Director(s): 
 

Daniël Marthinus Müller 

ii. Chief Executive Officer / Managing Director: 
 

Daniël Marthinus Müller 

iii. Information Officer: 
 

Daniël Marthinus Müller 

Telephone number: 021 939 7081 

Cell phone number: 083 448 8666 

E-mail: info@paydoc.co.za 

iv. Postal address of Entity: 
 

501 The Cliffs 

Office block 1 

Niagara road 

Tyger 

Waterfront 

7530 

v. Street address of Entity: 
 

501 The Cliffs 

Office block 1 

Niagara road 

Tyger 

Waterfront 

7530 

 
vi. Contact details of Entity: 

 
Telephone number: 021 939 7081 
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E-mail: info@paydoc.co.za
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vii. General contact to access information or related requests 
 

E-mail: info@paydoc.co.za 

PART B: THE PROMOTION OF ACCESS TO INFORMATION ACT (“PAIA”) 
 

PAIA & the section 10 guide on how to use PAIA: 
 

i. PAIA and Section 10 Guide (Section 51(1)(b)) 
 

a. PAIA grants a person, who would like to gain access to information (“Requester”) held 

by a private body, access to the records of the private body if the below requirements 

have been satisfied: 

i. The records requested are required for the exercise or protection of any rights; 
 

ii. The Requester has complied with the procedures prescribed in terms of the Act; 

and 

iii. No grounds for refusal exist prohibiting access to the information. 
 

b. In addition to these requirements, if a public body lodges a request for information for 

the exercise or protection of rights other than its own, the public body can do so if it is 

acting in the public interest by requesting said information. 

c. Requests in terms of the PAIA shall be made in accordance with the procedures and at 

the rates set out in paragraphs 6 and 7 of PAIA. 

ii. Guide in terms of Section 10 of PAIA 
 

a. In terms of section 10(1) of PAIA, as amended, the Regulator has 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. 

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

c. The Guide contains the description of: 
 

i. the objects of PAIA and POPIA; 

mailto:info@paydoc.co.za
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ii. the postal and street address, phone and fax number and, if available, electronic 

mail address of: 

1. the Information Officer of every public body; 
 

2. every Deputy Information Officer of every public and private body designated 

in terms of section 17(1) of PAIA1 and section 56 of POPIA. 

iii. the manner and form of a request for information; 
 

iv. the assistance available from the IO of a public body in terms of PAIA and POPIA; 
 

v. the assistance available from the IO of a public body in terms of PAIA and POPIA; 
 

vi. all remedies in law 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 

an internal appeal, a complaint to the Regulator and an application to a court 

against the decision of an information office of a body; 

vii. various other provisions with which bodies must comply; 
 

viii. provisions in respect of fees to be paid in relation to requests for access; and 
 

ix. the regulations made in terms of section 92. 
 

d. Members of the public can access, 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. 

e. The Guide can also be obtained: 
 

i. upon request to the Information Officer; 
 

ii. from the website of the Regulator (https://inforegulator.org.za/wp- 

content/uploads/2020/07/PAIA-Guide-English_20210905.pdf). 

f. A copy of the Guide is also available in the English and Afrikaans, for public inspection 

during normal office hours. 

iii. The contact details of the Commission: 
 

Postal Address: Private Bag 2700, Houghton, 2041 

Telephone Number: +27-11-877 3600 

https://inforegulator.org.za/wp-content/uploads/2020/07/PAIA-Guide-English_20210905.pdf
https://inforegulator.org.za/wp-content/uploads/2020/07/PAIA-Guide-English_20210905.pdf
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Fax Number: +27-11-403 0625 

Website: www.sahrc.org.za 

 
Categories of records which are available without a person having to request 

access 
 

Category of records Types of the Record Available on 

Website, if 

applicable 

Available 

upon 

request 

Information 

regarding services 

provided 

  X 

PAIA Guide   X 

 
 

Description of the records of the Entity which are available in accordance with any 

other legislation available in terms of other legislation 
 

 
Category of Records 

 
Applicable Legislation 

Memorandum of incorporation, company 

registered address, if applicable 

Companies Act, No. 71 of 2008 

PAIA Manual Promotion of Access to Information Act, No. 2 

of 2000 

Terms and conditions of services Common law 

 
 

Description of the subjects on which the Entity holds records and categories of 

records held on each subject by the Entity 

All information below must be requested in terms of PAIA by completion and submission 
of the required form: 

http://www.sahrc.org.za/
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Subjects on which the body 
holds records 

Categories of records 

Companies Act records Founding documents 

 Memorandum of Incorporation 

 Minutes of board of directors’ meetings 

 Minutes of board of shareholders’ meetings 

 Directors’ and shareholders’ resolutions 

 Records relating to the appointment of directors, 
accountants, auditors, secretary, public officer and 
other employees 

 Share registry and other statutory registers 

Financial records Annual Financial Statements 

 Tax returns and other tax documentation 

 Accounting records 

 Banking statements and other records 

 Asset register 

 Rental agreements 

 Invoices and other transactional substantiation 
documentation 

Income Tax records PAYE records 

 Documents issued to employees for income tax 
purposes 

 Records of payments to SARS 

 All documents in statutory compliance with, amongst 
others, the following matters: 

 Skills development levies 

 VAT 

 Regional services levies 

 Unemployment Insurance Fund 
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 COIDA 

Personnel records Employment contracts and employee records 

 Employment equity plan (if applicable) 

 Medical aid and pension fund records 

 Salary records 

 Disciplinary steps and/or proceeding records 

 SETA records 

 Leave entitlement records 

 Training manuals and other records 

Client data Payment records, client records and various reports 

 
Processing of Personal Information: 

 
i. Purpose and Objective of The Protection of Personal Information Act 

 
a. POPIA gives effect to the individual / legal entity’s right to privacy. 

 
b. POPIA protects and gives recourse to those whose rights are infringed upon in terms of 

POPIA. 

c. POPIA provides guidelines and regulations regarding how information must be 

processed. 

ii. The usage of personal information: 
 

a. The personal information is used by the Entity to render the services requested by the 

client to the client. 

iii. Purpose of processing personal information: 
 

a. The personal information is processed for purposes of enabling the Entity to render the 

services requested by the client to the client. 
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iv. Description of the categories of Data Subjects and of the information or categories of 

information relating thereto: 
 

 
Categories of Data Subjects 

 
Personal Information that may be processed 

Customers / Clients Name, address, registration numbers or identity 

numbers, employment status, income, expenditure and 

other financial details, client records and bank details 

Service providers / suppliers Names, registration number, VAT numbers, address, 

order details, trade secrets and bank details 

Employees Address, qualifications, gender, race, performance 

records, disciplinary details 

 
 

v. The recipients or categories of recipients to whom the personal information may be 

supplied 
 

 
Category of personal information 

 
Recipients or Categories of Recipients to whom 

the personal information may be supplied 

Identity number and names, for 

criminal checks 

South African Police Services 

Qualifications, for qualification 

verifications 

South African Qualifications Authority 

Credit and payment history for 

credit information 

Credit Bureaus 

 
 

vi. Planned transborder flows of personal information 
 

a. Not applicable. 
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vii. General description of Information Security Measures to be implemented by the 

responsible party to ensure the confidentiality, integrity and availability of the information 

a. Refer to 8.vii below. 

Eight processing conditions: 
 

The Entity has implemented and complied with the requirements of POPIA by abiding the 

following eight processing conditions. Capitalised terms used in this section bear the same 

meaning as per definition in POPIA. 

i. Accountability 
 

The Entity shall ensure that all processing conditions as set out in POPIA are complied with 

at the time of determining the purpose and means of processing the personal information as 

well as during the processing itself. 

ii. Processing limitations 
 

a) Lawful grounds 

Personal information must be processed: 
 

i. Lawfully; and 
 

ii. In a reasonable manner that does not infringe the privacy of the data subject. 
 

b) Minimality 

Personal information may only be processed if, given the purpose for which it is processed, 

it is adequate, relevant and not excessive 

c) Consent 

The processing of Personal Information is only lawful if, given the purpose of processing, the 

information is adequate, relevant and not excessive. 

The entity may only process Personal Information if: 
 

iii. The Data Subject consents to the processing; 
 

iv. Processing is necessary for the performance or conclusion of a contract with the 

Data Subject; 
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v. Processing complies with a legal responsibility imposed on the responsible party; 
 

vi. Processing protects a legitimate interest of the Data Subject; 
 

vii. Processing is necessary for pursuance of a legitimate interest of the responsible 

party or a third party to whom the information is supplied; 

d) Collection directly from the Data Subject: 

Personal Information must be collected directly from the Data Subject, unless: 
 

viii. Personal Information is contained in a public record; 
 

ix. Personal Information has been deliberately made public by the Data Subject; 
 

x. Personal Information is collected from another source with the Data Subject’s 

consent; 
 

xi. Collection of Personal Information from another source would not prejudice the 

Data Subject; 

xii. Collection of Personal Information from another source is necessary to maintain, 

comply with or exercise any law or legal right; 

xiii. Collection from the Data Subject would prejudice the lawful purpose of collection; 
 

xiv. Collection from the Data Subject is not reasonably practicable. 
 

e) Special Personal Information: 

Special information includes the list below: 
 

xv. Religious, philosophical, or political beliefs; 
 

xvi. Race or ethnic origin; 
 

xvii. Trade union membership; 
 

xviii. Health or sex life; 
 

xix. Biometric information (including blood type, fingerprints, DNA, retinal scanning, 

voice recognition, photographs); 

xx. Criminal behaviour; 
 

xxi. Information concerning a child. 
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The entity may only process Special Personal Information under the following circumstances: 
 

xxii. The Data Subject has consented to such processing; 
 

xxiii. The Special Personal Information was deliberately made public by the Data 

Subject; 

xxiv. Processing is necessary for the establishment of a right or defence in law; 
 

xxv. Processing is for historical, statistical, or research reasons; 
 

xxvi. If processing of race or ethnic origin is in order to comply with affirmative action 

laws. 

All Data Subjects have the right to refuse or withdraw their consent to the processing of their 

Personal Information, and a Data Subject may object, at any time, to the processing of their 

Personal Information on any of the above grounds, unless legislation provides for such 

processing. If the Data subject withdraws consent or objects to processing then the entity 

shall forthwith refrain from processing the Personal Information. 

iii. Purpose specification, retention and restriction of records and record-keeping 
 

a. The Entity shall only process Personal Information for the specific purposes as set out 

and defined in the Manual above. The entity shall ensure that the Data Subject is aware 

of the purpose of the collection of the information unless the provisions listed in section 

18(4) of POPIA are applicable. 

b. Records of the Personal information of the Data Subject shall not be kept longer than 

necessary for achieving the purpose for which it was collected unless the entity is 

required by law or contract to retain the records or unless the Data Subject has 

consented to the retention thereof. 

iv. Further Processing 

a. Further processing activity must be compatible with the original purpose of processing 

as required in terms of POPIA. 
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v. Information quality 
 

a. The Entity shall take reasonable steps to ensure that Personal Information is complete, 

accurate, not misleading and is updated. The entity shall periodically review Data 

Subject records to ensure that the Personal Information is still valid and correct. 

vi. Openness 
 

a. The Entity shall take reasonable steps to ensure that the Data Subject is made aware of: 
 

i. What Personal Information is collected, and the source of the information; 
 

ii. The purpose of collection and processing; 
 

iii. Whether the supply of Personal Information is voluntary or mandatory and the 

consequences of a failure to provide such information; 

iv. Whether collection is in terms of any law requiring such collection; 
 

v. Whether the Personal Information shall be shared with any third party or country 

and what level of protection will be afforded to the information by that third 

country. 

vii. Security Safeguards 
 

a. The Entity shall ensure the integrity and confidentiality of all Personal Information in its 

possession, by taking reasonable steps to: 

i. Identify all reasonably foreseeable risks to information security; 
 

ii. Establish and maintain appropriate safeguards against such risks; 
 

iii. Regularly verify that the safeguards are implemented effectively; and 
 

iv. Ensure that the safeguards are continually updated in response to new risks or 

deficiencies in previous implemented safeguards. 

b. Any loss or theft of, or unauthorised access to, Personal Information must be 

immediately reported to the Information Officer and appropriate and reasonable 

measures should be taken to prevent this from reoccurring. 
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c. The Information Officer, whose details are available above, is responsible to ensure that 

all processing of information by the Entity complies with the requirements for lawful 

processing of personal and other information. 

d. The following are security safeguards put in place to ensure that personal information 

is safeguarded: 

i. Each employee is required to sign an employment contract containing relevant 

consent clauses for the use and storage of employee information, or any other 

action so required, in terms of POPIA; 

ii. Each employee is required to sign an undertaking of confidentiality in terms of 

which they agree not to disclose any confidential information which have come to 

their knowledge during the course of their employment at the Entity; 

iii. Archived client information is stored on site and access to these areas are limited 

to authorised personnel; 

iv. All written and /or physical records of Personal Information shall be kept in 

lockable cabinets and when in use these records shall not be left unattended 

where non-staff members may access it; 

v. All electronic files and data are subject to the necessary system security that 

protects third party access and physical threats which includes: 

1. Back up of electronic files, as appropriate; 
 

2. File level and share level security; 
 

3. Password protected documents; 
 

4. Encrypting files; 
 

5. Disk encryption; 
 

6. Public key infrastructure (PKI); 
 

7. Internet protocol security (IPsec); and 

Rights management control. 
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e. Any loss or theft of computers, laptops or other devices which may contain Personal 

Information must be immediately reported to the Information Officer, who shall notify 

the IT department, who shall take all necessary steps to remotely delete the 

information, if possible. 

viii. Data Subject Participation 
 

a. Data Subjects have the right to request access to, amendment, or deletion of their 

Personal Information and to request information about all third parties who may have 

had access to the Data Subject’s Personal Information. 

b. Data Subjects have the right to access the personal information the entity holds about 

themselves. Clients also have the right to ask the entity to update, correct or delete their 

personal information on reasonable grounds. Once a client objects to the processing of 

their personal information, the Entity may no longer process said personal information 

unless obliged to do so by law. 

c. The Entity will take all reasonable steps to confirm its clients’ identity before providing 

details to or making changes to said client’s their personal information or making 

changes to their personal information. 

d. All such requests must be submitted in writing to the Information Officer and shall be 

disclosed by the entity: 

i. On receipt of adequate proof of identity from the Data Subject, or requester; 
 

ii. Within a reasonable time; 
 

iii. On receipt of the prescribed fee, if any; 
 

iv. In a reasonable manner or format; and 
 

v. In a form that is generally understandable. 
 

e. The entity shall not disclose any Personal Information to any party unless the identity of 

the requester has been verified and the Responsible Party has obtained the necessary 

consent from the Data Subject. 
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Availability of the Manual: 
 

The Manual is available: 
 

a. at the offices of the Entity during normal business hours; 
 

b. on its website, if applicable; and 
 

c. to any person upon request and upon the payment of a reasonable prescribed fee; and 
 

d. to the Information Regulator upon request. 
 

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 

Form of request: 
 

To facilitate the processing of your request, kindly follow the following steps: 
 

a. Complete the prescribed form, available on the website of the Information Regulator as 

Form 2: Request for access to record. 

b. Send your request addressed to the Information Officer, as described above. 
 

c. Provide sufficient details to enable the Entity to identify: 
 

i. the record(s) you are requesting; 
 

ii. the Requester (if an agent is lodging the request on behalf of the Requester, proof 

of his capacity, such as a power of attorney); 

iii. the form or manner of access required; 
 

iv. the postal address, fax number or email address of the Requester in the Republic; 
 

v. if the Requester wishes to be informed of the decision in any manner (in addition 

to written), the manner and particulars thereof; and 

vi. the right which the Requester is seeking to exercise or protect with an explanation 

of the reason why the record is required to exercise or protect the right. 



19 

DATE OF COMPILATION: 26 AUGUST 2025 

 

 

Prescribed Fees: 
 

The following applies to requests for information: 
 

a. A Requester is required to pay the prescribed fee before a request will be processed. 
 

b. If the preparation of the record requested requires more than the prescribed six hours, 

a deposit shall be paid (of not more than one third of the access fee which would be 

payable if the request were granted). 

c. A Requester may lodge an application with a court against the tender or payment of the 

request fee and/or deposit. 

d. Records may be withheld until the fees have been paid. 
 

e. The fee structure is available upon request. 
 
 
 
 
 
 

Dr Daniël Marthinus Müller 

Information officer 


