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Reg no. 2007/153337/23
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Section 51 Manual in terms of The Promotion of Aceess to Information Act No 2, 2000

1.1 Introduction

The Promotion of Aceess to Information Act, 2 of 2000 (“the Act™), seaks to advance the
values of transparency and accountability in South Africa.

The 1996 South African Constitution, by providing a statutory right ol access on request to
any record held by (he stale as well as access to records held by private bodies, entrenches
the fundamental right o information.

The Section 10 Guide (on how Lo use the PAIA Act) will. according to the South African
Human Rights Commission (SAHRC), be available for inspection al the offices of the
SAHRC, Please direct any queries to:

The South Alrican Human Rights Commission (SAHRC):

Access Lo Information Department

Postal address: 33 Hoold Streel
Braampark
Forum3
Braaimfontem
Gautenyg
Telephone: 011 877 3600/3678
['ax: 011 403 0668
Website; www sahre.org, 7a
-mail: dinafesninsalire.nre yn

1.2 Scope

This manual (*Manual™) has been prepared by [ndigo Trading, 11 is published in accordance
with the requirements of Section 51 of the Act and is aimed at facilitating access 1o records
held by Indigo Trading in terms of the Act. The manual is available for inspection al Indigo
Trading’s olTices.

Promotion af Ageess w Info Act - Expectra 131 CC trading as Indigo Trading.doc I



05712 2011 14:23 FAX 0114773639 Indigo-Trading dooz

Evpectra d31 CC trading as [ndigo Trdding
Promation af Aceess to Informetion dot Mol

1.3 Entry point for requests

The fellowing Member of Indigo Trading will handle all requests in terms of this Act. All
requesls in terms of the Act must be addressed 1o;

The Information Officer :

Ms Tahnia Hook (Member)

Street address: Postal address;

G4 3" Avenue PO Box 201181

Westdene Melville

Johannesburg 2109

2000

Telephene: (0114772281

Fax: {086)Y 6605088

e-muil: ahiniadcindicoiradino coorg

1.4 Who may request access to information and the process

required to be followed

The printed version of the Manual is also available for consultation or removal, free of
charve, [rom the [nlormation Officer. The Manual is accessible from our website,

et g

The requester must use the prescribed form (sge 1,63 10 make the request for access 10 a
record. This must be made w the head (Information Officer) of the private body. This request
must be made 1o the address, fax number or electronic mail address af the body corcemed.

The requester must provide sulficient detail on the request form (Appendix 1) to enable the
head ol the private body o identily the record and the requester. The requester should also
indicate which form of access is required. The requester should also indicate if any ather
manner is to be used to Inform the requester and state the necessary particulars to be so
informed.

The requester must identity the right that is saughl to be exercised or e be protected and
provide an explanation of why the requested record is required for the exercise or protection
ofthat right.

-3
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If'a request 1s made on behalf of another person, the requester must then submil proot of the
capacity in which the requester is making the request to the satisTaction of the head
(Information OfGicer) of the private body.

Refer to Sections 72 and 73 of the Promotion of Access to Information Act 2000 (Act No 23,
for remedies available to requestors when a request o information has been denied by the

head (Information OMeer) of a private body.

Fees:

A reguester who seeks access to a record comainimg personal information about that
reguester 15 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 (Infermation Officer) must notify the requester (ather than a
personal requester) by notice. requiring the requester to pay the prescribed fee (il any) befors
further processing the request.

The fee that the requester must pay to a private body is R30. The requester may lodge an
application to the court against the tender or payment of the request fee.

After the head ol the private body (Information OMcer) has made a decision on the request,
the reguester must be netified in the required form.

If the request is granted then a further access fee (see 1.6) must be paid For the search,
reproduction. preparation and for any time (hal has exceeded the prescribed hours to search
and prepare the record for diselosure.

1.5 Limited requestors

Certain legislation mandates private bodies to allow certain person(s) access 1o specilied
information, upon request. Legislation that may be consulted to establish the type of
mlormation or record and the person{s) having access therelo is as follows:

B The Companies Act 71 of 2008:

m The Income Tax Act 58 of 1962;

B The Medical Schemes Act 131 of 19498:;

B Value Added Tax Act 89 of 1991

m Unemployment Insurance Act 30 of 1966;

m 5kills Development Act 97 of 1997:

B Employment Equity Act. No 35 of 1998;

m  The National Credit Act, No 34 of 2005 and:

m 3kills Development Levies Act 9 of 1999,

o
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1.6 Prescribed access form

[n arder for us to facilitale your access to a record you need 1o complete the prescribed
access form that can be found at the end of this document {Appendin 1), Please take note thal
the prescribed access form must be completed in full and that a failure to do 50 may resuit in
the process being delayed until such additional information is provided. All prescribed fees
are also available on the abovementioned website as well as the Government Gazette -
Regulation Gazette No. 7024, Vol 428 Pretoria 9 March 2001 No. 22125, This Government
Gazette Publicalion aforementioned will be available for perusal at Indigo Trading's afTices
and on (heir website.

1.7 Structure

Indigo Trading manufactures and disiributes herbal libido formulas and an herbal quil
smoking product.

1.8 Categories and subjects of records
Financial and corporation records

«  Annual hinancial statements

»  [ixed assels per accounting records

*  Taxation records

«  Accounting rccords

* Invoices

*  Banking documentation, bank statements

*  Printouts of CIPRO Certificate o Amended Founding Statemeant

Internal and external correspondence
*  Statutory returns and statements
*  DBanking correspondence
Personnel records
*  lLetters of appointment
« St files including persannel information
*  Copies [RP5 certificates

*  Copies of salary advices
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Customer related records
*  Accounting recards

+  Sales mvolces

Supplier related records
= Supplier maintenance records
*  Supplier agreements
= Bupplier invoices

*  Accounting records

Records on behalf of third parties
*  S5ARS correspondence and returms (PAYE, SDL and VAT
»  UIF correspondence and returns
*  Insuranee documentation

* [nstalment sale documentation

Agreements
+ Installment Sale agreements
«  Remal agreemen

*  Supplier agreements

Signed by the [nformation OMcer on 1 November 201 1:

Tahnia Hook

Ln
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APPENDIX |

i e T

Fromotion of Aveess to Info Act - Expectra 451 UC vading us Indigo Trading. doc 6



05712 2011 14:23 FAX 0114773639 Indigo-Trading doo7

Expectea 451 CC trading ax Indipo Trading
Promeation of decess fo Information Ave Manud

FORM C

REQUEST FOR ACCESS TO RECORD OF PRIVATE BQDY
(Section 53(1) of the Promotion of Access to Intormation Act, 2000
(Acl No. 2 of 2000)

[Regulation 10)

1.9 A. Particulars of private body

The Head:

1.10

1.11 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 infarmation is {c be sent

must be given.

{C}) Proof of the capacity in which the request is made, if applicable, must be attached.

Full names and surname:

Identity number:

Postal address:

Fax number:

Telephone number: E-mail addresas:

Capacity in which request is made, when made on behalf of another persan;

1.12 C. Particulars of person on whosc behalf request is made

This section must be completed ONLY if a requesl for information is made on hehalf of another
persan.

Full names and surname;
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Identity number;

D. Particulars of record

(a) Provide full particulars of the record to which access is requested, including the reference
number if that iz known {0 you, to enable the record to be located.
() If e provided space is inadequate, please conlinue on a separate folio and attach it to
thig form.
The requester rmust sign all the additional folios.

1 Description of record or relevant part of the record:
2 Reference number, il available:

3 Any further particulars of record,

1.13 E. Fees

(a) A request for access to a regord, ether thar a record containing personal infermation aboul
yourself, will be processed only after a request fes has been paid.

{£) You will he notified of the amouni required to be paid as the request fee.

{c) The fee payable for access to a record depends on the larm in which access is required
and the reasonable time required to search for and prepare a record.

idt  If you quaiify for exemplion of the payment of any fee, please state the reasen for
exemption.

Reason for exemption fram paymenl of fees:

1.14 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 forin 1 to 4 hereunder, stale your disability and indicate in which form the record is
required.
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Disability: Farm in which record is
required

Mark the appropriale box with an X.

NOTES:

{a) Compliance with your request in the specified form may depend on the form in which the
record i5 available.

(b) Access in Lhe form requested may be refused in certain circumstances. in such a case you will
be informed if access will be granted in another form,

{¢) The lee payable for access for the record, if any, will be determined partly by the form in
which access is requested.

1. Ifthe 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, somputer-generated images. sketches, etc)
transcription of the

view the images copy of the images" .
. IMages"

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

lislen to lhe scundtrack transcription of soundtrack”
. audio cassetlte written ar printed document
4. If record is held on computer or in an electronic or machine-readable form:

) rinted co f information opy | r readable form®
printed copy of record” P ) RY© ) ¢ py In compute .
derived from the record’ {stiffy or compact disc)

if you requested a copy or transcription of a recerd (above). do you wish the
copy ar transcription o be posted to you? YES NG
Postage is payable,

.15 G Particulars of right to be exercised or protected
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If the provided space is inadequate, please continue on a separate folio and attach [l la this form.
The requester must sign all the additional foligs.

1. Indicate which right iz te be exercised or protected:

2. Explain why the record requesied is required for the exercise or protection of the

afcrementioned right:

1.16 H.  Notice of decision regarding request for access

You will be netified in writing whether your request has been approved/denied. If you wish to be
informed in anather manner, please specify the manner and provide the necessary particulars Lo
gnable compliance with your request,

How would you prefer Lo be informed of the decision regarding your request for access to the
record?

Gignedat.. ... Thisoday of 20

SIGNATURE OF REQUESTER / FERSON ON
WHOSE BEMALF REQUEST
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