PAIA Manual
Prepared in accordance with Section 51 of the Promotion of Access to Information Act, No. 2 of 2000 ("PAIA")
For FSP NAME
Registration Number:XXX
Financial Services Provider (FSP) Number: XXX


1. Introduction
This manual is prepared in accordance with Section 51 of the Promotion of Access to Information Act, 2 of 2000 (“PAIA”) and applies to FSP NAME, a private body as defined under the Act. This manual provides an outline of the types of records held by the company and explains the process to be followed for requesting access to such records.
FSP NAME is a licensed Financial Services Provider offering [brief description of services such as insurance brokerage, investment advice, retirement planning, etc.].

2. Contact Details
Information Officer: XXX
Deputy Information Officer: XXX
Postal Address: XXXX
Physical Address: XXX
Telephone: XXX
Email: 
Website: 
3. Guide on How to Use PAIA (Section 10 Guide)
A guide has been compiled by the South African Human Rights Commission (SAHRC) containing information on how to exercise your rights under PAIA.
The guide is available from the SAHRC at:
· Website: www.sahrc.org.za
· Email: PAIA@sahrc.org.za
· Tel: +27 (0)11 877 3600
4. Voluntary Disclosure and Automatic Availability of Certain Records
FSP NAME voluntarily discloses certain information to the public via its website. These include:
· Company profile and history
· Products and services
· Contact details
· Company policies (limited)
Records that are automatically available:
· Marketing brochures
· Company registration documents
· FSP License Certificate (on request)
· Privacy policy

5. Records Available in Terms of Other Legislation
FSP NAME retains records in accordance with the following legislation (non-exhaustive):
	Act
	Description

	Companies Act No. 71 of 2008
	Company records

	Financial Advisory and Intermediary Services Act (FAIS), 2002
	Regulatory records

	Financial Intelligence Centre Act (FICA), 2001
	Know Your Customer (KYC) records

	Income Tax Act, 1962
	Tax records

	Protection of Personal Information Act (POPIA), 2013
	Data subject records

	Basic Conditions of Employment Act
	HR and payroll records

	Labour Relations Act, 1995
	Employment records



6. Subjects and Categories of Records Held
6.1. Company Records
· Registration documents (CIPC)
· FSP License and regulatory approvals
· Memorandum of Incorporation
· Shareholder agreements
6.2. Financial Records
· Annual financial statements
· Invoices and receipts
· Tax returns and assessments
· Banking records
6.3. Client Records
· Application forms and signed contracts
· FICA documentation (IDs, proof of residence)
· Financial needs analyses
· Investment/insurance policy documents
6.4. Employment Records
· Employee contracts and personal files
· Payroll and tax documents
· Disciplinary records
· Leave records
6.5. IT and Security
· Access logs
· Data backup logs
· Cybersecurity policies
6.6. POPIA-related Records
· Consent forms
· Privacy impact assessments
· PAIA and POPIA training records

7. Request Procedure
A requester must complete Form C (Annexure A) and submit it to the Information Officer. A request fee (Annexure C) may be applicable.
Requests must be made in writing and sent to the email or address provided in Section 2.

8. Grounds for Refusal of Access
Access to records may be refused on the following grounds:
· Protection of personal information of third parties
· Protection of commercial information
· Legal privilege
· Protection of confidential information of third parties
· Protection of safety of individuals or property
· Records that are already publicly available

9. Remedies Available
If access is denied, the requester may:
· Lodge an internal appeal (if applicable)
· Approach a court of law or the Information Regulator for assistance

10. Fees (Annexure C)
	Description
	Amount

	Request fee (non-personal records)
	R140.00

	Reproduction fees (per page)
	R2.00

	Copy on flash drive (per flash drive)
	R40.00

	Copy on CD (per CD)
	R60.00

	Postage
	Actual cost


No fees apply for personal records unless copies are required.

ANNEXURES
Annexure A – Form C: Request for Access to Record of Private Body
11. Availability of the Manual
This PAIA Manual is available:
· On request from the Information Officer
· At the company's head office
· On the company’s website: 



Annexure A: Form C
REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY
(Section 53(1) of the Promotion of Access to Information Act, 2000)
[Regulation 10]
A. Particulars of Private Body
Private Body Name: FSP NAME
Information Officer: [Name of Information Officer]
Postal Address: _______________________
Physical Address: ______________________
Telephone Number: _____________________
Email Address: _________________________

B. Particulars of Person Requesting Access to the Record
(Please complete this section with your details if you're the requester.)
Full Name: __________________________________________
Identity Number: _____________________________________
Postal Address: _______________________________________
Telephone Number: ___________________________________
Fax Number: _________________________________________
Email Address: _______________________________________
Requester status (mark with ✓):
☐ Request made in own interest
☐ Request made on behalf of another person (attach proof of authority)

C. Particulars of Person on Whose Behalf the Request is Made (if applicable)
Full Name: __________________________________________
Identity Number: _____________________________________

D. Particulars of Record Requested
Provide full details of the record to help locate it (type of record, reference number if available, etc.)
Description of Record:



Reference Number (if applicable): ___________________________
Any further particulars:


E. Form of Access to the Record
(Mark the appropriate box with an "X")
Preferred form of access:
	Form
	Mark (X)

	Inspection of record
	☐

	Copy of record (paper)
	☐

	Copy on flash drive (provided by requester)
	☐

	Copy on compact disc (CD)
	☐

	Transcription of audio
	☐

	View or listen in office
	☐


Note: Access may depend on format availability.

F. Particulars of Right to be Exercised or Protected
Right being exercised or protected:

Explanation of why the record is required:



G. Notice of Decision
Preferred method of notification (mark with X):
	Method
	Mark (X)

	Email
	☐

	Post
	☐

	Telephone
	☐



H. Signature
I declare that the information provided is true and correct.
Signature of Requester: __________________________
Date: __________________________

FOR OFFICIAL USE
Request Reference Number: ____________________
Date Received: ____________________
Request Fee (if applicable): ____________________
Deposit (if applicable): ____________________
Outcome: ☐ Approved ☐ Denied
Date Notified: ____________________
Signature of Information Officer: ____________________

Top of Form

Bottom of Form

