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PART 1  
COMPANY CONTACT DETAILS 
 
Information Officer:  Leon Taylor 
Chief Executive Officer: Francois Gouws 
 
Postal address:   PO Box 61295 

Marshalltown  
2107 
 

Physical address:   1st Floor  
  Roland Garros 

57 Sloane Street 
The Campus 
Bryanston 

    Johannesburg 
2191 

 
Tel:    +27 (11) 996 5200 
Fax:    +27 (11) 996 5499 
 
Email address:   leon.taylor@psg.co.za  
 
Website:   www.psg.co.za       

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:leon.taylor@psg.co.za
http://www.psg.co.za/
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PART 2  
THE SOUTH AFRICAN HUMAN RIGHTS COMMISSION’S GUIDE ON HOW TO 
USE THE PROMOTION OF ACCESS TO INFORMATION ACT 
 

1. The ACT grants a requester access to records of a private body, if the record is required for the exercise or 

protection of any rights. If a public body lodges a request, the public body must be acting in the public interest. 

 

2. Requests in terms of the ACT shall be made in accordance with the prescribed procedures, at the rates provided. 

The forms and tariff are dealt with in paragraphs 6 and 7 of the Act. 

 
3. Requesters are referred to the Guide in terms of Section 10 which has been compiled by the South African 

Human Rights Commission, which will contain information for the purposes of exercising Constitutional Rights. 

The Guide is available from the SAHRC.  

 
4. The contact details of the Commission are:  

Postal Address: 

Private Bag 2700, Houghton, 2041 

Telephone Number:  

+27-11-877 3600  

Fax Number:  

+27-11-403 0625  

Website:  

www.sahrc.org.za 

 

PART 3  
TYPES OF RECORDS 
 

The following records of the Company are available on request: 

 

Personnel Records 

 Personal staff records 

 Salary records 

 Conditions of employment and other personnelrelated contractual and quasilegal records 

 UIF records 

 Tax records 

 Leave records 

 Training schedules and material 

 

CustomerRelated Records 

 Records pertaining to customers/clients 

 Records pertaining to transactions 
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Financial Records 

 Annual and interim reports 

 Management reports 

 VAT returns 

 Income tax returns and assessments 

 Invoices 

 Receipts 

 Brokerage notes on transactions in listed shares 

 Regional Services Council returns 

 SETA returns 

 

Company Information 

 Operational records 

 Databases 

 Information technology 

 Marketing records 

 Internal correspondence 

 Product records 

 Statutory records 

 Internal policies and procedures 

 Compliance records 

 Treasuryrelated records 

 Securities and equities 

 Records held by officials 

 Shareholder records 

 Board members 

 Incorporation documents 

 Minutes of meetings 

 Share allotment register 

 Fund prospectus 

 Company resolutions and statutory company documentation 

 Shareholding in subsidiaries and other companies 

 

Other Parties 

 Contractors 

 Suppliers 

 Auditors 

 Attorneys 

 Joint ventures 

 Administrators 

 Related companies 
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Products and Services 

 Asset Management Funds 

 Collective Investment Schemes 

 Investment Products 

 Structured Products 

 Stockbroking 

 Mandates and application forms 

 Performance histories 

 
 
 

PART 4  

HOW TO REQUEST INFORMATION 
 

1. Complete the form in Appendix 1. 

2. If an individual is unable to complete the prescribed form because of illiteracy or disability, such a person 

may make the request orally. 

3. If a request is made on behalf of another person, then the requester must submit proof of the capacity in 

which the requester is making the request to the reasonable satisfaction of the information officer. 

4. Submit form to the Information Officer or the Deputy Information Officer at the postal or physical 

address, fax number or electronic mail address as stated in Part 1 above. 

5. The requester must pay the prescribed fee as per Appendix 2, before any further processing can take place. 

6. PSG Konsult will process the request within 30 days, unless the requestor has stated special reasons, which 

would satisfy the Information Officer that circumstances dictate that the above time periods not be 

complied with. 

7. Records held by the institution may be accessed by requests only once the prerequisite requirements for 

access have been met. 

 

A requester is any person making a request for access to a record of the institution.  There are two types of 

requesters: 

 

Personal Requester A person seeking access to a record containing personal information about 

him/her/itself 

 

Other Requester This person is entitled to request access to information on third parties. 

However, PSG Konsult is not obliged to voluntarily grant access. 
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PART 5  

FEES 

 

The Act provides for two types of fees: 

 

1. A request fee, which will be a standard fee 

2. An access fee, which must be calculated by taking into account reproduction costs, search and preparation 

time and cost, as well as postal costs. 

 

When the Information Officer receives the request, he/she shall notify the requester to pay the prescribed 

request fee (if any), before further processing of the request. The information officer may withhold a record until 

the requester has paid the fees. 

 

If a deposit has been paid in respect of a request for access, which is refused, then the Information Officer concerned 

must repay the deposit to the requester. 

 

See Schedule 2 for details of fees. 

 

PART 6  

REFUSAL TO GRANT ACCESS TO RECORDS 

 

PSG Konsult will, within 30 days of receipt of the request, decide whether to grant or decline the request and give 

notice with reasons (if required) to that effect. 
 

The 30day period with which PSG Konsult has to decide whether to grant or refuse the request, may be extended 

for a further period of not more than 30 days if the request is for a large number of information, or the request 

requires a search for information held at another office of PSG Konsult and the information cannot reasonably 

be obtained within the original 30 day period. PSG Konsult will notify the requester in writing should an extension be 

required. 

 

The main grounds to refuse a request for information are: 

1. Mandatory protection of privacy of a third party who is a natural person, which would involve unreasonable 

disclosure of personal information of that natural person; 

2. Mandatory protection of the commercial information of a third party, if the record contains trade secrets 

of that third party; financial, commercial, scientific or technical information which disclosure could likely cause 

harm to the financial or commercial interest of that third party; information disclosed in confidence by a third 

party to the institution, if the disclosure could put that third party at a disadvantage in negotiations or 

commercial competition; 

3. Mandatory protection of confidential information of third parties if it is protected in terms of any agreement; 

4. Mandatory protection of the safety of individuals and the protection of property; 

5. Mandatory protection of records, which would be regarded as privileged in legal proceedings; 

6. The commercial activities of the institution, which may include trade secrets of the institution; financial, 
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commercial, scientific or technical information which disclosure could likely cause harm to the financial or 

commercial interests of the institution; information which, if disclosed could put the institution at a 

disadvantage in negotiations or commercial competition; a computer program which is owned by the 

institution, and which is protected by copyright; the research information of the institution or a third party, 

if its disclosure would disclose the identity of the institution, the researcher or the subject matter of the 

research and would place the research at a serious disadvantage; 

7. Requests  for  information  that  are  clearly  frivolous  or  vexation,  or  which  involve  an unreasonable 

diversion of resources shall be refused. 

 

 

PART 7  

AVAILABILITY OF THE MANUAL 
 

The PSG Konsult Limited Information Manual is made available in terms of Regulation Number 

                of 15 February 2002. The manual will also be available on the website at www.psg.co.za  

http://www.psg.co.za/
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APPENDIX 1 – APPLICATION FOR ACCESS TO INFORMATION 

Request for access to records of PSG Konsult limited in accordance with section 53(1) of the promotion 

to access to Information Act, no 2 of 2002 
 

A      PARTICULARS OF PERSON REQUESTING ACCESS TO THE RECORD 

Full Name and surname of requester  

ID / Passport / Corporate Registration Number  

Work telephone number   

Home telephone number   

B       ADDRESS / FAX NUMBER / EMAIL ADDRESS TO WHICH INFORMATION MUST BE SENT 

Postal address  

 

Postal code  

Fax number   Email address  

C    Request on behalf of another person (This section must be completed only if a request for information is made on behalf of another      
    person) 

Please state capacity in which request is made on behalf of another person. 

 

Particulars of person on whose behalf request is made 

Full name and surname of person on whose 
behalf request is made 

 

ID / Passport / Corporate Registration Number  

D   Particulars of record (If the provided space is inadequate please continue on a separate page and attach it to this form 

Full description of information required 
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E  FORM OF ACCESS TO THE RECORD 

1. Please mark with an X your indication as to the required for access. 
2. Your indication as to the required form of access depends on the form in which the record is available. 
3. Access in the form requested may be refused in certain circumstances. In such a case you will be informed of access will be granted 

in another form. 
4. The fee payable for the access to the record, if any, will be determined partly by the form in which access is requested.                      

See Appendix 2 for details of fees. 

For records in printed or written form: 

Copy of record   Inspection of record  

For records consisting of visual images (including photographs, slides, videos, etc.): 

View the image   Copy of the image   Transcript of the image  

For records held on computer or in an electronic format: 

Printed copy of record   Copy in computer readable form  

If you requested a copy or transcription of a record (above), do you wish the copy or transcription be 
*posted to you? 
*Please note that a postal fee is payable. 

 YES  NO 

If you are prevented by a disability to read or view the record in the form of access provided for hereunder, state your disability and 
indicate in which form the record is required. 

 
 
 
 
 
 
 
 
 

F  Particulars of right to be exercised or protected 

Indicate which right is to be exercised or protected and explain why the requested record is required for the exercising or protection of the 
aforementioned right: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

G  Fees (Detailed in Appendix 2) 

1. 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. 

2. You will be notified of the amount of the request fee. 
3. The fee payable for access to a record depends on the form in which the access is required and the reasonable time required to 

search for and prepare a record. 
4. If you qualify for exemption of the payment of any fee, please state the reason. 
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Signed at  
 
 
 

this  day of  20  

        

Signature of requester  

  

Signature of requester / Person on whose 
behalf request is made 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Reason for exemption of payment of fee: 

 
 
 
 

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? 
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APPENDIX 2 
SCHEDULE OF FEES 

 
The Promotion of Access to Information Act 2 of 2000 provides for two types of fees: 
1.  Request fee, a standard administration fee paid by all requestors except personal requestors.  This is not refundable. 

See Part 4. 
2.  Access fee, paid by all requestors intended to reimburse the institution for costs involved in searching for a record and 

preparing it for delivery to the requestor. This fee is calculated by taking into account reproduction costs, search and 
preparation time and cost, as well as postal costs. 

 

Please note: 

 The only charge that may be levied for obtaining records is a fee for reproduction of the record in question. 

 An access fee is payable in all instances where a request for access to information is granted, except in those 
instances where payment of an access fee is specially excluded in terms of the Act or an exclusion is determined by the 
Minister in terms of Section 54(8). 

 In terms of Regulation 8, Value Added Tax (VAT) must be added to all fees prescribed in terms of the Regulations. 

 When the Information Officer receives the request, he/she shall notify the requester to pay the prescribed request fee (if 
any), before further processing of the request. 

 The Information Officer may withhold a record until the requester has paid the fees. 

 If a deposit has been paid in respect of a request for access, which is refused, then the information officer concerned 
must repay the deposit to the requester. 

 
The Applicable Fees are as follows: 

Reproduction Fees Fee 

For every photocopy of an A4size paper or part thereof R1,10 

For every printed copy of an A4size page or part thereof held on a computer or in electronic or 

machine readable form 
R0,75 

For a copy in a computerreadable form on stiffy disc R7,50 

For a copy in a computerreadable form on a stiffy disc compact disc R70,00 

A transcription of visual images, for an A4size page or part thereof R40,00 

For a copy of visual images R60,00 

Request Fees (for requests on behalf of another person) Fee 

Where a requester submits a request for access to information held by an institution on a person 
other than the requester himself/herself, a request fee in the amount of R50, 00 is payable upfront 
before the institution will further process the request received. 

 

R50,00 

Access Fees Fee 

For every photocopy of an A4size paper or part thereof R1,10 

For every printed copy of an A4size page or part thereof held on a computer or in electronic or 

machine readable form 
R0,75 

For a copy in a computerreadable form on stiffy disc R7,50 

For a copy in a computerreadable form on a stiffy disc compact disc R70,00 

A transcription of visual images, for an A4size page or part thereof R40,00 

For a copy of visual images R60,00 

To search for a record that must be disclosed, R30,00 for every hour or part of an hour 

reasonably required for such search 
R30,00 

Where a copy of a record needs to be posted the actual postal fee is payable 

Deposits 

Where the institution receives a request for access to information held on a person other than the requester 
himself/herself and the information officer upon receipt of the request is of the opinion that the preparation of 
the required record of disclosure will take more than 6 (six) hours, a deposit is payable by the requester. 
The amount of the deposit is equal to ⅓ (one third) of the amount of the applicable access fee. 
 

 


