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1. INTRODUCTION

This manual is published in terms of Section 51 of the Promotion of Access to Information Act, 2000 (Act No 2 of
2000) (“the Act”). The Act gives effect to the provisions of Section 32 of the Constitution, which provides for the
right of access to information held by the State and to information held by another person that is required for the
exercise and/or protection of any right. The reference to any information in addition to that specifically required
in terms of Section 51 of the Act does not create any right or entitlement (contractual or otherwise) to receive such
information, other than in terms of the Act.

A copy of this Manual is available on our website (www.eceng.co.za) or by sending a request to the Information
Officer by email (info@eceng.co.za). This Manual will be updated from time to time, as and when required.

Element Consulting Engineers (Pty) Ltd (ECE) supports the constitutional right of access to information and we are
committed to provide you access to our records in accordance with the provisions of the Act, the confidentiality we
owe third parties and the principles of South Africa law. ECE conducts business as a professional services multi-
disciplinary engineering firm. ECE is a well-established consulting engineering firm with its Corporate Office based
in Durbanville, Western Cape and branches at Durbanville, East London, Polokwane, Mbombela, Tshwane, and
George. We have more than 20 years’ experience in Southern Africa in the fields of civil engineering, contract
administration, electrical engineering, mechanical engineering, roads and transport engineering, structural
engineering and water and sanitation engineering. We also offer expertise in the areas of agricultural and dam
engineering, project management, facilitation, property, and tourism development as well as asset survey and
management.

2. COMPANY CONTACT DETAILS (Section 51 (1) (a))

Persons designated/duly authorised persons:

Directors:

Mr. F de V Ryke, CEO, Information Officer

Mr P A Rossouw, Pr Tech, Executive Director, Durbanville Office Manager
Mr S Dyantyi, Pr Techni Eng, Executive Director, based in East London

Mr E Walters, Pr Eng, Executive Director, based in Durbanville, Infrastructure
Ms G Cameron, ND, Executive Director, based in Centurion, Tshwane

Dr MMA Shezi, Non-Executive Director, KwaZulu Natal

Mr JA Turner, Chairman, Namibia

Mr BG Zietsman, Non-Executive Director, Namibia

Mr Y Mohamed, Non-Executive Director, SA

Mr O Moola on behalf of Ms S Lakhi, Non-Executive Director, SA
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Postal Address: P.O. Box 1142, Durbanville 7551
Street Address: Oxford Gate Block C, 54 Oxford Street, Durbanville 7550

Tel. Number: 0219751718
Fax Number: 086 668 1482
Email: info@eceng.co.za
Website: www.eceng.co.za

3. THE ACT (Section 51(1) (b))

3.1 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.

3.2 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.

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

3|Page



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

The Guide is available from the SAHRC. (Section 10 Guide 2014, sahrc.org.za)
The contact details of the Commission are:

Postal Address:
Telephone Number:
Fax Number:
Website:

Private Bag 2700, Houghton, 2041
+27-11-877 3600

+27-11-403 0625
www.sahrc.org.za

4. APPLICABLE LEGISLATION (Section 51 (1) (c))

No Ref Act
1 No 61 of 1973 Companies Act
2 No 98 of 1978 Copyright Act
3 No 55 of 1998 Employment Equity Act
4 No 95 of 1967 Income Tax Act
5 No 66 of 1995 Labour Relations Act
6 No 89 of 1991 Value Added Tax Act
7 No 37 of 2002 Financial Advisory and Intermediary Services Act
8 No 75 of 1997 Basic Conditions of Employment Act
9 No 69 of 1984 Close Corporations Act
10 No 25 of 2002 Electronic Communications and Transactions Act
11 No 2 of 2000 Promotion of Access of Information Act
12 No 30 of 1996 Unemployment Insurance Act
13 No 9 of 1999 Skills Development Levy Act
14 No 97 of 1998 Skills Development Act
15 No 46 of 2000 Engineering Profession Act
16 No 4 of 2013 Protection of Personal Information Act (“POPI”)
17 No 85 of 1993 as Occupational Health & Safety Act
amended
18 No 68 of 2008 Consumer Protection Act

5. SCHEDULE OF RECORDS

RECORDS SUBJECT AVAILABILITY
PUBLIC 1. Company registration Freely available on website
information www.eceng.co.za
2. BBBEE Records
3. Previous Experience
FINANCIAL 1. Annual Financial Statements Proprietary (Pty) Ltd-Request ito
2. Financial & Tax Records PAIA; not available
(Company & Employees)
3. Asset Register
4. Management Accounts
EMPLOYEE RECORDS 1. Employee Records Proprietary (Pty) Ltd-Request ito
2. Contracts of Employment PAIA; not available
3. Disciplinary codes and
transgression
CLIENT RECORDS 1. Company registration records Proprietary (Pty) Ltd-Request ito
2. Company confidential PAIA; not available
information
3. Company tax records
COMPANY INFORMATION 1. Contact details Freely available on website
2. Services www.eceng.co.za
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MARKETING

SOk wnpR

7.

Market Information

Public Customer Information
Field Records

Performance Records
Product Sales Records
Marketing Strategies
Customer Database

Limited information available on
website
Request in terms of PAIA

6. FORM OF REQUEST (Section 51 (1) (e))

To facilitate the processing of your request, kindly:

6.1 Use the prescribed form, available on the website of the SOUTH AFRICAN HUMAN RIGHTS COMMISSION at

www.sahrc.org.za {Form C)

6.2 Address your request to the Head of the Company (CEO).
6.3 Provide sufficient details to enable the COMPANY to identify:

{a) The record(s) requested;

(b) The requester (and if an agent is lodging the request, proof of capacity);

{c) The form of access required;

(d) (i) The postal address or fax number of the requester in the Republic;

(ii) If the requester wishes to be informed of the decision in any manner (in addition to written) the

manner and particulars thereof;

(e) The right which the requester is seeking to exercise or protect with an explanation of the reason the record
is required to exercise or protect the right.
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FORMC

REQUEST FOR ACCESS TO RECORD DOF PRIVATE BODY
(Section 53(1) of the Promotion of Access to Information Act, 2000
(Act No. 2 of 2000}

[Regulation 10]

A. Particulars of private body
The Head:
B. Particulars of person requesting access fo the record

{a) The particulars of the person who requests access 1o the record must be given below.

(b} The address and/for fax number in the Republic to which the information is 1o 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:
|dentity number:
Postal address:
Fax number:
Telephone number: E-mail address:
Capacity in which request is made, when made on behalf of another person:

C. Particulars of person on whose behalf request is made

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

Full names and surmame:
Identity number:

D. Particulars of record

that is known to you, to enable the record 1o be located.

The requester must sign all the addifional folios.

{a) Provide full parficulars of the record to which access is requested, including the reference number if

{b) If the provided space is inadequate, please continue on a separate folio and attach it to this form.

1 Description of record or relevant part of the record:
2 Reference number, if available:
3 Any further particulars of record:
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E. Fees

{a) 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.

{b) You will be nolified of the amount required 1o be paid as the request fee.

{c} The fee payable for access to a record depends on the form in which access is required and the
reasonable time required 1o search for and prepare a record.

{d) _If you qualify for exemplion &f the payment of any fee, please stale the reason for exemplion.

Reason for exemption from payment of fees:

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

Disability: Form in which record is required

Marik the appropriate box with an X.

NOTES:

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

{b) Access in the form requested may be refused in certain circumstances. In such a case you will be
informed if access will be granied in another form.

{c) The fee paysble for access for the record, if any, will be determined partly by the form in which access
is requested.

1. If the 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, computer-generated images. skelches. etc)

transcription of the

view the images copy of the images images*

3. i record consists of recorded words or information which can be reproduced in
sound;

listen to the soundirack transcription of soundtrack*
audio cassetle writien or printed document

4. If record is held on computer or in an electronic or machine-readable form:

prirted copy of information copy in computer readable form*

printed copy of record* derived from the record" (stiffy or compact disc)

If you requested a copy or franscripticn of a record {above), do you wish the
copy or transcription to be posted to you? YES NO
Postage is payable.
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G Particulare of right to be exercised or protected

If the provided space is inadequate, please continue on & separate folio and attach it 1o this form. The
requester must gign all the additional falios.

1. Indicate which right is to be exercised or protecied:

2 Explain why the record requested is required for the exercise or protection of the aforementioned
right:

H. Notice of decigion regarding request for access

You will be notified in wrifing 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?

Signedal............................... This............dayof ..., 20

SIGNATURE OF REQUESTER / PERSON ON
WHOSE BEHALF REQUEST 1S MADE

7. PRESCRIBED FEES (Section 51 (1) {f)

The following applies to requests {other than personal requests):

7.1 A requestor is required to pay the prescribed fees (R50.00) before a request will be processed;
7.2 If the preparation of the record requested requires more than the prescribed hours (six), a deposit shall be

paid {of not more than one third of the access fee which would be payable if the request were granted);

7.3 A requestor may lodge an application with a court against the tender/payment of the request fee and/or

deposit;

7.4 Records may be withheld until the fees have been paid.
7.5 The fee structure is available on the website of the SOUTH AFRICAN HUMAN RIGHTS COMMISSION at

www.sahrc.org.za.
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7.5

DISBURSEMENT GUIDELINES - 1 MAY 2022

COSTS PER KM - VEHICLES

Tariff per km - tar road
Tariff per km - grave! road

R 5.20
R6.29

A0 A1l A2 A3 A4
|Plotting CAD Drawings: Paper Black + White R75.00, R51.00] R37.50| R2500 R 20.50]
Colour R113.00] R76.000 R57.50] R37.50 R27.50
Sepia Black + White R97.00] R75.00] RB54.00] R3750| R 32.00
Colour R 301.00] R231.00] R164.00| R 127.00/ R 81.00
!Plan Printing: Papier R2500/ R16.50] R12.00] R10.00
Sepia R64.00 R43.00] R28.00[ R20.00] R 15.00|
|Photocopying: Paper Black + White R250] R1.50
Colour R102.00) R68.00] R50.00] R14.90| R 10.00
Laminating R90.00] R#&0.00] R40.00] R1500] R9.00
OTHER COSTS DRAWINGS
Outgoing faxes: Local Email R 5775
National On Stiffie R 43.00
Intemational OnCD R 71.50
Incoming faxes:
Conversions (example dxf)
Email: Qutgoing
Incoming Email R 50.00
Print/page On Stiffie R 67.75
On CD R 86.00
|Spiral binding Ad
A3
A2
Typing - 1.5 spacing A4 page
Typing - single spacing A4 page

Request Fees (Section 22 (8)) Payable by a requester, other than a personal requester referred to in

Regulation 7(2): R35

Postal Fees: The actual postal fee is payable when a copy of a record must be posted to a requester

Xk
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2022 by the CEOQ, Information Officer, ECE




SOUTH AFRICAN HUMAN RIGHTS COMMISSION

Physical Addrass Pastal Address
33 Hoofld Street Privata Bag X 270D
Brasmpark Forum 3 Houghton
Brasmfontain 2041

2198

Tak: (011) 877 3800
Fax: 011 403 0625

human
rights

COMITISEHN

NOTICE IN TERMS OF THE PROMOTION OF ACCESS TO INFORMATION 2 OF 2000
RE: FEES ASSOCIATED WITH PAIA REQUESTS ARE DETERMINED BY THE
REGULATIONS ONLY AND NOT THROUGH OTHER APPLICABLE LAWS OR POLICIES

Fees for Accessing Records

Requesters are also required to pay fees For accessing the
records of public and private hodics. which include fees
associared with whe search for. preparation of. and
reproduction of documents. The breakdown of fees for
requests o bivh public and privale bodies are as follows:

This Motice serves (o siate that the Soush African Human
Rightz Commission (the Conunission) hereby confirms thay
the costs associated with &l reyuesis made vnder the
Promotinn of Access to Information Act 2 of 2000 (FALA) are
determined by the Repulations relating 1o PALA only. and not
by any olher laws or regelations. Thenfore, any demands
made by a public or private body for the payment of
additional fecs with respect to PAIA reguests ave invalid,

The Commission i an independent public body cumently
mandated under PAJA 1o monitor the implemenation of the
Act. In asccordance with sts  rexponsibilities 1o ensure
compligmee with PAIA. the Commission isswes this notice 10
bring clavity to all interested parties that it 35 esfy the Minisier
of Justice and Conziitstional Devslopiment whe has the power
to make decivions repanding fegs asaxisted with PAIA
requests. The Commission further confirms that Valwe-Added
Tax (VAT) is only payable by dostitutions who lave
registered as VAT vendors,

i The Promotion of Access fo Infarmation Act
PAIA gres eflect 1o the constitutional right o aeeess of
infonmation. as provided for woder section 32 of the
Constitution.  Although  mesponding o requests  and
repraducing records in an sceurate and orderly nimmer takes
ume and rexources, section 9 of the Act specitically calls for
the establishiment of mandsngy mevhanisns and procedures
to emsure Lhat dccess [n vecurds of both public mwl private
bodies is “as swiflly. drespensiefe and ellortlessly o
reasonably possthle.”™ [enyphasts added ).

Furthermare, section 92 of the Act prants the Minister of
Juslive and Constivnional Development the power to make
regulations pertaining to feexr associted with yegucsts made to
both public and private bodies,

2, Regulations in PAIA

In. February 2002, the Minister of Justice and Constitutivnal
Development published & schedule of foer for PAIA eequests
in the Gazette, which provided for the following:

Eees fir sting Reeords

Requesters are required 10 pay & fee [d requesting access o
reconds trom both publ and private bodies The fee for
requesting records from a public body s R35. while the fee for
requesting records frem a private body is R5¢. It is important
10 note that peaple who are requesiing access to their personal
information are exempt from paying a fee, Furthermore, prople
whe eam less than R14.712 per annom (¢ single) and R27.192
per annum {if married or have a life pariner). arc nlso exempt
{rom paying the requast feos.

Public Bodies:

- &

Copy per Ad page - 60 gents

Printing per Ad page ~ 40 vents

Copy on a CD - R40

Tramscription of visual images por A4 page -

Raz

Copy of & vitual inuge - R60

Transeription of an awdw recording per Ad page
Rix

Copy of an audio recording - R17

Search and preparstion of Uwe record for

disclosure -~ RIS per hour vr part theseof

excluding the finst hour, reasonably required for

the search and preparation

Actual postage fez

Private Bodies:

L3

3.

Copy pei Ad page - R1 10

Printing per A4 page - T3 conis

Copy on a (D - R70

Transerption of visual images per Ad page

R4

Copy of 2 visunk intage - R6G

Trarueriprion of an audio recording per A4 page
R

Copy of #n audio recording - R30

Search and preparatiom of the recond  for

disclosure ~ R¥) per howr or pan thereol,

excluding the findt hour. reasonably requined for

the search and preparation

Actual postage fer

Registered VAT Vendors

The Commission further confirms that Value-Added Tax
{VAT) 35 only payable by institutions wha have registered
a5 VAT vendors. as required under section 23 of the Valpe-
Added Tax Actof 1991,

Suxcr.dv‘. o
= - e R
ATTIEE LM Mushwang
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Claair of the South Afvican Human Rights Commission

Tranaforming sofely Saauwig ights Retorg dirty

Cheirperson: ML Mushwana: Deputy Chalrparson: P Govender; Commissionens: L Makate, B Maialji, J Love, D Titus

Chiaf Exscutive Officer: K Ahmed
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SOUTH AFRICAN HUMAN RIGHTS DISCLAIMER

The South African Human Rights Commission reserves all rights and makes no warranty, either express or implied, with respect to the
information and/or promotional material contained herein and is not responsible for any expenses, inconvenience, damage (whether special
or consequential) or claims arising out of posting, time and costs incurred and or associated with this information and will not be liable for
the latter. Specific exemption from any liability is claimed about the following:
¢ The SAHRC does not endorse any third-party private service provider and will not bear any costs related to your transaction to
compile the manual on your behalf.
¢ Submission to the SAHRC is free and the SAHRC does not charge any fees for advice or administration however all cost to lodge
manuals is at the relevant private entitics own cost e.g., registered mail etc.
»  Manuals are subject to review and comment with the possibility of manuals being rejected based on not meeting the minimum

requirements and the SAHRC is not liable for the amendment costs if any and resubmission if any of any manuals.
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