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1. Definitions 
The following definitions apply throughout this Manual: 
 

"Act" / "PAIA" The Promotion of Access to Information Act No. 2 of 2000, as 
amended. 

"POPIA" The Protection of Personal Information Act No. 4 of 2013. 
"Information Regulator" The Information Regulator established in terms of section 39 of 

POPIA. 
"Information Officer" The head of the private body, or a person duly appointed/delegated, 

responsible for discharging duties in terms of PAIA and POPIA. For a 
private body, this is the Head of Private Body (HPB). Registered with 
the Information Regulator in terms of section 55(2) of POPIA. 

"Deputy Information 
Officer" (DIO) 

A person designated by the Information Officer in terms of section 17 
of PAIA read with section 56 of POPIA, to assist with accessibility and 
discharge of duties under PAIA and POPIA. 

"Personal Requester" A requester seeking access to a record containing personal 
information about themselves. 

"Other Requester" Any person (other than a personal requester) making a request for 
access to a record. 

"Requester" Any person making a request for access to a record in terms of the 
Act. 

"Record" Any recorded information, regardless of form or medium, in the 
possession or control of a public or private body. 

"Personal Information" Information relating to an identifiable, living, natural person (and 
where applicable a juristic person), including but not limited to: race, 
gender, sex, pregnancy, marital status, national origin, age, health, 
disability, religion, belief, culture, language, birth; education, medical, 
financial, criminal or employment history; any identifying number, 
symbol, email, physical address, telephone, location or online 
identifier; biometric information; personal opinions, views or 
preferences; private correspondence; views of others about the 
person; or the person’s name in combination with other personal 



information. Deceased persons’ information is excluded where the 
person has been dead for more than 20 years. 

"Private Body" Any natural person carrying on a trade, business or profession; any 
partnership; or any juristic person (including a company, close 
corporation or trust). 

"Responsible Party" A private or public body, or any other person, which processes 
personal information under POPIA. 

 
  
 

2. Introduction 
The Promotion of Access to Information Act No. 2 of 2000 (“PAIA”) gives effect to the constitutional 
right of access to any information held by the state, and any information held by another person that is 
required for the exercise or protection of any rights, as enshrined in section 32 of the Constitution of 
the Republic of South Africa, 1996. 
 
This Manual has been compiled by Produkta Motor Group, comprising Produkta Motors (Pty) Ltd and 
its wholly-owned subsidiary Nelspruit Auto Motors (Pty) Ltd (collectively referred to as the “Group”), in 
fulfilment of the requirements of section 51(1) of PAIA, read with the Regulations promulgated on 27 
August 2021 (Government Gazette No. 45057), and further read with the relevant provisions of 
POPIA. 
 
Both entities fall within the definition of a “private body” in terms of section 1 of PAIA and operate as 
motor vehicle dealers in Nelspruit (Mbombela), Mpumalanga. This Manual applies jointly to both 
entities. 
 
NOTE: All exemptions previously afforded to private bodies in terms of section 51(4) of PAIA 
lapsed on 31 December 2021. As of 1 January 2022, ALL private bodies – regardless of size, 
turnover or number of employees – are required to have a compliant PAIA Manual in place, 
registered with the Information Regulator, published on their website, and available at their 
principal place of business. 
 
This Manual also incorporates the requirements arising from POPIA, which commenced on 1 July 
2020, and the Information Regulator’s Compliance Notice issued in terms of section 83(3)(d) of PAIA 
on 6 October 2023. 
 
  
 

3. Business and Contact Details 

3.1 Entity Details 
 

Entity 1 – Parent Company Produkta Motors (Pty) Ltd 
Registration Number 1991/02778/07 
Nature of Business Motor Vehicle Dealer – New & Used Vehicles, Parts & Service 
Physical Address C/o Weir & Lydenburg Roads, Riverside, Nelspruit (Mbombela), 

1200 
Postal Address P O Box 578, Nelspruit, 1200 
Website https://produktamotorgroup.co.za 

 
Entity 2 – Subsidiary (100%) Nelspruit Auto Motors (Pty) Ltd 

https://produktamotorgroup.co.za/


Registration Number 1995/002134/07 
Nature of Business Motor Vehicle Dealer – New & Used Vehicles, Parts & Service 
Physical Address C/o Weir & Lydenburg Roads, Riverside, Nelspruit (Mbombela), 

1200 
Postal Address P O Box 578, Nelspruit, 1200 
Website https://produktamotorgroup.co.za 

 

3.2 Information Officer 
In terms of section 55(2) of POPIA, the Information Officer must be registered with the Information 
Regulator before taking up duties. The Information Officer for both entities is: 
 

Information Officer Ruaan Naude 
Designation Financial Controller 
Postal Address P O Box 578, Nelspruit, 1200 
Physical Address C/o Weir & Lydenburg Roads, Riverside, Nelspruit (Mbombela), 

1200 
Telephone 013 753 7305 
Email Ruaan@produkta.co.za 
Registration Status Registered with the Information Regulator via the eServices 

Portal (https://eservices.inforegulator.org.za) 
 

3.3 Deputy Information Officer 
In terms of section 17 of PAIA, read with section 56 of POPIA, a Deputy Information Officer (DIO) 
must be designated to assist with PAIA and POPIA duties and to render the body as accessible as 
reasonably possible. The DIO must also be registered with the Information Regulator. 
 

Deputy Information Officer Alisia van der Merwe 
Designation Human Resource Manager 
Postal Address P O Box 578, Nelspruit, 1200 
Physical Address C/o Weir & Lydenburg Roads, Riverside, Nelspruit (Mbombela), 

1200 
Telephone 013 753 7305 
Email Alisia@produkta.co.za 
Registration Status Registered with the Information Regulator via eServices Portal 

 
Note: The Group is required to designate and register a DIO with the Information Regulator as soon 
as possible if this has not yet been done. The Information Regulator’s eServices Portal is accessible 
at https://eservices.inforegulator.org.za. 
 
  
 

4. Information Regulator and PAIA Guide 
The Information Regulator of South Africa is the body responsible for the promotion and enforcement 
of PAIA and POPIA. Enquiries and complaints may be directed to: 
 

Name Information Regulator (South Africa) 
Physical Address JD House, 27 Stiemens Street, Braamfontein, Johannesburg, 

2001 
Postal Address P O Box 31533, Braamfontein, 2017 
Telephone 010 023 5200 

https://produktamotorgroup.co.za/
https://eservices.inforegulator.org.za/
https://eservices.inforegulator.org.za/


PAIA Support Email Paia-s upport@inforegulator.org.za 
General Enquiries Email enquiries@inforegulator.org.za 
Website https://inforegulator.org.za 
eServices Portal https://eservices.inforegulator.org.za 

 
The Information Regulator has compiled a Guide in terms of section 10 of PAIA to assist persons 
wishing to exercise any right contemplated in PAIA and POPIA. The Guide is available in all official 
languages and in Braille, from the Information Regulator’s website. All persons wishing to access 
information are encouraged to consult this Guide prior to making a request. 
 
  
 

5. Categories of Records Automatically Available (Section 52) 
The following categories of records are automatically available without a formal PAIA request being 
required: 
 

Category of Record Automatically Available Manner of Access 
For Inspection – Requester’s own personal information 
held by the Group 

Email / Physical collection from 
offices 

For Purchase or Copying – Information relating to a third 
party (subject to conditions) 

Email / Physical collection (access 
fee payable) 

Free of Charge – PAIA Manual Available on website and at 
principal place of business 

Free of Charge – PAIA Guide (Information Regulator’s 
guide) 

Available on Information 
Regulator’s website: 
https://inforegulator.org.za 

 
  
 

6. Records Held at the Offices of the Group 
The following is a comprehensive list of records held by Produkta Motors (Pty) Ltd and Nelspruit Auto 
Motors (Pty) Ltd: 
 

6.1 Governance and Corporate 
• Company incorporation and founding documents 
• Memoranda of Incorporation (MOI) 
• Shareholder certificates and registers 
• Board resolutions and directors’ registers 
• Group and organisational structures 
• Strategy and business planning documents 
• Risk management plans and reports 
• Official licences and permits (including motor dealer licences) 
• Legal opinions and correspondence 
• Statutory returns and CIPC filings 

 

6.2 Administration 
• General correspondence 

https://inforegulator.org.za/
https://eservices.inforegulator.org.za/
https://inforegulator.org.za/


• Minutes of management and staff meetings 
• Internal policies and procedures 

 

6.3 Human Resources and Employment 
• Employment contracts and conditions of service 
• Employee records (including personal information) 
• Payroll and remuneration records 
• Performance appraisals and disciplinary records 
• Training records and skills development plans 
• Employment Equity plans and reports 
• Leave records 
• General HR correspondence 

 

6.4 Operations – Motor Dealership 
• Vehicle stock registers (new and used) 
• Vehicle purchase and sale agreements 
• Fleet management records 
• Workshop job cards and service records 
• Parts inventory and procurement records 
• Supplier contracts and vendor agreements 
• Service level agreements 
• Customer/client registries and contracts (including personal information of customers) 
• Complaints records and after-sales service records 
• Dealer franchise agreements 
• Operational policies, frameworks and procedures 
• Compliance documentation 

 

6.5 Finance and Accounting 
• Annual financial statements 
• Management accounts 
• Budgets and financial forecasts 
• Asset registers 
• Banking and transactional records 
• Tax records (company and employee) 
• VAT returns and SARS correspondence 
• Insurance policies and claims records 
• Purchase orders and invoices 
• Contracts with financial institutions 

 

6.6 Information Technology 
• IT policies and procedures 
• Network and system records 
• Cybersecurity and data breach response records 
• Records of personal information processed (in terms of POPIA section 17 – PAIA Manual) 

 
 



6.7 POPIA – Processing of Personal Information 
In terms of POPIA, the Group processes personal information as a Responsible Party. Records 
relating to such processing include: 

• Records of all categories of personal information processed (employees, customers, 
suppliers) 

• Consents obtained for processing of personal information 
• Records of special personal information processed (where applicable) 
• Data subject access and objection requests received and processed 
• Records of data breaches and notifications to the Information Regulator 
• POPIA compliance policies and privacy notices 

 

6.8 Statutory Records 
Records held in compliance with applicable legislation, including but not limited to: 

• Basic Conditions of Employment Act 75 of 1997 
• Broad-Based Black Economic Empowerment Act 53 of 2003 (as amended) 
• Companies Act 71 of 2008 
• Competition Act 89 of 1998 
• Consumer Protection Act 68 of 2008 
• Copyright Act 98 of 1978 
• Electronic Communications and Transactions Act 25 of 2002 
• Employment Equity Act 55 of 1998 
• Financial Advisory and Intermediary Services Act 37 of 2002 
• Financial Intelligence Centre Act 38 of 2001 (as amended by Act 1 of 2017) 
• Income Tax Act 58 of 1962 (as amended) 
• Labour Relations Act 66 of 1995 
• Motor Industry Development Programme (MIDP) / Automotive Production and Development 

Programme (APDP) records 
• Motor Vehicle Dealers Act 12 of 1975 and related Motor Industry Ombudsman requirements 
• National Credit Act 34 of 2005 
• National Environmental Management Act 107 of 1998 (as applicable) 
• Occupational Health and Safety Act 85 of 1993 
• Protection of Personal Information Act 4 of 2013 (POPIA) 
• Promotion of Access to Information Act 2 of 2000 (PAIA) 
• Skills Development Act 97 of 1998 
• Skills Development Levies Act 9 of 1999 
• Unemployment Insurance Act 63 of 2001 
• Value-Added Tax Act 89 of 1991 

 

6.9 Third-Party and Operator Management 

• Third-party service providers (“operators”) are subject to due diligence assessments 
prior to engagement 
• Written agreements are in place to ensure that operators implement appropriate 
security measures and process personal information only under instruction 
• Ongoing monitoring of service providers is conducted to ensure continued 
compliance 
• Cross-border transfers are subject to appropriate safeguards and contractual 
protections 

 



6.10 Staff Awareness and Training 

• Employees and contractors receive regular training and awareness programmes on 
data protection, cybersecurity, and information security practices 
• Staff are required to adhere to confidentiality obligations and internal policies 
• Disciplinary processes are in place for non-compliance with security requirements 

 

6.11 Incident Management and Breach Notification 

• Security incidents are identified, reported, and managed through a formal incident 
response process 
• Breaches involving personal information are assessed and, where required, reported 
to the Information Regulator and affected data subjects in accordance with applicable law 
• Root cause analysis and remediation measures are implemented following incidents 

 

6.12 Disposal of Records 

• The Business reserves the right to lawfully dispose of certain records in terms of 
authorities obtained from the National Archives and Records Service. 

• Requesters will be advised whether a particular record has been disposed of where this is 
relevant to the records requested. 

• In accordance with section 24(1) of POPIA, the Business may, upon receipt of the request 
from a data subject: 

o correct or delete personal information about the data subject in its possession or 
under its control that is inaccurate, irrelevant, excessive, out of date, incomplete, 
misleading or obtained unlawfully; or 

o destroy or delete a record of personal information about the data subject that the 
Business is no longer authorised or required to retain in terms of section 14 of 
POPIA. 

 

7. Procedure for Requesting Access to Records 

7.1 General 
All requests for access to records (other than records automatically available as set out in Section 5 of 
this Manual) must be submitted to the Information Officer or Deputy Information Officer as set out in 
Section 3 of this Manual. 
 

7.2 How to Submit a Request 
A request must be made on the prescribed Form 2 (“Request for Access to Record”) as published by 
the Information Regulator (available at https://inforegulator.org.za and attached to this Manual as 
Annexure A). Requests must include: 

• Full name and identity number of the requester (proof of identity must be attached) 
• Postal or physical address or email address of the requester 
• A description of the record/s requested, with sufficient detail to enable identification 
• The right that is sought to be exercised or protected, and reasons why the record is required 

for such purpose 
• The preferred form in which access is required (copy, inspection, electronic, etc.) 

https://inforegulator.org.za/


• If the request is made on behalf of another person, proof of authority to act on their behalf 
 
Completed forms must be submitted to the Information Officer or Deputy Information Officer at the 
physical address, postal address or email address set out in Section 3. The non-refundable request 
fee must accompany the form (where applicable – see Section 9). 
 

7.3 Response Timeframes 
The Information Officer will respond within 30 days of receiving the request, indicating whether access 
has been granted or refused. The 30-day period may be extended by a further 30 days where: 

• The request is for a large volume of records; or 
• The request requires a search for records held at another office or location that cannot 

reasonably be completed within the original 30-day period. 
 
If extended, the requester will be notified in writing. The Information Officer’s failure to respond within 
30 days constitutes a deemed refusal of the request. 
 

7.4 Access Criteria 
Access to a record will only be granted if all of the following criteria are met: 

• The record is required for the exercise or protection of a right; 
• The requester complies with all procedural requirements of the Act; and 
• Access is not refused in terms of any of the grounds for refusal set out in Chapter 4 of Part 3 

of the Act. 
 

7.5 Records Not Found 
If a requested record cannot be found or does not exist, the Information Officer will notify the 
requester by way of affidavit or affirmation. This constitutes a deemed refusal. If the record is 
subsequently found, the requester will be given access if access would otherwise have been granted. 
 

7.6 Granting of Access 
If a request is granted, the notification will state: the applicable access fee to be paid; the procedure to 
follow if the requester wishes to challenge the fee; and the form in which access will be given. Access 
will be provided in the form requested by the requester, where reasonably practicable. 
 
In terms of section 59 of the Act, the Information Officer may sever a record and grant access only to 
those portions which are not subject to refusal grounds. 
 

7.7 Refusal of Access 
Access may be refused in the following circumstances: 

• Protection of personal information of a natural person from unreasonable disclosure; 
• Protection of commercial information of a third party (e.g. trade secrets); 
• Protection of financial, commercial, scientific or technical information that may harm the 

interests of a third party; 
• Disclosure would breach a duty of confidence owed to a third party; 
• Disclosure would endanger the life or safety of an individual; 
• Disclosure would prejudice the security of property or means of transport; 



• Disclosure would impair a witness protection scheme; 
• Disclosure would endanger public safety; 
• Disclosure involves legally privileged information (unless privilege has been waived); 
• Disclosure of computer program source code; 
• Disclosure would disadvantage the Group in negotiations or commercial competition; 
• Disclosure would reveal trade secrets, financial, commercial, scientific or technical information 

of the Group; 
• Disclosure would reveal research and development activities of the Group. 

 
If access is refused, the notification will set out: adequate reasons for the decision; the relevant 
provisions of the Act relied upon; and the procedure for applying to the Information Regulator or to 
court for relief. 
 
 
  
 

8. Remedies Available to Requesters 

8.1 Internal Remedies 
The Group does not have an internal appeal procedure. The decision of the Information Officer is final 
at an internal level. Requesters should proceed to the external remedies set out below if dissatisfied. 
 

8.2 Complaint to the Information Regulator 
In terms of section 77A of PAIA (as amended by POPIA), a requester or third party that is aggrieved 
by a decision of the Information Officer may lodge a complaint with the Information Regulator. The 
complaint must be submitted in the prescribed form to: 
 

Information Regulator JD House, 27 Stiemens Street, Braamfontein, Johannesburg, 
2001 

Email PAIAComplaints@inforegulator.org.za 
Telephone 010 023 5200 

 
This remedy is available prior to, or instead of, approaching a court. The Information Regulator may 
conduct investigations and issue enforcement notices. 
 

8.3 External Remedies – Courts 
A requester or third party that remains dissatisfied after engaging with the Information Regulator may, 
within 30 days of notification of the relevant decision, apply to a court for relief. Courts with jurisdiction 
include the Constitutional Court, the High Court, or another court of similar status. 
Note: The right to approach the Information Regulator (section 77A) was introduced by POPIA and 
was not available under the original PAIA. Requesters should exhaust this remedy before 
approaching the courts where possible. 
 
  
 

9. Prescribed Fees 



The fees below are prescribed in terms of the Regulations promulgated under the Act (Government 
Notice R. 187 of 2002, as may be updated). VAT-registered entities may add VAT to the prescribed 
fees (Regulation 8). All fees are subject to amendment by the Minister of Justice and are reviewed 
periodically. 
 

9.1 Request Fee 
A non-refundable request fee of R50.00 (excluding VAT) is payable upon submission of a request for 
access to any record, unless the request is made by a personal requester seeking their own personal 
information. No request fee applies to personal information requests. 
 

9.2 Reproduction Fees (Section 52(3) – Automatically Available Records) 
Where records are automatically available (voluntary disclosure), only a reproduction fee applies: 
 

Description Amount (R) 
Photocopy of A4 page or part thereof R1.10 
Printed copy (A4, from computer/electronic/machine-
readable format) 

R0.75 

Copy in computer-readable form – Flash Drive R7.50 
Copy in computer-readable form – Compact Disc R70.00 
Transcription of visual images (A4 page or part thereof) R40.00 
Copy of visual images R60.00 
Transcription of audio record (A4 page or part thereof) R20.00 
Search for record (rate per hour or part thereof) R30.00 
Postage (where applicable) Actual postal cost 

 

9.3 Access Fees (Section 54 – Requested Records) 
Access fees are payable prior to access being given, unless the requester is a personal requester or 
access fees are specifically excluded by the Act: 
 

Description Amount (R) 
Photocopy of A4 page or part thereof R1.10 
Printed copy (A4, from computer/electronic/machine-
readable format) 

R0.75 

Copy in computer-readable form – Flash Drive R7.50 
Copy in computer-readable form – Compact Disc R70.00 
Transcription of visual images (A4 page or part thereof) R40.00 
Copy of visual images R60.00 
Transcription of audio record (A4 page or part thereof) R20.00 
Search for record (rate per hour or part thereof) R30.00 
Postage (where applicable) Actual postal cost 

 

9.4 Deposit 
In terms of section 54(2) of the Act, the Information Officer may require a deposit not exceeding one-
third of the total access fee where the search and preparation of records is estimated to exceed six 
hours. The deposit is payable before processing of the request will proceed. 
 

9.5 Bank Details for Payment 
 



Name of Bank First National Bank Limited 
Account Holder Produkta Motors (Pty) Ltd 
Account Type Business  
Account Number 62791565595 
Branch Code 256405 
Reference PAIA Request – [Requester Name] 
Proof of Payment to Ruaan@produkta.co.za 

 
  
 

10. Protection of Personal Information (POPIA) 
The Group is a Responsible Party in terms of POPIA and processes personal information of 
employees, customers, suppliers and other data subjects. This section provides information in terms 
of POPIA, including the processing activities and rights of data subjects. 
 

10.1 Purpose of Processing 
Personal information is processed by the Group for the following purposes: 

• Recruitment, employment and management of employees 
• Sale, financing and registration of motor vehicles 
• Provision of after-sales service (workshop, parts) 
• Credit and financing administration (in conjunction with financial institutions) 
• Compliance with legal obligations (SARS, CIPC, NCA, FIC, etc.) 
• Supplier management and procurement 
• Marketing and communications (with appropriate consent) 
• Record-keeping as required by applicable legislation 

 

10.2 Categories of Data Subjects and Personal Information Processed 
 

Category of Data Subject Types of Personal Information Processed 
Employees Name, ID number, address, contact details, employment history, 

qualifications, payroll information, bank account details, 
performance records, health information (where applicable) 

Customers (Vehicle Buyers) Name, ID number, address, contact details, financial information 
(for credit), vehicle purchase and service history, driver’s licence 
information 

Suppliers / Vendors Contact details, banking details, registration information, 
contractual information 

Job Applicants Name, ID number, CV, qualifications, references 
Workshop / Service Clients Name, contact details, vehicle information, service and repair 

history 
 

10.3 Recipients of Personal Information 
Personal information may be shared with: 

• Vehicle manufacturers and franchise principals (e.g. for warranty and vehicle registration) 
• Financial institutions and vehicle finance providers (for credit and financing) 
• SARS, CIPC, and other regulatory bodies (for legal compliance) 
• Insurance companies (where applicable) 
• Third-party service providers acting as operators under POPIA 



• Courts or law enforcement authorities (where legally required) 
 

10.4 Rights of Data Subjects 
In terms of POPIA, data subjects have the following rights: 

• The right to be notified when personal information is collected; 
• The right to access personal information held about them; 
• The right to request correction or deletion of inaccurate, irrelevant or outdated information; 
• The right to object to the processing of personal information in certain circumstances; 
• The right to object to direct marketing; 
• The right to lodge a complaint with the Information Regulator (https://inforegulator.org.za). 

 
Data subject requests under POPIA should be directed to the Information Officer at the contact details 
in Section 3 of this Manual. 
 
  
 

11. Manual Availability and Annual Reporting 

11.1 Availability of this Manual 
In terms of section 51(3) of PAIA, this Manual is available: 

• On the Group’s website at https://produktamotorgroup.co.za (free of charge); 
• At the principal place of business (C/o Weir & Lydenburg Roads, Riverside, Nelspruit) during 

normal business hours, for public inspection free of charge; 
• To any person upon request (reproduction fees apply per Section 9 of this Manual); 
• To the Information Regulator upon request; 
• On the Information Regulator’s eServices Portal (where uploaded). 

 
Note: The Group is required to ensure this Manual is published on its website. Failure to do so 
constitutes a criminal offence in terms of PAIA. Any transmission or postage costs for hard copies are 
for the account of the requester. 
 

11.2 Annual PAIA Report Submission 
In terms of section 83(4) of PAIA, the Information Regulator invites private bodies to submit annual 
PAIA reports detailing access to information requests received and processed during the reporting 
period (1 April – 31 March each year). The submission window is generally open from 1 April to 30 
June each year. 
 
The Group is required to submit its annual PAIA report via the Information Regulator’s eServices 
Portal (https://eservices.inforegulator.org.za). The Information Officer and Deputy Information Officer 
must be registered on the Portal before submission. 
 

11.3 Annual Review of this Manual 
This Manual must be reviewed and updated on at least an annual basis to reflect any changes in 
legislation, contact details, records held, or processing activities. The version and date of last update 
must be clearly reflected on the cover page. 
 

https://inforegulator.org.za/
https://produktamotorgroup.co.za/
https://eservices.inforegulator.org.za/


  
 

ANNEXURE A – Prescribed Forms 
The prescribed PAIA forms are reproduced below and are also available from the Information 
Regulator’s website at https://inforegulator.org.za. The use of the prescribed forms is a legal 
requirement in terms of the PAIA Regulations (Government Gazette No. 45057 of 27 August 2021). 
 
FORM 2: Request for Access to Record [Regulation 7] 
FORM 3: Outcome of Request and Fees Payable [Regulation 8] 
 
These forms follow on the pages below. Both forms must be completed and submitted in full. 
Incomplete forms will delay processing and the prescribed time periods will not commence until all 
required information has been furnished. 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

FORM 2 

REQUEST FOR ACCESS TO RECORD 
[Regulation 7 – Promotion of Access to Information Act No. 2 of 2000] 

NOTE: Proof of identity must be attached. If the request is made on behalf of another person, 
proof of authorisation must be attached. 

https://inforegulator.org.za/


 
TO: Ruaan Naude, Information Officer 
Email: Ruaan@produkta.co.za  |  Telephone: 013 752 4101 
 
☐  Request is made in my own name          ☐  Request is made on behalf of another person 
 

Full Names  
Identity Number  
Capacity (if on behalf of 
another) 

 

Postal Address  
Street Address  
Email Address  
Telephone (Business)  
Cellular Number  
Full names of person on 
whose behalf request is 
made (if applicable) 

 

Identity Number (if 
applicable) 

 

Postal Address (if applicable)  
Street Address (if applicable)  
Email Address (if applicable)  

 
PARTICULARS OF RECORD REQUESTED 
 

Description of record 
requested 

 

Reference number (if known)  
Any further particulars  
Type of record (written / 
images / audio / electronic) 

 

 
FORM OF ACCESS REQUIRED (mark with X): 

• Printed copy of record 
• Written or printed transcription of visual images 
• Transcription of soundtrack 
• Copy on Flash Drive 
• Copy on Compact Disc 
• Copy saved on cloud storage / electronic transfer 

 
MANNER OF ACCESS REQUIRED (mark with X): 

• Personal inspection at offices 
• Postal services to postal address 
• Postal services to street address 
• Courier service 
• Email 
• Cloud share / file transfer 

 
Right to be exercised or 
protected 

 



Why the record is required 
for that right 

 

Preferred language (if not 
available, access may be 
given in available language) 

 

Reason for fee exemption (if 
applicable) 

 

Preferred manner of 
correspondence 

 

 
Signed at __________________ this _______ day of _________________ 20 ___ 
 
_______________________________________ 
Signature of Requester / Person on Whose Behalf Request is Made 
 
FOR OFFICIAL USE 

Reference Number  
Request received by (Name 
and Designation of IO) 

 

Date Received  
Request Fee (R50.00)  
Deposit (if applicable)  

 
_______________________________________ 
Signature of Information Officer 
  
 

 

 

 

 

 

 

 

 

 

 

 

 



 

FORM 3 

OUTCOME OF REQUEST AND FEES PAYABLE 
[Regulation 8 – Promotion of Access to Information Act No. 2 of 2000] 

NOTE: If your request is granted, the deposit (if any) must be paid before processing, and the 
record will only be released on receipt of full payment. Please use the reference number in all 
future correspondence. 
 

TO (Requester)  
Reference Number  
Your request dated  

 
Your request has been: 
 
☐  APPROVED 

☐  DENIED, for the following reasons: 
 
Reasons for refusal (if applicable): 
 
______________________________________________________________________________ 
______________________________________________________________________________ 
 
Fees payable: 

Description Amount (R) 
Photocopy (per A4 page or part thereof) R1.10 per page 
Printed copy (from computer/electronic) R0.75 per page 
Copy on Flash Drive (provided by requestor) R40.00 
Copy on Flash Drive (provided to requestor) R40.00 
Copy on Compact Disc (provided by requestor) R40.00 
Copy on Compact Disc (provided to requestor) R60.00 
Transcription of visual images (per A4 page) R40.00 
Copy of visual images By quotation 
Transcription of audio record (per A4 page) R20.00 
Copy of audio record – Flash Drive / CD R40.00 / R60.00 
Postage or electronic transfer Actual cost 
TOTAL PAYABLE R 

 
Deposit payable (if search exceeds 6 hours): 

Hours of search estimated  
Deposit amount (one-third 
of total) 

R 

 
Payment must be made into the following bank account: 

Bank Name [To be completed] 
Account Holder Produkta Motors (Pty) Ltd 
Account Type [To be completed] 
Account Number [To be completed] 
Branch Code [To be completed] 
Reference PAIA Request – [Reference Number] 



Submit Proof of Payment to Ruaan@produkta.co.za 
 
Signed at __________________ this _______ day of _________________ 20 ___ 
 
_______________________________________ 
Information Officer 
V20260608     |     Page  


