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	1. Introduction to your company and the type of business:

EXAMPLE COMPANY (Pty) Limited trading as MADE UP INSURERS
2. Contact Details (Section 51 (1) (a))
3. The ACT and Section 10 Guide (Section 51(1) (b)) please note that this clause is mandatory to be included in all S 51 manuals as is.

4. Applicable Legislation (Section 51 (1) (c))
5. Schedule of Records (Section 51 (1) (d))
6. Form of Request (Section 51 (1) (e))
7. Any other Information (Section 51 (1) (f)) e.g. Prescribed Fees, organogram, etc.


	1. INTRODUCTION (Please provide a short introduction of the entity)
EXAMPLE COMPANY (Pty) Limited trading as Made Up Insurers conducts business as a Short Term Insurance Broker.  We are an Authorized Service Provider in terms of the Financial Advisory & Intermediary Service Act.  Our FSP licence number is FSP 00000
.  

	2. COMPANY CONTACT DETAILS (Section 51 (1) (a))
Persons designated/duly authorised persons: 
Directors:                          Mr. ABC Simmons (Managing)
                                         Ms. NYZ Flake
                                         Mr. YDE Liar
Office Manager/CEO:      Mr. UIF Smith (the CEO is the Head of a private body therefore in                     terms of PAIA is the Information Officer of the entity and his contact details must be listed)
Postal Address:               P.O. Box 147, NEVERLAND. 7407
Street Address:               Candy Office, Apple Street, MADEUPLAND. 0005
Telephone Number:        000 000 0000
Fax Number:                  111 111 1111
Email:                             CEO@example.co.za


	
3. THE ACT (Section 51(1) (b)) This clause must be inserted in every S51 manual as indicated in this generic template
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 Human Rights Commission, which will contain information for the purposes of exercising Constitutional Rights. The Guide is available from the SAHRC. 
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


	
4. APPLICABLE LEGISLATION (Section 51 (1) (c)). Please note that each entity needs to assess which legislation is applicable to it and thereafter list such legislation, below is just an example for ease of reference. 
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


	5. Schedule of Records (Section 51 (1) (d)) Please note that this is an example of a schedule of records and is not an exhaustive list and each company needs to assess their  own records and list accordingly based on which are automatically available and which records would need to be requested in terms of PAIA.
Records
Subject
Availability 
Public Affairs 
· Public Product Information 
· Public Corporate Records  
· Media Releases 
Freely available on web site 
www.example.co.za
Financial 
· Financial Statements 
· Financial and Tax Records (Company & Employees) 
· Asset Register 
· Management Accounts 
Proprietary (Pty Ltd) - 
Request in terms of PAIA.
Not available. 
  
Marketing 
· Market Information 
· Public Customer Information: 
· Product Brochures 
· Owner Manuals 
· Field Records 
· Performance Records 
· Product Sales Records 
· Marketing Strategies 
· Customer Database 
· Dealer Franchise Documents 
Limited Information available on web site. (see above)
Request in terms of PAIA
In our annual report freely available
Request in terms of PAIA
Request in terms of PAIA
Request in terms of PAIA
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. 
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.


	
7. PRESCRIBED FEES (Section 51 (1) (f)) Please attach the Fee schedule to the manual downloadable from the SAHRC website and the prescribed form C which is also available from the SAHRC website.
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.


	


	
	
	



NOTE: PLEASE TAKE NOTE THAT THIS IS A GENERIC EXAMPLE OF THE S51 DOCUMENT FOR SUBMISSION WHICH MAY BE USED TO COMPLETE YOUR SECTION 51 MANUAL. FURTHER NOTE THAT EACH ENTITY NEEDS TO ASSESS THEIR OWN RECORDS AND WHICH IS APPLICABLE TO THEM, YOU SHOULD NOT ATTACH ANY RECORDS TO THE MANUAL JUST A SCHEDULE OF RECORDS HELD BY THE ENTITY. THIS EXAMPLE MAY BE ADAPTED FOR EVERY TYPE OF PRIVATE BODY AND MUST CONTAIN THE MINIMUM CLAUSES AS SHOWN IN THIS DOCUMENT. ALL GUIDANCE IN RED HAS TO BE DELETED AS IT IS EXPLANATORY FOR THE USER.





GUIDANCE NOTE:


ALWAYS PROVIDE A DATE OF COMPILATION AND A DATE OF WHEN LAST THE MANUAL WAS UPDATED


DO NOT SUBMIT THIS MANUAL ANNUALLY HOWEVER WHEN THERE ARE MATERIAL CHANGES THAN YOU MUST AMEND AND SUBMIT


ALSO POST THIS MANUAL ON YOUR WEBSITE IF YOU HAVE ONE AND MAKE COPIES READLY AVAILABLE AT ACCESS POINTS AT YOUR REGISTERED OFFICE








GUIDANCE NOTE:





Please ensure that your manual has a cover page as well as an index page. Your index page should contain the following but is not limited and may include further details.





Manuals that are one page will not be accepted as having complied with the requirements of Section 51 of PAIA.











Please take note that each S 51 manual needs to comply with the minimum sections of PAIA as indicated above in red.





Manuals that do not comply with the minimum requirements will not be accepted and will need to be redone and re submitted to the SAHRC.





This however does not limit the contents of the manual to just those sections and each S 51 may go further to provide other information as deemed necessary.





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 with regard to 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 advise or administration however all cost to lodge manuals is at the relevant private entities own cost e.g. registered mail etc.


Manuals are subject to review and comment with the possibility of manuals being rejected on the basis of 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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