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(Registration number: 1999/018849/23)

Manual in terms of section 51 of the

Promotion of Access to Information Act, 2 of 2000
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PROMOTION OF ACCESS TO INFORMATION AcCT, 2 OF 2000
(THE ACT)

SECTION 51 MANUAL OF V GALLERY CC

(REGISTRATION NUMBER: 1999/018849/23)

PARTIGULARS

Head of business: Andries Loots Information officer: Andries Loots

Postal address: P.C. Box 13065 Physicai address:; 160 Sir Lowry Road
Woodstock Woodstock
Cape Town Cape Town
7915 7925

Telephone number: 082 354 1500
E-mail address: info@34fineart.com

Website: www.3dfineart.co.za

Art gaflery and related business.

5. GUDE I TERHS OF SECTON 10 0F THEACT

Any person who wishes to exercise any right contemplated in The Act may obtain & copy of the information guide
issued by the Human Righis Commission in all official languages, from the Human Rights Commission, contact
number (011) 887-3600 or www.sahrc.co.za .

Information which is not readily available as indicated in this manual, may be requesied in accordance with the
procedure prescribed in ferms of The Act. Copies of the prescribed forms o be completed for submitting a
request, are available from V Gallery CC.
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I.nformation is available in terms of certain provisions of the following legisiation;'
51 CLOSE CORPORATIONS ACT 69 OF 1984
5.2 COPYRIGHT ACT 98 OF 1978
53 CURRENCY AND EXCHANGES ACT 9 OF 1933
54 CUSTOMS AND EXCISE ACT 91 OF 1964
55 ELECTRONIC COMMUNICATIONS AND TRANSACTIONS ACT 25 OF 2002
58 INCOME TAX ACT 58 OF 1962
5.7 PROMOQTION OF ACCESS TO INFORMATION ACT 2 OF 2000
58 UNEMPLOYMENT INSURANCE ACT 63 OF 2001

59 VALUE ADDED TAX ACT 89 OF 1991

ABLE

The following categories of records are automatically available for inspection, purchase or photocopying:
6.1 MARKETING AND PROMOTIONAL MATERIAL

6.2 WWW . 34FINEART.CO.ZA
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The subjects on which the business holds records and the categories on each subject are as listed below,
Please note that a requester is not automatically allowed access te these records and that access te them may

cr must be refused in accordance with section 62 to 69 of The Act.

7.1

72

7.3

74

ACCOUNTING RECORDS

Annual financial statements and working papers

General ledger

Subsidiary ledgers {receivables, payahles, efc.}
Bank sialements, cheque books, chegques

Customer and supplier statements and invoices

Cash books and petty cash books
Fixed asset register

Tax returns and assessments

VAT returns

i.ease or instalment sale agreements
Insurance record

Accounting officer's report

Inventory records {including stock take)
Record of assets

Record of liabilities

Record of loans to related parties
Record of liabilities and obiigation
Record of property held

Record of revenue

Record of expenses

FIXED PROPERTY

L ]

Title deeds

HEALTH AND SAFETY

Register, record of earnings, time worked, payment and pariculars of all employees

INFORMATION TECHNOLOGY

Agreements
Client database
Hardware

Infernet
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7.b

76

7.7

7.8

79

. Licenses

. Operating systems

. Software packages

. Telephone lines, leased lines and data lines

INSURANCE

. Claim records

. Details of coverage, limits and insurers

. Insurance policies.

INTELLECTUAL PROPERTY

. Designs, trademarks, trade names and protected names

LEGAL, AGREEMENTS AND CONTRACTS

» Acquisition or disposal documeniation
. Agreements with contractors, suppliers and clients
. Agreements with customers

. Sale agreements

. Warranly agreemenis

PERSONNEL RECORDS

. Aftendance register

. Employee remuneration

. Employment applications

. Employee date of birth

. Employment contracts

. IRP & and IT 3 ceriificates

. Letters of appointment

. Leave appiications

. Payroll

. Personnel file

. Salary and wage registers

. UIF, PAYE and SDL returns

SALES AND MARKETING

. Brochures, newsletters and marketing material
. Customers

. Domestic and expori orders

* Media releases
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. Products

. Sales

7.10 STATUTORY COMPANY RECORDS

. Annuai Stafutory Rejums
. Certificate of Incorporation
. index of Members
. Memaorandum and Articles of Association
711 Tax
. Income 1ax retumns
» Provisional tax returns
. Tax assessments
. Documents relating to where the objection and appeal is lodged
. Records relating to taxable gain or assessed capital loss
. VAT documents
. Records of importation goods and documents
. Vendors information
. Documentary proof substantiating the zero rating of supplies

A person who wants access 1o the records must complete the necessary request form, that is available at the
offices of V Gallery CC, or can be accessed on www.sahrc.org.za. The completed request form must be sent io
the address or fax number provided in this manual, and marked for the attention of the Information Officer.

Copies of this manual are available for inspection, free of charge at the offices of V Gallery CC and from the
South Aftican Human Rights Commission.
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We confirm, to the best of our knowledge, and belief, the accuracy and complatensss of the information
provided,

: Fo
Andries Loots ﬁé,?i% 9
7

information officer Signaturdof information officer

82 December 2015

Date
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REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY
{Section §3(1} of the Promotion of Access to Information Act, 2000
{Act No. 2 of 2000))

[Reguiation 10]

A Particulars of private body
The Head:
B. Particulars of person requesting access to the record
{a) The particulars of the person who requests access to the record must be given below.
(b} The address and/or fax number in the Republic to which the information is to be sent must
be given.
{c) Proof of the capacily in which the request is made, if applicable, must be attached.

Full names and surname:
tdentity number:
Postal address:

Fax number; Telephone number:

E-mail address:

Capacity in which reguest 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 surname;

Identity number:

D. Particulars of record

{a) Provide full partictlars of the record to which access is requested, including the reference
number if that is known to you, fo enable the record to be located.

{b) If the provided space is inadequate, please continue on a separate folio and atfach it fo
this form. The requester must sign all the additional folios.

1. Description of record or relevant part of the record:
2. Reference number, if available:

3. Any further particuiars of record



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 notified of the amount required to 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 to search for and prepare a record.

{d) If you qualify for exemption of the payment of any fee, please state the reason for
exemption,

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:

Mark 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 granted in another form.

(c) The fee payable for access to the record, if any, will be determined partly by the form in
which access Is requesied.
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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, sketches, etc.):
view the images copy of the images* transcription of the
images”
3. i record consists of recorded words or information which can be reproduced in
sound;
fisten to the soundtrack transcription of soundtrack™
{audio cassette) (written or printed document)
4. i record is held on computer or in an electronic or machine-readable form:
printed copy of record* printed copy of information copy in computer
derived from the record* readable form*
(stiffy or compact
disc)
“If you requested a copy or transcription of a record (above), do you wish the YES NO
copy of transcription to be posted to you?
Postage is payable.

G. Particulars of right to be exercised or protected

If the provided space Js inadequate, please continue on a separate folio and attach it to this form.
The requester must sign all the additional folios.

1. Indicate which right is to be exercised or protected:
2. Explain why the record requested is required for the exercise or protection of the

aforementioned right:

H. Notice of decision regarding request for access

You will be notified in writing whether your request has been approved/denied. If you wish fo 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?

Signed at this day of 20

SIGNATURE OF REQUESTER / PERSON
ON WHOSE BEHALF REQUEST IS MADE

Ll



FEES IN RESPECT OF PRIVATE BODIES

I. The fee for a copy of the manual as contemplated in regulation 9(2)(c) is R1,10 for every photocopy
of an Ad-size page or part thereof,

2. The fees for reproduction referred to in regulation 11(1) are as follows:
R
{a} For every photocopy of an Ad-size page or
part thereof 4 1,10
(b) For every printed copy of an A4-size page or part
thereof held on a computer or in electronic or machine-
readable form 0,75
(c) For a copy in a computer-readable form on -
{i) stiffy disc 7,50
(i) compact disc 70,00
(d) {i} For a transcription of visual images,
for an A4-size page or part thereof 40,00
(N For a copy of visual images 60,00
(e) (i} For a transcription of an audio record,
for an A4-size page or part thereof 20,00
{ii) For a copy of an audio record 30,60

Ll

The request fee payable by a requester, other than a personal requester, referred to in

regulation 11{2) is R50,00.

4, The access fees payable by a requester referred to in regulation | 1(3) are as follows:
R
{I)}a) For every photocopy of an Ad-size page or
part thereof | 1,10
) For every printed copy of an A4-size page or part

thereof held on a computer or in electronic or machine-

readable form 0,75
(c) For a copy in a computer-readable form on -

{i) stiffy disc 7,50

{11} compact disc 70,00
(d) 6] For a transcription of visual images,

for an A4-size page or part thereof 40,00

{i1) For a copy of visual images 60,00

(&) (i) For a transcription of an audio record,
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(2}

for an A4-size page or part thereof 20,00
(ii) For a copy of an audio record 30,00
To search for and prepare the record for disclosure, R30,00 for each hour or part of

an hour reasonably required for such search and preparation.
For purposes of section 54(2) of the Act, the following applies:
(a) Six hours as the hours to be exceeded before a deposit is payable; and

(b) one third of the access fee is payable as a deposit by the requester.

The actual postage is payable when a copy of a record must be posted to a requester.
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