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1. LIST OF ACRONYMS

PAIA - Promotion of Access to Information Act
POPIA - Protection of Personal Information Act
10 - Information Officer

DIO - Deputy Information Officer

Regulator — Information Regulator

Republic — Republic of South Africa

2. PURPOSE OF THE MANUAL

This manual is prepared in accordance with Section 51 of PAIA to:
- provide guidance on how to request access to records;

- identify categories of records available without formal request;

- describe records available under other legislation;

- explain how personal information is processed;

- provide contact details for the Information Officer; and

- outline the legal framework governing access to information.

3. KEY CONTACT DETAILS

Information Officer:

Name: Amanda Jane Blair
Email: amanda@amandawalters.co.za
Telephone: 0824133002

General Contact:

Email: amanda@amandawalters.co.za

Head Office: 0824133002

Physical Address: 108 Albertyn Avenue, Wierda Valley, Sandton, Gauteng, 2196
Postal Address: As Above

Telephone: 0824133002

Website: www.amandawalters.co.za

4. GUIDE ON HOW TO USE PAIA

The Information Regulator has published a Guide on how to use PAIA.

The Guide is available:

- at the offices of the Information Regulator;

- on the website: https://www.justice.gov.za/inforeg/

- upon request from the Information Officer.

Members of the public may inspect or obtain copies during normal business hours.
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5. HOW TO REQUEST ACCESS TO RECORDS

Requests must be submitted in writing using the prescribed PAIA request form.

The requester must:
- identify the record requested;

- provide sufficient detail to locate the record;
- specify the format required;
- indicate the right being exercised or protected;

- pay the prescribed fee (if applicable).

Requests must be submitted to the Information Officer using the contact details above.

6. REMEDIES AVAILABLE

If access is denied, the requester may:

- lodge a complaint with the Information Regulator; or

- apply to a court for appropriate relief.

Information Regulator:

Website: https://www.justice.gov.za/inforeg/

7. RECORDS AUTOMATICALLY AVAILABLE

Available on Available on Access
Category Record Type .
Website Request Method
. . Website
Marketing Contact Information Yes No
download
. Annual Financial .
Finance No Yes Email request
Statements
HR Employment Policies No Yes Requestvia lO
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8. RECORDS AVAILABLE UNDER OTHER LEGISLATION

Record Category Legislation
Memorandum of Incorporation Companies Act
Employment Records Labour Relations Act
Tax Records Income Tax Act
Health & Safety Records OHSA

Privacy Documentation POPIA

9. SUBJECTS AND RECORD CATEGORIES

Subject Records

Administration Contracts, compliance records
HR Employee records, contracts
Finance Tax records, invoices
Operations SLAs, project records
Marketing Brochures, strategies

10. PROCESSING OF PERSONAL INFORMATION

101 Purpose of Processing

We are an Interior Designer company, and as such, we collect and process information for
the following purposes:

o [Activity —ex. Billing]
e [Activity — ex. Client Setup]
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10.2  Categories of Data Subjects

The categories of our data subjects:

e Clients
e Service Providers

10.3  Categories of Personal Information

The categories of personal information include:

e Name/Age/Sex/Children’s information where applicable
e Address/phone/email
10.4 Recipients or Categories of Recipients

Personal information may be shared with
e Relevant suppliers

10.5 Transborder Flows

This is not only for deliberate sending of information outside of South Africa. This includes
your software you use that is not housed inside South Africa. Think about:

e Datais keptinthe Cloud and can be accessed by me anywhere in the world.

10.6  Security Measures

My access is all password controlled and | have access control to my cloud.

10.7 Systems and Locations

Personal information is stored and processed in approved cloud platforms.

1. AVAILABILITY OF THE MANUAL

This manualis available:

- on the company website;

- at the head office;

- upon request from the Information Officer;
- from the Information Regulator.
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12. FEES

Fees are charged in accordance with PAIA regulations.
A fee may be payable for copies or processing of requests.

13. UPDATING OF THE MANUAL

This manual will be reviewed and updated periodically by the Information Officer.

14. SIGN-OFF
Issued by:

MK

Amanda Jane Blair
Information Officer
Wednesday the 24" of June 2026
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