
 

 

           
 

 
 

access to information manual 

 

 
PREPARED IN TERMS OF SECTION 51 OF THE PROMOTION OF ACCESS TO INFORMATION ACT  

[ACT 2 OF 2000] 

 
 
 
1.  PART 1  -  Purpose of this Manual, drafted in terms of the PAI-Act  
 

The purpose of this Manual is to assist people wishing to access information in terms 
of the Promotion of Access to Information Act (PAIA) from HERMAN PRINSLOO 
ATTORNEYS, who conducts the business of a law firm in Pretoria. 
 
This manual is available for inspection by the general public upon request at our office 
during normal office hours and no charge is levied for viewing the manual at our 
offices.   
 
The manual is also available for viewing on our website:  www.hpatt.com  
 
Copies of the manual will be made available on request and subject to payment of the 
prescribed fee. 

 
 
 
2.  PART 2  -  Particulars of the Appointed Information Officer  [Section 51(1)(a)] 

 
Mr. Herman Prinsloo has been duly appointed as Information Officer, to act as the 
person to whom requests for access to information must be addressed in terms of the 
PAI-Act and in accordance with the process indicated in this manual. 
 
Information Officer:  Mr. Herman Prinsloo  -  Sole Proprietor 
 
Physical Address:  Herman Prinsloo Attorneys 
    Hazelwood 
    Pretoria 
 
Postal Address:  P O Box 924 
    Montana Park 

Pretoria, 0159 
 
Telephone:   010 010 0068 
    083 458 2680 

 
E-mail:-   hermanp@hpatt.com  

herman.prinsloo.att@gmail.com  
 

 
 

http://www.hpatt.com/
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3.  PART 3  -  Notification of the SAHRC ‘Access to Information Guide’  [Section 51(1)(b)] 
 

The South African Human Rights Commission (SAHRC) has compiled a guide 
(the Guide) to assist the public with information on how to requests and access 
information from public entities. 

 
The Guide is available at the following website: www.sahrc.org.za  

 
You may also contact the appointed Information Officer, mentioned above, to provide 
you with a copy of the Guide. 

 
Copies of this manual may be requested from the South African Human Rights 
Commission at the address indicated below, and any queries with regard to this 
manual should be directed to:- 
 
Addres:  The South African Human Rights Commission;  

PAIA Unit  
Research and Documentation Department  
Private Bag 2700  
Houghton, 2041  

 
Phone:   011 484 8300  
Fax:   011 484 0582  
Email:   PAIA@sahrc.org.za  
Website:  www.sahrc.org.za 

 
 
 
4.  PART 4  -  Description of Records Maintained  [Section 51(1)(d)]  

 
HERMAN PRINSLOO ATTORNEYS maintains records in terms of the following 
legislation, as far as required:- 
 
• Promotion of Access to Information Act [2 of 2000] 
• Prevention of Organised Crime Act [121 of 1998] 
• Financial Intelligence Centre Act [38 of 2001] 
• The Attorneys Act [53 of 1979] 
• The Legal Practice Act [28 of 2014] 
• Income Tax Act [58 of 1962] 
• Income Tax Act [95 of 1967] 
• Value Added Tax Act [89 of 1991] 
• Unemployment Insurance Act [63 of 2001] 
• Occupational Health and Safety Act [85 OF 1993] 
• Compensation for Occupational Injuries and Diseases Act [130 of 1993] 
• Labour Relations Act [66 of 1995] 
• Basic Conditions of Employment Act [75 of 1997] 
• The Employment Equity Act [55 of 1998] 
• The Skills and Development Act [97 of 1998] 
• Electronic Communications and Transactions Act [25 of 2002] 
• The Protection of Personal Information Act [4 of 2013] 
• The Rules of the Law Society of the Northern Provinces 
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5.  PART 5  -  Description of Available Records  [Section 51(1)(e)] 
 
 

HERMAN PRINSLOO ATTORNEYS has the following records:- 
 
 

Communication 
 
• Media Releases 
• Sales and Marketing 
• Public Product Information 
• Internal and external correspondence 
• Manual - Promotion of Access to Information Act  
 
 

Financial Information 
 
• Banking details 
• Financial Statements 
• Asset Register & Insurance information 
• Financial and Tax Records (Business & Employees) 
 
 

Human Resources 
 
• Employee Records 
• Internal Phone lists 
• Employment Contracts 
• Policies and Procedures 
• Personnel Guidelines and Directives,  
 
 

Operational Information 
 
• Statutory Records 
• Client Information  
• Director Information 
• Administrative information 
• General Operational Information 
• General Contract Documentation  
• Trade Marks and Intellectual Property 
• Company Guidelines, Policies and Procedures  
 
 

Website 
 
• News and Publications 
• Organisational structure 
• Organisation and personal profiles 

 
 
 
 



 
 
6.  PART 6  -  Notice of Disclosed Documents and Information  [Section 52(2)]    
 

In terms of Section 52, a private body may, on a voluntary and periodic basis, submit 
to the Minister a description of categories of records which are automatically available 
without a person having to request access in terms of this Act.  
 
It is recorded that HERMAN PRINSLOO ATTORNEYS has not published a list of 
documents in terms of section 52(2). 

 
 
 
 
7.  PART 7  -  Requesting Procedure to Apply for Access to Information  [Section 51(1)(e)] 
 

A requester must complete the application form and submit same for the attention of 
the appointed Information Officer, either by normal mail, e-mail or facsimile to the 
nominated addresses or number recorded in this manual. 

 
The completed form must be accompanied by proof of payment of the prescribed 
application fee of R50 – 00. 
 
The requester must further:- 
 
 
• indicate which form of access is required; 

 
• identify the right that is sought to be exercised or protected; 

 
• Proof of the capacity in which the requester is requesting the information; 

 
• provide an explanation why the requested record and information is required 

for the exercise or protection of that right. 
 
 
 

The Information Officer will consider the request within 05 working days upon receipt 
of the completed application form and proof of payment.  
 
If the request is approved, the Information Officer will provide the applicant with a 
summary of fees payable in respect of the documents and records applied for. Upon 
receipt of full payment, the requested information will be released. 
 
In the event of the application being denied, the Information Officer will inform the 
requester thereof and provide reasons for the decision.  The requester may appeal 
the decision. 

 
 
 
 
 
 
 



 
8. PART 8  -  Prescribed Fees  [Section 51(1)(e)] 
 

An application fee of R50 – 00 is payable in respect of each application for information. 
Proof of payment of the said fee must accompany the completed application form.   

 
The further request fees applicable to a successful application for information shall be 
as per the prescribed fees.  A schedule of these fees is recorded hereunder. The 
schedule of fees is subject to change in accordance with changes to the prescribed 
fees.  
 
The Information Officer may withhold a record until the requester has paid the 
applicable fees. 

 
No fees are payable by persons who request access to a record containing personal 
information pertaining to their own affairs. 

 
 

PRESCRIBED FEES  
 

Copy (per A4 Page) R1 – 10   

Printing (per A4 page) R0 – 75  

Copy on a CD R70 – 00  

Transcription of visual images (per A4 page) R40 – 00  

Copy of a visual image R60 – 00   

Transcription of an audio recording (per A4 page) R20 – 00  

Copy of an audio recording R30 – 00  

Search and preparation of the record for disclosure (per hour 
or part thereof, excluding the first hour, reasonably required 
for the search and preparation) 

 
 

R30 – 00  

 
 


