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1.1

1.2

1.3

1.4

1.5

1.6

2.1

INTRODUCTION TO DELBERG ATTORNEYS

Delberg Attorneys, previously known as Delport van den Berg, founded in 2002, is a niche law firm

headquartered in Menlyn, Pretoria.

The Firm offers specialised services in the practice areas of property law, corporate law, commercial
law, competition law, general and commercial litigation, family and matrimonial law, banking and

finance litigation, corporate debt collections, and estate and trust services.

The Firm have developed a high degree of knowledge and experience in various fields of expertise,
along with a long track record of success. Through agility and adaptability, the Firm strengthen the
connection between their business and their clients. The Firm’s solution-driven advice is practical,

authoritative, commercially astute, and aims to promote the growth of their clients’ businesses.

The Firm’s diverse and innovative professional team of attorneys are experts in their respective
fields, and many have contributed to innovations in South African law. The Firm’s clients are

supported by highly competent, well-trained, qualified, and friendly administrative personnel.

Fostering long-lasting connections with the Firm’s clients has always been imperative for the Firm.
The Firm is widely known for the trust-based relationships they have built with all their stakeholders
— from their long-term clients to their dedicated employees and legal experts, and our broader

community.

Jennifer Kamffer (Information Officer and Risk and Compliance Manager) has been duly appointed
by the head of the Firm, as the information officer for the purpose of exercising any of the powers,
duties and responsibilities conferred or imposed by the Promotion of Access to Information Act No.
2 of 2000.

CONTACT DETAILS IN TERMS OF SECTION 51 (1) (a)

The Firm
Postal Address: P O Box 308
Menlyn
0063
Physical Address: Summit Place Office Park
Building 2
221 Garsfontein Road
Menlyn
Pretoria
Telephone: +27 (12) 361 5001
Fax: +27 (12) 361 6311
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E-mail: office@delberg.co.za

Website: www.delberg.co.za

2.2 Information officer:

Jennifer Kamffer

Telephone: +27 (12) 361 5001
E-mail: jenny@delberg.co.za
3. INTERPRETATION TO THIS MANUAL
3.1 In this document, clause headings are for convenience and shall not be used in its interpretation

unless the context clearly indicates a contrary intention:

3.1.1 an expression which denotes -

3.1.1.1 any gender includes the other genders;

3.1.1.2 a natural person includes a juristic person and vice versa;

3113 the singular includes the plural and vice versa;

3.2 The following expressions shall bear the meanings assigned to them below and cognate expressions

bear corresponding meanings

3.2.1 "Act" or “PAIA” means the Promotion of Access to Information Act No. 2 of 2000, as amended

from time to time, together with any regulations published thereunder;

3.2.2 “Firm” — means Delberg Attorneys Incorporated, a law firm incorporated in terms of the laws of
the Republic of South Africa;

3.2.3 “Information Officer” — means the designated information offices as described in clause 2.2
above;
3.24 “Manual”’ — means this document together with any and all annexures, as amended from time to

time, and published in terms of section 51 of the Act;

3.25 “POPIA” — means the Protection of Personal Information Act 4 of 2013, as amended from time to

time, including the regulations promulgated in terms of POPIA,;

3.2.6 “‘Regulator’ — means the Information Regulator of South Africa established in terms of section
39 of POPIA; and

3.2.7 "SAHRC" means the South African Human Rights Commission.
4, MANUAL PURPOSE
4.1 This Manual is prepared and published in accordance with Section 51 of PAIA, which requires the

Firm to compile a manual serving as a guide to individuals requesting access to information.
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5.2
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5.3.5

5.3.6

6.1

The purpose of this Manual is to -

outline the types of records held by the Firm and indicate the extent to which such records are
available;

assist individuals seeking access to information by setting out the procedures to be followed in
terms of the Act;

provide a description of the Firm’s records that are accessible in terms of other applicable
legislation;

furnish the contact details of the Information Officer responsible for assisting members of the
public with access to the Firm’s records;

reference the guide on how to exercise rights under PAIA, as compiled and updated by the
Regulator; and

describe the security measures implemented by the Firm to safeguard the confidentiality,

integrity, and availability of personal information being processed.

GUIDE FOR REQUESTERS ON HOW TO USE PAIA

In accordance with Section 10(1) of PAIA the Regulator, has updated and published the revised
Guide on How to Use PAIA (the “Guide”). The Guide is presented in a clear and accessible format
to assist any person wishing to exercise their rights as provided for under PAIA and POPIA. The
Guide is available on the website of the Regulator.

PAIA 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 in terms of PAIA, the public body must

be acting in the public interest.

Regulator of South Africa:

Physical Address: JD House, 27 Stiemens Street, Braamfontein, Johannesburg, 2001
Postal Address: P.O. Box 31533, Braamfontein, Johannesburg, 2017

Telephone: 010 023 5200

Fax: 086 500 3351

E-mail: enquiries@inforegulator.org.za

Website: www.inforegulator.org.za

RECORDS OF THE FIRM WHICH ARE AVAILABLE IN TERMS OF OTHER LEGISLATION -
SECTION 51(1)(d)

At date of this Manual the Regulator has not issued any notice specifying categories of records that

are automatically available to the public without the need to submit a formal request in terms of PAIA.
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6.2 However, the records published on the Firm’s website are deemed automatically available and may
be accessed freely by any person. Accordingly, no formal PAIA request is required to obtain such

information. The Firm’s website can be accessed at www.delberg.co.za.

6.3 The Firm, to the extent applicable, holds information and documents in terms of the following

legislation, but is not limited to:

6.3.1 Administration of Estates Act, No 66 of 1995

6.3.2 Legal Practice Act, No. 28 of 2014

6.3.2.1 Basic Conditions of Employment Act, No. 75 of 1977

6.3.2.2 Companies Act, No. 71 of 2008

6.3.2.3 Compensation for Occupational Injuries and Diseases Act, No. 130 of 1993
6.3.2.4 Competition Act 89 of 1998

6.3.2.5 Consumer Protection Act, No 68 of 2008

6.3.2.6 Copyright Act, No. 98 of 1978

6.3.2.7 Deeds Registries Act, No. 47 of 1937

6.3.2.8 Electronic Communications and Transactions Act, No. 25 of 2002
6.3.2.9 Employment Equity Act, No. 55 of 1998

6.3.2.10 Financial Advisory and Intermediary Services Act no 37 of 2002
6.3.2.11 Financial Intelligence Centre Act, No. 38 of 2001

6.3.2.12 Income Tax Act, No. 68 of 1962

6.3.2.13 Intellectual Property Amendment Act 28 of 2013

6.3.2.14 Labour Relations Act, No. 66 of 1978

6.3.2.15 National Credit Act, No. 34 of 2005

6.3.2.16 Occupational Health and Safety Act, No. 85 of 1993

6.3.2.17 Prescription Act, No. 68 of 1969

6.3.2.18 Prevention of Organised Crime Act, 121 of 1998

6.3.2.19 Promotion of Access to Information Act, 2 of 2000

6.3.2.20 Protection of Personal Information Act, No 4 of 2013

6.3.2.21 Sectional Title Act, No 66 of 1971

6.3.2.22 Sectional Tiles Scheme Management Act, No 8 of 2011
6.3.2.23 Skills Development Act, No. 97 of 1988

6.3.2.24 Skills Development Levies Act, No. 9 of 1999
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6.3.2.25 Trade Marks Act, No. 194 of 1993

6.3.2.26 Transfer Duty Act, No 40 of 1949

6.3.2.27 Trust Property Control Act 57 of 1988

6.3.2.28 Unemployment Insurance Act, No. 30 of 1966

6.3.2.29 Unemployment Insurance Contribution Act, No. 4 of 2002

6.3.2.30 Value Added Tax Act, No. 89 of 1991

6.4 Records held by the Firm — Section 51(1)(e)

6.4.1 The following list of subjects on which the Firm holds records and categories under which it falls.
RECORDS TYPE DESCRIPTION OF RECORDS

GENERAL RECORDS

Insurance records, including policies

e  Supplier documents and agreements
e Internal and external correspondence
e Service level agreements

EMPLOYEE RECORDS e Payroll records

e |leave records

o Employment contracts
e Internal policies

o Disciplinary records

e List of employees

FINANCIAL RECORDS ¢ Annual Financial Statements

e Tax Returns

e Tax compliance documents

e Accounting records

e Bank statements

¢ Financial and accounting records

e |nvoices

CLIENT RECORDS e Personal information and documents in compliance with
the Financial Intelligence Centre Act 38 of 2001

e Correspondence with clients
e Correspondence with 3" parties

e Agreements and documents prepared for clients by
Delberg Attorneys

e Final statement of accounts

e Quotations and invoices
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COMPANY RECORDS e Documents of incorporation
e Resolutions
e Law Society records, including fidelity fund certificates

e Records of appointed directors, associates, financial
Manager, and officers

7. PROCESSING OF PERSONAL INFORMATION
7.1 POPIA
711 Chapter 3 of POPIA prescribes the minimum conditions required for the lawful processing of

personal information. These conditions are mandatory and may only be departed from in

circumstances where specific exclusions, as set out in POPIA, apply.

71.2 The Firm processes personal information in full compliance with POPIA. In accordance with our
privacy policy, the Firm ensures that all processing activities adhere to the conditions set out in

POPIA at all times. The Firm processes personal information relating to both natural and juristic

persons.
7.2 Purpose for Processing Personal Information
7.21 The Firm processes personal information in the ordinary course of business, primarily for the

purpose of providing legal and related professional services.

7.2.2 The Firm processes personal information for various purposes, including —

7.2.21 delivering the services requested by clients;

7222 managing client relationships and commercial engagements;

7.2.2.3 facilitating dispute resolution processes;

7224 establishing and maintaining supplier relationships;

7.2.2.5 administering contract, invoicing, and accounting functions;

7226 preparing and issuing quotations, estimates, and invoices;

7227 conducting general human resources and financial administration, including compliance with

statutory obligations;

7.2.2.8 recruitment and related employment processes;

7229 procurement and supplier management;

7.2.2.10 ensuring safety and security through the use of CCTV surveillance on the Firm’s premises;
7.2.2.11 analysing, reviewing, and compiling information for the purpose of identifying legal issues,

providing advice, drafting or commenting on opinions, memoranda, contracts,

correspondence, reports, and other legal documentation; and

72212 facilitating the proper functioning of the Firm’s website, including optimising content display,
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7.3

7.3.1

7.3.2

7.4

7.41

7.4.2

743

7.5

7.5.1

7.5.2

8.1

8.2

personalising user interfaces, and maintaining site security to prevent misuse.
Categories of Data Subjects and Types of Personal Information

The Firm processes personal information relating to employees, clients, service providers, and
visitors to its premises, including potential clients, job applicants, and attendees of firm-hosted

events such as seminars and training sessions.

The types of personal information processed are detailed in the Firm’s privacy policy and include

information pertaining to both natural and juristic persons.
Disclosure of Personal Information to Third Parties

The Firm may disclose personal information to third parties, including associates and service
providers, for legitimate business purposes in compliance with applicable laws and professional

confidentiality obligations.

Where personal information is disclosed to third parties, such parties are required to use the
information solely for the purposes for which it was provided. The Firm has appropriate
agreements in place to ensure that all such third parties maintain an adequate level of data

protection and confidentiality.

The Firm may also be legally required to disclose personal information where such disclosure is
mandated by law or necessary to protect the Firm’s legal rights, including in circumstances

involving litigation instituted by or against the Firm.
Data Security

The Firm implements reasonable, appropriate, and adequate technical and organisational
measures to safeguard personal information against unauthorised or unlawful processing,
accidental loss, destruction, damage, alteration, disclosure, or access. All third parties handling
such information on the Firm’s behalf are contractually required to adhere to equivalent security
standards.

The Firm conducts regular reviews of its security controls and related processes to ensure
ongoing data protection. Where there are reasonable grounds to believe that personal information
has been accessed or acquired by an unauthorised party, the Firm will notify both the Regulator
and the affected data subject—unless instructed otherwise by the Regulator or a law

enforcement authority that such notification would compromise a criminal investigation.

REQUESTING PROCEDURE (SECTION 51(1)(e);

A request for access to information can be made to the Information Officer at the Firm. Kindly
complete the form 2, which is attached hereto. This request must be sent to the Information Officer.

The person making the request is known as the “Requester”.

To request a record in terms of PAIA, the Requester must complete the prescribed form attached
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8.3 For POPIA-related requests to object to the processing of personal information,
correct or delete personal information, the request must be made in writing on the
applicable prescribed Form 1 (objection) or Form 2 (correction or deletion), which

are attached to this Manual as Annexure B.

84 The Requester must:

8.4.1 Completed Annexure A and / or Annexure B,

842 Provide details of the person requesting access to record/s to enable the firm to identify the
Requester,

8.4.3 In the case of a request being made on behalf of a 3 Party. Submit proof of the capacity in which

the request is made,

8.4.4 Provide clear and sufficient details of the information or record/s requested,

845 Identify the right that the Requester wishes to exercise or to protect,

846 Describe the manner in which you wish to be informed about the decision to grant or deny the
request,

8.4.7 Payment of the prescribed fee of R50 to accompany the request. (Request for personal

information is exempted from the prescribed fee).

8.5 The Information Officer will give feedback to the Requester on the decision made by the head of

the firm in terms of the Act, whether to grant access or not to the records being requested.

9. PRESCRIBED FEES
9.1 PAIA makes provision for two categories of fees, namely —
9.1.1 a request fee, being a standard, non-refundable administrative fee payable before a request for

access to information is processed; and

9.1.2 an access fee, payable once access has been granted, which is calculated with reference to

reproduction costs, search and preparation time, and any applicable postal expenses.

9.2 Upon receiving a request, the Information Officer may, by written notice, require the Requester
(other than a requester seeking access to their own personal information) to pay the prescribed

request fee, if applicable, before the request is further processed.

9.3 Where the process of locating and preparing the record for disclosure, including arranging it in the
requested format, is expected to exceed the number of hours prescribed by regulation, the Firm may
require the Requester to pay a deposit equivalent to a prescribed portion of the applicable access

fee before continuing with the request.

94 The Firm reserves the right to withhold access to a record until the applicable fees, as outlined in

Annexure C, have been paid in full.

9.5 A Requester whose application for access is approved must pay the prescribed access fee to cover
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reproduction, search, preparation, and any additional time reasonably required beyond the

prescribed hours to prepare the record and make it available in the requested form.

9.6 In terms of POPIA, a data subject has the right to request, free of charge, confirmation as to whether
the Firm holds personal information relating to them. The data subject may further request access
to such personal information or a description thereof, including the identity or category of any third

parties who have, or previously had, access to the information.

9.7 POPIA also provides that where a fee is payable for services rendered to a data subject, the Firm
must furnish a written estimate of the amount before providing the service and may require payment

of a deposit for all or part of the estimated fee.

10. APPLICABLE TIME-PERIODS

10.1 The Firm will notify the Requester of its decision to grant or refuse access to the requested record

within 30 days of receiving the request.

10.2 This 30-day period may be extended by a further period of up to 30 additional days where the request
involves a substantial volume of records, requires an extensive search, or where adherence to the
original timeframe would unreasonably disrupt the Firm’s operations, or if the requested records are

not located at the Firm’s offices.

11. REMEDIES AVAILABLE TO A REQUESTOR ON REFUSAL OF ACCESS

The Firm do not have any internal appeal procedures that may be followed after a request for access
to information has been refused. The decision of the Head of the Firm is final. If the Requester or
31 party is dissatisfied with the outcome of the request, the Requester is entitled to apply to a court

of competent jurisdiction to take the matter further (See section 78 of PAIA).

12. AVAILABILITY OF THE MANUAL

This Manual is available in electronic and hard copies in English. The hard copies are
available at the head office of the Firm as contained in paragraph 2.1. The

electronic version of this manual is available on the Firm’s website.

13. UPDATING THIS MANUAL

This Manual will be reviewed and updated, if necessary, on a periodic basis.
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ANNEXURE A:
FORM 2
REQUEST FOR ACCESS TO RECORD

[Regulation 7]

NOTE:

1. Proof of identity must be attached by the requester.

2. If requests made on behalf of another person, proof of such authorisation, must be attached to this
form.

TO: The Information Officer

(Address)

E-mail address:

Fax number:

Mark with an "X"

|:| Request is made in my own name

|:| Request is made on behalf of another person.

PERSONAL INFORMATION

Full Names

Identity Number

Capacity in which
request is made (when
made on behalf of

another person)

Postal Address

Street Address
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E-mail Address

Contact Numbers

Tel. (B):

Facsimile:

Cellular:

Full names of person on
whose behalf request is
made (if applicable):

Identity Number

Postal Address

Street Address

E-mail Address

Contact Numbers

Tel. (B)

Facsimile

Cellular

PARTICULARS OF RECORD REQUESTED

Provide full particulars of the record to which access is requested, including the reference number if that is
known to you, to enable the record to be located. (If the provided space is inadequate, please continue on

a separate page and attach it to this form. All additional pages must be signed.)

record:

Description of record or|

relevant part of the

Reference number,

available

if

record

Any further particulars of

)
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TYPE OF RECORD

(Mark the applicable box with an "X")

Record is in written or printed form

Record comprises virtual images (this includes photographs, slides, video recordings, computer-

generated images, sketches, efc)

Record consists of recorded words or information which can be reproduced in sound

Record is held on a computer or in an electronic, or machine-readable form

FORM OF ACCESS

(Mark the applicable box with an "X")

Printed copy of record (including copies of any virtual images, transcriptions and information

held on computer or in an electronic or machine-readable form)

\Written or printed transcription of virtual images (this includes photographs, slides, video

recordings, computer-generated images, sketches, etc)

Transcription of soundtrack (written or printed document)

Copy of record on flash drive (including virtual images and soundtracks)

Copy of record on compact disc drive(including virtual images and soundtracks)

Copy of record saved on cloud storage server

MANNER OF ACCESS

(Mark the applicable box with an "X")

Personal inspection of record at registered address of public/private body (including listening to
recorded words, information which can be reproduced in sound, or information held on

computer or in an electronic or machine-readable form)

Postal services to postal address

Postal services to street address

Courier service to street address

Facsimile of information in written or printed format (including transcriptions)

E-mail of information (including soundtracks if possible)

Cloud shareffile transfer

Preferred language

(Note that if the record is not available in the language you prefer, access may be granted in the
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language in which the record is available)

PARTICULARS OF RIGHT TO BE EXERCISED OR PROTECTED

If the provided space is inadequate, please continue on a separate page and attach it to this Form. The

requester must sign all the additional pages.

Indicate which right is to

be exercised or protected

Explain why the record

requested is required for

the exercise or protection

of the aforementioned

right:

FEES

a) A request fee must be paid before the request will be considered.

b) You will be notified of the amount of the access fee to be paid.

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

You will be notified in writing whether your request has been approved or denied and if approved the costs

relating to your request, if any. Please indicate your preferred manner of correspondence:

Postal address Facsimile Electronic communication

(Please specify)
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Signed at this ___ day of _20

Signature of Requester / person on whose behalf request is made

FOR OFFICIAL USE

Reference number:

Request received by:

(State Rank, Name And

Surname of Information Officer)

Date received:

Access fees:

Deposit (if any):

Signature of Information Officer
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ANNEXURE B:
FORM 1

OBJECTION TO THE PROCESSING OF PERSONAL INFORMATION IN TERMS OF SECTION 11(3) OF
THE PROTECTION OF PERSONAL INFORMATION ACT, 2013 (ACT NO. 4 OF 2013)

REGULATIONS RELATING TO THE PROTECTION OF PERSONAL INFORMATION, 2017

[Regulation 2(1)]

Note:
1. Affidavits or other documentary evidence in support of the objection must be attached.
2. If the space provided for in this Form is inadequate, submit information as an Annexure to thisForm

and sign each page.

Reference Number....

Name and surname of

data subject:

Residential, postal or

business address:

Postal Code ()

Contact number(s):

Fax number:

E-mail address:

Name and surname o!

responsible party(if the

responsible party is a

natural):

Residential, postal or

business address:

Code (
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Contact number(s):

Fax number:

E-mail address:

Name of public or private
body (if the responsible
pparty is not a natural
person):

Business address:

Postal Code ()

Contact number(s):

Fax number:

E-mail address:

Signature of data subject (applicant)

&
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ANNEXURE C:

FORM 3

OUTCOME OF REQUEST AND OF FEES PAYABLE

[Regulation 8]
Note:
1. If your request is granted the—
(a) amount of the deposit, (if any), is payable before your request is processed; and
(b) requested record/portion of the record will only be released once proof of full payment is
received.
2. Please use the reference number hereunder in all future correspondence.
Reference number:

TO:

Your request dated , refers.
1. You requested:

Personal inspection of information at registered address of public/private body (including
listening to recorded words, information which can be reproduced in sound, or information held
on computer or in an electronic or machine-readable form) is free of charge. You are required
to make an appointment for the inspection of the information and to bring this Form with you. If
you then require any form of reproduction of the information, you will be liable for the fees

prescribed in Annexure B.

OR

You requested:

Printed copies of the information (including copies of any virtual images, transcriptions and

information held on computer or in an electronic or machine-readable form )

Written or printed transcription of virtual images (this includes photographs, slides, video

recordings, computer-generated images, sketches, efc)

Transcription of soundtrack (written or printed document)

Copy of information on flash drive (including virtual images and soundtracks)

Copy of information on compact disc drive(including virtual images and soundtracks)
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Copy of record saved on cloud storage server

3. To be submitted:

Postal services to postal address

Postal services to street address

Courier service to street address

Facsimile of information in written or printed format (including transcriptions)

E-mail of information (including soundtracks if possible)

Cloud sharef/file transfer

Preferred language:

he language in which the record is available)

(Note that if the record is not available in the language you prefer, access may be granted in t

Kindly note that your request has been:

D Approved

|:| Denied, for the following reasons:
4. Fees payable with regards to your request:

Item Cost per A4-size Number of Total
page or part pageslitems
thereof/item

Photocopy
Printed copy
For a copy in a computer-readable form on:
(i) Flash drive
e To be provided by requestor R40.00
(i)  Compactdisc
o If provided by requestor R40.00
¢ If provided to the requestor R60.00
For a transcription of visual images per A4-size | Service to be
page outsourced. Will
depend on the

)
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Copy of visual images

quotation of the

service provider

Transcription of an audio record, per A4-size R24.00

Copy of an audio record

() Flash drive

. To be provided by requestor
(i) Compact disc

. If provided by requestor

. If provided to the requestor

R40.00

R40.00

R60. 00

Postage, e-mail or any other electronic transfer: | Actual costs

TOTAL:

5. Deposit payable (if search exceeds six hours):

D Yes

DNO

Hours of search

Amount of deposit

(calculated on one third of total amount per
request)

The amount must be paid into the following Bank account:

Name of Bank:

Name of account holder:

Type of account:

Account number:

Branch Code:

Reference Nr:

Submit proof of payment to:

Signed at this

day of 20

Information officer
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