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Introduction

The Promotion of Access to Information Act, 2 of 2000 (“the Act”) gives effect to
Section 32(1)(a) & (b) of the Constitution of the Republic of South Africa, Act 108 of
1996, which provides for the right of access to information held by public and private
bodies when requested for the exercise or protection of any rights.

The Act setfs out the procedures for requesting information, the requirements to be
met, and the grounds for refusal of requests. It recognises that access to information
may be limited to protect privacy, commercial confidentiality, and effective
governance, in line with Section 36 of the Constitution.

The purpose of this Manual is to inform requesters of the procedural and other
requirements needed to access information held by Residential Network Systems
(Pty) Lid (RNS).

PART I: Company Information

e Name of Company: Residential Network Systems (Pty) Ltd ("RNS")

e Nature of Business:
RNS is a service provider to the real estate sector, offering systems, platforms,
and support to independent property practitioners and estate agencies
operating in the residential real estate market.

o Directors of Private Body:
Nico du Plessis — ID No 5809085030087
Ursula Spennato — ID No 6612160047086
Joe de Lucia - 1D No 4701215052183
Grant Robert Haydock - ID No 6511045163086

o Postal Address:
51 Lakefield Avenue, Lakefield, Benoni. 1501

e Physical Address:
51 Lakefield Avenue, Lakefield, Benoni. 1501

o Telephone Number:
011 894 6920

o Email Address:
info@rnsonline.co.za

« Information Officer:
Maureen Elizabeth Stow

Telephone Number: 0763908007

Email Address: maureenstow@rnsonline.co.za

e Company Website:
www.rnsonline.co.za
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PART II: The South African Human Rights Commission (SAHRC)

The SAHRC has compiled a guide to assist people in exercising their rights under the
Act. The guide is available at:

e Address: 29 Princess of Wales Terrace, Cnr York and St Andrews Streets,
Parktown, Johannesburg, 2041

o Telephone Number: +27 (11) 484 8300

o Facsimile: +27 (11) 484 1360

o Website: www.sahrc.org.za

PART lll: Notices in Terms of Section 51(1)(c)

Currently, no notices have been published regarding categories of records
automatically available without a formal request. However, the following
information is freely available:

e Company profile and general information via the RNS website.
e Any publicly available documents posted online.

PART IV: Records Available in Accordance with Legislation

Records held by RNS are available in terms of the following legislation (as
applicable):

Companies Act, 71 of 2008

Basic Conditions of Employment Act, 75 of 1997
Labour Relations Act, 66 of 1995

Employment Equity Act, 55 of 1998
Occupational Health and Safety Act, 85 of 1993
Unemployment Insurance Act, 63 of 2001

Skills Development Act, 97 of 1998
Compensation for Occupational Injuries and Diseases Act, 130 of 1993
Value Added Tax Act, 89 of 1991

Income Tax Act, 58 of 1962

Other applicable legislation.

PART V: Records Held by RNS
Examples of records held by RNS include:

e Statutory Company Documents (Memorandum of Incorporation, Directors'
Records, etc.)

Financial Records (Annual Financial Statements, Tax Records)

Employment Records (Contracts, Payroll, Leave Records)

Operational Documents (Service Contracts, Supplier Information)

Internal Policies and Procedures

Marketing and Advertising Materials

Any other records in compliance with applicable legislation.
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PART VI: Procedure for Requesting Access to Records

1.
2.
3. Submit the form and proof of payment of applicable fees to the Information

Requests must comply with the procedural requirements of the Act.
Complete the prescribed Form C (Appendix 1).

Officer.
Provide sufficient detail to identfify:
o Therequestedrecords.
The identity of the requester.
The form of access required.
The postal or email address of the requester.
The right being protected or exercised.
Requests made on behalf of another person must be accompanied by proof
of authority.

@)
@)
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PART VII: Timeframes

RNS will respond to requests within 30 days.
This period may be extended by a further 30 days if necessary.

PART VIII: Grounds for Refusal of Access

Access to records may be refused on the grounds specified in the Act, including:

Protection of third-party privacy.

Protection of confidential commercial information.
Safety and security concerns.

Legal privilege.

Protection of RNS's commercial interests.

Research and development confidentiality.

PART IX: Remedies in Case of Refusal

No internal appeals are available.
Requesters may apply to a competent court for relief within 30 days of
notification of a refusal

PART X: Fees

Applicable request fees are prescribed by regulations and available on the SAHRC
website.

APPENDIX 1: Form C - Request for Access to Record of Private Body




APPENDIX1: FORM C

REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY

(Section 53(1) of the Promotion of Access to Information Act, 2000 (Act No. 2 of 2000)) [Regulation 10]

A. Particulars of Private Body

(Insert name, address, and contact details of the private body)

Name of Private Body:

Address:

Contact Number:

B. Particulars of Person Requesting Access to the Record

Full name & Surname:

Identity Number:

Postal Address:

Telephone Number:

Fax Number:

Email Address:

Capacity in which request is made (if 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 Name & Surname:

Identity Number:




D. Particulars of Record

(Provide full particulars of the record to which access is requested)

1. Description of Record:

2. Reference Number (if available):

3. Any further particulars of the record:

E. Form of Access to the Record

(Indicate the preferred manner in which access to the record is sought)

If the record is in written or printed form:
[ 1 Copy of record
[ ] Inspection of record

If record consists of visual images (including photographs, slides, video recordings, computer- generated
images):

[] View the images

[ 1 Copy of the images

[ 1 Transcription of the images

If record is recorded in audio format:
[] Listen to the audio recording
[ 1 Transcription of the audio recording

If record is held on computer or electronic/in machine-readable form:
[ ] Printed copy of record

[ 1 Printed copy of information derived from the

record

[ 1 Copy in computer-readable form (e.g. USB, CD)

If you are prevented by a disability to read, view, or listen to the record, state your disability and indicate in which format
the record is required:

Disability:

Format Required:

F. Particulars of Right to be Exercised or Protected

(Indicate which right is to be exercised or protected and provide explanation) Right to be

exercised/protected:

Explanation of why the record is required:




A. Notice of Decision

(Indicate manner in which decision of access to the record is to be communicated)
[ ]Post

[ ]Emalil

[ ]Fax

[ ] Telephone

B. Signature

Signed at on this day of

20

Signature of Requester / Person on whose behalf request is made:

For Official Use Only

Reference Number:

Request Received by:

(Name)

Date Received:

Outcome of Request:

Date Notified of Decision:
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