Manual in terma of Section 51 of the Promaotion of Access te Infermation, Act No. 2 of 2000

BEIER ALBANY & COMPANY (PTYILTD
1S NESE AT

The Promotion of Actess 1o formaton Ad was promulgated 1o gve ofiecl 1o the constifutional nght of pocoss o
infoematon Mokl by the slate and any information (el 5 hedd by anolher persan and thal i feoured o (he exsrcse o
nﬁm&mﬁ:ﬂm'mmw promole mnspanency, accountpbilly and efocthee govemance of all public e

This manuad is compied in terms of sedion 51 of the A

1. COMTACT DETAILS

Haad of Dody: FRick Paul

Podial Adceas: P 3 Box 121, PINETOWN, 3500
Pripsical Address: 40 Gilktts Road, PINETOWM, 3601
Talaphong numiss: C31-F100400

Facsimile number: %1128

E-madl pddriss: o FREead Rl GO 20

L INTRODUCTION

Thiy principal seivity of tha company B thel of e manfsciune of non-woven fabrics, paptr-maching cothing, indusirial
filraton tabrics and comviyor boling subsiein.

3. GUIDE IN TERMS OF SECTION 10 OF THE ACT
I toren of the abowe section, the South Addcan Human Fights Commission (SAHRC) must compile o guide contpining
informadion thol any poemson may eguire who wishes 1o wercise 8 nght in ferme of this Acl, Al the daie of drafting this
marwal, such guide had not yot been mads available by the SAHRC, The contact detads for the SAHRC sew a5 folkees:
PALA Lin
Tho Resesech and Documaentation Department
Privasle Biasg 270
Hosgiinn, A1

Tl 01 14540300, Fam 07 1-4840582

4. RECORDS THAT ARE AUTOMATICALLY AVAILABLE AMD SECTION S2[Z) HOTICGE
Tire Tolloradngg rocords &g MAOmalically avpiakiy on our wobaile: e Baesd, oo 2

Ceenpary Prafie Higbesny
Cuality Policy ) Maorkating Brochuns
Contact details & locations Products

P il n terms of Secon ST has. b sybimitied 1S the Minister,
5 RECORDS IN TERMS OF OTHER LEGISLATION
Where appiicable records and gocumants. are retaaned in tenms ol the folowing kngslation:

Employrmand Equily Al A No. 55 ol 1008

Income Tax Act, Act Mo, 58 of 1962;

Walue Ackded Tas Act, Ak Mo, 89 of 1091:

Lirsssmpdoremant Insurdeci At At Mo, 30 of 1066

Basic Condilions of Employmeent A, Aci Mo, T8 of 1997
Compensation fof Qocupation Infuries and Diseases Act, Act Mo, 130 of 158X
Decunalion Haalth and Safety Act A Mo, 85 of 1003

Ripgronal Servioes Councits Act 109 of 1985

Companies Acl, Act Mo, 61 of 1973,

Piaasa nobp thal 1Fa Bbowe ISl may nol be sxhausie,




i BURIECTS AND CATEGORIES OF RECORDS HELD
Accounting and Finanss

Budgeds Capilal Expandiiunn Crediiors
Dbt Terdps

Company Secratarial and adminisiration

Agresmints and Confracis General Coampspondencn Licanaas
Snarenolier Mealings Mirmtes and Agendas of Meetings

Huuman rescwrces

Bargaining Courd] Aghiemibnls Warkplacn and Linion Agresments

Polices and Frocedures Trairing Schechubis

Ernpkinggd Information (Leane, Sabaties, Payroll, Boroses, madical Banafits)

Disciplirary Records | Policias Appoerimonts, Dismissals, Promotions
Sales and Markating

Promotional Matenal Saios AQrooimanis

Sales Reconds! Statitics (Tampets, Strabegies)

information technology

Sywlam Documertation and Manusls Software Programs Dms e Fipoorvery Plan
Backup and Soounty Policoes Cantracts Lz
Mainfonancs

Marssnancs Schedules Inspaction Raporis

Oparpling Procodunos Wk Instnactions
Manufacturing and prodwction

Production Sohades Fsnats

m-:unmmumn iy M%MMFMMHM
Spacificalions

Preparty

Tithe Donds Lisasn Agrowminis

Servitudes, Drowings, Building Plans

Socurity

Incktent Fegrter

Health and Safoty

Emeangency Procsdunes. and Evacuation Minutes of Safoly Meotings
Complianos Forms for Exainad Conlrbeons:

Tazalion

PAYE, SITE. VAT, Personal and Company Tax Relurrs and Assessmonts

Capital Gains Tax Lo

T, AVAILABILITY OF MANUAL

A copy of this marul i availabie:
1. For inspaction by tha public fra of chargn at th physical pddross stoed pbave,

2. From thir Scuth Afiican Human Rights Commission,

3. A copy of thia manual NES D Lubmitled ko pulbishing o The Govammant Garafa.
4. O the company website: we boior.co.zn

8, RECHFEST PROCEDURE

1. Any requesi for access i a record must be made on the presdaribed form [Foem © of Arnmosre B of the Regulntions undgy
his At — GNRL1ET of 15 Fobruary J002) o the hoad of the body of the person aopoinied a5 indicated in paragraph 1 of tis
manual. & copy of this form is inciuded in this manual in Schacue 1. This form may 880 B oblained bom B SAHRC
wibsiin.

2. A reques] Sr Bccess 0 @ recond, othee than @ recond comipining pomonal information aboul the roquester will be
processed only afier the regques] fee of RS0 in jerms of the alorementonsd eguiaBions hes beon paid, Mo reguest fes S
puryabla for A personsl reguesian.

3. Should acoess be pranbed, you wil also bo requined io pay the prescribed access and neproduction fees s el out in ithe
afprecnantioned megutatiors. A Bs1 ol he applicabie foes is included with this manual o5 Schedule 2.




SCHEDULE 1

REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY
{Secton 531} of the Promation of Access o information Act, 2000

{Act No, 2 of 2000))
[Regulation 10]
A Particulars of private body
The Head!
B. Particulars of person requesting access to the recard

fa) Tha parficuiars of the person who requasts aocess o the recand must be ghean b,

(bl The padress andor fox number 11 (he Republc to which the information iz fo be sonl must
ha givan,

el Prood af the capacily n which the rogues! s made, ¥ appicable. must boe oifached.

Full names and surnama:
Identity rurmber:
Posial sddress:
Fax number; Telephone rmamibar;
E-mail address;
Capacity in which request is mada, when made on behall of anather person:

c. Pariculars of persan on whose bohall request is made

|mmmuuMmmpmmmrﬁummmmanuﬂmwmmm
SO

Full names and sumama:
Identily rumber;

O Particulars of record

{a) Frovide il pardiculars of [he recard ho which ascess is requasied, including i rafaranss
murnber if [hal is known (o you, lo erable the recard to ba lacaled.

(i) if the provided space is insdequales, please conlinue on a separale folio and aitach i o
ihis form. The requesier must sign all the addiional folies.

1. Description of record or relevant par of the record:




i Reference number, il availabhe:
3. Any further particulars of record
E. Foaes

fa) A regquest for access [0 a recand, other than & record comlalning persenal infarmialion abouf
poursell will be procossed anly afer 8 redquasl fee has boen povd,

it You will be notified of the amaount requined (o be pad 85 the reques! fee,

{c) The fee payable for access 1o a record dapends on the form in which Sccess s regquired
and the ressonatds fme required to seanch for and propans & recond.

fal} i pour quadly for axemplion of the payment of any fee, plesse slafe fhe reason for
pEETEon.

Reason for exempion from paymien of fees:

F. Form of accoss o record

¥ you are provenied by o disabiiy fo read, view or listen fo the record #n the form of accoss
providad for d 1 o 4 hareunder, sfate your dizabiily amd indicale i which form the rocord is
rpqaired.

Disability. Form in which record is required:

Mark tha appropriae box with an X,

NOTES:

i) Compliance with your requirsl in the specifed foarm rmay depand on the form in which the
rocord is availabia,

k) Access in the form requasied may b refused i conlain crcumsiances. In such a case
you will be infarmed If sccess will be granted in ancther farm.

(el The fea payable for sccass fo the record, i any, wil be datermined pavily By tha form in

which access i3 requesiod.

1. If tha record s In written or printed form:

copy of record® inspection of record
2 If record consists of visual images
this incl whid s r i CEHTI U -G A ahoplches
view the imagas copy of the imagas® Irenscriplion of the
images*
3 If record consisis of recarded words or information which can ba reproduced in
saund:
listen o tha soundirack transcription of soundirack®
[eundio cassetta) {writlen or printed documant)
d. I record s held on computer of in an electronle or maching-readable form:
printed copy of recond” printed copy of infarmation €opy in compuler
derrvasd ram the recond™ readabdes form®
e

*If you requesied a copy of ranscrpiion of a record (above), do you wish tha YES | WO
copy of ranscripton to be posted 1o you?
Postage ks payable,




G. Particulars of right to be exercised or protecbed

If the provided space is inadequale, plesse continue on a separate folia and aifach it to this farm,
The fer sl sign all the additfonal felias.

1. Inummmmhmmm“mmannr prodaciad:
2, Explain why the record requested is required for the exercise of projection of the
aforemantoned right:

H. MHotice of decision regarding request for access

You will be motilied i writing whather your roques! has been approvedideried. I you wish fo be
Inforimdd I anofhéer manddar, mmmumwwmmeiu
aTaka & Wil [i-}

How would you profor (o be informed of the dedsion mgarding your request for access o the
recond?

Sigried at this day of 20

SIGHNATURE OF REQUESTER / PERSON
QN WHOSE BEHALF REQUEST IS MADE




SCHEDULE 2
FEES IN RESPECT OF PRIVATE BODIES

1. Tha fea for a copy of the manual as confemplated in regulation 8{2)c) iz R1,10 for
avary photacopy of an Ad-size page or pan tharaof.

2 The feas for reproduction referred to in regulation 11{1) are as follows:
R
(a)  Forevery pholocopy of an Ad-size page or
part thereof 1,10
(b}  Forevery printed copy of an Ad-size page or part
thiereof held on & compuber or in elactronic or maching-

readable form 0,75
ie) Far a copy in a computer-readable form on -
(i stiffy disc 7,50
(i} compactdisc 70,00
(d) {i For a transcription of visual images,
for an Ad-size page or part thereof 40,00
(i}  Foracopy of visual Images 60,00
{e) {i} For a transcriplion of an audio record,
for an Ad-gize page or parl thereol 20,00
(i} For a copy of an audio recond 30,00

< The request fee payable by a requester, other than a personal reguester,
referred o in regulation 11(2) ks R50,00.

4, The access fees payable by a requester refermed to in regulation 11(3) are as
Tollows:
R
(1)(a) For every photocopy of an Ad-size page or
part thareof 1,10
b For avery prinled copy of an Ad-size page or part
thereaf held on a computer or in electronbs or machine-

readabla fom 0,75
(e}  Foracopy ina computer-readable form an -
(i)  stiffy disc 7,50

{if)  compact disc 10,00




{d)

(e

{f)

(2]

(3)

]

()
0]

(i)

For a transcrption of visual images,

for an Ad-size page or part thesaof 40,00
For a copy of visual images 60,00

For a transcrption of an audio record,

for an Ad-size page or part thereof 20,00
For a copy of an audio record 30,00

Ta search for and prepans the record for disclosure, R30,00 far each howr
or par of an hour reasonably required for such search and preparation.

For purposes of seclion 542} of the Act, the following applies:

(a)

(b}

Six hours as the hours to be excesdsd before a deposil s
payable; and

one third of the access fee is payable as a deposit by the
requasier,

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




