37 Homestead Road

Homestead Park, Block C, Ground Floor
Off 12" Avenue

Rivonia

Tel: (011) 234 6542/3 | Fax: 086 540 2472

www.lepefta.co.za

Lepetta PAIA Manual

This manual is prescribed by the Promotion of Access to
Information Act 2 of 2000

and

The Protection of Personal information Act of 2013

Compilation Date:
Next Review Date:

leonie@lepetta.co.za 083 584 4968 | tammy@lepetta.co.za 083 415 6431
P.O. Box 427 Rivonia 2128
Directors: Leonie Herbst, Tammy Treleven, Peshigan Naidu*, Ryno Olivier*
Regisfraiion No.: 2015/198990/07. Vat Registration No.: 4140244341
*Non-Executive Directors




5101021IQ SAINDSXI-UON,,
LPEFFZOP LY "ON UOHDUSIESY JOA *20/064861 /5102 ON uolbisiBay
ASINIO OUAY “,NPIDN UDBIYSSd ‘USAS|aI] ALWID] ‘Jsqlal aiuoaT 10123l
8L DIUOALY /2¥ XOF "O'd
LEF9 SL¥ £80 PZ'0D'DIBSMBBAWLWD] | 8967 85 £80 PZ 0D DUSAS|BBIU0D)|

0-[-------- ----------------------- 6008000000000 00P00B000000000000 Sa.lnl:)n.l].s Saa:l :9 a.‘nxauuv
6 onouco.-o-uo-----o-n--n---------------------------o------:wJOd 1sanbaa VIVd :v aJnxauuV

g  Adeand

((3) (1) TS UonI3S) ;5934 paquasaid
((3) (1) TS UONDAS) :3sanb3Y jo W04

:s101sanbay

DIUOALY
Auedw o) aihlsry .21 o

100[4 punolsy "D 300|g HIDd PO8seaWoy




.
T

37 Homestead Road ‘ fo}

HomesTevel Promndtivi: ofrAlcreSscto Information Act, 2000 is a freedom dan%gptjog—%E% outh
Off 12z qt gives the constitutional right of access to any information heid by the State and any
Rveninformation held by private bodies that is required for the exercise and protection of any rights.

Tek 101H Bfer 46 pFemnbia *&iéttive governance of private bodies, it is necessary to ensure that

everyone is empowered and educated to understand their rights.
www lepettd.co.za

Section 9 of the PAIA act recognises that such a right may have restrictions to the types of
access that they may requests. These include but are not limited to

1. Limitations aimed at reasonable protection of privacy, commercial confidentiality, and
good governance. '

2. Inamanner that balances the right to any other rights, including rights contained in the
constitution.

The Company

Lepetta is anis a full-service advertising and marketing agency that specializes in the
pharmaceutical industry.

Contact Details - This section highlights the points of contact as designated by the company
should a request be made in accordance with PAIA. Persons designated/duly authorized
persons:

Information Officer:
Leonie Herbst

Email: leonie@lepetta.co.za

Tel. no.: 083 584 4968

Deputy Information Officer:
Tammy Elizabeth Treleven

Email: tammy@Ilepetta.co.za

Tel. no: 083 415 6431

Physical Address:

37 Homestead Road, Homestead Park, Block C, Ground Floor, Rivonia Gauteng 2128

Telephone number:

(011) 234 6542/3 lecnie@lepetia.co.za 083 584 4968 | tammy@lepetta.co.za 083 415 4431
P.O. Box 427 Rivonia 2128
Directors: Leonie Herbst, Tammy Treleven, Peshigan Naidu*, Ryno Olivier*
Registration No.: 2015/198990/07. Vat Registration No.: 4140246341
*Non-Executive Directors
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“Occupational Health and Safety Act 85 of 1993

37 Homestead Road
Homestead Park, Block C, Ground Floor
Off 12" Avenue

EQtvw%ehedufe of Records:

Tel: (011) 234 6542/3 | Fax: 086 540 2472
This section highlights the various records that are kept with the company, their respective

www.IggtgfAtioAeriods and accessibility to the records:

Record
Grouping

Record

Length of
Time

Accessibility

General Business

Records

Registration and

Incorporation
Documents

Permanently

Not accessible

Patents, trademark
registrations,
copyright

registrations

Permanently

Not accessible

Property Records

Permanently

Accessible via PAIA process with
justifiable reason.

Company
Documents

Permanently

Accessible via PAIA process with
justifiable reason

Tax Documents

Permanently

Accessible via PAIA process with
justifiable reason

L Staff Documents

Staff Files — Employment
contract,
personal details, banking

employee

details, income tax

numbers, etc.

For length of
employment and 5
years post
termination/retireme
nt/death

Accessible through PAIA process

Financial Business

Records

Financial
Statements

5 years

Accessible via PAIA process
justifiable reason

Tax Returns and
Filings

5 years

Accessible via PAIA process
justifiable reasons

Audit Reports

5 years

Accessible via PAIA process
justifiable reason

Cash books

5 years

Accessible via PAIA process
justifiable reason

leonie@lepetta.co.za 083 584 4968 | tammy@lepetta.co.za 083 415 4431

P.Q. Box 427 Rivonia 2128

Directors: Leonie Herbst, Tammy Treleven, Peshigan Naidu*, Ryno Olivier*
Registration No.: 2015/198990/07. Vat Regisiration No.: 4140246341

*Non-Executive Directors
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\FHe e two typeés of requestors: - ; .\./ —
C
. 5 E‘% R

37 Homesperserisl requestors: a personal requester is one who is see

Homestead Park, Block C, Gro,

nd.Floor .
of 12+@Ntaining personaﬁr?formatlon about the requestor; Lepetta shall f

rRivonigubject to the form of request.

Tel: (012) DtheérTeguestorsEhisrequestor is entitled to request access to information on their parties,

however Lepetta is not obliged to do so unless lawfully bound by it, however, will review each
www lepetta.co.za .
request on a case-by-case basis.

Form of Request: (Section 51 (1) (e))
This section aims to highlight the process in which the requestor may go about requesting
information from Lepetta.

To facilitate the processing of your request, kindly use the prescribed form in Annexure A of
this manual. Address your request to the Information Officer as indicated in section 2 of this
document.

Provide sufficient details to enable to identify:

(a) The record(s) requested.

(b) The requester (and if an agent is lodging the request, proof of capacity).
(c) The form of access required.

(i)The postal address or fax number of the requester in the Republic.

(ii) If the requester wishes to be informed of the decision in any manner (in addition to written)
and the particulars thereof.

(d) The right which the requester is seeking to exercise or protect, with an explanation of
the reason the record is required to exercise or protect the right.

Prescribed Fees: (Section 51 (1) (F))
Lepetta reserves the right according to section 51 (1) (f) of the Act to charge a nominal fee.
Please refer to Annexure B.

The following applies to requests (other than personal requests):

a. A requestor is required to pay the prescribed fees (R50.00) before a request will
be processed.
If the preparation of the record requested requires more than the prescribed
hours (six), a deposit shall be paid (of not more than one third of the access fee
which would be payable if the request were granted).
A requestor may lodge an application with a court against the tender/payment of
the request fee and/or deposit; Records may be withheld until the fees have been
paid.

lecnie@lepeifa.co.za 083 584 4948 | tammy@lepetta.co.za 083 415 6431
P.O. Box 427 Rivonia 2128
Directors: Lecnie Herbst, Tammy Treleven, Peshigan Naidu*, Ryno Qlivier*
Registration No.: 2015/198990/07. Vat Registration No.: 4140244341
*Non-Executive Directors
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A>PAIA Request Form:

37 Homestead Road

Home:
Off 12
Rivonic

Tel: (01

www i

i
REPUBLIC OF SOUTH AFRICA

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))
[Reguiation 10]

A_Parliculars of private body
The Head:

B. Particulars of person requesting access to the record

(a)Theparﬁuﬂasnfﬂmpe!smwhurequesstuﬂlemmﬂmustheghenbelw_
{b) The address and/or fax number in the Republic to which the information is to be sant must be given.

(e} Procf of the capacity in which the request is made, # applicable, must be attached.

Full names and sumame:

Identity number:

Paostal address:

Telephone number:

E-mail address:
Capacity in which request is made, when made on behalf of ancther person:

C. Particulars of person on whose behalf request is made

This section must be complated OMLY & a request for information is made on behalf of ancther person.

Full names and surname:

Identity number:

1w IIU“_‘JIG}JUI UL ULLU VO JUS 4700 1 1l Y WIS UG UG UL L0 WO & 1 J Qe
P.O. Box 427 Rivonia 2128
Directors: Leonie Herbst, Tammy Treleven, Peshigan Naidu*, Ryno Olivier*
Registration No.: 2015/198990/07. Vat Registration No.: 4140244341
“Non-Executive Directors
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