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1. INTRODUCTION TO THE LEGALB 
LegalB conducts business as a supplier of legislation information and compliance and transgression tools.   

2. LEGALB CONTACT DETAILS 

(Information provided in terms of Section 51(1)(a) of the ACT)

Person designated/duly authorised: 

	Sole Proprieter


	Name


	Rita V Felgate

	Postal address
	9 Mayo Road, 2192

	Street address 
	9 Mayo Road, 2192

	Telephone numbers 
	(011) 486 2978

	Fax numbers 
	(011) 486 2978

	Electronic Mail Address 
	http://www.legalb.co.za/index_files/Page896.htm



3. THE ACT

3.1
The ACT grants a requester access to records held by LegalB, if the record is required for the exercise or protection of any rights. If a public body lodges a request in order to exercise or protect a right other than its own, the public body must be acting in the public interest (s50(2)).

3.2
Requests in terms of the ACT shall be made in accordance with the prescribed procedures, at the rates provided. The forms and tariffs applicable are dealt with in paragraphs 6 and 7.

4.
THE SAHRC GUIDE


(Information provided in terms of s51(1)(b) of the ACT)

4.1
Requesters are referred to the Guide to be compiled by the South African Human Rights Commission ("SAHRC") in accordance with s10 of the ACT, which will contain information for requesters as to how to exercise their Constitutional Right to access information. 

4.2
Government Notice No. R187 of 15th February 2002 sets forth how the SAHRC should make the Guide Available. 

4.3
The contact details of the South African Human Rights Commission are:

Postal Address:

-
The SA Human Rights Commission, PAIA Unit

The Research and Documentation Department

Private Bag 2700, Houghton, 2041

Telephone Number: 
-
+27-11-484 8300 

Fax Number: 

-
+27-11-484 0582 

Email:


-
PAIA@sahrc.org.za
Website: 

-
http://www.sahrc.org.za
5.
CATEGORIES OF RECORD FREELY AVAILABLE FROM LEGALB 
(Information provided in terms of s51(1)(c) of the ACT)


Records which are freely available from LegalB are available at our website http://www.legalb.co.za
The ACT makes provision, in s52(2)(a), for the publication by Government Notice of categories of records held by LegalB which are automatically available, and for which the requester need not follow the requirements as laid out in the ACT.  No such Notice has yet been published.

Notices in terms of s52(2) of the ACT can be found at http://www.doj.org.za.

6.
Records held by LEGALB in terms of other legislation


(Information provided in terms of s51(1)(d) of the ACT)


A variety of legislation requires that LegalB hold particular categories of records. LegalB holds records as is required by the following pieces of legislation, as amended:

· The Income Tax Act 58 of 1962

· The Companies Act 61 of 1973

· The Protected Disclosure Act 26 of 2000

· The Promotion of Access to Information Act 2 of 2000

· The Electronic Communications and Transactions Act, No. 25 of 2002

The nature of the records held by LegalB in terms of the above legislation is detailed in the legislation itself, and in regulations and notices published under that legislation.

7. PROVISION FOR DISCLOSURES AND NON-DISCLOSURES ALLOWED BY THE ACT


(Information provided in terms of s51(1)(e) of the ACT)

The ACT makes provision for mandatory disclosure or non-disclosure, or discretionary disclosure, of records, for a variety of reasons.  This affects accessibility of records held by LegalB.  

The access status of records, and reasons provided for in the ACT are summarised in the table below for the convenience of requesters:

	Access status
	Reason for disclosure, non-disclosure or discretionary disclosure

	May be Disclosed
	Public Access Document (e.g.: s51(1)(c))

	May not be Disclosed
	Request after commencement of criminal or civil proceedings (s7)

	May be Disclosed
	Subject to Copyright

	Limited Disclosure
	Personal Information that belongs to the requester of that information (s61)

	May not be Disclosed
	Unreasonable disclosure of personal information of Natural Person (s63(1))

	May not be Disclosed
	Likely to harm the commercial or financial interests of third parties (s64(1)(a) and (b))

	May not be Disclosed
	Likely to harm LegalB or third party in contract or negotiations (s64(1)(c))

	May not be refused
	Results of compliance test / investigation which reveal serious public safety / environmental risks (s64(2); s68 (2))

	May not be Disclosed
	Would breach a duty of confidence owed to a third party in terms of an Agreement (s65)

	May not be Disclosed
	Likely to compromise the safety of individuals or protection of property or systems (s66)

	May not be Disclosed
	Legally privileged document (s67)

	May not be Disclosed
	Commercial information of Private Body s68)

	May not be Disclosed
	Likely to prejudice research and development information of LegalB or a third party (s69)

	May not be refused
	Disclosure in public interest (s70)


8. RECORDS HELD BY LEGALB 
(Information provided in terms of s51(1)(e) of the Act)


In order to facilitate a request for a record held by LegalB, the following classification of records into subjects, and categories within each subjects, is provided in the table below:

	Subject Classification
	Category of Record in each Subject Classification

	Communications / Public Affairs
	

	
	Public Product Information

	
	Public Corporate Records

	
	Public records held in terms of other legislation

	
	Media Releases

	
	Papers presented at conferences and workshops

	
	Mission Statement

	Education and Training
	

	
	Workshops and Seminars

	
	Registration and Achievements at Workshops and Seminars

	
	Certificates Issued to Workshops and Seminars

	Privacy
	

	
	Privacy Policy

	
	Privacy Records

	Financial
	

	
	Financial Statements

	
	Financial and Tax Records (LegalB and Employees)

	
	Asset Register

	
	Budgets

	
	Income and Expenditure sheets

	
	Management Accounts

	
	Debtor and Creditor lists

	
	Invoices and Statements

	Human Resources
	

	
	Staff Personnel Records

	
	Employment Contracts

	
	Policies and Procedures

	
	Health and Safety Records

	
	Staff Meetings

	
	Staff Training and development

	
	Salaries and Wages

	
	Employment equity

	
	Accidents and incident reports

	Legal / Secretarial
	

	
	Members 

	
	Profit incentive schemes

	
	Resolutions – Members

	
	General Contract Documentation

	
	Trade Marks

	
	Statutory Records

	Legislation
	Records available to the public in terms of  other legislation

	
	Records kept in terms of legislation that are not available to the public

	Marketing
	

	
	Advertising

	
	Marketing Information

	
	Public Customer Information

	
	Service and Products range and pricing

	
	Manuals

	
	Field Records

	
	Performance Records

	
	Product Sales Records 

	
	Marketing Strategies

	
	Customer Database

	Operational Information
	Telephone and address lists and the like

	
	Correspondence

	
	Work schedules

	Production / Logistics
	

	
	Production Records

	Production Engineering
	

	
	Equipment and Component Specifications

	
	Engineering Records

	Professional Reports
	

	
	Compliance and Transgression

	
	Legal Registers

	
	Other

	
	Assessments

	Quality
	

	
	Quality Records

	Research
	


9. FORM OF REQUEST

(Information provided in terms of s51(1)(e) of the ACT)

To facilitate the processing of your request, kindly follow the above procedure:

9.1
Use the prescribed form, as per Government Notice No. 187 of 15 February 2002, which is available on the website of the SOUTH AFRICAN HUMAN RIGHTS COMMISSION at http://www.sahrc.org.za, or on website of THE DEPARTMENT OF JUSTICE AND CONSTITUTIONAL DEVELOPMENT (under "Regulations") at http://www.doj.gov.za
9.2
Address your request to the Managing Member at the addresses and telephone numbers listed in Section 2 above.

9.3
Provide sufficient details to enable LegalB to identify: 

(a)
The record(s) requested;

(b)
The requester (and if an agent is lodging the request, proof of capacity to act on behalf of the requester);

(c)
The form of access required;

(d)
(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) the manner and particulars thereof;

(e)
The right which the requester is seeking to exercise or protect with a full  explanation of the reason the record is required to exercise or protect the right.

It should be noted that Section 36 of the South African Constitution Act 108 of 1996 limits personal rights to the extent that it is reasonable and justifiable taking into consideration the following:


(a) the nature of the right;
(b) the importance of the purpose of the limitation;
(c) the nature and extent of the limitation;
(d) the relation between the limitation and its purpose; and 
(e) less restrictive means to achieve the purpose;


and the balancing of competing interests of third parties and an entity as a juristic entity.


10. PRESCRIBED FEES


(Further information supplied in terms of s51((1)(e) of the ACT)

To facilitate our processing of your request, please note the following:  As per Government Notice No. R187 of 15 February 2002, the following applies to requests (other than personal requests requesting personal information about the requester):

10.1
A requestor is required, on notice from LegalB in compliance with s54 of the ACT, to pay the prescribed fees before a request will be processed;

10.2
If the preparation of the record requested requires more than the prescribed hours, a deposit shall be paid;

10.3
A requestor may lodge an application with a court against the tender/payment of the request fee and/or deposit;

10.4
Records may be withheld until the fees have been paid;

10.5
The fee structure is available on the website of the SOUTH AFRICAN HUMAN RIGHTS COMMISSION at http://www.sahrc.org.za, or the website of THE DEPARTMENT OF JUSTICE AND CONSTITUTIONAL DEVELOPMENT (under regulations) at http://www.doj.gov.za.

11

UPDATE OF MANUAL


(Information as required by s51(1)(f) of the ACT)


From time to time, the information in this manual will be updated as prescribed in order to retain compliance with the ACT.  The information contained in this manual is correct as of 2008/07/11.






Rita Felgate
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