Promotion of Access to Information Act

THE PEKAY GROUP (PTY) LTD
MANUAL PREPARED IN ACCORDANCE WITH SECTION 51 OF THE PROMOTION OF ACCESS TO INFORMATION ACT 2 OF 2000
1. INTRODUCTION
The Pekay Group (Pty) Ltd is a firm that conducts a general legal practice.

2. COMPANY CONTACT DETAILS
Name of body: The Pekay Group (Pty) Ltd
Requests for access to information should be addressed to:

	Mr A. Z. Poklewski 
Managing Partner 

	Postal address:
	The Pekay Group (Pty) Ltd 
P O Box 43116
Industria
2042
South Africa

	Physical address:
	24 Fulton Street 
Industria West
Johannesburg
2093
South Africa

	Telephone:
	+27 11 309 1500 begin_of_the_skype_highlighting              end_of_the_skype_highlighting

	Facsimile:
	+27 11 474 8107

	E-mail:
	infojhb@pekaygroup.co.za

	Website:
	http://www.pekaygroup.com


3. GUIDE IN TERMS OF SECTION 10 OF THE ACT
The section 10 Guide on how to use the Act is available from the South African Human Rights Commission. Enquiries can be directed to:

The South African Human Rights Commission:
PAIA Unit
Private Bag 2700
Houghton
2041

Tel: +27-11-484-8300 begin_of_the_skype_highlighting              +27-11-484-8300      end_of_the_skype_highlighting
Fax: +27-11-484-0582
Website: http://www.sahrc.org.za
Email: PAIA@sahrc.org.za
4. RECORDS AVAILABLE IN TERMS OF LEGISLATION OTHER THAN THE PROMOTION OF ACCESS TO INFORMATION ACT 2 OF 2000.
Documents are held in accordance with statutory provisions that include those in the following Acts. This list is not exhaustive.

· Basic Conditions of Employment Act 75 of 1997
· Companies Act 61 of 1973 & 75 of 2008
· Employment Equity Act 55 of 1998

· Hazardous Substances Act 15 of 1973
· Income Tax Act 58 of 1962

· Labour Relations Act 66 of 1995
· Occupational Health and Safety Act 85 of 1993

· Skills Development Act 97 of 1998

· Skills Development Levies Act 9 of 1999
· Trade Marks Act No 194 of 1993
· Unemployment Insurance Act 63 of 2001
· Value Added Tax Act 89 of 1991

· Workmen’s Compensation Act 20 of 1941
5. CATEGORIES OF RECORDS HELD 
Companies Act Records:
· Documents of Incorporation
· Memorandum and Articles of Association
· Minutes of Board and Directors Meetings
· Records relating to the appointment of directors, auditors, secretary and public officer
· Share Certificates
· Share register and other statutory registers and records
Financial and Administrative records:

· Annual Financial statements
· Asset registers
· Audit reports
· Bank account reconciliations
· Banking records
· Company secretarial records

· Contracts and agreements

· Debtors’ information

· General ledger

· Insurance records

· Leases

· Management accounts

· Property records

· Stock records

· Tax records

· Trademark records

· VAT records

· Vouchers and invoices

Human Resources records:

· Contracts of employment

· Disciplinary records
· Employment equity reports

· Employee records

· Health and Safety records

· Leave records

· Payroll information

Sales and Marketing records:

· Customer information

· Contracts with customers

· Market information

· Product brochures

· Product price lists

· Product sales records

Information Technology records:

· Software licenses
· Software programs
Manufacturing records:

· Production records

· Quality specifications

· Technical specifications

Contracts and agreements
Records and information required for the exercise or protection of any rights will be made available subject to the provisions of the Promotion of Access to Information Act 2 of 2000. Access to records may be refused on grounds specified in the Act.

6. FORM OF REQUEST
The requester must use the prescribed form to make the request for access to a record. Request forms can be obtained on the South African Human Rights Commission (SAHRC) web site http://www.sahrc.org.za . The request must be made to the contact person at the address, fax number of electronic mail address given in paragraph 2 of this Manual.

7. PRESCRIBED FEES
A requester who seeks access to a record containing personal information about that requester is not required to pay the request fee. Every other requester must pay the required request fee of R50.00. The fee structure can be obtained on the South African Human Rights Commission (SAHRC) web site http://www.sahrc.org.za
8. AVAILABILITY OF THE MANUAL
This manual is available for inspection at the offices of The Pekay Group (Pty) Ltd at no cost. Copies of the manual may be obtained, subject to the prescribed fees, from these offices. The manual can also be accessed on the web sites of the SAHRC http://www.sahrc.org.za and of The Pekay Group (Pty) Ltd http://www.pekaygroup.com and it will be published in the Government Gazette. The manual accessible in the Government Gazette and on the websites of The Pekay Group (Pty) Ltd and of the SAHRC do not include the request forms or fee structure.
