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1.
Introduction to DE COMPAGNIE WYNLANDGOED (PTY) LTD


DE COMPAGNIE WYNLANDGOED (PTY) LTD (herein after referred to as 


DE COMPAGNIE WYNLANDGOED (PTY) LTD) was established in 1995

and is a company that is run in accordance with current legislation.


The aim of this is to produce grapes & wine.

DE COMPAGNIE WYNLANDGOED (PTY) LTD practice is situated at      DE COMPAGNIE WYNLANDGOED,BOVLEI ROAD, WELLINGTON and has permanent staff numbering:  5

DE COMPAGNIE WYNLANDGOED (PTY) LTD is a private company   

The members are:


MR J.J. LOUBSER


DR. A.W. SCHEEPERS

2.
Manual

DE COMPAGNIE WYNLANDGOED (PTY) LTD hereby submits a manual in terms of Section 51 of the Promotion of Access To Information Act, No. 2 of 2000.

3.
Section 51(1)(a)


i)
Name of body:
DE COMPAGNIE WYNLANDGOED (PTY) 





LTD 
ii) Contact Person:
Mr J.J Loubser

iii)
Address:

De Compagnie Wynlandgoed, Bovlei Road, 




WELLINGTON 7655

iv) Postal Address:
P.O. Box 395, WELLINGTON, 7654

v)
Telephone number:
021 864 1241
vi)
Facsimile number:
021 864 3620

vii)
E-mail:

j.loubser@stercorp.co.za

4.
Section 51 (1)(b)


Section 10 of the Promotion of Access To Information Act, No. 2 of 2000 states that The Human Rights Commission must prepare a guide containing such information as may be reasonably required by a person who wishes to exercise any right contemplated by the Act.


Access to the guide can be obtained at:



The South African Human Rights Commission



Telephone number:
(011) 484-8300



Facsimile number:
(011) 484 1360



Website:

www.sahrc.org.za



E-Mail:

paia@sahrc.org.za

5.
Section 51(1)(c)

At the time of this publication the minister has not yet published any categories of records of DE COMPAGNIE WYNLANDGOED (PTY) LTD 

6.
Section 51(1)(d)


The records are kept in accordance with the following legislation (Kindly note however that this list is not exhaustive):.

1) Basic Conditions of Employment Act 75 of 1997;

2) Companies Act 61 of 1973;

3) Labour Relations Act 66 of 1995;

4) Employment Equity Act 55 of 1998;

5) Income Tax Act 58 of 1962;

6) Skills Development Levies Act 55 of 1998;

7) Value Added Tax 58 of 1962;

8) Unemployment Insurance Act 30 of 1996;

9) Trade Marks Act 194 of 1993;

7.
Section 51(1)(e)

DE COMPAGNIE WYNLANDGOED (PTY) LTD has the following records as may be appropriate as will appear more fully hereafter:

1) Company Secretarial:



-Articles of Association



-Registers



-Minutes of Meetings



-Statutory returns

2) Movable and Immovable Property:



-Title Deeds



-Lease agreements



-Hire-purchase agreements

3) Intellectual Property:



-Trade Marks



-Patents



-Copyrights



-Licensing agreements

4) Taxation:



-Income Tax Files

5) Insurance:


-Policies



-Insurance claim files

6) Human Resources:



-Policies and procedures



-Employee information



-Personnel files



-Conditions of employment



-Internal evaluation records

 -Patient Records (These records are only available with the consent of that specific patient and/or guardian )

-Certificates and cards proving professional registration at the HPCSA and other relevant authorities

-Dispensing certificate

-Proof of payment of annual registration fees

7) Finance:



-Financial statements



-Reports and returns



-Banking



-Debtors/Creditors lists, statements and invoices.

8) Information Technology:



-System documentation



-Manuals



-Software licences

9) Administration:



-General correspondence


Requesting Records of DE COMPAGNIE WYNLANDGOED (PTY) LTD 
1) Section 53 of the Promotion of Access To Information Acc No. 2 of 2000 clearly states that a request for access to a record must be made in the prescribed form at the address, facsimile or e-mail address of DE COMPAGNIE WYNLANDGOED (PTY) LTD as per clause 4.

2) The requester must supply sufficient particulars to enable the Information Officer to identify the record required as well as the identity of the requester (see Annexure “A” annexed hereto.

3) The requester must pay the prescribed request fee, before any processing of the request is done).

4) The requester must clearly state the right that he/she is seeking to exercise or protect and provide an explanation of why the requested record is required for the exercise or protection of that right.

5) Any request made on behalf of a person must be accompanied with proof of the capacity in which that person is making the request, to the reasonable satisfaction of the Information Officer.

6) The Information Officer will ensure that the request received is processed within 30(thirty) days of having received the request, sooner if at all reasonably possible.

7) In the event that the requester requires a more expedient processing of the request then a special request must be made in this regard.

8) The requester shall then be informed in writing and if so required in any other form as advised, whether the request for access has been granted or not, and the reasons therefore.

8.
Reasons That Access May Be Refused

a)
Any refusal in terms of the Promotion Of Access To Information Act, No. 


2 of 2000;


b)
The protection of a third person’s rights to privacy, when the release of such information would be unreasonable and/or unlawful disclosure of personal information relating to that person.


c)
Mandatory protection of any commercial information of a third party, including but not limited to any trade secret, commercial and/or intellectual property.

d) Any confidential information which is protected by an agreement between the parties;

e) Mandatory protection of a person’s property and/or safety.

f) Any documentation and information that would be considered privileged.

g) Any trade secrets, financial, commercial or technical information relating to business activities of DE COMPAGNIE WYNLANDGOED (PTY) LTD 
h) Any other reason as allowed in law.

9.
Section 51(1)(f)
a) The requester may appeal the decision of DE COMPAGNIE WYNLANDGOED (PTY) LTD 
b) A requester may apply to a court within his/her jurisdiction for relief, within 30(thirty) days after being notified that the request for access to any information/record has been denied, and the requester is dissatisfied with that decision.

c) A third party may apply to a court within his/her jurisdiction for relief, if such third party is dissatisfied with the decision to disclose information/records for whatever reason.

d) Court’s referred to here in are the constitutional court, the High Court of South Africa and any other court of similar status.

10.
Fees To Be Paid


1)
The fee for reproduction referred to in section 52 (3) of the Act, is as 
follows:

R


a) For every photocopy of an A4-size page or part thereof
1,10

b) For every printed copy of an A4-size page or part thereof
held on a computer or in electronic or machine-readable
form







0,75

c) For a copy in a computer-readable form on-

(i) stiffy disc




  
7,50

(ii) compact disc





70,00



d)
(i)
For a transcription of visual images, for an




A4-size page or part thereof



40,00




(ii)
For a copy of visual images



60,00



e)
(i)
for a transcription of an audio record, for an




A4-size page or part thereof



20,00




(ii)
For a copy of an audio record



30,00


2)
The request fee payable by a requester, other than a personal requester, 



referred to in section 54 (1) of the Act is R 50,00.



3)
The access fees payable by a requester referred to in section 54 (7) of the Act, unless exempted under section 54 (8) of the Act, are as follows:



a)
For every photocopy of an A4-size page or part thereof
  1,10

b) For every printed copy of an A4-size page or part thereof
held on a computer or in electronic or machine-readable
form







  0,75

c) For a copy in a computer-readable form on-



 (i)
stiffy disc




 
  7,50

(ii)
compact disc





70,00



d)
(i)
For a transcription of visual images, for an A4-size




page or part thereof



(ii)
For a copy of visual images



60,00



e)
(i)
For a transcription of an audio record, for an 




A4-size page or part thereof



20,00




(ii)
For a copy of an audio record



30,00



f)
To search for the record for disclosure, R 30,00 for each hour or



part of an hour reasonably required for such search

4)
The actual postal fee is payable when a copy of a record must be posted to 
a requester.

5)
For purposes of section 54 (2) of the Act the following applies:

a) Six hours as the hours to be exceeded before a deposit is payable; and

b) one third of the access fee is payable as a deposit by the requester.

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 4]

A.
Particulars of DE COMPAGNIE WYNLANDGOED (PTY) LTD 


Information Officer:

Mr. J.J. Loubser


Physical Address:

De Compagnie Wynlandgoed, Bovlei Road, 



WELLINGTON  7655


Postal Address:

P.O. Box 395, WELLINGTON, 7654


Telephone no.:

021 864 1241


Facsimile:

021 864 3620


E-mail Address:

j.loubser@stercorp.co.za

B.
Particulars of person requesting access to the record

	(a)
The particulars of the person who requests access to the record must be 
recorded below.

(b)
Furnish an address and/or fax number in the Republic to which information 
must be sent.

(c)
Proof of the capacity in which the request is made, if applicable, must be 
attached.


	Full names and surname:
	
	
	

	
	
	
	

	Identity number:
	
	
	

	
	
	
	

	Postal address:
	
	
	

	

	

	

	
	Fax number:
	

	Telephone number:
	
	E-mail address:
	

	Capacity in which request is made, when 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 names and surnames:
	

	
	

	Identity number:
	


D.
Particulars of record


(a)
Provide full particulars of the record to which access is requested, including the reference number if that is known to you, to enable the record to be located.

(b)
If the provided space is inadequate please continue on a separate folio and attach it to this form.  The requester must sign all the additional folios.

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

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	2.
	
	Reference number, if available:
	


	3.
	
	Any further particulars of record:
	

	
	
	
	

	
	
	
	

	
	
	
	


E.
Fees



(a)
A request for access to a record, other than a record containing personal information about yourself, will be processed only after a request fee has been paid.

(b) You will be notified of the request fee.

(c) The fee payable for access to a record depends on the form in which access is required and the reasonable time required to search for and prepare a record.

(d) If you qualify for exemption of the payment of any fee, please state the reason therefore.

	Reason for exemption from payment of fees:
	

	
	

	
	


F.
Form of access to record



If you are prevented by a disability to read, view or listen to the record in the form of access provided for in 1 to 4 hereunder, state your disability and indicate in which form the record is required.

	Disability:
	
	Form in which record is required:
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Mark the appropriate box with an “X”.


NOTES:


(a)
Your indication as to the required form of access depends on the form in which 



the record is available.

(b) Access in the form requested may be refused in certain circumstances.  In such a case you will be informed if access will be granted in another form.

(c) The fee payable for access to the record, if any, will be determined party by the 


form in which access is requested.

	1.
	If the record in written or printed form -
	
	

	
	copy of record*
	
	inspection of record

	2.
	If record consists of visual images –

(this includes photographs, slides, video recordings, compute-generated images, sketches, etc.)
	

	
	View the images
	
	Copy of the images*
	
	Transcription of the images*

	3.
	If record consists of recorded words or information which can be reproduced in sound -
	
	

	
	listen to the soundtrack

(audio cassette)
	
	transcription of soundtrack*

(written or printed document)


	4.
	If record is held on computer or in an electronic or machine-readable form -
	
	

	
	printed copy of record*
	
	printed copy of information derived from the record
	
	Copy in computer readable form*

(stiffy or compact disc)

	*If you requested a copy or transcription of a record(above), do you wish the copy or transcription to e posted to you?

A postal fee is payable.
	YES
	NO


G.
Particulars of right to be exercised or protected



If the provided space is inadequate please continue on a separate folio and attach it to 
this form


The requester must sign all the additional folios.

	1.
	Indicate which right is to be exercised or protected:
	

	
	

	
	


	2.
	 Explain why the requested record is required for the exercising or protection of aforementioned right:

	
	

	
	


H.
Notice of decision regarding request for access



You will be notified in writing whether your request has been approved/denied.  If you wish to be informed thereof in another manner, please specify the manner and provide the necessary particulars to enable compliance with your request.

	How would you prefer to be informed of the decision regarding your request for access to the record?

	
	

	
	


	Signed at
	
	this
	
	day of
	
	20


	
	



SIGNATURE OF REQUESTER / PERSON ON 

       WHOSE BEHALF REQUEST IS MADE

