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1. LIST OF ACRONYMS AND ABBREVIATIONS 

 
1.1 “CEO” Chief Executive Officer 

 
1.2 “DIO” Deputy Information Officer; 

 
1.3 “IO“ Information Officer; 

 
 

1.4 “Minister” Minister of Justice and Correctional Services; 

 
1.5 “PAIA” Promotion of Access to Information Act No. 2 of 2000 (as 

Amended; 

 
1.6 “POPIA” Protection of Personal Information Act No.4 of 2013; 

 
1.7 “Regulator” Information Regulator; and 

 
 

1.8 “Republic” Republic of South Africa 
 
 

2. PURPOSE OF PAIA MANUAL 
 
 
This PAIA Manual is useful for the public to- 

 
2.1 check the categories of records held by a body which are available without a person 

having to submit a formal PAIA request; 

 

2.2 have a sufficient understanding of how to make a request for access to a record of 

the body, by providing a description of the subjects on which the body holds records 

and the categories of records held on each subject; 

 
2.3 know the description of the records of the body which are available in accordance 

with any other legislation; 

2.4 access all the relevant contact details of the Information Officer and Deputy 

Information Officer who will assist the public with the records they intend to access; 

 
2.5 know the description of the guide on how to use PAIA, as updated by the Regulator 

and how to obtain access to it; 
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2.6 know if the body will process personal information, the purpose of processing 

personal information and the description of the categories of data subjects and of 

the information or categories of information relating thereto; 

 
2.7 know the description of the categories of data subjects and of the information or 

categories of information relating thereto; 

 
2.8 know the recipients or categories of recipients to whom the personal information 

may be supplied; 

 
2.9 know if the body has planned to transfer or process personal information outside the 

Republic of South Africa and the recipients or categories of recipients to whom the 

personal information may be supplied; and 

 
2.10 know whether the body has appropriate security measures to ensure the 

confidentiality, integrity and availability of the personal information which is to be 

processed. 

 
 
3. INTRODUCTION TO J&M FINANCIAL SERVICES (PTY) LTD 
 
J&M Financial Services (Pty) Ltd was registered in 1990. J&M’s is a service company that provides 
a wide range of services to its clients.  Our services include accounting, auditing, secretarial and 
taxation.   
 
The above services are in many cases regulated by law: 
  
 Income tax Act No. 58 of 1962 
 Administration of Estates Act 66 of 1965 
 Close Corporation Act No. 69 of 1984 
 Trust Property Control Act 57 of 1988 
 Companies Act and Regulations No. 71 van 2008 
 Legal Practice Act No. 28 of 2014 
 Property Practitioner Act No. 22 of 2019.   
 
To name but a few. 
 
The owners of the Company are all registered at one of the following boards: Independent 
Regulatory Board for Auditors (IRBA), the SA Institute of Chartered Accountants (SAICA), The SA 
Institute for Professional Accountants (SAIPA) and The SA Institute of Tax Practitioners (SAIT). 
 
All these boards ensure proper training of J&M’s staff through regulation, and a high standard of 
continued professional education through stringent monitoring procedures. 
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4. KEY CONTACT DETAILS FOR ACCESS TO INFORMATION OF J & M FINANCIAL 

SERVICES (PTY) LTD 

 

4.1 Chief Information Officer 
 
 

Name: LAMBERT PETRUS LE ROUX 

Tel: 012-5480099 

Email: bertus@jmoosthuizen.co.za 

Fax number: N/A 
 
 

4.2 Deputy Information Officer  

 
Name: PETRONELLA JOHANNA VAN ROOYEN 

Tel: 012-5480099 

Email: petra@jmoosthuizen.co.za 

Fax Number: N/A 
 
 

4.3 Access to information general contacts 

 
                   Email: bertus@jmoosthuizen.co.za 
 

 
4.4  Contact details 

 
 
  Postal Address:         591 Besembiesie Road, Magalieskruin X23, Pretoria,  
                                                         Gauteng, 0182 
 
 
                Physical Address:           591 Besembiesie Road, Magalieskruin X23, Pretoria,  
                                                       Gauteng, 0182 
 
 
                 Telephone:                     012-5480099 

 
                 Email:                             bertus@jmoosthuizen.co.za 

 
                 Website:  https://jmfinancial.co.za 
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5. GUIDE ON HOW TO USE PAIA AND HOW TO OBTAIN ACCESS TO THE GUIDE 
 
 

5.1 The Regulator has, in terms of section 10(1) of PAIA, as amended, updated and 

made available the revised Guide on how to use PAIA (“Guide”), in an easily 

comprehensible form and manner, as may reasonably be required by a person who 

wishes to exercise any right contemplated in PAIA and POPIA. 

 
5.2 The Guide is available in each of the official languages and in braille. 

 

5.3 The aforesaid Guide contains the description of- 

 
5.3.1    the objects of PAIA and POPIA; 

 
5.3.2 the postal and street address, phone and fax number and, if available, 

electronic mail address of- 

 
5.3.2.1 the Information Officer of every public body, and 

 
5.3.2.2 every Deputy Information Officer of every public and private  

                body designated in terms of section 17(1) of PAIA1 and 

                section 56 of POPIA2; 

 
5.3.3 the manner and form of a request for- 

 
5.3.3.1 access to a record of a public body contemplated in section 

                                         113; and 

 

____________________________________________________________________________ 
 

1 Section 17(1) of PAIA- For the purposes of PAIA, each public body must, subject to legislation governing the employment of 
personnel of the public body concerned, designate such number of persons as deputy information officers as are necessary to 
render the public body as accessible as reasonably possible for requesters of its records. 

2 Section 56(a) of POPIA- Each public and private body must make provision, in the manner prescribed in section 17 of the 
Promotion of Access to Information Act, with the necessary changes, for the designation of such a number of persons, if any, as 
deputy information officers as is necessary to perform the duties and responsibilities as set out in section 55(1) of POPIA. 

3 Section 11(1) of PAIA- A requester must be given access to a record of a public body if that requester complies with all the 
procedural requirements in PAIA relating to a request for access to that record; and access to that record is not refused in terms of 
any ground for refusal contemplated in Chapter 4 of this Part. 
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5.3.3.2 access to a record of a private body contemplated in section 

                 504; 

 
5.3.4 the assistance available from the IO of a public body in terms of PAIA and 

POPIA; 

 
5.3.5 the assistance available from the Regulator in terms of PAIA and POPIA; 

 
5.3.6 all remedies in law available regarding an act or failure to act in respect of 

a right or duty conferred or imposed by PAIA and POPIA, including the 

manner of lodging- 

 
5.3.6.1 an internal appeal; 

 
5.3.6.2 a complaint to the Regulator; and 

 
 

5.3.6.3 an application with a court against a decision by the information 

officer of a public body, a decision on internal appeal or a 

decision by the Regulator or a decision of the head of a private 

body; 

 
5.3.7 the provisions of sections 145 and 516 require a public body and private 

body, respectively, to compile a manual, and how to obtain access to a 

manual; 

 
5.3.8 the provisions of sections 157 and 528 providing for the voluntary disclosure 

of categories of records by a public body and private body, respectively; 

______________________________________________________________________________ 
4 Section 50(1) of PAIA- A requester must be given access to any record of a private body if- 

a) that record is required for the exercise or protection of any rights; 
b) that person complies with the procedural requirements in PAIA relating to a request for access to that record; and 
c) access to that record is not refused in terms of any ground for refusal contemplated in Chapter 4 of this Part. 

5 Section 14(1) of PAIA- The information officer of a public body must, in at least three official languages, make available a manual 
containing information listed in paragraph 4 above. 

 
6 Section 51(1) of PAIA- The head of a private body must make available a manual containing the description of the information 
listed in paragraph 4 above. 

7 Section 15(1) of PAIA- The information officer of a public body, must make available in the prescribed manner a description of the 
categories of records of the public body that are automatically available without a person having to request access 

8 Section 52(1) of PAIA- The head of a private body may, on a voluntary basis, make available in the prescribed manner a description 
of the categories of records of the private body that are automatically available without a person having to request access 
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5.3.9 the notices issued in terms of sections 229 and 5410 regarding fees to be 

paid in relation to requests for access; and 

 
5.3.10 the regulations made in terms of section 9211. 

 
 

5.4 Members of the public can inspect or make copies of the Guide from the offices of 

        the public and private bodies, including the office of the Regulator, during normal  

        working hours. 

 
5.5 The Guide can also be obtained- 

 
5.5.1 upon request to the Information Officer; 

 
 

5.5.2 from the website of the Regulator (https://www.justice.gov.za/inforeg/). 
 

 
6. CATEGORIES OF RECORDS OF J & M FINANCIAL SERVICES (PTY) LTD WHICH ARE 

AVAILABLE WITHOUT A PERSON HAVING TO REQUEST ACCESS IN TERMS OF 

THE ACT IN TERMS OF SECTION 52(2). Section 51(1)(c) 

 

No notice of such records has been made to the Minister. 

 

 

 

 

_______________________________________________________________________________________ 
 

9 Section 22(1) of PAIA- The information officer of a public body to whom a request for access is made, must by notice require the 
requester to pay the prescribed request fee (if any), before further processing the request. 

10 Section 54(1) of PAIA- The head of a private body to whom a request for access is made must by notice require the requester to 
pay the prescribed request fee (if any), before further processing the request. 

 
11 Section 92(1) of PAIA provides that –“The Minister may, by notice in the Gazette, make regulations regarding- 

(a) any matter which is required or permitted by this Act to be prescribed; 
(b) any matter relating to the fees contemplated in sections 22 and 54; 
(c) any notice required by this Act; 
(d) uniform criteria to be applied by the information officer of a public body when deciding which categories of records are to 

be made available in terms of section 15; and 
(e) any administrative or procedural matter necessary to give effect to the provisions of this Act.” 
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7. DESCRIPTION OF THE RECORDS OF J & M FINANCIAL SERVICES (PTY) LTD WHICH 

ARE AVAILABLE IN ACCORDANCE WITH ANY OTHER LEGISLATION (Section 

51(1)(d)) 

 

Records that are kept in accordance with the following legislation: 

Income Tax Act No. 58 of 1962: PAYE records, tax assessments and corporate tax  
     Returns. 
 Companies Act, Act 71 of 2008, and regulations: Memorandum of Incorporation, director 

Details and share registers. 
 Compensation for Occupational Injuries and Diseases Act, Act 130 of 1993: 

Compensation claims and accident logs. 
 Basic Conditions of Employment Act, Act 75 of 1997: Employee records, attendance 

registers and salary logs. 
 Labour Relations Act, Act 66 of 1995: Disciplinary records, collective agreements and 

CCMA documentation. 
 Skills Development Act, Act 97 of 1998: Structured learnership through Seta (Sector 

Education and Training Authorities) with FASSET (Finance and Accounting Services 
Sector Education and Training Authority) registered learnerships. 

 Skills Development Levies Act, Act 9 of 1999: SDL records 
 Unemployment Insurance Act, Act 63 of 2001 
 Unemployment Insurance Contributions Act, Act4 of 2002: Records of UIF contributions 
 Value Added Tax Act, Act 89 of 1991: Records of VAT calculations, returns, reviews and 

audits 
 PAIA Manual Promotion of Access to Information Act 2 of 2000: PAIA Manual 

 
 
8. DESCRIPTION OF THE SUBJECTS ON WHICH THE BODY HOLDS RECORDS AND 

CATEGORIES OF RECORDS HELD ON EACH SUBJECT BY J&M FINANCIAL 

SERVICES (PTY) LTD 

 

8.1 Purpose of Processing Personal Information 
 

The purpose or reasons for processing personal information: 

 
Employment & Human Resources 
 
 Recruitment: Evaluating job applications, conducting background or reference checks, and 

managing candidate communication. 
 Payroll & Benefits: Processing salaries, deducting taxes (SARS/UIF), and managing 

medical aid or pension contributions. 
 Performance Evaluations: Tracking staff attendance, conducting disciplinary processes, 

and reviewing work performance.  
 

Client Management 
 
 Service Delivery: Procuring all information needed to provide services requested, fulfilling 

contracts, or responding to direct client queries. 
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8.2 Categories of records held by J&M 
 
8.2.1 Client records 
 

 Client contact details and their representatives 
 
 Tax information 

- VAT, PAYE, SDL, UIF, WCF, Income tax, Dividends tax, Securities and  
  Transfer tax 

(a) Reference no. 
(b) Returns 
(c) Calculations of the above 

 
 Audit information 

- Audit files as ultimately prescribed by the Independent Regulatory Board for  
  Auditors (IRBA) under the Auditing Professions Act 26 of 2005 
- Independent Reviews: The enforcement and monitoring as overseen by the  
   Companies and Intellectual Property Commission (CIPC) and done in terms  
   of ISRE 2400 (Revised) 
 

 Financial Statements 
- Annual Financial Statements 
- Management Financial statement 
- Accounting records detailing the above. 

 
8.2.2 Other records 
 

Operational information 
 
This information can be defined as information needed in the 
day-to-day running of the organization and is generally of 
little to no use to people outside the organization. (Examples 
of such information are: requisitions, internal telephone lists, 
address lists, company policies, directives, contracts, 
employee records and general “housekeeping” information). 

 
Training Seminars and Events 
Trainee accountant records 
Training offices files as lodged with FASSET (SETA) 
Financial records, including accounting and taxation records. 

 
8.3  The recipients or categories of recipients to whom the personal information  
       may be supplied 

 
 Statutory Oversight Bodies: The Information Regulator, FASSET (the Finance and  

Accounting Services Sector Education and Training Authority), or relevant  
administrative watchdogs.  

 Non-Statutory Professional Body and a Professional Accountancy 
Organisation: SAIPA and SAIT for learnerships and Continuing Professional 
Development records 

 Law Enforcement & Judicial Forums: Courts, tribunals, arbitration forums, 
ombudsmen, or police agencies upon lawful request or discovery.  
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 Tax & Revenue Authorities: The South African Revenue Service (SARS) or similar 
fiscal authorities, i.e. Unemployment Insurance Fund and Compensation (UIF) or 
Occupational Injuries and Diseases Authority (COIDA).  

 Contracted Third-Party Providers: Payroll administrators, cloud storage hosts, IT 
maintenance vendors, and recruitment or background-check agencies. 

 Financial Institutions: Banks and payment processors involved in transactions.  
 Employee Benefit Schemes: Medical aid providers and pension funds (for 

personnel records).  
 PAIA Requesters: Members of the public who successfully apply for access to 

records under PAIA.  
 

8.4 Planned transborder flows of personal information 
 
The company has not planned transborder flows of personal information.  
 

8.5 General description of Information Security Measures to be implemented by the 

responsible party to ensure the confidentiality, integrity and availability of the 

information 

Our technical and organizational security controls on how we protect records against  
unauthorised access, loss, or damage.  
 
 Physical Security: Lockable safe and filing cabinets, restricted office access. 
 Digital Security: Password protections, firewalls, and up-to-date anti-virus software. 
 Access Control: Need-to-know restrictions and role-based user permissions. 
 Third-Party Security: Non-disclosure agreements signed by operators, contractors,  
     and service providers. 

 

8.6 How to request a record [See pro forma request form in Section 10] 
 

Section 53 prescribes that the requester must use the prescribed form to 
make the request for access to a record. This must be done to the head 
of the private body, or his duly authorized deputy. This request must be 
made to the address, fax number or electronic mail address of the body 
concerned. 

 
The requester must provide sufficient details on the request form to 

enable the head of the private body to identify the record and the 
requester. The requester should also indicate which form of access is 
required. The requester should also indicate if he or she wishes to be 
informed in any other manner and state the necessary particulars to be 
so informed. 

 
The requester must identify the right that he or 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. 

 
If a request is made on behalf of a person, the requester must then 

submit proof of the capacity in which the requester is making the 
request to the satisfaction of the head of the private body. 

 
The head of the private body must notify the requester (other than a 

personal requester) by notice, requiring the requester to pay the 
prescribed fee (if any) before further processing the request. 
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The fee for private bodies is R140 (section 9). The requester may lodge an internal 
appeal or an application to the court against the tender or payment of 
the request fee. 

 
If the request is granted then a further access fee must be paid for the 

reproduction and search and preparation, and for any time that has 
exceeded the prescribed hours to search and prepare the record for 
disclosure. 

 
The head of the private body will then make a decision on the request and 
notify the requester in the required form. 

 
 

9. FEES IN RESPECT OF PRIVATE BODIES 

 
PAIA Fees Structure 
 
https://inforegulator.org.za/paia-fees-structure-2/ 
 
 
10. PRESCRIBED REQUEST FORM 
 
https://inforegulator.org.za/paia/ 
 
 
11. AVAILABILITY OF THE MANUAL 
 
 

11.1 A copy of the Manual is available- 

 
11.1.1 On, https://jmfinancial.co.za, if any; 

 

11.1.2 the office of J&M FINANCIAL SERVICES (PTY) LTD for public inspection 

during normal business hours; 

 
11.1.3 to any person upon request and upon the payment of a reasonable 

prescribed fee; and 

 
11.1.4 to the Information Regulator upon request. 

 
11.2 A fee for a copy of the Manual, as contemplated in annexure B of the Regulations,  

         shall be payable per each A4-size photocopy made. 

 

 

 

 



 

Page 13 of 13 

 

 

12. UPDATING OF THE MANUAL 
 
The head of J & M FINANCIAL SERVICES (PTY) LTD will update this manual on a regular basis. 
 
 

 
Issued by 
 
 
 

 

 

LAMBERT PETRUS LE ROUX 

INFORMATION OFFICER 


