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Data Classification: Public

1. DEFINITIONS

1.1. “Company” means CDW South Africa (Pty) Ltd;

1.2.  “Customer” means any natural or juristic person that received or receives services
from the Company;

1.3.  “Data Subject” has the meaning ascribed thereto in Section 1 of POIA being the
person to whom personal information relates to;

1.4. “PAIA” means the Promotion of Access to Information Act No. 2 of 2000, as
amended;

1.5. “POPIA” means the Protection of Personal Information Act No. 4 of 2013; as may be
amended;

1.6.  “Personal Information” has the meaning ascribed thereto in section 1 of POPIA;

1.7.  “Personnel” means any person who works for or provides services to, or on behalf of
the Company, and received or is entitled to receive remuneration and any other
person who assists in carrying out or conducting the business of the Company, which
includes, without limitation, directors (executive and non-executive), all permanent,
temporary and part-time employees as well as contract workers; and

1.8.  “Regulator” means Information Regulator.

2. PREAMBLE

1.9.  This information manual has been compiled in accordance with the requirements of

PAIA. The Company is a private body as defined in PAIA. This manual contains the
information specified in section 51(1) of PAIA, which is applicable to such private
bodies. This manual provides an outline of the types of records held by the Company

and the various companies and trusts in respect of which the Company exercises
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control, as referred to above, and explains how a person may submit requests for

access to these records in terms of PAIA.

1.10. PAIA came into operation on 9 March 2001. PAIA seeks, among other things, to give
effect to the Constitutional right of access to any information held by the State or by
any other person where such information is required for the exercise or protection of
any right and gives natural and juristic persons the right of access to records held by
either a private or public body, subject to certain limitations, in order to enable them
to exercise or protect their rights. Where a request is made in terms of PAIA to a
private body, that private body must disclose the information if the requester is able
to show that the record is required for the exercise or protection of any rights and
provided that no grounds of refusal contained in PAIA are applicable. PAIA sets out

the requisite procedural issues attached to information requests.

1.11. Section 51 of PAIA obliges private bodies to compile a manual to enable a person to
obtain access to information held by such body and stipulates the minimum

requirements that the manual has to comply with.

1.12. This Manual constitutes the Company’s PAIA manual. This Manual is compiled in
accordance with section 51 of PAIA as amended by POPIA, which gives effect to
everyone’s Constitutional right to privacy and largely commenced on 1 July 2020.
POPIA promotes the protection of personal information processed by public and
private bodies, including certain conditions to establish minimum requirements for
the processing of personal information. POPIA amends certain provisions of PAIA,
balancing the need for access to information against the need to ensure the
protection of personal information by providing for the establishment of an
Information Regulator to exercise certain powers and perform certain duties and
functions in terms of POPIA and PAIA, providing for the issuing of codes of conduct
and providing for the rights of persons regarding unsolicited electronic
communications and automated decision making in order to regulate the flow of

personal information and to provide for matters concerned therewith.
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This PAIA manual also includes information on the submission of objections to the
processing of personal information and requests to delete or destroy personal

information or records thereof in terms of POPIA.

3. PURPOSE OF PAIA MANUAL

This PAIA Manual is useful for the public to -

1.14.

1.15.

1.16.

1.17.

1.18.

1.19.

1.20.

1.21.

check the categories of records held by the Company which are available without a

person having to submit a formal PAIA request;

have a sufficient have a sufficient understanding of how to make a request for access
to a record of the Company, by providing a description of the categories of records

which the Company holds;

know the description of the records of the Company which are available in

accordance with any other legislation;

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

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

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

and how to obtain access to it;

know if the Company processes Personal Information, the purpose of processing of
Personal Information and the description of the categories of Data Subjects and of

the information or categories of information relating thereto;

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

may be supplied;

know if the Company 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
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1.22. know whether the Company has appropriate security measures to ensure the

confidentiality, integrity and availability of the Personal Information which is

processed.

KEY CONTACT DETAILS FOR ACCESS TO INFORMATION OF THE COMPANY

2.1. Information Officer
Name: Maria Goretti Richards
Tel: (+27) 82 574 8211
Email: m.richards@za.cdw.com

Alternate Email:

personaldatainquiry@cdw.com

2.2.  Deputy Information Officer

Name:
Tel:
Email:

Alternate Email:

2.3. Head Office

Postal Address:

Physical Address:

Tel:

Website:

Zimasa Jemsana
(+27) 87 093 5503

Z.jemsana@za.cdw.com

personaldatainquiry@cdw.com

1%t Floor, Mariendahl House, Newlands on Main, Cnr Main and

Camps Ground Road, Cape Town, 7700

15t Floor, Mariendahl House, Newlands on Main, Cnr Main and

Camps Ground Road, Cape Town, 7700
(+27) 87 093 5503

https://www.uk.cdw.com/about/international -offices/africa/
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3. THE INFORMATION REGULATORS’ GUIDE AND HOW TO OBTAIN ACCESS TO THE GUIDE

3.1.

3.2.

3.3.

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.

The Guide is available in all official languages in South Africa.

The aforesaid Guide includes —

3.3.1.

3.3.2.

3.3.3.

3.3.4.

3.3.5.

3.3.6.

3.3.7.

3.3.8.

the objects of PAIA and POPIA;

The postal and street address, phone and fax number and, if available,
electronic mail address of the 10 and DIO designated in terms of section 17(1)

of PAIA and section 56 of POPIA;

the manner and form of a request for access to records held by a private

body;

the assistance available from the Information Officer of a public body in

terms of PAIA and POPIA;
the assistance available from the Regulatory in terms of PAIA and POPIA;

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 how to
lodge an internal appeal, a complaint to the Regulator and a court

application;

schedules of fees to be paid in relation to requests for access in terms of

sections 22 and 54 of PAIA; and

the regulations made in terms of section 92 of PAIA.
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3.3.9. Members of the public can inspect the Guide at the office of the Regulator. A
copy of the Guide can also be obtained upon request to Office of the
Regulator at JD House 27 Stiemens Street Braamfontein, Johannesburg, 2001

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

4. CATEGORIES OF RECORDS OF COMPANY WHICH ARE AVAILABLE WITHOUT A PERSON
HAVING TO REQUEST ACCESS

4.1. Information that is made available on the Company website may be accessed

without the need to submit a formal request in terms of this PAIA Manual.

4.2. The following categories of records are automatically available for inspection or

photocopying:

e This PAIA Manual
e Company’s ROAD to Success brochures
e Press releases

e Website policies

5. DESCRIPTION OF THE RECORDS OF COMPANY WHICH ARE AVAILABLE IN ACCORDANCE
WITH ANY OTHER LEGISLATION

Where applicable to its operations, the Company also retains records and documents in
terms of the legislation listed below. Unless disclosure is prohibited in terms of legislation,
regulations, contractual agreement or otherwise, records that are required to be made
available in terms of these acts shall be made available for inspection by interested parties
in terms of the requirements and conditions of the Act; the below mentioned legislation,

and applicable internal policies and procedures, should such interested parties be entitled
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to such information. A request to access must be done in accordance with the

prescriptions of PAIA.

Legislation Records
Basic Conditions of »  Employee details.
Employment Act, = Labour relations reports.
1997 * Information regarding dismissals for dishonesty-related
behaviour.
= Information on disability, trade union membership, race
and religion.
= Employee next of kin or emergency contact details.
» Conflict-of-interest declarations.
» Education information.
= Health and safety records.
= Pension and provident fund records.
» Leave records.
= Internal evaluations and performance records.
= Disciplinary records.
= Training records.
= Background checks.
Companies Act, 2008 = Memorandum of Incorporation.
= Minutes of meetings.
= Other records and correspondence.
Compensation for = Record of the earnings and other prescribed particulars
Occupational Injuries of all employees.
and Health Diseases
Act, 1993
Employment Equity = Employment equity plans and targets.
Act, 1998
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Financial Intelligence
Centre Act, 2001

Identification and verification records.
Customer due-diligence records.
Applications for credit or credit agreements.

Risk management and compliance programme.

Income Tax Act, 1962

IT3.

IRPS.

T3a.

Monthly IRPS5 file.
Unemployment Insurance Fund (UIF) files.
PAYE information.

SDL information.

VAT records.

Ledgers.

Cash books.

Journals.

Bank statements.
Deposit slips.

Invoices.

Other books of accounts.

Electronic representations of information.

Insolvency Act, 1936

Contracts with the client, third party, and between the
client and other persons.

Details of contracts, Customers, and third parties
entered into with the Company.

Details of transactions carried out with the Company.
Engagement letters.
Minutes of meetings.

Records of correspondence or enquiries from Customers
or anyone acting on Customers’ behalf.

Other Records and correspondence.

Labour Relations Act,
1995

Disciplinary records, including outcomes.

Labour relations reports.
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Arbitration awards.

Records of strike action and protests.

Occupational Health
& Safety Act, 1993

Occupational health and safety (OHS) reports including the

following:

Learning history report,

OHS agreement,

OHS appointment letters,

Data Centre procedure documents,

Incident reports,

Personal information for workmen’s compensation,

Personal information of visitors to our premises and
branches,

CCTV footage.

Prevention and
Combating of Corrupt
Activities Act, 2004

Anti Bribery and Corruption Policy.

Corrupt or fraudulent employee, Customer or merchant
activities.

Reports on corrupt and fraudulent activities to law
enforcement agencies.

Supplier Code of Ethics.

Tender awards.

Promotion of Access
to Information Act,
2000

The PAIA manual.
PAIA guide.
PAIA forms.

Protection of Personal
Information Act, 2013

Document Retention Policy.

Internal and External Privacy Policy.
Personal Information Sharing Policy.
Protection of Personal Information Policy.
Subject Access Request Policy.

Information Security Policy.

Regulation of
Interception of
Communications and
Provision of

Acceptable Use Policy.

Mobile Device Policy.
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Communication-
related Information
Act, 2002

Value Added Tax Act,
1991

Invoices.

Tax invoices.
Credit notes.
Debit notes.
Bank statements.
Deposit slips.
Stock lists.

CATEGORIES OF RECORDS OF THE COMPANY

Categories of records

Description of records

Corporate records including
statutory records

Company Registrations, BBBEE Certificate, Records of minutes
(where applicable), Company information including company
registration number, Constitutional documents, Register of]
Directors, annual reports, strategic plans.

Human Resources

HR policies and procedures, advertised posts, employee
personnel records, BEE statistics, Employment Equity reports,
Letters of employment, UIF returns, Leave records, Letter of
Good Standing, other statutory employee records including
training records.

Financial records (where
applicable)

Remittances, Invoices and statements, Purchasing orders,
Agreements, Banking records, accounting records, tax records,
insurance reports, annual financial statements, VAT records,
Documents issued to employees for income tax purposes;
Records of payments made to SARS, Skills development levies

Customer-related records,
including prospective
customers (where
applicable)

Agreements and contracts with the Customer, proposals,
name and contact details, company information including
company registration information, transaction history
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Company’s suppliers, Agreements and contracts, proposals, name and contact
vendors and contractors details, company information including company registration

information, transaction history

Internal correspondence; internal policies and procedures;

Internal records marketing and sales records; intellectual property records;

operational records; insurance records; software and other
Information Technology licenses and agreements.

Other records Company records which are held by another party; and

records held by Company pertaining to, or on behalf of other
parties.

7. PROCESSING OF PERSONAL INFORMATION

The Company processes Personal Information for the following purposes:

7.1.

7.2.

7.3.

7.4.

7.5.

7.6.

7.7.

7.8.

7.9.

7.10.

Engage in creating and administering commercial transactions with customers
To offer or deliver products and services
For performance of employment contract or service contract

To send transaction information such as confirmations, technical notices, product

and services information, security alerts, and administrative messages
To enforce and carry out contracts and agreements
Respond to inquiries, comment, questions and provide customer services

Maintain the health and safety of customers, personnel, visitors, partners and others

who may visit our locations
Prevent, investigate or provide notice of fraud or unlawful or criminal activity
Manage investor relations and investments in the Company

To comply with laws, regulations, court orders and other legal obligations
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8.  DESCRIPTION OF THE CATEGORIES OF DATA SUBJECTS AND OF THE INFORMATION OR

CATEGORIES OF INFORMATION RELATED THERETO

Categories of Data Subjects

Personal Information that may be processed

Personnel/Employees

Name, contact details, registration numbers or
identification numbers, details of employment, banking
and financial details, training records, marital status,
biometrics, parental status, nationality, gender, age,
qualifications

Customers/ prospective
customers

Name, address, contact details, company information
including registration numbers or identity numbers,
banking and financial details, transaction history

Service Providers/ Vendors/
Suppliers

Name, contact details, registration number, VAT
numbers, company information, trade secrets; banking
and financial details, transaction history

Office visitors

Name, company details, contact details, CCTV video
recordings of office public spaces

9. THE RECIPIENTS OR CATEGORIES OF RECIPIENTS TO WHOM THE PERSONAL

INFORMATION MAY BE SUPPLIED

The recipients or categories of recipients to whom the Company may supply Personal

Information includes, but are not limited to:

9.1. Company affiliates
9.2. Customers
9.3. Business partners

9.4. Service providers

9.5. Regulatory authorities, governmental authorities or agencies
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9.6. Auditors

9.7. Company personnel

10. PLANNED TRANSBORDER FLOWS OF PERSONAL INFORMATION

The Company transfers Personal Information outside of the Republic of South Africa to

Company’s headquarters in the United States and in the United Kingdom for the purposes of:

e Storing information electronically
e Providing services to customers located globally

e Engaging third party service providers to fulfill a business function on behalf of

Company.

11. GENERAL DESCRIPTION OF INFORMATION SECURITY MEASURES TO BE IMPLEMENTED BY
THE COMPANY

The Company is committed to protecting the security and privacy of Personal Information in
Company’s possession. Company maintains a comprehensive information security program to
safeguard the confidentiality, integrity and availability of Personal Information. We maintain
strict administrative, technical, and physical procedures to protect Personal Information against

unauthorised access, unlawful processing, theft, accidental loss, or destruction.

12. PROCEDURE FOR REQUESTING ACCESS TO INFORMATION IN TERMS OF PAIA

12.1. Arequest for access to a Record must comply with requirements as prescribed in

section 53 of PAIA. Please refer to Annexure A.

12.2. The Company will process the request for access and notify the requestor of its

decision within 30 (thirty) days of receipt of the request for access, unless the
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request is of such a nature that an extension of the prescribed time limit is needed in

accordance with section 57 of PAIA.

The Information Officer will inform the requestor in writing if an extension is

necessary, along with an explanation of the reasons for the extension.

If the request is granted, an access fee may be required for the reproduction or
preparation of the requested Records. The access fee must be paid prior to access

being given.

If the Information Officer does not grant the request for access, the requestor may
within 30 (thirty) days of notification of the decision, apply to a court for relief or
lodge a complaint with the Regulator in accordance with section 77 of PAIA and via

email to PAIAComplaints@inforegulator.org.za

If a requested Record cannot be found or does not exist, the Information Officer
shall, in writing, notify the requestor that it is not possible to give access to the

requested Record.

RIGHTS IN TERMS OF POPIA

13.1.

13.2.

13.3.

POPIA provides that a data subject may, upon proof of identity, request the Company
to confirm, free of charge, all the information it holds about the data subject and
may request access to such information, including information about the identity of

third parties who have or have had access to such information.

POPIA also provides that where the data subject is required to pay a fee for services
provided to him/her, the Company must provide the data subject with a written
estimate of the payable amount before providing the service and may require that

the data subject pays a deposit for all or part of the fee.

Grounds for refusal of the data subject’s request are set out in PAIA and are

discussed below.
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13.4. POPIA provides that a data subject may object, at any time, to the processing of
personal information by the Company, on reasonable grounds relating to his/her
particular situation, unless legislation provides for such processing. The data subject
must complete the prescribed form attached hereto as Annexure B and submit it to
the Information Officer at the postal or physical address, facsimile number or

electronic mail address set out above.

13.5. A data subject may also request the Company to correct or delete personal
information about the data subject in its possession or under its control that is
inaccurate, irrelevant, excessive, out of date, incomplete, misleading or obtained
unlawfully; or destroy or delete a record of personal information about the data
subject that the Company is no longer authorised to retain records in terms of

POPIA's retention and restriction of records provisions.

13.6. A data subject that wishes to request a correction or deletion of personal
information or the destruction or deletion of a record of personal information must
submit a request to the Information Officer at the postal or physical address,
facsimile number or electronic mail address set out above in this manual by means

of the form attached hereto as Annexure C.
14. GROUNDS FOR REFUSAL OF ACCESS AND PROTECTION OF INFORMATION
14.1. There are various grounds upon which a request for access to a record may be

refused. These grounds include:

14.1.1. the protection of personal information of a third person (who is a natural person)

from unreasonable disclosure;

14.1.2. the protection of commercial information of a third party (for example: trade
secrets; financial, commercial, scientific or technical information that may harm the

commercial or financial interests of a third party);

14.1.3. if disclosure would result in the breach of a duty of confidence owed to a third

party;
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14.1.4. if disclosure would jeopardise the safety of an individual or prejudice or impair

certain property rights of a third person;

14.1.5. if the record was produced during legal proceedings, unless that legal privilege

has been waived;

14.1.6. if the record contains trade secrets, financial or sensitive information or any

14.2.

14.3.

14.4.

information that would put the Company (at a disadvantage in negotiations or

prejudice it in commercial competition); and/or

if the record contains information about research being carried out or about to be

carried out on behalf of a third party or by the Company.

Section 70 PAIA contains an overriding provision. Disclosure of a record is
compulsory if it would reveal (i) a substantial contravention of, or failure to comply
with the law; or there is an imminent and serious public safety or environmental risk;
and (iii) the public interest in the disclosure of the record in question clearly

outweighs the harm contemplated by its disclosure.

If the request for access to information affects a third party, then such third party
must first be informed within 21 (twenty-one) days of receipt of the request. The
third party would then have a further 21 (twenty-one) days to make representations

and/or submissions regarding the granting of access to the record.

15. PAYMENT OF THE PRESCRIBED FEES

Item | Description Amount
1. The request fee payable by every requester R140.00
2. Photocopy of A4-size page R2.00 per page or part thereof.
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3. Printed copy of A4-size page R2.00 per page or part thereof.
4, For a copy in a computer-readable form on:
(i) Flash drive (to be provided by requestor) R40.00
(ii) Compact disc
e |f provided by requestor R40.00
e If provided to the requestor R60.00
5. For a transcription of visual images per A4-size page Service to be outsourced. Will
depend on quotation from
Service provider.
6. Copy of visual images Service to be outsourced. Will
depend on quotation from
Service provider.
7. Transcription of an audio record, per A4-size page R24.00
8. Copy of an audio record on:
e If provided by requestor R40.00
e |f provided to the requestor R60.00
9. To search for and prepare the record for disclosure for | R145.00
each hour or part of an hour, excluding the first hour,
reasonably required for such search and preparation.
To not exceed a total cost of
R435.00
10. Deposit: If search exceeds 6 hours One third of amount per
request calculated in terms of
items 2 to 8.
11. Postage, e-mail, transport or any other electronic Actual expense, if any.

transfer
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16. AVAILABILITY OF PAIA MANUAL

16.1. A copy of the Manual is available —

16.1.1. forinspection during normal office hours at the head office of CDW South
Africa (PTY)

16.1.2. toany person upon request to the Information Officer, free of charge, or by

email from Company’s Privacy team (personaldatainquiry@cdw.com)

16.1.3. online at https://www.uk.cdw.com/about/international-offices/africa/

17. UPDATING OF THE MANUAL

The Company’s Information Officer will, on a regular basis, review this PAIA Manual and amend

as required.
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Annexure A

FORM 2: REQUEST FOR ACCESS TO RECORD

REQUEST FOR ACCESS TO RECORD
[Regulation 7]

Note:

If requests made on behalf of another person, proof of such authorisation, must be attached to

this form.

TO: The information officer

(Address)

E-mail address:

Fax number:

Mark with an "X"

Request is made in my own name
[ Red Y

person.

PERSONAL INFORMATION

I:lRequest is made on behalf of another

Full names:

Identity number:
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Capacity in which
request is made (when
made on behalf of

another person):

Postal Address:

Street Address:

E-mail Address

Contact numbers:
Tel. (B):
Cellular:

Facsimile

Full names of person on
whose behalf request is

made (if applicable):

Identity number:

Postal Address:

Street Address:

E-mail Address:

Contact numbers:
Tel. (B):
Cellular:

Facsimile
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PARTICULARS OF RECORD REQUESTED

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. (If the
provided space is inadequate, please continue on a separate page and attach it to

this form. All additional pages must be signed.)

Description of record or
relevant part of the

record:

Reference number, if

available:

Any further particulars of

record:
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TYPE OF RECORD
(Mark the applicable box with an "X")

Record is in written or printed form

Record comprises virtual images (this includes photographs, slides,

video recordings, computer-generated images, sketches, etc)

Record consists of recorded words or information which can be reproduced in

sound

Record is held on a computer or in an electronic, or machine-readable form

FORM OF ACCESS
(Mark the applicable box with an "X")

Printed copy of record (including copies of any virtual images, transcriptions
and information held on computer or in an electronic or machine-readable

form)

Written or printed transcription or virtual images (this includes photographs,

slides, video recordings, computer-generated images, sketches, etc)

Transcription of soundtrack (written or printed document)

Copy of record on flash drive (including virtual images and soundtracks)

Copy of record on compact disc drive (including virtual images and

soundtracks)

Copy of record saved on cloud storage server

MANNER OF ACCESS
(Mark the applicable box with an "X")

Personal inspection of record at registered address of public/private body
(including listening to recorded words, information which can be reproduced
in sound, or information held on computer or in an electronic or machine-

readable form)

Postal services to postal address
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Postal services to street address

Courier service to street address

Facsimile of information in written or printed format (including transcriptions)

E-mail of information (including soundtracks if possible)

Cloud share/file transfer

Preferred language:
(Note that if the record is not available in the language you prefer, access may

be granted in the language in which the record is available)

PARTICULARS OF RIGHT TO BE EXERCISED OR PROTECTED

If the provided space is inadequate, please continue on a separate page and attach it

to this Form. The requester must sign all the additional pages.

Indicate which right is to be

exercised or protected:

Explain why the record requested
is required for the exercise or
protection of the

aforementioned right:

FEES

A request fee must be paid before the request will be considered.

You will be notified of the amount of the access fee to be paid.

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.
If you qualify for exemption of the payment of any fee, please state the reason

for exemption.

Page 24 of 32




PAIA Manual

Reason:

You will be notified in writing whether your request has been approved or denied and if approved
the costs relating to your request, if any. Please indicate your preferred manner of

correspondence:

Postal address Facsimile Electronic communication
(Please specify)
Signed at on this day of

Signature of requester / person on whose behalf request is made
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Annexure B

OBJECTION TO THE PROCESSING OF PERSONAL INFORMATION IN TERMS OF SECTION 11(3) OF

THE PROTECTION OF PERSONAL INFORMATION ACT, 2013 (ACT NO. 4 OF 2013)

REGULATIONS RELATING TO THE PROTECTION OF PERSONAL INFORMATION, 2018

[Regulation 2]

Note:

Affidavits or other documentary evidence as applicable in support of the objection may
be attached.

If the space provided for in this Form is inadequate, submit information as an Annexure
to this Form and sign each page.

Complete as is applicable.

A

DETAILS OF DATA SUBJECT

Name(s) and surname/
registered name of data

subject:

Unique ldentifier/

Identity Number

Residential, postal or

business address:

Code ( )

Contact number(s):
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Signed at ....ceveeevviiiieeen i this v, dayof oo, 20.......c....

Signature of data subject/designated person
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Annexure C

REQUEST FOR CORRECTION OR DELETION OF PERSONAL INFORMATION OR DESTROYING OR
DELETION OF RECORD OF PERSONAL INFORMATION IN TERMS OF SECTION 24(1) OF THE
PROTECTION OF PERSONAL INFORMATION ACT, 2013 (ACT NO. 4 OF 2013)

REGULATIONS RELATING TO THE PROTECTION OF PERSONAL INFORMATION, 2018

[Regulation 3]

Note:
1. Affidavits or other documentary evidence as applicable in support of the request may
be attached.
2. If the space provided for in this Form is inadequate, submit information as an Annexure
to this Form and sign each page.
3. Complete as is applicable.

Mark the appropriate box with an “x”.

Request for:

Correction or deletion of the personal information about the data subject which is in

possession or under the control of the responsible party.

Destroying or deletion of a record of personal information about the data subject which is in
possession or under the control of the responsible party and who is no longer authorised to

retain the record of information.

A DETAILS OF THE DATA SUBJECT
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Name(s) and surname /
registered name of data

subject:

Unique identifier/

Identity Number:

Residential, postal or

business address:

Code (

)

Contact number(s):

Fax number/E-mail:

DETAILS OF RESPONSIBLE PARTY

Name(s) and surname /
registered name of

responsible party:

Residential, postal or

business address:

Code (

)

Contact number(s):

Facsimile / E-mail:

Page 30 of 32




PAIA Manual

Page 31 of 32



PAIA Manual

Signature of data subject/ designated person
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