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Act 2 of 2000,
The Promotion of Access to Information

Prepared in accordance with Section 51 of the Promotion of
Access to Information Act No. 2 of 2000
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Manual - 2
Promotion of Access
to Information

Part I: Particulars of the Private Body -
(Information required under section 51(1)(a) of the Act):

a. Name of the Body : JOTAM MAKELAARS CC

b. Head of the Body (Information Officer) : Ms M J Malherbe

c. Postal Address: P O Box 16959, LYTTELTON, 0140

d. Street Address: 75 Kruger Ave, LYTTELTON, CENTURION
e. Telephone Number: (012) 664 4801

f. Fax Number: (012) 664 6532

g. Web address : www.jotam.com

h. Contact Details of Information Officer :
i. e-mail: jotam@ mweb.co.za
ii. Phone: (012) 664 4801
ii. Fax: (012) 664 6532

2. Partll - Description and Access to the Guide —
(Information required under section 51(1)(b) of the Act):

a. Section 51(1)(b) of the Act refer to the guide as described in
section 10, if available, and how to access it.

b. The Human Rights Commission must, within 18 months after the
commencement of Section 10 of the Act, compile a guide in
each official language. The guide must contain such information
as may reasonably be required by a person who wishes to
exercise any right contemplated in the Promotion of Access to
Information Act, 2 of 2002.

c. The regulations regarding the Promotion of Access to
Information published under Government Notice No. R187 of
15" February 2002 set forth how the Human Right Commission
should make the guide available.

3. Part lll - Voluntary Disclosure and Automatic Availability of
Certain Records -
(Copy of notice, if any, required under section 51(1)(c) of the Act):
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a. Not applicable.

b. The following information is automatically available at Internet
Website:
e Full particulars of physical and postal address

Road map to premises

History of firm

Particulars of CEO

Registration no of cc

Professional and other institutions associated and registered

with

Particulars of services provided

e Contact detalils, etc.

4. Part IV - Records available in accordance with any other

legislation —
(Information required under section 51(1)(d) of the Act):

Legislation

4. Companies Act No. 61 of 1973

7. Close Corporations Act No 69 of 1984

13. Financial Services Board Act No. 97 of 1990

16. Income Tax Act No. 95 of 1967

29. Short Term Insurance Act No. 53 of 1998

32. Stamp Duties Act No. 77 of 1968

5. PartV - Access to Information

(Information required under section 51(1)(e) of the Act):

51 Methods of Access to Manual

a. Human Rights Commission — a copy will be made available to
the Commission

b. JOTAM MANAGEMENT SERVICES WebPage — accessible to
anyone who has access to the Internet.
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c. The offices of JOTAM MANAGEMENT SERVICES during
office hours 8:30 — 4:00 weekdays.

5.2 Description of Records

The categories to be published on the JOTAM MANAGEMENT
SERVICES Web Page are the following:

e Full particulars of physical and postal address

e Contact detalils, etc.

Other Record Categories —

i. Commercial and Legal

Contracts and Agreements

Company Confidential — Historical significance
Meeting Minutes

Members

Insurance

Resolutions — Members

Correspondence

Registration documentation at Financial Services
Board

N A WNE

il. Financial
1. Financial Year-end Results
2. Financial Analysis and Reports
3. Budgets
4. Tax and Levies

iii. Marketing
1. Advertising

2. Contracts with Suppliers
3. Services and Pricing

iv. Health & Safety

1. Policies
2. Accidents and Incidents Reports
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