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2 Introduction : About Future Perfect Corporation CC

Future Perfect Corporation is a registered entity principally trading as

Radian is a professional services firm, expert in helping public and private sector organizations
address the challenges and opportunities before them in the increasingly globalised and digitally
networked world. We do this by providing research, management, developmental, and marketing
consulting services.

We research, strategise, plan and implement business improvement projects for a wide range of
public and private sector clients, locally in South Africa and internationally. Mostly these projects
sit at the intersection of business operations and technology.

Our domains of experience include all things Internet; e business systems; web, email and voice
communication; e-government; telecommunications; health care; service industries of all kinds;
IT and other technology businesses; the call centers and BPO sector; and the music industry.

Our skills cover research; data gathering, structuring and analysis; strategy and policy
development; information management and process engineering; knowledge management,
business development and developmental economics; planning and project management; and
change management. We bring a strong governance perspective to all these activities. We
understand the potential and use of technology, and always approach problems from a customer-
oriented perspective.

Vanilla is a niche internet service provider (ISP) offering internet based services to the clients of
Radian and other. These services include secure e-mail, mailing list hosting and management,
domain name registration and management, web site hosting, and shared file servers with remote
access.
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3 PARTICULARS IN TERMS OF THE SECTION 51 MANUAL

3.1 Contact details [Section 51(1)(a)]

3.1.1 Street Address

5" Floor

Buitengracht Centre
125 Buitengracht Street
Cape Town

3.1.2 Postal Address

PO Box 51014
Waterfront
8001

3.1.3 Telephone number
+27 21 4882800
3.1.4 Fax number

defunct

3.1.5 Contact person
Alan Levin (alan@futureperfect.co.za)

3.2 The section 10 Guide on how to use the Act [Section 51(1)(b)]

The Guide will be available from the South African Human Rights Commission by not later than
31 August 2005. Please direct any queries to:

The South African Human Rights Commission:
PAIA Unit

The Research and Documentation Department
Postal address:

Private Bag 2700

Houghton

2041

Telephone: +27 11 484-8300
Fax: +27 11 484-7146
Website: www.sahrc.org.za
E-mail: PAIA@sahrc.org.za

3.3 Records available in terms of any other legislation [Section 51(1)(d)]
Information is available in terms of the following legislation, if and where applicable:

a. Basic Conditions of Employment Act No. 75 of 1997
b. Closed Corporation Act No. 69 of 1984



Companies Act No. 61 of 1973

e o

Compensation of Occupational Injuries and Diseases Act No. 130 of 1993
Consumer Affairs (Unfair Business Practices) Act No. 71 of 1988
Copyright Act No. 98 of 1978

Customs and Excise Act No. 91 of 1964

5@ oo

Electronic Communications and Transactions Act No. 25 of 2002

—

Employment Equity Act No. 55 of 1998

j. Financial Intelligence Centre Act 38 of 2001

k. Income Tax Act No. 58 of 1962

1. Insolvency Act No. 24 of 1936

m. Labor Relations Act No. 66 of 1995

n. Occupational Health and Safety Act No. 85 of 1993

o. Patents Act No. 57 of 1978

p. Promotion of Access to Information Act No. 2 of 2000
q. Skills development Levies Act No. 9 of 1999
Trademarks Act No. 194.0f 1993

ol

s. Unemployment Insurance Act 63 of 2001
t. Value — Added Tax Act No. 89 of 1991

u. And another legislation that may directly or indirectly be relevant

3.4  Access to the records held by the private body in question [Sections 51(1)(¢) and
S1(1)(e)]
3.4.1 Categories of records

The following categories of records of the body are available without a person having to request
access in terms of this Act in terms of section 52(2) [Section 51(1)(c)]

*  Website Information: Freely available at : www.futureperfect.co.za

3.4.2  Records that may be requested

The following general categories of records held by the body may be made available on request
[as per Section 51(1)(e)] depending on the reason given:

COMPANY DOCUMENTATION

Availability to be determined upon receipt of request

COMPANIES ACT RECORDS

- Documents of incorporation

- Memorandum and Articles of Association

- Minutes of Board of Directors meetings

- Records relating to the appointment of directors/ auditor/ secretary/ public officer and other
officers
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Share Register and other statutory registers

FINANCIAL RECORDS

Annual Financial Statements
Tax Returns
Accounting Records
Banking Records
o Bank Statements
o Paid Cheques
o Electronic banking records
Asset Register
Rental Agreements
Invoices

INCOME TAX RECORDS

PAYE Records
Documents issued to employees for income tax purposes
Records of payments made to SARS on behalf of employees
All other statutory compliances:
o VAT
Regional Services Levies
Skills Development Levies
UIF

o
o
o
o Workmen's Compensation

PERSONNEL DOCUMENTS AND RECORDS

Employment contracts

Employment Equity Plan (if applicable)
Medical Aid records

Pension Fund records

Disciplinary records

Salary records

Disciplinary code

Leave records

Training records

Training Manuals

OTHER DOCUMENTATION
Availability to be determined upon receipt of request

Trade Secrets

Domain Name Registrations

Trade name Registrations
Trademark Registrations
Agreements With Suppliers
Corporate Sales Agreements
Customer Agreements and Contracts
Database Of Customers



Freely available

Website Information

3.4.3 Form of request

The requester must use the prescribed form (see section 4) to make the request for access to a
record. This must be made to the head of the private body. This request must be made to the
address, fax number or electronic mail address of the body concerned [s 53(1)].

The requester must provide sufficient detail 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 any other manner is to be
used to inform the requester, and state the necessary particulars to be so informed [s 53(2)(a)
and (b) and (c)].

The requester must identify the right that is sought to be exercised or to be protected and
provide an explanation of why the requested record is required for the exercise or protection
of that right [s 53(2)(d)].

If a request is made on behalf of another 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 [s 53(2)()].

3.4.4 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, who is not a personal requester, must
pay the required request fee.

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 [s 54(1)].

The fee that the requester must pay to a private body is R50. The requester may lodge an
application to the court against the tender or payment of the request fee [s 54(3)(b)].

After the head of the private body has made a decision on the request, the requester must be
notified in the required form.

If the request is granted then a further access fee must be paid for the search, reproduction,
preparation and for any time that has exceeded the prescribed hours to search and prepare the
record for disclosure [s 54(6)].

Fees levied will be in accordance with the prescribed fees as detailed by the South African
Human Rights Commission at‘Prescribed fees and forms for private bodies’ available from
http://www.sahrc.org.za/sahrc_cms/publish/cat_index 30.shtml and as reproduced here as

downloaded on August 10 2005.



Fees in respect of private bodies

L. The fee for a copy of the manoal as contemplated in regulation S{2)(c) is R1, 10
for every photocopy of an Ad-size page or part thereof.

2. The fees for reproduction referred to in regalation 1 1{1] are as follows:
E
{8} For every photocopy of an Ad-size page or
part thereof 1,10
(b} For every printed copy of an Ad-size page or part
thereof held on a computer or in clectronic or machine-

readable form .75
{c) For a copy in a compuier-readable form on -
{i stiffy dise 750
{ii) compact disc TO00
{d) {i) For a transcription of visual images,
for an Ad-size page or part thereof 4000
{iiy For a copy of visual images SO0
() (i) For a transcription of an audio record,
for an Ad-size page or part thereof 2000
{iiy For a copy of an audio record 30,00
3. The request fec payable by a requester, other than a personal requester, referred o in regulation 11{2) is
RA0 DL
4. The access fees payable by a reguester refermed to in regulation [ 1{3) are as follows:
R

(lwa)  For every photocopy of an Ad-sizc page or

part thersof 1.10
(b} For every printed copy of an A4-size page or part

thercof held on a computer or in electronic or machine-

readahle form 075
ic) For a copy in a computer-readable form on -

(i) stiffy disc 7

(i) compact disc 000
(d) (i) For a transcription of visual images,
for an Ad-size page or part thereof A0.00
(i) For a copy of visual images G000
() (i) For a transcription of an audio record,
for an A4-size page or pam thereod 20000
{iiy For a copy of an audio record 30000

(f} T search for and peepare the recosd for disclosure, R3I0 00 for each hour or part of an houar
reasonably reguired for such search and preparation.

(2] For purposcs of section 54{2) of the Act, the following applics:
ia} 5ix hours as the hours to be excecded before a deposit is payable; and
(b} one third of the access fec is payable as a deposit by the requester.

(3 The actual postage is payable when a copy of a record must be posted o a requester.

3.4.5  Availability of the manual [Section 51(3)]

This manual is available for inspection free of charge at the offices of Future Perfect Corporation,
or can be downloaded from the Future Perfect Corporation website. Copies are also available
from the SAHRC and as published in the Government Gazette.
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4 Request information — prescribed form

Requests for information must be made using the prescribed form as detailed by the South
African Human Rights Commission at ‘Prescribed fees and forms for private bodies’ available
from http://www.sahrc.org.za/sahrc_cms/publish/cat_index 30.shtml and as reproduced here as
downloaded on August 10 2005.




REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY
(Section 33 1) of the Promotion of Access to Information Act, 2000
{Act Mo, 2 of 20000)

[Regulation 10]
Al Particulars of private body
The Head:
B. Particulars of person requesting acoess to the record

) The particidars of the person who Peguests aocess o the record miust be piver below.
B The address andlor fox sumber in the Republic to which the information is fo Be sent must be gives.
o} Proof of the capaciry i which the request is made, ifapplicable, st be anached.

Full names and SUIMEIED ..o o s mee b em e sms st s e et s tm s et
Identity number: ..
Postal address: ..
Fax number: ... -
Bl Sl ommme . ococce e i i e s e e e s s s s e s s
Capacity in which request is made, when made on behalf of another person:.......co e

. Particulars of person on whose behalf request is made

This section must be completed ONLY if a request for informarion i rmeade on behalf of anoifier person.

Full names andd SUETEIIES ....coo oo e smses im smie s s same b as sm s s sami b5 s b s ami s as s am e maam
Bl T O S S SOOI

I Particulars of record

a) Provide fidl particwiars of the record o which gocess 5 reguested, including the reference mimber if thar

is kreowt fo vou, e enalle the record to e lpcared.
B BF she provided space is inadequeare, please continne or @ separate folio and attech it to s form. The

reguester must sipgn all the additional folios.

1. Deseription of record or relevant part of the record:
2 Heference number, if available:
3. Amny further particolars of record

E. Fees

a) A reguest for aocess fo g record, other than a record comgining personal information about youreself, will
he processed only after o reguest fee has Been paid.

B Yow will Be nevified af the amonns requived to be paid as the regueest fee.

o) The fee payable for access fo g record depends on the form 0 which aecess iy pequired and the
reasernable time required to search for and prepare a record.

) I vou gualily for exemprion of the payment of any fee, please state the reason for exemplion.

Reason for exemption from payment of fees:
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F. Form of access to record

If you are prevented by a disaliliny to read, view or [isten ko the record in the form of gocess provided for in T e
4 herewrder, state your dizsability and indicate in which fors the record (3 reguired.

Drisahility: Form in which recaord is required:

Mark the appropriate Box with an X

NOTES:

a) Complicrce with vour regiest in the specified form may depend on the form inowhick the record ix
availalle.

Bl Access in the form requested may e refused n certain circamsfances. In such a case you will be informed
if wocess will be granted in another form.

¢} The fee payable for geeecs o the record, If any, will be derermined partly by the form in which access is
reqieesied.




-11 -

1. If the record & in written or printed form:

copy of record® | | inspection of recond

2. If record consists of visual imapes

(this includes photographs, slides, video recordings, compatee-generated images, skeiches, .}
view the mages copy of the images® transcription of the
lmages®

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

listen to the soundirack transcription of soundirack®
{audic casseie) {writben or printed document)
4. If record is held on computer or in an electronic or machine-readable form:
printed copy of recosd* printed copy of information COpYy in compuaber
derived from the record® readable form*
(stiffy or compact disc)

*If you requested & copy of transcription of & record (abowve), do vou wish the copy or YES N

transcription o be posted to vou?
Postape is payable.

LER Particulars of right to be exercised or protected

If the provided spoce (s ingdequale, please confinue on g separate folie and amack i o this form. The
uwester st sign all the additional folios,

. Indicate which right is o be exercised or protected:
2 Esxplain why the record requested is requined for the exercise or protection of the aforementioned

righe:
H. Motice of decision regarding request for access

Fora willl B meified e weiting whether vour reguest has been approvedidenied, I vou wish ro be lnforsied in
YITF F

arother manner, please specify the manner and provide e Aecessary pariiculars o enalile compliaree with
el

Haow would you prefer to be informed of the decision regarding your request for aceess o the recoed ?

Signed at this day of 0

SIGNATURE OF REQUESTER / FERSON
0N WHOSE BEHALF RECHUEST IS MADE

END OF MANUAL




