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William Simpson Cars (Pty) Ltd
(Reg No: 2007/024397/07)

~ PAIA MANUAL

This manual was prepared in ‘accordance with section 51 of the Promotion of Access
to Information. Act, 2000 to address thé'r;eqﬁirements of the Protection of Personal
‘Information Act 2013.
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Interpretation

In this document, clause headings are for convenience and shall not be used in its

interpretation unless the context clearly indicates otherwise.

1.1.

1.2.

1.3.

1.4.

1.5.

An expression which denotes:

1.1.1. any gender includes the other gender;

1.1.2. natural person includes the artificial or juristic person and vice
versa; and |

1.1.3.  the singularincludes the pjg'ijral'-and vice versa.

any reference to any statute, régulation'or other legislation shall be a reference

- to that statute, regulation, or other legislation as at the signature date, and as

amended or substituted from time to time;

if any provision in a definition is a substantive provision conferring a right or

imposing an obligation on any party then, notwithstanding that it is only in a

definition, effect shall be given to that provision as if it were a substantive

: 'pro_vision in the body of this document;

where any number of days is to be calculated from a particular day, such
number shall be calculated as excluding such particular day and commencing
on the next day. If the last day of such number so calculated falls on a day
which is not a business day; .the Iast day shall be deemed to be the next
succeeding day which i isa business day,

any reference to days (other than a reference to business days), months or
years shall be a reference to calendar days, months, or years, as the case

may be;

Last Updated: 06 July 2026




1.6.

1.7.
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the use of the word "including” followed by a specific example(s) shall not be
construed as limiting the meaning of the general wording preceding it and the
eiusdem generis rule shall not be applied in the interpretation of such general

wording or such specific example(s);

insofar as there is a conflict in the interpretation of or application of this
document and the Act, the Act shall prevail; and this document does not
purpOrt to be exhaustive of or comprehensively deal with every procedure
provided for ih the Act. A requester is advised to familiarise him/her/itself with

the provisions of the Act before lodging any request with the Company.

Definitions -

The following expressions shall bear- the meanings assigned to them below and

cognate expressions bear corresponding meanings:

2.1

2.2.

2.3.

2.4,

“Act' - means the Promotion o'f_ Access to Information Act 2 of 2000, as
amended from time to time, and any regulations, as may be amended or
replaced from time to time; ' )

"Company” - means William Simpson Cars {Pty) Ltd a company duly
incorporated under the laws of the Republic of South Africa under registration
number 2007/024397/07 and with registered address at 125 Main Road,
Tokai, Cape Town 7945; _ "

“Data Subject” - means the person to:-whom the personal information relates;

"Deputy information Officer”’ - means a person appointed by the Company
to assist the Information Officer carry out his/her duties and powers, if

applicable, and “Deputy” shall have a corresponding meaning;
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2.5.

2.6.

2.7

2.8.

2.9.

3.1
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“information Officer” - means the person authorised to handle request for

information in terms of the Act and identified in clause 8;

“Personal Information” - means information relating to an identifiable, living,
natural person, or an identifiable, existing juristic person, as defined in POPIA;

“POPIA” - means the Protection of Personal Information Act 4 of 2013, as
amended from time to time, and any regulations, as may be amended or

replaced from time to time;

“Processing” - means any operation or activity or any set of operations,

- whether or not by automatic ‘means, concerning Personal information,

including the:

2.8.1. collection, receipt, recording, organisation, collation, storage,
" updating or modification, retrieval, alteration, consultation, or use;

2.8.2. -‘dissemination by means of transmission, distribution or making
. available to any party whether electronically or otherwise;

2.8.3. . degradation, erasure, merging or destruction of such information.

"this document" - means this PAIA and POPIA manual together with all of its

annexures, as amended from time to time and “Manual” has a corresponding

‘meaning.

7 | Background To the -PromQﬁbn:of;Acéess to Information Act

The Act was enacted on 3 February 2000, giving effect to the constitutional
right in terms of section 32 of the Bill of Rights contained in the Constitution of
the Republic of South Africa,1996 (the “Constitution”) of access to any
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3.3.

4.1.

4.2.

4.3.
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information held by the state and any information that is held by another

person and that is required for the exercise or protection of any rights.

In terms of section 51 of the Act, all Private Bodies are required to compile an
Information Manual ("Manual” or "PAIA Manual’). '

Where a request is made in terrﬁs of the Act, the body to whom the request is
made is obliged to release the information, subject to applicable legislative
and/or regulatory requirements, except where the Act expressly provides that
the information may be adopted when requesting information from a public or
private body. | |

Aim of the Manual

The purpose of this document is to ensure that the Company complies with
the Act and promotes the right of access to information, fosters a culture of
transparency'and accountability‘with'in the Company by giving the right to
information required for the exercise or protection of any right and to actively
promote a society in which the peop‘le of South Africa have effective access
to information to enable them to exercise and protect their rights.

To promote effective governance of private bodies, it is necessary to ensure
that all persons are empowered and educated so that they may understand
their rights in relation to public and private bodies.

Se_c’{ion 9 of the Act recognis_es- that §he right to access information cannot be
uniimilted'and_a should be- subjec’;'--to é}'us:tifiatiie fimitations, including, but not

limited to:
43.1. the reasonable prdtection -of privacy;
432 . “commercial conﬁdentiai_ity;_;a.nd
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4.3.3.  effective, efficient, an'd_good governance,

and in.a manner which balances that right with any other rights, including rights
contained in the Bilf of Rights in the Constitution.

4.4.  This document shall be updated on a regular basis, as and when required, as
per Section 51(2) of the Act.

5. Access to the Manual
5.1.  This document is available as follows:

- 5141, at the premises of the Compa'ny, at 125 Main Road, Tokai, Cape

| Town 7945.
51.2. at_ the premises of the Comparny’s Information Officer,
5.1.3. on the website of the Company, being www,wiﬂi.amsimpson.co.za ;
and |
514. on request, which should .be made on the prescribed form, a copy

of which is attached heréfo as Form 2 (Reguest for Access io
Record).

6. Contact Details of the Managing Dir_ector {Section 51{1}{(A))

-+ Director T . ;Willi_a’m Ri‘cha_t?d Simpson

| Registered Address 11 Hi_'ghwick Drive, Kehilworth, Cape Town
7700
Telephone Number 021 001 4411
Email Address william@williamsimpson.co.za
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7.1.

7.2.

7.3.

7.4.

7.5.

The Information Officer (Section 51(1)(A))

The Act prescribes the appointment of an Information Officer for private bodies
where such Information Officer is responsible to, inter alia, assess requests
for access to information. The head of a private body, or his/her chosen

representative, fulfils such a function in terms of section 51. The Company has

* opted to appoint an Information Officer to assess requests for access to

information as well as to oversee its required functions in terms of the Act.

The Information Officer appoinied in terms of the Act also refers to the
Information Officer as referred to in the POPIA. After registering with the
Information Regulator, the Information Officer oversees the functions and
r.esponsibilities,-as required in :tei'nﬁs;-'}jof both the Act and the duties and
responsibilities imposed in terms of section 55 of the POPIA.

The Information Officer may appoint, where necessary, Deputy Information
Officers, in terms of Section 17 of the Act as well as Section 56 of the POPIA.
In addition to the aforementioned, the Information Officer may appoint, where
necessary, a Request Liaison Officer.

The right of the Information Officer to appoint additional persons in terms of
this Manual is solely for the purposes of affording the Company an opportunity
to be as accessible as reasonably possible for requesters of its records and

to ensure fulfilment of its obligations and responsibilities in terms of section 55

 of the POPIA,

Al requests for informiation-in tel.ﬁmﬁsg, of the Act must be addressed to the

Information Officer, the details of which are below.

Last Updated: 06 July 2026




ARSI MPSON LI

NG JAC grm

8.  Contact Detail§ of the Information Officer
information Officer: Wiliiam Richard Simpson
Physical Address: 11 Highwick Drive, Kenilworth, Cape
Towh 7700
Telephone Number: 021 001 4411
Email Address: Wiliiam@wi!iiamsimmsen.co.za
9. _ Q_o_ntact De;ails of the De_pu'tly:jgfo.rma.tion Off_icer

Deputy Infofmation Officer:

Georgia Chantelle Rowe

Job Tittle:

Admin Manager

Physical Address:

11 Highwick Drive, Kenilworth, Cape
Town 7700

Telephone Number:

0210014411

Email Address:

[ info@williamsimpson.ce.za

Last Updated: 06 July 2026




WILIAMEIEED) 0 25 A e

10. Guide to use PAIA and'how to.obtéin access to the guide in terms of
(Section 51(1) (b))

10.1. The Act grants a requester access to records of a private body, if the record
is required for the exercise or protection of any rights.

10.2. Requests in terms of the Act shall be made in accordance with the prescribed
procedures, at the rates provided in t_he Act.

10.3. Requesters are referred to the Guide in terms of Section 10 of the Act which
has been compiled by the Information Regulator.

10.4. . The Guide contains such 'infOrm'étidn as may reasonably be requiréd by a

person exercising any right contemplated in fthe Act and accordingly includes:
10.4.1. i_f_s objectives and thje ‘_p.értic"ular's of every public and privéte body;
10.4.2.  information for the purposes of exercising and protecting rights;
10.4.3.  information on how to understand and make use of the Act;
10.4.4.  information on the manner and form of how to make requests; and
10.4.5.. contents of the regulatigné promulgated under the Act.

10.5. The Guide is availéble-_--in all the. gﬁibial Iangua.ges of the Republic of South.
Africa 'and shall be updated every.2 (ﬁNo) years.

10.6. Any enquiries regarding the Guide should be directed to the Information
Regulator on the contact details below:
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Contact Body: The Information Regulator

Physical Address: JD House, 27 Stiemens Street, Braamfontein,
' Johannesburg,2001.

Postal Address: JD House, 27 Stiemens Street, Braamfontein,
Johannesburg,2001.

'Telephone Address: | 010 023 5200

EmaiI'Addresses: | enquiries@inforegulator.org.za

POPIAComplainis@inforegulator.org.za

PAIAComplaints@inforequlator.org.za

Website https:/iwww justice.gov.zalinforeq/

11. Disclosure In Terms of Section 52 of the Act
11.1. At this stage, no notice has been published on the categories of records that
are automatically available without a person having to request access in terms

of Section 52(2) of the Act.

11.2. Shbuid such notice be‘_published.in_;.fUture,_ the only fee payable, if any, for
- access'toa record interms of Seﬁtion:;52(2) of the Act is‘a fee for reproduction. _
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12. Subjects and Categories of Records Available Only on 'Request to
Access in Terms of the Act (Section 51(1)(e))

12.1. Records held by the Company

12.1.1.  For the purposes of this clause 12.1, "Personnel’ refers to any

' person who works for or provides services to or on behalf of the
Company and receives or is entitled to receive remuneration and
any other person who assist in carrying out or conducting the
business of the Company. This includes, without limitation,
directors (executive and non-executive), all permaneni, temporary,
and part-time staff, as well'as contract workers.

12.1.2.  This clause serves as a reference to the categories of information
the Company holds. The information is classified and grouped
according to records relating to the following subjects and

categories:
SUBJECT ' CATEGORY
Companies Act Records Incorporation documents, name of

directors, share certificates, statutory
| registers, and meeting resolutions.

Customer & Transactional Records | Sale agreements (OTP), invoices,
FICA compliance documents, and

 vehicle licensing/registration records.

Financial Records. f;:;Accounting_ records, annual financial
| statements, tax returns, and
VAT/PAYE/UIF compliance records.

Operational and Sales:
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| Client contracts, business

.credit applications, and stock/fleet

correspondence, brokerage files,

management records.

Human Resources

' safety documentation.

Employment contracts, payroil/wage
registers, disciplinary/grievance

records, ieave records, and health &

Procurement and Supply

‘| and conditions, vendor lists, and

| procurement policies.

Supplier agreements, standard terms

[T and Infrastructure

| Usage policies, disaster recovery
| plans, hardware asset registers,
1 access control logs, and software

licensing.

12.1.3.

Note that the accessibility of the records may be subject to the

grounds of refusal set out in clause 19. Documents which are

deemed confidential on the part of a third party, will necessitate

permission from the third party concemned, in addition to normal

requirements, before the Company will consider access.

Records Available Without a Request to Access in Terms of the Act

Recbrds of a ‘public nature, tyﬁically those disclosed on the Company's

website and in its various annual reports, may be accessed without the need

to submit a formal application.
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13.2. . Other non-confidential records, such as statutory records maintained at the
Companies and Intellectual Properties Commission, may also be accessed
without the need to submit a formal application, however, please note that an
appointment to view such records will still have to be m'ade with the
Information Officer. | N

14. information or Documents Helid in Terms of Other South African
L.egislation '

14.1. Where applicable to its operations, the Company also retains records and
documents in terms of the following legislation:

14.1.1. _ Arbitration Act 42 of 1965

14.1 .2. Basic Conditions of Employment Act 1897

14.1.3.  Companies Act, 2008

14.14. Competltlon Act 1998

14.1.5. Compensation for Occupational Injuries and Diseases Act, 1993
14.1.6.  Constitution of South Afr;ca Act 1986

14.1.7.  Copyright Act, 1987

14.1.8.  Consumer Protection Act, 2008

14.1.9.  Debt Collectors Act, 1998

14.1.10. Electronic Communications and Transactions Act, 2002
14.1.11. Employment Equity Act, 1998

14.1.12.. Finance Act 35 of 2000
14.1.13.  Financial Advisory and Intermediary Services Act 37 of 2002
14.1.14. Fmanmal Intelligence Centre Act, 2001

14.1.15. Financial Sector Regulation Act 9.of 2017

14.1.16. Income Tax Act, 1962

14.1.17. Insolvency Act, 1936

14.1.18. Intellectual Property Laws Amendment Act 38 of 1997
14.1.19. Labour Relations Act, 1995

14.1.20. Long-Term insurance Act 52 of 1998
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14.2.

14.3.

15.

15.1.

15.2.
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14.1.21. National Credit Act 34 of 2005

14.1.22. National Road Traffic Act 93 of 1996,
14.1.23. Occupational Health and Safefy Act, 1993
14.1.24. Pension Funds Act 24 of 1956,

14.1.25. Promotion of Access to Information Act, 2000
14,1,26. Protection of Personal Information Act, 2013
14.1.27. Short-Term Insurance Act 53 of 1998
14.1.28. Skills Development Act, 1998 |
14.1.29. Skills Development Levies Act, 1999
14.1.30. Tax Administration Act, 2011

14.1,31. Trademarks Act 194 of 1993

14.1.32.  Unemployment Contributions Act, 2002
14.1.33. Unemployment Insurance Act, 2001

14.1.34. Value-Added Tax Act, 1991

Unless disclosure is prohibited in terms of legislation, regulations, contractual
égreement or otherwise, records that are required to be made available in
terms of this legisiation shall be made available for inspection by interested
parties in terms of the requirements and conditions of the Act.

A request to access must be done in accordance with the prescriptions of the
Act. The accessibility of such records may be withheld and refused in terms
of clause 19 of this document.

Process of Requesting Available

RecOrdé will _ohly be made a_va_ilab_!e._subject to the provisions of PAIA.

A request shall be made on the prescribed form (Request for Access to

Record) as attached hereto and marked Form 2. The prescribed form is also

~available on the website. of the Information Regulator, South Africa at:

© Last Updated: 06 July 2026




15.3.

15.4.

15.5.

15.6.

15.7.

15.8.

15.9.

(hitps:/fwww . justice.qov.za/inforeq/)

The prescribed form, and any applicable access fees, shall be submitted to
the Request Liaison Officer or the Information Officer at his/her address,
telefax number or e-mail address, of the Company.

The prescribed form shall contain sufficient information so that the Information
Officer, or hisfher Deputy, can properly identify:

15.4.1.  the record(s) requested; and

15.4.2.  the requester of the information.

‘The same procedure as set out in-’ clauses 16.1 and 16.2 applies if the

requester is requesting information dn behalf of another person or on behalf
of a permanent employee of the Company.

The reduester should indicate which form of access is required and submit a

postal or email address so that the outcome of the request can be provided.

The requester must state that the reason for the request to information relates
to the exercise or protection of a specific right and clearly state the nature of
the right and why the information is necessary to exercise or protect such right
as per Section 53(2)(d) of the Act.

if the request'is made on behalf of another person, the requester must submit

. proof of the capacity in which the réquester is making the request and the

Information Officer, or his/her Deputy, shall decide whether such proof is
sufficient to continue with the request, as per Section 53(2)(f) of the Act.

if an individual is unable to complete any. of the prescribed forms due to

illiteracy or disability, such a request:may be made orally.

Last Updated: 06 July 2026




15.10. The requester must pay the prescribed access fee prior to any information
being disclosed.

15.11. The Information Officer, or his/her Deputy, shall, unless the requestér has
stated special reasons, which have been accepted by the Information Officer,
or his/he.r Deputy, as to why such time periods should not be complied with,
as soon as reasonably possible and within 30 (thirty) days after the request
has been received, decide whether or not to grant the request.

15.12. The requester will be notified of the decision of the Information Officer, or
his/her Deputy, or the Request Liaison Officer in the manner indicated by the

requester and on the prescribed form (Qutcome of request and of fees

payable)-as attached hereto and marked Form 3.

15.13. If the réquest is granted, the reqﬂestér shall be informed by the Information,
his/her Deputy, or the Request Liaison Officer, in the manner indicated by the
requester in the prescribed form.

15.14. Notwithstanding the aforegoing, the Company will advise the requester in the
manner stipulated by the requester in the prescribed form of:

15.14.1. the access fee to be paid for the information;

15.14.2. the format in which access will _be given; and
-15.14.3. the fact that the requéétér may lodge an appeal with a court of
competentjurisdiction against the access fee charged or the format

in which access is to be granted.

15.15. After access is granted, actual access to the record requested will be given as

soon as reasonably possible.
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15.16. If the request for access is refused, the Information Officer, or his/her Deputy,
or the Request Liaison Officer, shall advise the requester in writing of the
refusal. The notice of refusal will state:

15.16.1. adequate reasons for the refusal; and

15.16.2. that the requester may lodge an appeal with a court of competent
jurisdiction against the refusal of the request,

15.17. Upon the refusal by the Information Officer, or his/her Deputy, or the Request
Liaison- Officer, the deposit paid by the requester will be refunded.

15.18. If the Information -Officer, or histher Deputy, or the Request Liaison Officer,
fails. to respond within 30 (thirty) days after a request has been received, it is
deemed, in terms of section 38, read together with section 56(1) of the Act,

that the request has been refused.

15.19. The Information Officer, 6r his/her Deputy, may decide to extend the period of
30 (thirty) days for another period of not more than 30 (thirty) days if:

15.19.1. the request is for a large number of records;

15.19.2. the search for the records is to be conducted at a premises not

situated in the same fown @r city as the head office of the Company;

- 15.18.3. consultation among‘divi-siohs ofdepértments, as the case may be,
' of the Company is requirejd;

15.19.4. the requester consents to such an extension in writing; and

15.19.5. the parties agree in any other manner to such an extension,
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15.20. Should the Company require an extension of time, the requester shall be
informed in the manner stipulated in the prescribed form of the reasons for the
extension.

15.21. The requester may lodge an appeaf with a court of competent jurisdiction

against any extension or against any procedure set out in this section.
16. Access Fee

16.1. The fees payable for the production of records are contained in Form 3

(Qutcome of reguest and of fees pavable) as attached hereto and are as
follows: ' o

16.1.1.  the request fee payable by every requester, R140.00 (one hundred
and forty Rands},

16.1.2.  for every photocopy/printed black and white copy of Ad-size page,
R2.00 (two Rands) per page or part thereof;

16.1.3..  for a copy in a computer-readable form on a:

16.1.3.1. flash drive (to. be provided by the requester), R40.00

(forty Rands)
 16.1.3.2. compa'ct'diré"c:-'

16.1.3.2.1.  if provided by the requester, R40.00 (forty
Rands) '

16.1.3.2.2. if provided to the requester, R60.00 (sixty
Rands)
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16.1.4.

16.1.5.

16.1.6.

16.1.7.

16.1.8.

for the transcription of visual images per A4-size page, the service
will be outsourced. Accordingly, the cost will depend on the
guotation received from the relevant service provider);

for the transcription of an audio record, per A4 size page, R24.00
{twenty-four Rands);

for a copy of an audio record on a:

16.1.6.1.  flash drive (to be provided by the requestor), R40.00
 (forty Rands); and

16.1.6.2. compact disc: B
16.1.6.2.1. I provided by the requester, R40.00 (forty
Rands); and
1 16.1.6.2.2. if provided to the requester, R60.00 (sixty
Rands).

Any postage, e-mail or any other electronic transfer, the actual
expense incurred; and

the cost to search for and prepare the record for disclosure, per

- " hour or part théreo_f._?bu:t_-'.speciﬁcally' excluding the first hour,

reasonab_ly-'requi_red.if,oﬁsucﬁ: sear_éh and preparation to take place, -
R145.00 {one hundred and forty-ﬁve Rand). The total cost shali not
exceed R435.00 (four hundred and thirty-five Rand).

16.2.  Where a'requester submits a request for access to information held by an’

institution on a person other than the requester himself/herself, a request fee
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is p'ayable _up-froht before the institution will further process the request

received.

16.3. Where the institution receives a fequest for access to information held on a
person other than the requester himself/herself and the Information Officer,
upon receipt of the request, is of the opinion that the preparation of the
required record of disclosure will take more than 6 (six) hours, a deposit is
payable by the requester. The amount of the deposit is equal to 1/3 (one-third)
of the amount of the app[icabie access fee(s). |

16.4. The initial "request fee" of R140,00 (one hundred and forty Rands) should be
deposited into a bank account nominated by the Company and a copy of the
deposit slip, application. form and ‘fo'th__er correspondence or documents,

: .foméfdect 1o the Information Ofﬁ.cer o’r_th’"e Deputy Information Officer's email
address detailed in clause 8 and 9.

17. Information or Records Not Found |

17.1.  If all reasonable steps have been téke'n to find a record, and such a record
cannot be found or if the records do not exist, then the Information Officer, or
his/fher Deputy, or the Request Liaison Officer, shall notify the requester, by
way of an affidavit or affirmation, that it is not possible to give access o the
requested record.

17.2. The affidavit or affirmation shall provide a full account of all the steps taken o
find the record or to determine the éxistenc_e thereof, including details of all
éommunicaﬁons by the head of the Qombany and/or the Information Officer,
or 'hislher' Deputy, and/or the Request Liaison Officer together with every
person who Conducted the search.

17.3. The notice, as set out in 16.1, shall be regarded as a decision to refuse a
request for access to the record concerned for the purposes of the Act.
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17 4.

17.5.

18.

18.1.

18.2.

18.3.

18.4.

19.

19.1.
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If the record'in guestion should later be found, the requester shall be given
access to the record in the ménner stipulated by the requester in the
prescribed form unless access is refused by the Information Officer, or his/her
Deputy, or the Request Liaison Officer.

The attention of the réquester is drawn to the provisions of Chapter 4 of Pért
3 of the Act in terms of which the Company may refuse, on certain specified

grounds, to provide information to a requester.

Information Requested About a Third Party

Section 71 of the Act makes provision.for a request for information or records -
about a third party. o

In considering such a request, the Company will adhere to the provisions of
sections 71 to 74 of the Act, '

The attention of fhe requester is draWn to the provisions of Chapter 5 of Part
3 of the Act in terms of which the Company is obliged, in certain
circumstances, to advise third parties of requests lodged in respect of
information applicable to or concerning such third parties.

In addition, the provisions of Chapter 2 of Part 4 of the Act entitle third parties
to dispute the decisions of the head of the Company or the Request Liaison

- Officer by referring the matter to the Hi‘gh Court of South Africa.

Grounds For Refusal

The information Officer, or hisfher Deputy, or the Request Liaison Officer, may
legitimately refuse to grant access to a requested record that falls within a

certain category. Grounds on which the Company may refuse access include:
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19.1.2.

19.1.3.
19.1.4.
19.1.5.
19.1.6.
19.1.7.
19;1.8.17

19.1.9.

protecting Personal Information that the Company holds about a
third person (who is a natural person) including a deceased person,

from unreasonable disclosure;‘

protecting commercial information that the Company holds about a
third party or the Company (for example trade secrets, financial,
commercial, scientific, or technical information that may harm the

commercial or financial interests of the organisation or the third

party);

if disclosure of the record would result in a breach of a duty of
confidence owed fo-a third party in terms of an agreement;

if disclosure of the réco’fd would endanger the life or physical safety
of an individual,

if disclosure of _the record would prejudice or impair the security of
property or means of fransport;

if disclosure of the record would prejudice or impair the protection
of a person in accordance with a witness protection scheme;

if disclosure of the record would prejudice or impair the protection
of the safety of the public;

the record is privileged .f:r'of;*n"productéon in legal proceedings, unless
the legal privilege has been waived;

o
disclosure of the -record (containing trade secrets, financiai,

commercial, scientific, or technical information) would harm the
commercial or financial interests of the Company;
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19.2.

19.3.

20.

20.1.

20.2.

20.3.
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19.1.10. disclosure of the record would put the Company at a disadvantage
in contractual or other negotiations or prejudice it in commercial
competition;

19.1.11. the record is a computer programme; and

19.1.12. the record contains information about research being carried cut or
about to be carried out on behalf of a third party or the Company.

Any request for information which is clearly frivolous or vexatious, or which
involves an unreasonable amount of resources be spent in obtaining such

records shall be refused.

All requests for information shall be decided on their own merits and in terms
of the Act and other applicable legislétion.

Remedies

The Company does not have internal appeal procedures regarding the refusal
of any requests. As such, the decision made by the Information Officer, or
his/her Deputy, or the Request Liaison Officer, is final.

If a request is denied, the requestor is entitled, within 30 (thirty) days after
receiving the decision _of refusal, to apply to a court with appropriate
jurisdiction, for relief.

Should a third parly be aggrie'v_'edjby a decision to grant a request for
information under the Act, such person may, within 30 (thirty) days after
receiving the decision to grant the request, to apply to a court with appropriate

jurisdiction, for relief.
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21.

21.1.

21.2.

A requester is entitled to iodge a complaint with the Information Regulator

should he/she wish to do so.
Processing of Personal Information in Terms of the POPIA

Chapter 3 of POPIA provides for ‘the minimum Conditions for Lawful
Processing of Personal Information by a Responsible Party. These conditions
may not be derogated from unless specific exclusions apply as outlined in
POPIA.

The Company requires Personal Information relating to both individual an
juristic persons in order to carry out its business and organisational functions.
The manner in which this information is processed and the purpose for which
it is processed is determined by the Company. The Company is accordingly a
Résponsibie Party for the purposes of POPIA and will ensure that the Personal
Information of a Data Subject:

21.2.1. is processed lawfully, fairly, and transparently. This includes the
provision of appropriate information to Data Subjects when their
data is collected by the Company, in the form of privacy or data
collection notices. The Company must also have a legal basis (for
example, consent) to process Personal Information; |

21.2.2. s processed only for the purposes for which it was collected,

21.2.3.  will not be processed for a secondary purpose unless that
Processing is compatible with the origin_al purpose;

21.2.4. s adequate, relevant, and not excessive for the purposes for which
it was collected;

21.2.5. is accurate and kept up to date;
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21.2.6.  will not be kept for longer than necessary;

21.2.7. will not be kept for longer than necessary; is processed in
accordance with integrity and confidentiality principles, including
physical and organisational measures to ensure that Personal
information, in both pﬁysicﬁal and electronic form, are subject to an
appropriate level of security when stored, used and communicated
by the Company, in order to protect against access and acquisition
by unauthorised persons and accidental loss, destruction or
damage,;

21.2.8.. isprocessed in accordance with the rights of Data Subjects, where
applicable. Data Subjects have the right to;

21.2.8.1. be notified that their Personal Information is being
collected by the Company. The Data Subject also has
the right to be notified in the event of a data breach;

21.2.8.2. know whether the Company holds Personal
Information about them, and to access that information.
Any request for information must be handled in
accordance with the provisions of this Manual,

21.2.8.3. request the correction or deletion of inaccurate,
irrelevant, 'excessive, out of date, incomplete,
misleading, - or unlawfully obtained personal
information; |

21.2.84. object to the Company's use of their Personal

Information and request the deletion of such Personal
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21.2.8.5.

21.2.8.6.

Information (deletion would be subject to the

Company's record keeping requirements);

object to the Processing of Personal Information for
purposes of direct marketing by means of unsolicited
electronic communications; and

lodge a complaint with the Information Regulator
regarding an alleged infringement of any of the rights
protected under POPIA and to institute civil
proceedings regarding the alleged non-compliance
with the protection of his, her or iis peréonai

- information.

22. Categories of Data Subject and their Personal Information

22.1. The Company may possess records relating to suppliers, members, partners,

contractors, service providers, staff, and clients (i.e. beneficiaries) which may

be in connection with the following:

ENTITY TYPE _ PERSONAL INFORMATION
PROCESSED
Clients: Natural Persons Names, physical and postal

addresses, date of birth, ID numbers,
0 tax-related information, nationality,
| gender, contact details
- (email/phone), and location/online
identifiers.

Clients: Juristic Persons Entity name and registration number,

physical and postal addresses,

contact details, financial and tax-
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23.

23.1.
23.2.

23.3.

23.4.
23.5.
23.6.

23.7.

24.

241,

cirofn

related information, and details of
directors, contact persons, and

authorized signatories.

Employees or Directors Employment and education history,
medical and financial records,
criminal records, demographic
details (race, gender, marital status,

age), and information relating to well-

being.

The Company May Supply Personal Information to the Following
Recipients ' '

Regulatory, statutory and government bodies;
Employees of the Company;

Suppliers, service providers, vendors, agents, and representatives of the
Company;

The Company's members and other stakeholders;
Third party verification agencies and the credit bureau;
Coilection agéncies; and

Banks and other financial institutidns:.

Cross-Border Flows of Personal Information

Section 72 of POPIA provides that Personal Information may only be
transferred out of the Republic of South Africa if the:
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24.1.1. recipient country can offer such data an “adequate tlevel” of
protection. This means that its data privacy laws must be
substantially similar to the conditions for lawful processing as
contained in POPIA; or

241.2. the Data Subject consents to the transfer of their Personal

Information; or

24.1.3. the transfer is necessary for the performance of a contractual
obligation between the Data Subject and the Responsible Party, or

- 24.1.4. the transfer is necessary for the performance of a contractual
* obligation between the Reéponsible Party and a third party, in the
interests of the Data Subject; or

24.1.5. the transfer is for the benefit of the Data Subject, and it is not
reasonably practicable to obtain the consent of the Data Subject,
and if it were, the Data Subject, would in all likelihood provide such

consent.
25, General Description of Information Security Measures

25.1. The Company employs up to date technology to ensure the confidentiality,
integrity, and availability of the Pe_rsonal Information under its care. The
measures include: .

95.1.1. firewalls:

1

25.1.2.  virus protection software and update protocols;

25.1.3.  logical and physical access control;

Last Updated: 06 July 2026




WILUAIIRD 0 3NC JAC e

25.1.4. secure setup of hardware and software making up the IT
infrastructure; and

25.1.5.  an outsourced service provider who is confracted to ensure the
abovementioned security controls are implemented.

26.  Security Measures Implemented or to Be Implemented by the
Cbmpany to Ensure the Confidentiality, Integrity and Availability for
“the Personal Information Which May be or is Being Processed by the
Company o |

26.1. The Company continuously establishes and maintains appropriate,
reasonable, technical and organisational measures to ensure that the integrity
of the Personal information which:may be in its possession or under its control
is secure. '

26.2. The Company further ensures that such information is protected against

unauthorised or unlawful Processing, accidenial loss, destruction or damage,

- alteration, or access by having regard to the requirements set forth in law, in-

_industry practice and generally accepted information security practices and
procedures with apply to the Corﬁpany.

THIS DOCUMENT IS APPROVED AND SIGNED BY THE MANAGING DIRECTOR
' 57
OF THEC Y ON THIS 37 DAY OF_Jur4 2026.

/k/ . 7 )
lé!illiam Mmpson

Managing Director
William Simpson Car (Pty) Ltd
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FORM 2
REQUEST FOR ACCESS TO RECORD

{Regu}ation 7]

NOTE: :
1. Proof of identity must be atfached by the requester.

2. Ifrequests made on behalf of another person, proof of such authorisation, must be aftached to this
form.

TO: The Information Officer

{Address)

E-mail address:

Fax number:

Mark with an X"

|___| Reqguest is made in my own name D Request is made on behalf of another person.

Pagelof4



'R.e..borc.i is in written or printed form

Record comprises virtual images ({this includes photographs, slides, video recordings,
compuiter-generafed images, skelches, etc) :

Record consists of recorded words or information which can be repraduced in sound

Record is held on a computer or in an electronic, or machine-readable form
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P'ri'nt'ed' copy of record '(i'héh;}dfng cbbieé 5fény virtual inééges, tranééﬁptions and information
held on computer or in an electronic or machine-readable form)

Written or printed transcription of virtual images (this includes photographs, slides, video
recordings, compufer-generated images, sketches, etc)

Transcription of soundtrack (writfen or printed document)

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

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

Copy of record saved on cloud storage server

'F’é;:s'bna!'inépéc'tion'df record at reglsteféd address of public/private 'b'dd'y. (fnc!i':ding'hs'téning.
to recorded words, information which can be reproduced in sound, or information held on
computer or in an elecironic or machine-readable form)

Postal services to postal address

Postal services to street address

Courter service to street address

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

E-mail of information (including soundiracks if possible)

Cloud shareffils 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 inadequats, please-continue-on a separate page and atfach it io this Form. The

reguester must sign -aﬂ”fhe_addr_‘ﬁqnai pages. .

indicate which right (s to
be  exercised or

protected
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Explain why the record
requested is required for
the exercise or
protection of the
aforementioned right:

CFEES

a) A request fee must be paid before the-request will be-considered,

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

¢l The fee payable for access to a record depends on the forriin which access is required and
the reasonable time required to-search for and propare a record,

d} if you qualify for exemption of the payment of any fee, piease stale the reason for exemption

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:

. Postaladdress | Electronic commur

__ (Ploase specify)

Signed at this ___dayof 20

Signature of Requester / person on whose behalf request is made

FOR OFFICIAL USE

Signature of Information Officer
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FORM 3
QUTCOME OF REQUEST AND OF FEES PAYABLE
[Reguiation 8]

Note:
1. If your request is gramted the—

{a) amount of the depostt, (if any), is payable before your request is processed; and

{b) requested record/porﬂon of the record will only be released once proof of full payment is

received,

2. Please use the reference number hereunder in all future correspaondence.

Reference number:

TO:

Your request dated

1. You requested

2. You requested:

Printed ¢ COP:es of the informmation (i

Kindly note that your request has been:

D Approved

D Denied, for the following reasons:




Service fo be
cutsourced. Will
depend on the

quotation of the
service provider

R24.00

R40.00

R40.00
R60. 00

Actual costs

The amount must be paid into the following Bank account:

Name of Bank:

Name of account holder:

Type of account:

Account number:

Branch Code:

Reference Nr:

Submit proof of payment to:

Signed at this day of

Information officer

20




FORM 2
REQUEST FOR ACCESS TO RECORD

[Reguiation 7]

NOTE:
1. Proof of identity must be altached by the requester.
2. [frequests made on behalf of ancther person, proof of such authorisation, must be attached to this

form.

TO: The Information Officer

{Address)

E-mail address:

Fax humber:

Mark with an "X"

I:l Request is made in my own name D Request is made on behalf of another person.
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Street Address

Anyfud r‘p'arﬁé lars:

Recbrd '.is in writtéri .o'r printed form

Record comprises virtual images (this includes pholographs, slides, video recordings,
computer-generated images, skeiches, 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
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Printed copy of record (including copies of any virlual Images, transcriptions and information
held an computer or in an electronic or machine-readable form)

Written or printed transcription of virtual images (this includes photographs, siides, video
recordings, compufer-generated images, skelfches, efc)

Transcription of soundtrack (written or printed document)

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

Copy of record on compact disc drive(including virfual images and soundtracks)

Copy of record saved on cloud storage setver

“Personal inspecﬁbn of record at registered address of pubhclpnvé'te"body (md&dfng fistening
o recorded words, information which can be reproduced in sound, or information held on
computer or in an electronic or machine-readable forrm)

Postal services to postal address

Postal services to street address

Courier service to streetf address

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

E-mail of information (including soundtracks if possible)

Cloud shareffile 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 REGHT TO BE EXERCISED OR PROTECTEB

if the provided space-is madequate please contmue ona separafe page and attach n‘ fo th:s Form. The

requester must s;gn ali the addfﬁonai pages.

indicate which right is to |
be exercised or

protected
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Explain why the record

the exercise or
protection of the
aforementioned right:

requested is required for |

FEES
@ A request fee must be paid before the request will be considered.
b) You will be noiified of the amount of the atcess fee fo be paid.
) The-fee payable for acesss fo a record depends on'the form. in which access is required and

the reasonable fime required{o search for and prepare a record,
d) __ Ifyou qualify for-exemption of the payment of any fee, please state-the reason for exemption

Reason

You will be notified in wriling 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:

Signed at

day of 20

Signature of Requester/ person on whose behalf request is made

FOR OFFICIAL USE

Signature of information Officer
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FORM 3
OUTCOME OF REQUEST AND OF FEES PAYABLE
[Regulation 8}

Note: |
1. If your request is granted the—

(a) amount of the deposit, {if any), is payabie before your request is processed; and

(b) requested record/portion of the record will only be released once proof of full payment is

received.

2. Plsase use the reference number hereunder in all future correspondence.

Reference number:

TO:
Your request dated , refers.
1. You requested

_Persona! mspechﬂn

3. To be submitted:

: Posta! semces 1o posiai address

Kindly note that your request has been:

D Approved

D Denled, for the following reasons:




The amount must be paid into the following Bank account:

Name of Bank:

Name of account holder:

Type of account;

Account number:

Branch Code:

Reference Nr:

Submit proof of payment to:

Signed at this day of

20

Information officer




