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DEFINITIONS   

Personal Information: 
Information relating to an identifiable natural or juristic person, including names, identification 
numbers, contact details, financial information, employment information, and opinions, as defined 
in POPIA. 

Data Subject: 
The natural or juristic person to whom personal information relates, including employees, clients, 
suppliers, and contractors. 

Processing: 
Any activity involving personal information, whether automated or manual, including collection, 
receipt, storage, use, updating, sharing, archiving, and destruction. 

Operator: 
A third party that processes personal information for or on behalf of the company in terms of a 
written agreement and under conditions of confidentiality. 

Responsible Party: 
The company (Process Vacuum (Pty) Ltd), which determines the purpose of and means for 
processing personal information. 

Information Officer (IO): 
The person designated by the company to oversee compliance with PAIA and POPIA, manage access 
requests, and liaise with the Information Regulator. 

Deputy Information Officer: 
A person authorised to assist the Information Officer with PAIA and POPIA duties, including 
responding to requests and facilitating compliance. 

Information Regulator: 
The statutory authority responsible for monitoring and enforcing compliance with PAIA and POPIA 
and managing complaints. 

Consent: 
A voluntary, specific, and informed expression of will by a data subject agreeing to the processing of 
their personal information. 

Special Personal Information: 
A sensitive category of personal information, including religious beliefs, race, health data, biometric 
information, and trade union membership, which is subject to stricter processing requirements 
under POPIA. 
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1. INTRODUCTION 

Process Vacuum (Pty) Ltd is a private engineering company involved in the manufacture, supply, and 

servicing of industrial vacuum and process equipment for various industrial sectors. The company 

operates in compliance with South African laws and is committed to transparency, accountability, 

and privacy in accordance with the Promotion of Access to Information Act (PAIA) and the Protection 

of Personal Information Act (POPIA) 

2. PURPOSE OF THE PAIA MANUAL 

2.1 The Promotion of Access to Information Act, 2000 (PAIA), was enacted to give effect to 

section 32 of the Constitution of the Republic of South Africa, which provides for the right of 

access to information held by the State or by another person, which is required for the 

exercise or protection of any rights. 

2.2 PAIA aims to foster a culture of transparency and accountability in public and private bodies 

by promoting access to information and by balancing that right with reasonable protection 

of privacy, commercial confidentiality, and effective governance. 

2.3 This Manual is published in terms of section 51 of PAIA and includes information as required 

by the Protection of Personal Information Act, 2013 (POPIA), as amended in April 2025. 

POPIA promotes the protection of personal information processed by public and private 

bodies and seeks to balance the right to privacy with access to information. 

2.4 The purpose of this Manual is to facilitate access to records held by Process Vacuum (Pty) 

Ltd in a structured, lawful, and efficient manner, ensuring that data subjects and 

stakeholders are aware of their rights and the procedures involved in exercising those rights. 

2.5 The Manual sets out: 

 

2.5.1 The structure and functions of Process Vacuum (Pty) Ltd. 

2.5.2 The types of records held by the company. 

2.5.3 The process and prescribed forms to request access to such records. 

2.5.4 The rights of access, correction, or deletion under both PAIA and POPIA. 

2.5.5 The remedies available, should a request for information be denied. 

2.6 This Manual also serves to assist individuals (data subjects, employees, clients, suppliers, 

third parties) to understand how they can: 

 
2.6.1 Request access to their personal information; 
2.6.2 Understand what types of information are available from the company; 
2.6.3 Navigate the process involved in lodging a request or complaint under PAIA POPIA. 

 
2.7 The Manual is a living document that is reviewed annually and updated as necessary to 

reflect changes in legislation, internal processes, or the business environment. 
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2.8 Through this Manual, Process Vacuum (Pty) Ltd promotes a proactive approach to 

transparency, lawful data processing, and the exercise of access rights in a manner that is 

fair, reasonable, and aligned with both privacy and accountability principles. 

3. CONTACT DETAILS  

The Information Officer responsible for PAIA and POPIA compliance at Process Vacuum (Pty) Ltd is: 

Name: Desiree Van Heerden 

Designation: Information Officer 

Email: info@processvacuum.co.za  

Telephone Number: 016 362 2761 (Ext. 225) 

Registered with the Regulator: Yes 

 

The Deputy Information Officer appointed to support the Information Officer is: 

Name: Tounette Schmidt 
Designation: Deputy Information Officer 
Email: accounts@processvacuum.co.za  
Registered with the Regulator: Yes 
Telephone Number: 016 362 2761 (Ext. 201) 

Both Information and Deputy Officers share the same physical and postal address: 

Physical Address: c/o Steenbok and Bloubok Road, Highbury, Henley on Klip 

Postal Address: PO Box 357, Henley on Klip, Gauteng, 1962 

 

4. GUIDE TO THE PAIA MANUAL 

4.1 This Manual explains how to request access to records held by Process Vacuum (Pty) Ltd in 
terms of PAIA. 

4.2 It sets out the categories of records available without a request and those available upon 
formal request.  

4.3 The Manual also outlines the fees applicable, grounds on which access may be refused, and 
remedies available if access is denied. 

4.4 For further guidance, a comprehensive Guide to PAIA is available from the Information 
Regulator at: 

Address: Woodmead North Office Park, 54 Maxwell Dr, Woodmead, Sandton,2191 

Tel: 010 023 5200 

Email: enquiries@inforegulator.org.za 

Website: www.inforegulator.org.za 

  

mailto:info@processvacuum.co.za
mailto:accounts@processvacuum.co.za
http://www.inforegulator.org.za/
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5. RECORDS AVAILABLE WITHOUT REQUEST 

5.1  The following categories of records are automatically available without the need to submit a 
formal PAIA request: 

     5.1.1  Company profile and general information 
     5.1.2  The PAIA Manual itself 
     5.1.3  Privacy Policy and POPIA compliance documentation 
     5.1.4  Public product brochures, datasheets, and marketing materials 
     5.1.5  Standard terms and conditions and contractual templates 

6. RECORDS AVAILABLE ON REQUEST 

6.1  Any other records held by Process Vacuum (Pty) Ltd may be accessed on submission of a 
formal request in accordance with PAIA, subject to applicable grounds for refusal. 

6.2 Examples include but are not limited to: 
 

Record Category Description Access Limitations 

Personnel / 
Employment Records 

Employee contracts, payroll records, leave 
records, performance appraisals, disciplinary 
actions, training records 

Access limited to the employee, HR, or 
Information Officer; confidential 

Client and Customer 
Records 

Client contracts, correspondence, purchase 
orders, invoices, service agreements 

Access limited to authorized staff; 
commercial confidentiality applies 

Supplier and Service 
Provider Records 

Supplier agreements, invoices, payment 
records, correspondence related to 
procurement or services 

Access limited to company staff; 
commercial sensitivity applies 

Financial Records 
Annual financial statements, accounting 
records, tax returns, bank statements, 
budget reports 

Access may be limited due to commercial 
confidentiality and statutory obligations 

Operational Records 
Quality assurance reports, safety audits, 
maintenance logs, production records, 
operational procedures 

Access may be restricted to protect 
proprietary processes or safety 
information 

IT / Data Logs 
System access logs, backup logs, data 
processing activity records, network activity 
reports 

Access limited to IT/admin staff; sensitive 
information protected 

POPIA / Data Privacy 
Records 

Consent forms, privacy notices, data subject 
access requests, processing logs 

Access limited to data subjects or 
regulators in accordance with POPIA 

Corporate Governance 
Records 

Board meeting minutes, resolutions, policies, 
standard operating procedures 

Access limited due to confidentiality and 
sensitive corporate information 

 
 

6.3 Access may be limited by legitimate grounds for refusal, including the protection of personal 
information, confidential information of third parties, or commercial confidentiality 
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7. RECORDS REQUIRED IN TERMS OF LEGISLATION  

Process Vacuum (Pty) Ltd retains records required in accordance with the following laws (non-
exhaustive): 

Legislation Records Maintained Description 

Companies Act, 2008 

Company registration documents, 
Memorandum of Incorporation, 
shareholder registers, minutes of board 
meetings, annual returns 

Corporate governance 
records required by law 

Basic Conditions of 
Employment Act, 1997 

Employment contracts, leave records, 
working hours, remuneration records 

Compliance with labour 
standards 

Labour Relations Act, 1995 
Records of disputes, disciplinary 
proceedings, collective agreements 

Compliance with labour 
relations requirements 

Employment Equity Act, 
1998 

Employment equity plans, workforce 
demographic reports 

Compliance with 
reporting and affirmative 
action requirements 

Income Tax Act, 1962 
Tax returns, supporting documentation, 
assessments 

Compliance with statutory 
tax obligations 

Value Added Tax Act, 1991 VAT returns, invoices, payment records 
Compliance with VAT 
reporting 

Unemployment Insurance 
Act, 2001 

UIF contributions, employee records 
related to claims 

Compliance with UIF 
reporting obligations 

Occupational Health and 
Safety Act, 1993 

Safety audits, incident reports, risk 
assessments 

Compliance with OHS 
standards 

Broad-Based Black 
Economic Empowerment 
Act, 2003 

B-BBEE scorecards, compliance records 
Compliance with B-BBEE 
reporting 

Protection of Personal 
Information Act, 2013 

Data processing logs, consent records, 
privacy notices 

Compliance with POPIA; 
protection of personal 
information 
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8. ACCESS REQUEST PROCEDURES 

8.1 All requests for access to records must be made in writing using the Company’s prescribed 
Access Request Form, which is based on Form 2, prescribed by the Information Regulator 
and is attached hereto as Annexure B or obtainable directly from the Company’s Information 
Officer. 

8.2 Completed requests must be submitted to the Information Officer or the Deputy 
Information Officer at the contacts details stipulated above.  

8.3 The request must contain sufficient detail to enable the Company to identify:  

 8.3.1 the record(s) requested, and  

 8.3.2 the identity of the requester. 

 

8.4 The Company may require proof of identity before processing the request, to ensure that 
records are released only to the lawful requester or their authorised representative. 

8.5 Any applicable request fees, as outlined in Section 7 of this Manual, must be paid in 
advance, or proof of payment submitted with the request. 

8.6 The Company will acknowledge receipt of the request and provide a written response within 
30 calendar days, either: 

 8.6.1 granting access to the requested record(s), or 

 8.6.2 providing written reasons for refusal, as permitted by PAIA. 

 

8.7 Where additional access fees are payable, the requester will be informed of the amount 

due. Access to the records will be granted only upon proof of payment of such fees.  

 

8.8 Where necessary, the Company may extend the initial 30-day period by a further 30 days, in 

accordance with PAIA. The requester will be notified in writing of any such extension and the 

reasons for it. 

9. INTERNAL POPIA / PAIA COMPLAINT PROCEDURE  

9.1 Before lodging a complaint with the Information Regulator, requesters or data  
 subjects are encouraged to use Process Vacuum (Pty) Ltd.’s internal complaint  
 procedure. 

9.2 Complaints must be submitted in writing using the Internal POPIA Complaint Form 
 (Annexure E or available from the Information Officer).  

9.3 The company will acknowledge, investigate, and resolve the complaint in line with its 
 POPIA Complaints Handling Procedure.  
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9.4 If the complainant is not satisfied with the outcome, they may escalate the matter to the 
 Information Regulator or seek relief through a court of competent jurisdiction. 

9.5 If your request for access to information is refused, or if you are dissatisfied with the 

outcome of your request, you have the following rights: 

9.5.1 Lodge a complaint with the Information Regulator: 

 You may lodge a complaint with the Information Regulator. Complaints should be 

 made within 180 calendar days after you are notified of the decision. 

9.5.2 Complaints must be lodged using the prescribed Complaint Form (Form 5), 

 which is available on the Information Regulator’s website at 

 www.inforegulator.org.za. 

9.5.3 The completed form must be submitted to the Information Regulator either by  

  email, post, or delivery to the Regulator’s offices (contact details below). 

9.5.4 Apply to a court for relief: 

  Alternatively, you may apply to a court of competent jurisdiction for   

  appropriate relief. 

 

9.5.5 CONTACT DETAILS FOR THE INFORMATION REGULATOR 

  

Physical Address 
Woodmead North Office Park, 54 Maxwell Drive, Woodmead, 
Johannesburg, 2191  

Postal Address P.O. Box 31533, Braamfontein, Johannesburg, 2017  

Telephone 010 023 5200  

Toll-Free Number 0800 017 160 

General Enquiries Email enquiries@inforegulator.org.za  

PAIA Complaints Email PAIAComplaints@inforegulator.org.za  

9.5.6 Notice requirements 

Any refusal must be given in writing and include adequate reasons for the refusal. 

The notice must inform you of your rights under PAIA, namely: 

• That you may lodge a complaint with the Information Regulator. 

• That you may apply to the court for relief. 

 

http://www.inforegulator.org.za/
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10. PRESCRIBED FEE STRUCTURE AND APPLICATON FORM IN RESPECT 

In terms of the Promotion of Access to Information Act, 2000 (PAIA), the fees payable and the form to be used 

when requesting access to records of a private body are prescribed by regulation. 
 
10.1 Fee Structure:  

 
The prescribed fees include, for example, a request fee (payable upon submitting a request), 
reproduction fees (for photocopies, electronic copies, etc.), postage costs, and fees for time 
spent searching for and preparing records. A full schedule of these fees is attached to this 
manual as ANNEXURE A. 
 

10.2 Waiver of Fees: 
 
10.2.1 A requester seeking access to their own personal information is not required to pay 

the request fee. 
 
10.2.2 In addition, the Information Officer of a private body may, in appropriate 

circumstances, reduce or waive any fees if doing so would be in public interest, or if 
the cost would otherwise be prohibitive to the requester. 

 
10.3 Application Form: 
 

All requests for access to records must be made on the prescribed Form 2: 
Request for Access to Record of a Private Body, as issued by the Information Regulator. This 
form is attached to this manual as Annexure B. 
 
Both the fee structure and the application form are also available from: 

 

• The Government Gazette. 

• The website of the Department of Justice and Constitutional Development 
(www.doj.gov.za)  

• The Information Regulator website (https://inforegulator.org.za/).  

11. GROUNDS FOR REFUSAL OF ACCESS 

11.1  Access to records may be refused if: 

11.1.1 Disclosure would violate another person’s privacy or reveal personal information 

unlawfully. 

11.1.2 Records contain confidential commercial information whose disclosure would 

 harm the company or a third party. 

11.1.3 Disclosure could threaten the life or safety of any person. 

11.1.4 Records are privileged or relate to internal investigations 

 

 

http://www.doj.gov.za/
https://inforegulator.org.za/
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11.2  The company will provide written reasons for refusal  

 (Information required under Section 51(3) of the Act) 

12. AVAILABILITY OF THE MANUAL 

12.1  This PAIA Manual is available: 

• On request from the Information Officer during office hours. 

• At the offices of Process Vacuum (Pty) Ltd. 

• On the company website: www.processvacuum.co.za 

13.  COMPLIANCE WITH POPIA AND DATA SUBJECT RIGHTS 

13.1 Process Vacuum (Pty) Ltd complies with the Protection of Personal Information Act (POPIA), 

2013 (as amended), ensuring the lawful processing of personal information. 

13.2 Data subjects have rights under POPIA, including the right to access, correction, and deletion 

of their personal information. 

13.3 Procedures to exercise these rights are set out in the company’s Privacy Policy (available on 

the website) and internal Data Privacy Standard (available on request), as well as the Data 

Subject Access Request Procedure. 

13.4 This PAIA Manual should be read together with the Process Vacuum Privacy Policy and Data 

Privacy Standard, which form part of the company’s overall POPIA Compliance Framework. 

14. UPDATES TO THIS MANUAL 

This PAIA Manual will be reviewed at least annually and updated as necessary to reflect legislative 

amendments or organisational changes. 

15. VERSION CONTROL 

VERSION DATE APPOVED BY SUMMARY OF CHANGES 

1.0 JUNE 2025 DESIREE VAN HEERDEN 
– FINACIAL DIRECTOR 

INITIAL VERSION – FIRST 
RELEASE OF THE POLICY 

2.0 NOVEMBER 2025 DESIREE VAN HEERDEN 
– FINANCIAL DIRECTOR 

MAJOR REVISION TO ALIGN 
WITH COMPLIANCE WITHIN 
THE COMPANY. 

  

 

 

 

http://www.processvacuum.co.za/
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16. SIGNATURE 

I, the undersigned, confirm that this PAIA Manual has been prepared and approved in compliance 

with the Promotion of Access to Information Act and the Protection of Personal Information Act. 

Name: Desiree Van Heerden 

Designation: Financial Director & Information Officer – Process Vacuum (Pty) Ltd 

 

Signature: ________________________________________  

Date of Approval: ____26/11/2025____________________ 
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      ANNEXURE A 

FEES IN RESPECT OF PRIVATE BODIES 

Item             Description Amount 
1 The request fee payable by every requester 

 
R140.00 

2 Photocopy / printed black and white copy of each of each A4-
size page (per page or part thereof) 

R2.00 

3 Printed copy of A4-size page (per page or part thereof) 
 

R2.00 

4 For a copy in a computer-readable form on: 
(i)  Flash drive (to be provided by the requester). 
(ii) Compact disc 
If provided by the requestor. 
If provided to the requestor. 

 
R40.00 
 
R40.00 
R60.00 

5 For the transcription of visual images per A4-size page. 
 

Service to be 
outsourced, 
dependent on 
quotation from 
Service Provider  

6 Copy of Visual Images 
 

7 Transcription of an audio record, per A4-size page R24.00 

8 Copy of an audio record on: 
(i)  Flash Drive (to be provided by requestor). 
(ii) Compact disc 
If provided by the requestor 
If provided to the requestor 
 

 
R40.00 
 
R40.00 
R60.00 

9 To search for and prepare the record for disclosure for each 
hour or part of an hour, excluding the first hour, reasonably 
required for such search and preparation. 
To not exceed the 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 or any other electronic transfer. Actual expense, 
if any. 
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ANNEXURE B 

PROCESS VACUUM (Pty) Ltd 
PAIA FORM 2 

REQUEST FOR ACCESS TO RECORD 
[Regulation 7] 

 
NOTE:  
1. Proof of identity must be attached by the requester. 
2. If requests made on behalf of another person, proof of such authorisation, must be attached 

to this form. 
 
Deliver to:  Process Vacuum (Pty) Ltd 

The Information Officer  
c/o Steenbok and Bloubok Road 
Highbury 
Henley on Klip 
1962 

 

E-mail address:  info@processvacuum.co.za (as an attachment) 
Fax number:    (016) 362 2953  
 
Mark with an "X"  
 

Request is made in my own name    Request is made on behalf of another  
       person. 
     

PERSONAL INFORMATION 
 

Full Names and Surnames 
 

Identity Number 
 

Capacity in which request 
is made (when made on 
behalf of another person) 

 

Postal Address 
 

Street Address 
 

Email Address 
 

Contact Numbers 

 
Tel. (B): 

 
 

 
Facsimile: 

 
 

Cellular: 
 

Full Names of person on 
whose behalf request is 
made (if applicable): 

 

Identity Number 
 

Postal Address 
 

 

 

mailto:info@processvacuum.co.za
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Street Address 
 

Email Address 
 

Contact Numbers 

 
Tel. (B): 

 
 

 
Facsimile: 

 
 

Cellular: 
 

 

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 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 
 
 
 
 
 

 
 
 
 
 
 

 

 

 

 

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 
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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 of 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 
 

 

Postal services to street address 
 

 

Courier service to street address 
 

 

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

 

Email 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 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: 
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FEES 

 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. 
c) 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. 
d) If you qualify for exemption of the payment of any fee, please state 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:  

Postal Address Facsimile Electronic communication 
(Please specify) 

   

 

Signed at __________________________this ______day of________________ 20______ 

 
_______________________________________________________ 
Signature of Requester / person on whose behalf request is made 
 

 
FOR OFFICIAL USE 

Reference number: 

 
 

Request received by:  
(State Rank, Name and 
Surname of Information 
Officer) 

 

Date received: 
 

 

Access fees: 
 

 

Deposit (If any):  

 

 

____________________________________ 

Signature of Information Officer
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ANNEXURE C 

PROCESS VACUUM (Pty) Ltd 
POPIA FORM 1 
    

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, 2017 

[Regulation 2(1)] 
NOTE:  
1. Affidavits or other documentary evidence in support of the objection must 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. 

 
Reference Number: ___________ 

 

A DETAILS OF DATA SUBJECTS 
 

Name and surname of data 
subject: 
 

 

Residential, postal or 
business address: 
 
 
Postal code: 

 

 

 

Contact number(s): 
 

 

Fax number: 
 

 

E-mail address: 
 

 

B DETAILS OF RESPONSIBLE PARTY 
 

Name and surname of 
responsible party (if the 
responsible party is a 
natural): 

 

Residential, postal or 
business address: 
 
 
Postal code: 

 

 

 

Contact number(s) 
 

 

Fax number: 
 

 

E-mail address: 
 

 

 

 



 

© 2025 Process Vacuum (Pty) Ltd POPI Form – For use in accordance with the Promotion of Access to Information Act, 2000 
(Act No. 2 of 2000). 

2 

Name of public or private 
body (if the responsible 
party is not a natural 
person): 
 

 

 
Business Address: 
 
 
Postal code: 
 

 

 

 

 

Contact number(s) 
 

 

Fax number: 
 

 

E-mail address: 
 

 

C REASONS FOR OBJECTION (Please provide detailed reasons for the objection) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

Signed at ________________________ this_________ day of __________________ 20__________ 

 

 

________________________________________ 

Signature of data subject (applicant) 

 

 
FOR OFFICIAL USE 

Reference number: 

 
 

Request received by:  
(State Rank, Name and Surname 

of Information Officer) 

 

Date received: 
 

 

 

 

____________________________________ 

Signature of Information Officer
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ANNEXURE D 

PROCESS VACUUM (Pty) Ltd 

 POPIA FORM 2 
 

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 PROCTECTION OF PERSONAL 
INFORMATION ACT, 2013 (ACT NO. 4 OF 2013) 

REGULATIONS RELATING TO THE PROTECTION OF PERSONAL INFORMATION, 2017 

[Regulation 3(2)] 
NOTE:  
1. Affidavits or other documentary evidence in support of the objection must 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 applicable. 

Reference Number: ___________ 

Mark the appropriate box with an “X” 

Request for: 

  
Correction or deletion of personal information about the data subject which is in possession or 
under the control of the party responsible. 

 
Destroying or deleting a record of personal information about the data subject which is in 
possession or under the control of the responsibility party and who is no longer authorized to 

            retain the record of information. 

 
A DETAILS OF THE DATA SUBJECT 
Surname:  

Full names:  

Identity number:  

 
Residential, postal or 
business address: 
 
 

 

 

 

 

 
Contact number(s):  

Fax number:  

E-mail address:  

B DETAILS OF RESPONSIBLE PARTY 

Name and surname of the 
party responsible (if the 
party responsible is a natural 
person): 

 

Residential, postal or 
business address: 
 
 

 

 

 

 

Contact number(s):  

Fax number:  

E-mail address:  
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Name of public or private 
body (if the responsible 
party is not a natural 
person):  

 

 
Business address: 
 
 
 

 

 

 

 

 
Contact number(s): 
 

 

Fax number:  

E-mail address:  

C 
 
C  
 
 
 

INFORMATION TO BE CORRECTED / DELETED / DESTRUCTED / DESTROYED 

 

 

 

 

C 
  
 
 
 

REASONS FOR CORRECTIONOR DELETION OF THE PERSONAL INFORMATION 
ABOUT THE DATA SUBJECT IN TERMS OF SECTION 24(1)(a) WHICH IS IN 

POSSSESSION OR UNDER THE CONTROL OF THE RESPONSIBLE PARTY; and or 
REASONS FOR DESTRUCTION OR DELETION OF A RECORD OF PERSONAL 

INFORMATION ABOUT THE DATA SUBJECT IN TERMS OF SECTION 24(1)(B) WHICH 
THE RESPONSIBLE PARTY IS NO LONGER AUTHORED TO RETAIN. (please provide 

detailed reasons for the request) 

 
 
 

 

 

 

 

 

 

 
 
Signed at __________________________this ______day of________________ 20______ 

 

______________________________________________________ 
Signature of Data Subject / Designated person 
 

 
FOR OFFICIAL USE 

Reference number: 
 

 
Request received by:  
(State Rank, Name and Surname 
of Information Officer) 

 

Date received: 
 

 

 

____________________________________ 

Signature of Information Officer
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ANNEXURE E 

PROCESS VACUUM (Pty) Ltd  

PAIA FORM 5 
 

COMPLAINT REGARDING INTERFERENCE WITH THE PROTECTION OF 
PERSONAL INFORMATION/COMPLAINT REGARDING DETERMINATION OF AN 

ADJUDICATOR IN TERMS OF SECTION 74 OF THE PROTECTION OF 
PERSONAL INFORMATION ACT, 2013 (ACT NO. 4 OF 2013) 

 

REGULATIONS RELATING TO THE PROTECTION OF PERSONAL INFORMATION, 2018 

[Regulation 7] 

NOTE:  

1. Affidavits or other documentary evidence in support of the objection must 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 applicable. 
 

Section A: Data Subject Information 

FIELD DETAILS 

Full Name and Surname  

ID/Passport Number  

Email Address  

Phone Number   

Physical Address  

Relationship to Company 

☐ Client   ☐ Employee   ☐ Supplier ☐   Website User        

☐ Other: ______________ 

Section B: Complaint Details 

Date Complaint Submitted ___ /____ /______ 

Description of Complaint 

 

 

 

Type of Complaint ☐ Unauthorised Access        ☐ Incorrect / Incomplete Information 

☐ Unauthorised disclosure    ☐ Other: _____________________ 

Have you reported this 
complaint before? 

☐ Yes    ☐ No 
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Section C: Preferred Outcome 

What resolution do you expect? 

☐ Correction   ☐ Deletion   ☐ Restriction   ☐ Apology  

☐ Compensation   ☐ Other: ______________ 

Section D: Declaration   

I declare that the information provided is true and accurate to the best of my knowledge. 

 

Signed at _________________this ______ day of _________________ 20______ 

 
 
____________________________________________________ 
Signature of Data Subject / Designated person 

 

 

 
Section E: Office Use Only 

 

Complaint Reference Number  

Date Acknowledged ____ / ____ / _______ 

Investigating Officer  

Investigation Notes  

Action Taken  

Date Resolved ____ / ____ / _______ 

Outcome Communicated to Data Subject ☐ Yes    ☐ No 

 

 

____________________________________ 

Signature of Information Officer 


