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Introduction to The Kashan Group CC

The Kashan Group comprises three companies as follows:

*

Kashan Advertising CC was registered in 1996. t is an advertising agency that provides a broad
spectrum of communication services from creative, conceptualisation and design through to the
production and delivery of electronic and printed materials.

Classic-Kashan CC was registered in 1999. It is a broad spectrum PR and event Management
Company.

Kashan Financials (Pty) Ltd was registered in 2001. It specialises in all aspects of financial reporting,
from interim and preliminary year-end reports and media placements, to SENS announcements and
the design and publication of Annual reports.

The industry as a whole is subject to minimal regulation. The Kashan Group has therefore adopted
stringent internal procedures to govern its working operations and conforms to an internal mentorship

policy.

Particulars in terms of Section 51

1.

Contact Details [Section 51(1)(a)]

The Members and Directors of The Kashan Group have duly authorised Caroline Heard to deal with all
matters in connection with requests for information in terms of the Promotion of Access to Information
Act, 2 of 2000.

Postal address: P O Box 12999
Hatfield
0028
Street address: 345 Festival Street
Hatfield
Pretoria
Telephone: +27 12 342 8163
Facsimile: +27 12 342 5615
2. The Guide as described in Section 10. [Section 51(1)(b)]

The guide will be available from the Human Rights Commission. Please direct any queries to:

The Human Rights Commission:

Postal address: Private Bag 2700
HOUGHTON
2041

Telephone: +27 11 484 8300

Facsimile: +27 11 484-0582

Website: http://www.sahrc.org.za

3.

Categories of Records of The Kashan Group which are available without a person having to
request access in terms of the Act in terms of Section 52(2). [Section 51(1)(c)]

No notice of such records has been made to the Minister.

4,

Categories of Record available in terms of any other legislation:

Records are kept in accordance with the following legislation:

Income Tax Act No. 58 of 1962
Close Corporation Act No 69 of 1984



e Companies Act No 61 of 1973

5. How to request a record. A description of the subjects of the records held by The Kashan
Group and the categories in which these subjects are classed. [Section 51(1)(e)]

5.1 How to request a record [See pro forma request form in Section 9]

. Section 53 prescribes that the requester must use the prescribed form to make the request for access to
a record. This must be made to the head of the private body, or his duly authorised deputy. This request
must be made to the address, fax number or electronic mail address of the body concerned.

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 he or she wishes to be informed in any other manner and state the
necessary particulars to be so informed.

. The requester must identify the right that he or she is seeking to exercise or protect and provide an
explanation of why the requested record is required for the exercise or protection of that right.

. If a request is made on behalf of a 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.

. 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.

. The fee for private bodies is R50. The requester may lodge an internal appeal or an application to the
court against the tender or payment of the request fee.

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

The head of the private body will then make a decision on the request and notify the requester in the
required form.

5.2 Categories of records held by The Kashan Group.
5.2.1 Client-related Records

Client contact details

Contracts

Project work books

Photographic and content materials
Invoices

Payment advice forms

5.2.2 Supplier-related Records

e Supplier contact details
e _Invoices
e . Payment advice forms

5.2.3 Other records

e Operational information — information required for the day-to-day running of the group, which
is of little or no use to persons outside the group, including company policies, directives,
contracts efc.

e  Employee records

e  Financial records, including accounting and taxation records



6. Other information as may be prescribed [Section 51(1)(f)]
Not applicable.
7. Availability of the manual. [Section 51(3)]

This manual is available from the South African Human Rights Commission (See details above), and The
Kashan Group (see details above).

8. Fees in respect of private bodies

1. The fee for a copy of the manual as contemplated in regulation 9(2)(c) is R1,10 for every photocopy
of an A4-size page or part thereof.

2. The fees for reproduction referred to in regulation 11(1) are as follows:

R
(a) For every photocopy of an A4-size page or part thereof 1,10
(b) For every printed copy of an A4-size page or part thereof held on a
computer or in electronic or machine- readable form 0,75
(c) For a copy in a computer-readable form on - stiffy disc 7,50

3. The request fee payable by a requester, other than a personal requester, referred to in regulation
11(2) is R50,00.

4. The access fees payable by a requester referred to in regulation 11(3) are as follows:

R
(1) (a) For every photocopy of an A4-size page or part thereof 1,10
(b) For every printed copy of an A4-size page or part thereof held on a
computer or in electronic or machine - readable form 0,75
(c) For a copy in a computer-readable form on -
(i) stiffy disc 7,50
(i) compact disc 70.00
(d) To search for and prepare the record for disclosure, R30,00 for each hour or

part of an hour reasonable required for such search and preparation.
(2) For purposes of section 54(2) of the Act, the following applies:

(a) Six hours as the hours to be exceeded before a deposit is payable; and
(b) one third of the access fee is payable as a deposit by the requester.

(3) The actual postage is payable when a copy of a record must be posted to a requester.
9. Prescribed request form
Request for Access to Record of Private Body
(Section 53(1) of the Promotion of Access to Information Act, 2000
(Act No. 2 of 2000))
[Regulation 10]
A. Particulars of private body

The Head: The Authorised Person of The Kashan Group:
Mrs. C. Heard.

B. Particulars of person requesting access to the record

| (a) The particulars of the person who requests access to the record must be given below.




(b) The address and/or fax number in the Republic to which the information is to be sent must be given.
(c) Proof of the capacity in which the request is made, if applicable, must be attached.

Full names and surname:

Identity number:

Postal address:

Fax number:

Telephone number:

E- mail address: (optional)

Capacity in which request is made, when made on behalf of another person:

C. Particulars of person on whose behalf request is made

This section must be completed ONLY if a request for information is made on behalf of another person

Full names and surname:
Identity number:

D. Particulars of record

(a) 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.

(b) If the provided space is inadequate, please continue on a separate folio and attach it to this form. The
requester must sign all the additional folios.

1. Description of record or relevant part of the record:
2. Reference number, if available:
3. Any further particulars of record:

E. Fees

(a) A request for access to a record, other than a record containing personal information about yourself,
will be processed only after a request fee has been paid.

(b) You will be notified of the amount required to be paid as the request fee.

(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 for exemption from payment of fees:

F. Form of access to record

If you are prevented by a disability to read, view or listen to the record in the form of access provided for
in 1 to 4 hereunder, state your disability and indicate in which form the record is required.

Disability: Form in which record is required]

Mark the appropriate box with an X.

NOTES:

(a) Compliance with your request in the specified form may depend on the form in which the record is
available.

(b) Access in the form requested may be refused in certain circumstances. In such a case you will be
informed if access will be granted in another form.

(c) The fee payable for access to the record, if any, will be determined partly by the form in which access
is requested.

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

coov of record* inspection of record




|2. If record is held on computer or in an electronic or machine-readable form:|

Printed copy of record* Printed copy of information Copy in computer
Information derived from the record readable from
(stiffy or disc)

* If you requested a copy or transcription of a record (above), do you YES | NO
wish the copy or transcription to be posted to you?
Postage is payable.

G. Particulars of right to be exercised or protected

If the provided space is inadequate, please continue on a separate folio and attach it to this form. The
requester must sign all the additional folios.

1. Indicate which right is to be exercised or protected:
2. Explain why the record requested is required for the exercise or protection of the aforementioned
right.

H. Notice of decision regarding request for access

You will be notified in writing whether your request has been approved/denied. If you wish to be informed
in another manner, please specify the manner and provide the necessary particulars to enable
compliance with your request.

How would you prefer to be informed of the decision regarding your request for access to the record:

Signedat ........cocvviiiiiin , this ............. ,dayof ...l 20...

Signature of Requester / Person on whose behalf request is made




