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Subjects Categories

Companies Act Records

Documents of Incorporation 

Names and addresses of Directors 

Memorandum of Incorporation 

Minutes of meetings of the Board of Directors 

Financial Records

Accounting Records 

Annual Financial Reports 

Annual Financial Statements 

Asset Registers 

Bank Statements 

Banking details and bank accounts 

Banking Records

Debtors and Creditors lists 

Statements and invoices 

Ledgers 

General reconciliation 

Policies and procedures 

Rental Agreements 

Tax Returns 

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: VAT,

Skills Development Levies, 

UIF, COIDA

Personnel Documents and Records

Address and contact detail lists 

Disciplinary Policy and Procedure 

Record of Disciplinary Procedures 

Employee Benefits 

Employment Contracts 

Employment Equity Documents 

Grievance Procedure 

Leave Records 

Medical Aid Records 

Medical Records 

Payroll reports
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Subjects Categories

Personnel Documents and Records

Pension Fund Records 

Safety, Health and Environmental records 

Salary Records 

SETA records 

Skills Development Documents

Organisational policies and codes of conduct 

Training records 

Training Manuals

Procurement Department

Standard Terms and Conditions for supply of services 
and products 

Service Level, Contractor and Supplier Agreements 

Lists of suppliers, products and services 

Policies and Procedures

Risk Management and Audit

Audit reports 

Risk management frameworks

Risk management plans

IT Department

Computer / mobile device usage policy 
documentation 

Disaster Recovery and Business Continuity Plans

Hardware asset registers 

Information Security and General ICT Policy 

Software licensing 

System documentation and Manuals

Other documents

Prescribed Complaint Forms and Annexures 

Record of litigation matters 

Electronic Newsletters 

General Information Brochures
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Categories of Data Subjects
Personal Information that              

may be processed

PCustomers / Clients

name, address, registration numbers or identity 
numbers, employment status and bank details, VAT 
numbers

Service Providers 
names, registration number, vat numbers, address, 
trade secrets and bank details

Employees 
address, qualifications, gender and race, identity 
numbers, bank details, position, medical details, salary

Artists Address, bank details, ID numbers 

Category of personal information 
Recipients or Categories of 

Recipients to whom the personal 
information may be supplied

Identity number and names, for criminal checks South African Police Services 

Qualifications, for qualification verifications South African Qualifications Authority

Credit and payment history, for credit information Credit Bureaus
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Personal Information

Full names

Identity number

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

Postal Address:

Street Address:

E-mail Address:

Contact numbers:
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Personal Information

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

Identity number

Postal Address:

Street Address:

E-mail Address:

Contact numbers:

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 on 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 the 
record:
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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

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 machine-readable form)

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

Transcription on 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 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 service to postal address

Postal service to street address

Courier service to street address

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

E-mail 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)
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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:

Reason:

Particulars of right to be exercised or protected

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

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
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Postal address Facsimilie
Electronic communication

(Please specify)

For official use

Reference number:

Request received by:

(state rank, name and 
surname of information 
officer)

Date received:

Access fee:

Deposit (if any):
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L O N D O N

26 CORK STREET
LONDON, W1S 3ND
+442081254065
ldn@goodman-galleryuk.com
www.goodmangallery.com

J O H A N N E S B U R G

163 JAN SMUTS AVE, PARKWOOD
JOHANNESBURG
+27 11 788 1113 
JHB@GOODMANGALLERY.COM
WWW.GOODMANGALLERY.COM

C A P E  T O W N

37A SOMERSET ROAD
DE WATERKANT
+27 21 462 7573
CPT@GOODMANGALLERY.COM
WWW.GOODMANGALLERY.COM

Item Description Amount

1. The request fee payable by every requester R140.00

2. Photocopy / printed black & white copy of A4-size page R2.00 per page or part thereof

3. Printed copy of A4-size page R2.00 per page or part thereof

4. For a copy in a computer-readable from on:

(iii)   Flash drive (to be provided by requestor)

(iv)   Compact disc
•  If provided by requestor
•  If provided to the requestor

R40.00

R40.00
R60.00

5. For a transcription of visual images per A4-size page
Service to be outsourced. Will 
depend 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:
(v)   Flash drive (to be provided by requestor)
(vi)  Compact disc
• If provided by 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 a total cost of

R145.00

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


