s onAM 6oL

This manual is owned by NFB Asset Management {(Piyjlid , FSP 25882, 2 duly suthorised Financial Services
Providar (hereunder referred (o as the "FSF),

As Key individual of the aforementionad Financial Services Provider |, I, Paul Marails, hereby confirm the adoption
of this manust,

: 7 A
e -y R ff“y(; ¥ G
e == e -
Kay individual Signat tre Date

ST RIE
MOONSTE ’EE'// COMOLLNav 2041 © Moonsione Complance {PhyiLid.
wr"



LA ey kR

| INTRODUCTION

The Promotion of Access to Information Act, 2000, PAIA gives sffect to section 32 of the Constitution,
which provides that everyone has the right o access information held by the State, as well as
information held by another person {or private body) when such privately held information s required to

sxerciss a right or to protect a right.

PAIA, provides that a person requesting information must be given access to any record of a private
body, If that record is required for the exercise or the protection of & right. However, such request has to

comply with the procedural requirements laid down by ths Act,
This manual is compiled in accordance with Section 51 of PAIA and contains the following provisions:

» the F3F's postal address, strest address, phone and fax number and e-mail address.

» & short description of the guidance document on the application of the Promotion of Information Act
and the process to be followed in order to obtain a copy of this guide {comgiled by the Human Rights
Commission in {erms of section 10 of the Act).

= the process to be followed in order to access information hald by the FSP. See Annexure O,

= & description of the typology of records held by the FSP (e, various information subjects held on
gach category type). See Annexure A

= a description of records which are freely available without having to submit a formal request o access
information in terms of the Act. See Annexure B.

=z description of the FSP's information which are available in accordance with any other legisiation.

FSPE CONTACT DETAILS

(G11) 885 8000 Phone Number f

, ~;
{011} 784 8831 Fax Number E

J

paul@nfb.co.za e-ffail Address
MFEB House Physicsl Addrags

Y <
1G5 Albertyn Avenue

£
Wierda Valley , Sandton, 2188

&QSNST{}NE f Be. COMO/ILMNov 2011 © Moonstone Compiiance {PyiLid.



L T R L]

4 ~

PO Box 32482 Fostal Address
> Y.

Braamfonteln

2017

..

GUIDE ON THE PROMOTION OF ACCESS TO INFORMATION ACT (SECTION 10 GUIDE)

The guldance document on the application of the Promotion of Access to Information Act has been
compiled by the South African Human Rights Commission. The guidance document has been developed
in order to assist people 1o access records and to exerdise their right to information.

The guide is avaliable in all South African official languages free of charge, and any person may reguest
a copy of the guide. A copy of the guide may be obtained by contacting the South African Human Rights
Commission at:

The South African Human Rights Commission
PAIA Unit

The Research and Docurnentation Denartment
Private Bag 2700

Houghton

2041

Telephone: 011 877 3600
e-Mail: pala@sahre,org.za
Website: www.salhirc.org.za

PROCEDURE FOR CBTAINING ACCESS TO INFORMATION

Any person who wishes to request any information held by the FSP in order to protect or sxarcise a right

may contact the FSF’s informnation officer at the foliowing contact details:

Mr, Paul Marals Ittformation Officer Name

by
<

{011; 885 8000 Phone Mumber

re

e-fdalf Adddress

paul@nib.co.za
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P
KFE Fouse Physical Address

¢ Y
108 Albertyn Avenue

s ~
Wierda Valley, Bandton, 2196

-
PO Box 32482 Postal Address

e J
Brasmfontein
2107

- J

A request for access o information must be made in the prescribed form to the information officer
indicated above. See Annexure C for the prescribed form.

All required text figlds on the annexed "Request for Information Form” must be completed infull and in a
legible form. The form {as well as any sdditional pages attached thereio) must be signed by the person

submitting the form.

Once the "Request for Information Form” has been submitted, the information officer will notify the
parson who submitted the request of the prescribed fee (if any) payable before further processing the

request,

A fee of RBO will be charged for access {o any records. If the request is granted, the persen who
submitled the request will be accordingly notified and a further fee will be pavsble. The additional fee
would be for the reproduction, preparation and time reasonably required to search for and prepare the
disclosure. The person who submitted the request may lodge an application to court against the tender

or payment of the fes.

An individual seeking access to a record containing their own personal information will not be charged a

reguest fes.
A person submitling the request must

e indicate the identity of the psrson sesking access to the information

= provide sufficient patticulars to enable the information officer to identify the information requested

= spacify the format In which the information is required

= indicate the contact details of the person requiring the information

® ingicate the right to be exercised and/or to be protected, and specily the reasons why the information
required will enable the person to protect and/or exercise the right
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= where the person requesting the information wishes to be informed of the decision of the request in &
particuiar manner, state the manner and particulars to be so informed

= [t the request for information is made on behalf of another person, submit proof that the person
submitting the request, has obtained the necessary authorisation to do so

TYPE OF RECORDS HELD BY THE FSp

Request for access to documents held by the FSP will be in accordance with the Act. The type of

records available to the person requesting the information are listed in Annexure A.

A description of records which are freely available without having to submit a formal request 1o access

information in terms of the Act are listed in Annaxure B,

RECORDS AVAILABLE IN TERMS OF OTHER LEGISLATION

The person requiring the information miay also request information which is available In terms of the

following legisiation:

= Basic Conditions of Employment Act

= Collective Investment Schemes Controf Act

= Companies Act

= Compensation for Occupational Injuries & Diseases Act

= (onsumer Protection Act

#  Electronic Communications and Transactions Act

= Employment Eguily Act

= Financial Advisory & Intermediary Services Act

+ Financial Institutions (Protection of Funds) Act

= Financial intelligence Cenire Act

#  Financial Services Board Act

* Financial Services Umbud Schemes Act

= Income Tax Act

= [azbour Belations Act

= Qcoupationai Health & Safely Act

s Pension Funds Act

= Pravention of Organised Crime Act

= Promotion of Equality and FPrevention of Unfair Discrimination Act
= Protection of Constitutional Democracy against Terrorist and ralated Activities Act

»  Skiils Development Act
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Skifls Development Levies Act

s South African Qualifications Authorify Act
= Unempioyment insurance Act

* Value Added Tax Act

GROUNDS FOR REFUSAL OF ACCESS YO RECORDS

The Prometion of Access io Information Act provides a number of grounds on which a request for
access o information must be refused. These grounds mainly concern instances where the privacy and
interests of other individuals are protected, where such records are already otherwise publicly availabie,
instances where public interest are not served, the mandatory protection of commercial information of a2

third party, as well as the mandatory protection of certain confidential information of a third party.

A complete list of the grounds for refusal are indicated within Chacter 4 of the Act.

MANUAL AVAILABILITY

The manual is available for inspection at the FSP's office free of charge. Copilas of this manual is alse
available & the South African Human Rights Commission.

Reguest for access to documents held by the FSP will be in accordance with the Act. The type of

records available 1o the person requesting the information are listed hereunder

Administrative Records

Thesge include, bul are not limited to the following:
= the FSF's Hcense

% the FSP's compliance manuat

= the FSP's noficies
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= the FEP's internal rules and procedures
= any personal records provided to the FSP by its personnel
5 any records which a third party has provided fo the FSP about any of its personnel

Human Resources Records

These include, but are not fimited {o the following:

¢ any personat records provided to the FSP by its personnel

= any records which a third party has provided to the FSP about any of i personnel

* conditions of employment and other personnelrelated contraciual and quasi-legal records
= jnternal evaluaticn and training racords

= other internat records and correspondence

Client-related Records
These include, but ars not limited to the following:

& advice records

= operational records

* databases

= information technology

= marketing racords

= internal correspondence

s product records

= statutory records

* internal policies and procedures
= freasury-related records

= securities and eguities

* racords held by officials of the FSP

Financial Records

Thess include, but are not limited o the following:
= financial statements

= audit records

¢ gssels inventory

Otner Pariies
The FSPF may possess records pertaining lo other parties, including withcut limitation, contractors,

suppliers, subsidiary/holding companies, joint venture companies and other financial servicas providers.

These records include:

A {i.OQNSTC! NE - 8e COIPGIJLINOY 2011 © Maoonstong Compliance (Phyilid.

'——w‘._m-‘—”/

b
!
Ay



*  sarvics level agreements
s+ financiat records

s correspongence

Alternatively, such other parties may possess records which can be said o belong to the FSP. The

following records fall under this category:

* personnel, cient or FSP records which are held by another party

= records heid by FEP pertaining to other parties, including without kmitation:
financia! records
¥ gorrespondence
¥ confraciual records

% records provided by the other party
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The following records are automatically available without having to submit a formal request to access the

information in terms of the Act.

For ingpection purposes:

The F8P's licenss
> a
> "
>
]
N J
For purchasing:
;- =
Please request from the information officer
> J
which records are available for purchasing
k 4
. <
L o
Forcopyving
Flease request from the information officer
’ <
- which records are available for copying
\. <
M
>
Available free of chargs:
N
Piease reguest from the Information officer 1
. )
which records are available fres of charge §'
4
|
\. A
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PARTICULARS OF PERSON REQUESTING ACCESS TO INFORMATION

Full Mames & Surpame

identifieation Number

o s ntoeeeeeraent

Telepfione Number

T -

Fax Number
J

e-Maif Address
v,

™y

Fostal Address

J

A

PARTICULARS OF PERSCON ON WHOSE BEHALF THE REQUEST IS MADE

Only comgpiete this section If & regueast for information s made on hehalf of another parson

Ful Namesg & Surmame

ideniification/
Company Number

1
g
|

U MU

FARTICULARS OF REQUESTED INFORMATION

Provide full partictdars of the information to which access is requesiad. If the providsd space is inadequate,
please cortinue on g separale page and altach o this form. (plesse sion alf sddilional pages}

-
Full Description
Sy,
\. 7
y
- <
. o
I's s 1 i .
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Fuli Description
{Continued)
N\ 4
£ B

FORMAT IN WHICH INFORMATION 1S REQUIRED

indicaie the format in which the information requested is required. Please nofe that the requesi for acress
in the specified format may depend on the format in which the record (s available. Access in the requested
formatl may be refused under cerfain clroumsiances.

Specify Format

i
%
,
,

J

J

r
i
?
y
{

RIGHT TO BE EXERCISED OR PROTECTED

incficate the right that i3 o be exercised andfor protecied and why the information is required to profect
andfor o exercise this right.

™
Specify Right
& Resson

N

'l

NOTIFICATION

You will be notified by e-mail and/or post whether your request has bheen approved or denied. #f you wish fo
ba Informed in ancther manner, please specify the manner and provide the necessary perficufars,

Alfernative methou
of Nodlfication

A T
SOOI S

Signed at on this day of 24

Signature of person submitling the request
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