A-SOLUTIONS (PTY) LTD
PROMOTION OF ACCESS TO INFORMATION ACT (PAIA) MANUAL

Prepared in accordance with Section 51 of the Promotion of Access to Information
Act, 2000 (PAIA), as amended

1. INTRODUCTION

This PAIA Manual is published in terms of Section 51 of the Promotion of Access to
Information Act, 2000 (“PAIA”), and includes mandatory information related to POPIA
where applicable. Its purpose is to inform individuals how to request access to records
held by A-Solutions (Pty) Ltd.

This Manual is available:
e At A-Solutions’ head office
e Onrequestfrom the Information Officer

e Onthe Information Regulator eServices Portal (once uploaded)

2. COMPANY INFORMATION

Company Name: A-Solutions (Pty) Ltd

Registration Number: [Insert]

Head Office Physical Address: 53 Adriana Crescent, Gateway Park, Hennopspark,
Centurion, 0157

Postal Address: Same as above unless otherwise provided

Phone: [Insert]

Email: [Insert official compliance/IO email]

Website: www.asolution.co.za

3. INFORMATION OFFICER & DEPUTY INFORMATION OFFICER

Information Officer:
Name: Estie Du Preez
Position: Managing Director
Email: [Insert]

Telephone: [Insert]

Deputy Information Officer(s):
None currently designated. May be appointed as needed.



4. PAIA GUIDE (SECTION 10 GUIDE)

A copy of the PAIA Guide, published by the Information Regulator, is available in multiple
official languages at:
https://www.justice.gov.za/inforeg/

A physical copy of the Guide will be made available for inspection at A-Solutions’ head
office.

5. RECORDS HELD BY A-SOLUTIONS
A-Solutions holds various categories of records, including but not limited to:
5.1 Company Records

e Company registration documents

¢ Memorandum of Incorporation

e Licences, permits

e Annual financial statements

e Taxrecords
5.2 HR & Employment Records

e Employee contracts

e Payrollrecords

o Leaverecords

o Performance records

¢ Disciplinary records
5.3 Client Records

e Service agreements

e Projectrecords

o Contactinformation

e Support and ticketing records



5.4 Supplier/Partner Records

o Contracts and SLAs

e Invoices

e Vendor compliance documents
5.5 Financial & Accounting Records

e Invoices

o Bank statements

o Debtors/creditors information
5.6 IT & Security Records

e Accesslogs

e System monitoring logs

e CCTV footage

e Device registration
5.7 POPIA-Related Records

e ROPA (Record of Processing Activities)

e Security incident logs

e Operator agreements

e Training registers

6. AUTOMATICALLY AVAILABLE RECORDS (NO PAIA REQUEST REQUIRED)
The following records are available without a formal PAIA request:

e Company profile

o Website information

e Basic service descriptions

e Public-facing policies or notices

e PAIAManual



e POPIA/Privacy Notice

These will be uploaded to the A-Solutions website and made available at reception.

7. RECORDS AVAILABLE IN TERMS OF LEGISLATION
A-Solutions holds records required under:

e Companies Act

e Basic Conditions of Employment Act

o Labour Relations Act

¢ Employment Equity Act

e Occupational Health & Safety Act

e COIDA

¢ Income Tax Act

e VATAct

8. PROCESSING OF PERSONAL INFORMATION (POPIA SECTION INTEGRATION)
A-Solutions processes personal information for:
¢ HR and employment administration
e Client service delivery
e Supplier and vendor management
e Project execution
e Compliance with legislation
Categories of Data Subjects:
¢ Employees
o Clients
e Suppliers

e Contractors



e Visitors
Categories of Personal Information:
o Names, contact details
e ID numbers
e Company data
e Financialinformation
e Location, device, project data
e CCTV footage and access logs
Transborder Flows:

A-Solutions may transfer personal information to third parties outside South Africa ONLY
where safeguards exist (contracts, security, lawful basis).

Technology & Security Measures:
e Firewalls, encryption, antivirus
e Password controls
e Access management
e Physical access controls

e Backup and disaster recovery

9. HOW TO REQUEST ACCESS TO A RECORD

Requests must be submitted to the Information Officer in the prescribed PAIA Form
(Form 2).

Fees
A-Solutions may charge:
e Arequestfee (if applicable)
o Accessfees forreproduction, printing, or search time
Afull fee schedule is available on the Information Regulator’s website.

Process:



1. Complete required form (Form 2)
2. Send to Information Officer

3. Proof of identity required

4. Decision within 30 days

5. Reasons provided for any refusal

10. AVAILABILITY OF THIS PAIA MANUAL

This manual will be:
e Placed at A-Solutions’ head office for inspection
e Uploaded to www.asolution.co.za

e Uploadedto the Information Regulator’s eServices Portal

11. UPDATES & REVIEW

This PAIA Manual is reviewed annually by the Information Officer or sooner if required due
to regulatory or operational changes.

12. SIGN-OFF

Information Officer: Estie Du Preez
Date of Publication: 19 November 2025 Y@Z .



