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PAIA MANUAL 

 
 
 

PREPARED IN ACCORDANCE WITH SECTION 51 OF THE PROMOTION OF ACCESS 
TO INFORMATION ACT, 2 OF 2000 ("PAIA") 

 
 

FOR 
 
 

LOOBI LOANS PROPRIETARY LIMITED 
 
 
 

This Manual applies to Loobi Loans Proprietary Limited, a registered credit provider per the 
provisions of the National Credit Act, 19 of 2014, with registration number NCRCP16465 

(hereafter referred to as “Loobi”) 
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1. INTRODUCTION 
 

The Promotion of Access to Information Act, No 2 of 2000 (“the Act”) gives effect to the constitutional 
right of access to any information in records held by public or private bodies that is required for the 
exercise or protection of any rights. The Act sets out the requisite procedural issues attached to such 
request, the requirements which such request must meet as well as the grounds for refusal or partial 
refusal of such request. 

 
This manual informs a requester of procedural and other requirements which a request must meet as 
prescribed by the Act. 
 
The Act recognises that the right to access to information cannot be unlimited and should be subject to 
justifiable limitations, including, but not limited to: 
 

• Limitations aimed at the reasonable protection of privacy; 
• Commercial confidentiality; and 
• Effective, efficient and good governance; 

 
and in a manner which balances that right with any other rights, including such rights contained in the 
Bill of Rights in the Constitution. 

 
2. CONTACT INFORMATION 

 
All requests for access to records in terms of the Act must be in writing and must be addressed to The 
Loobi Information & Legal Department at the below contact details; 
 
Information & Legal Department Head  
Name:  
Physical Address:  Bristol House, 1A Shongweni, Hillcrest, KwaZulu-Natal, 3610 
Telephone:   +27 (87) 088 5409 
E-mail:    legal@loobi.co.za  
Website:   www.loobi.co.za  

 
3. GUIDE OF SOUTH AFRICAN HUMAN RIGHTS COMMISSION 

 
The South African Human Rights Commission has compiled the guide contemplated in Section 10 of the 
PAIA Act which contains such information as may reasonably be required by a person who wishes to 
exercise any right contemplated in the Act. This guide is available from their website 
(www.sahrc.org.za). 
 
The contact details of the Human Rights Commission Head Office are;  
 
Postal address:  Private Bag 2700, Houghton 2041 
Physical address:  27 Stiemens Street, Braamfontein, Gauteng, 2001 
Telephone:  +27 (87) 088 5409 
Email:   paia@sahrc.org.za 
Website:  www.sahrc.org.za  
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4. RECORDS AUTOMATICALLY AVAILABLE 

 
No notice has been published and/or submitted to the Minister of Justice and Constitutional 
Development regarding the categories of records, which are available without a person having to 
request access in terms of Section 52(2) of PAIA. However, the information on the website of the 
business is automatically available without having to request access in terms of PAIA. 

 
5. RECORDS AVAILABLE IN TERMS OF ANY OTHER LEGISLATION 

 
Records available in terms of other legislation are as follows: 
 
Basic Conditions of Employment Act No. 75 of 1997 
Broad-based Black Economic Empowerment Act 53 of 2003 
Companies Act No 71 of 2008 and Applicable Regulations 
Compensation for Occupational Injuries and Health Diseases Act No. 130 of 1993 
Competition Act No. 89 of 1998 
Consumer Affairs (Unfair Business Practice) Act No. 71 of 1988 
Consumer Protection Act 68 of 2008 
Copyright Act No. 98 of 1978 
Electronic Communications Act, No. 36 of 2005. 
Electronic Communications and Transactions Act No 25 of 2002 
Employment Equity Act. No. 55 of 1998 
Income Tax Act No 58 of 1962  
Intellectual Property Laws Amendment Act No. 38 of 1997 
Labour Relations Act No 66 of 1995 
National Health Act 61 of 2003 
Occupational Health and Safety Act No. 85 of 1993 
Pension Funds Act No 24 of 1956 
Prevention and Combating of Corrupt Activities Act No 12 of 2004 
Promotion of Access to Information Act No.2 of 2000 
Promotion of Equality and Prevention of Unfair Discrimination Act No. 4 of 2000 
Protected Disclosures Act No. 26 of 2000 
Protection of Personal Information Act 4 of 2013 
Protection of Constitutional Democracy against Terrorist and Related Activities Act 33 of 2004 
Regulation of Interception of Communication and Provision of Communications Act, No.2 of 2000 
Regulation of Interception of Communications and Provisions of Communication Related 
Information Act No. 70 of 2002 
Skills Development Levies Act No 9 of 1999 
Supreme Court Act No. 59 of 1959 
Trade Marks Act 194 of 1993 
Unemployment Insurance Act No. 63 of 2001 
Value Added Tax Act No 89 of 1991 
 

6. RECORDS THAT MAY BE REQUESTED 
 

6.1 COMPANIES ACT RECORDS 
 

• Memorandum of Incorporation 



 
 
 
 
 
 
 

 
 

info@loobi.co.za |+27 (87) 088 5409 | Bristol House, 1A Shongweni Road, Hillcrest, KwaZulu-Natal, 3610 
 

All Rights Reserved | www.loobi.co.za | © Copyright of Loobi Loans Proprietary Limited | Copyright subsists in this work. Any 
unauthorised reproduction, adaptation, publication and/or distribution of the work is an act of copyright infringement and makes 

you liable for copyright infringement under the civil law and may, in certain circumstances, make you liable to criminal prosecution. 

5 

 
 

• Minutes of Board of Directors meetings 
 

• Records relating to the appointment of directors/ auditor/ secretary/ public officer and other 
officers 

• Share Register and other statutory registers 
 

6.2 FINANCIAL RECORDS 
 

• Accounting Records 
• Annual Financial Reports 
• Annual Financial Statements 
• Asset Registers 
• Bank Statements 
• Banking details and bank accounts 
• Banking Records 
• Debtors / Creditors statements and invoices 
• General ledgers and subsidiary ledgers 
• General reconciliation 
• Invoices 
• Paid Cheques 
• Policies and procedures. 
• Rental Agreements  
• Tax Returns 

 
6.3 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 income tax related statutory compliances: 
• VAT 
• Regional Services Levies 
• Skills Development Levies 
• Unemployment Insurance Fund Records  
• Workmen’s Compensation 

 
6.4 PERSONNEL DOCUMENTS AND RECORDS 

 
• Accident books and records 
• Address Lists 
• Disciplinary Code and Records 
• Employee benefits arrangements rules and records 
• Employment Contracts 
• Employment Equity Plan 
• Forms and Applications 
• Grievance Procedures 
• Leave Records 
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• Medical Aid Records. 
• Payroll reports/ Wage register 
• Pension Fund Records 

 
• Safety, Health and Environmental records 
• Salary Records 
• SETA records 
• Standard letters and notices 
• Training Manuals 
• Training Records 
• Workplace and Union agreements and records 

 
6.5 PROCUREMENT DEPARTMENT 

 
• Standard Terms and Conditions for supply of services and products 
• Contractor, client and supplier agreements 
• Lists of suppliers, products, services and distribution 
• Policies and Procedures 

 
6.6 SALES DEPARTMENT 

 
• Customer details 
• Insurance proposals/quotations 
• Information and records provided by a third party/intermediary 

 
6.7 MARKETING DEPARTMENT 

 
• Advertising and promotional material 

 
6.8 RISK MANAGEMENT AND AUDIT 

 
• Audit reports 
• Risk management frameworks 
• Risk management plans 

 
6.9 SAFETY, HEALTH AND ENVIRONMENT 

 
• Complete Safety, Health and Environment Risk Assessment 
• Environmental Managements Plans 
• Inquiries, inspections, examinations by environmental authorities 

 
6.10 IT DEPARTMENT 

 
• Computer / mobile device usage policy documentation 
• Disaster recovery plans. 
• Hardware asset registers. 
• Information security policies/standards/procedures. 
• Information technology systems and user manuals. 
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• Information usage policy documentation. 
• Project implementation plans. 
• Software licensing; and 
• System documentation and manuals. 

 
 

7. PROCESS OF REQUESTING INFORMATION IN TERMS OF PAIA 
 

7.1 A request shall be made on the prescribed form. A copy of the form is attached to this Manual 
and marked Annexure "A". This request must be made to head of the company at the address 
or electronic mail address of the company. 

 
7.2 The requester must provide sufficient detail on the request form to enable the head of the 

company to identify the record and the requester. The requester should indicate which form 
of access is required. The requester should specify a postal address or fax number of the 
requester in the Republic. The requester should indicate if any other manner is to be used to 
inform the requester and state the necessary particulars to be so informed.  

 
7.3 The requester must identify the right that is sought to be exercised or to be protected and 

provide an explanation of why the requested record is required for the exercise or protection 
of that right. 

 
7.4 If a request is made on behalf of another 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 
company. 

 
7.5 A requester who seeks access to a record containing personal information about that 

requester is not required to pay the request fee. Every other requester, who is not a personal 
requester, must pay the required request fee: 

 
7.5.1 The head of the company 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.  

 
7.5.2 The fee that the requester must pay to the company is R50. The requester may lodge 

an application to the court against the tender or payment of the request fee. 
 
7.5.3 After the head of the company has made a decision on the request, the requester 

must be notified in the required form. 
 
7.5.4 If the request is granted then a further prescribed access fee must be paid for the 

search, reproduction, preparation and for any time that has exceeded the prescribed 
hours to search and prepare the record for disclosure. 

 
7.5.5 The fee structure is available on the website of the South African Human Rights 

Commission at www.sahrc.org.za. 
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8. DECISIONS RELATING TO REQUEST  
 
8.1 The head of the company, as soon as reasonably possible and within thirty days after the 

request has been received, shall decide whether or not to grant the request. The requester 
will be notified of the decision of the head of the company in the manner indicated by the 
requester. If the request is granted, the requester shall be informed by the head of the 
company in the manner indicated by the requester in the prescribed form. If the request for  
 
 
 
access is refused, adequate reasons for the refusal will be supplied and will the requestor have 
the remedy to lodge an application with a court against the refusal of the request.  

 
8.2 The head of the private body must refuse a request for access to a record if its disclosure would 

involve the unreasonable disclosure of personal information about the third party, including a 
deceased individual. Furthermore, he must refuse a request for access to a record of the 
private body if the record contains trade secrets, financial, commercial, scientific, and 
technical information - the disclosure of which could harm the interests of the company. 
Similarly, the refusal grounds apply in respect of the commercial information of third parties 
held by the company. Access to such records will require the written permission of the third 
party concerned before the company will permit to view. 

 
8.3 The head of the company must refuse a request for access to a record if the disclosure of such 

a record could reasonably be expected to endanger the life or physical safety of an individual.  
 
8.2 A request will be refused if the record is privileged from production in legal proceedings unless 

the person entitled to the privilege has waived such privilege.  
 

9. AVAILABILITY OF THIS MANAL  
 
This Manual is available for inspection, free of charge. A copy of this manual can be ascertained from 
our website: www.loobi.co.za  

 
 
 
 
 
 
 
 
 
 
 
 
 

PAIA MANUAL END. 
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ANNEXURE A – FORM C: REQUEST FOR ACCESS TO RECORD OF PRIVATE BODY   
 


